Posting Grades

· Grade and eligibility posting
· Changing grades after posting has occurred

Grade eligibility and posting:

Grades and athletic eligibility now post automatically.  Refer to the staff bulletin and Skyward’s home page to note posting times.

It is your responsibility to have your grades as updated and accurate as possible at these posting times.

Changing grades after posting has occurred:

If quarter grades have posted and you need to make a change, you have to go through some extra steps because the grade book locks itself after each quarter ends.

As the semester comes to a close, some of you may still need to clear up incompletes, change erroneous grades, or make other fixes to 1st quarter.  Here is the procedure on Skyward:
 
1.  From the list of classes on Skyward, choose "Posting Status" --> "T1"
2.  Highlight the course where you need to make a change.
3.  Click "Request Grade Change."
4.  Please enter a description identifying why you are making a change.
5.  You may now make needed changes.  The gradebook will "lock" again in 2 hours.
 
To change a score below 50% to a 50%:
 
1.  After requesting a change (see above), click on the "Options" menu under the T1 score.
2.  Select "Enter T1 Grade Adjustments."
3.  You can now enter a number of percentage points by which to adjust a student's grade.
4.  Click "Save."
 
To amend an incomplete:
 
1.  After making necessary grade changes, select the "Options" menu under the T1 score.
2.  Select "Enter T1 Grade Adjustments."
3.  Remove the "I" for incomplete flag.
4.  Click "Save."

