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By Jeff Hargett

Wondering how to enter those final grades?

There are two main steps:

· Posting the second 9-weeks grades & 

· Putting in the exam grades and comments.
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Posting 2nd 9-weeks grades is the same as last 9-weeks.  While in the gradebook, click on the floppy disk icon at upper right.

Click Post and O.K.  You will be given a warning about grades over 100.  Click O.K. again.  You’re done.

You may repost later, if you need to.  Or, you may edit individual grades at the manual grade entry screen.
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Entering comments and exam grades is done from a different screen.  
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Exit the gradebook and return to the first screen in STI.  

Click on the 3rd Icon (Manual Grade Entry).


Choose 2nd 9-weeks.  You should see your student’s names and grades.

You may check the cycle box to speed up the process if you are entering grades for a whole class.

You may find it easier to use the tab button to move from box to box.  I can tab 3 times, enter the exam grade, tab three times, and hit enter.   This will keep you from having to look up and click with the mouse.


To enter individual grades and comments, simply click edit and fill in the appropriate boxes.

To save time you may also put in default comments.

Click the default button.  Leave the 9-week grade, exam grade, and semester grades blank, but put in your favorite comments.  Click Apply and O.K.  The blank grades will not override your 9-weeks grades.

Exit and you’re done.

Enjoy your vacation!!

