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Problem:  I need to post grades in my gradebook 
 
Occurs:  At the end of each term (six weeks, or for MS and HS, every three weeks) 
 
Solution: 

 
 
 
1. From your gradebook, click  
Posting…Post Grades 
 
 

 
2. Find the term period for which you want to post grades.  Generally this is the only one 

available for you.  The other terms should display a  instead of Post. 
 
3. Click .   

 
The grades for each student will be displayed in RED in the appropriate column. 
 
4. Enter any short comments for each student, and then click  
 

5. You will be directed back to the Post Grades screen.  Click  to return to the 
gradebook. 
 
6.  If you click  again, the saved grades will be displayed in GREEN. 
 
NOTE:  You must post grades again after any changes or grade 
adjustments in your gradebook. 
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