
Entering Mid-term and Final Grades 
You must use the following procedure to enter mid-term and final grades. 
 
Midterm 
 

1. Open your grade book 
2. Complete your Term 3 assignments and grades 
3. Create a new test column  
4. Enter MIDTERM in the name section –All caps 
5. Delete the term designator 
6. If using grade weighting, you will have a weight field, this field should be blank. 
7. Enter 100 in the possible section 
8. Enter your Mid-term grades 
9. Save your grade book 
10. Send Grades 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Final 
 

1. Open your grade book 
2. Complete your Term 6 assignments and grades 
3. Create a new test column  
4. Enter FINAL in the name section –All caps 
5. Delete the term designator 
6. If using grade weighting, you will have a weight field, this field should be blank. 
7. Enter 100 in the possible section 
8. Enter your Final grades 
9. Save your grade book 
10. Send Grades 

 
 

 


