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Before you start following these instructions to post your grades, please make sure you have entered all 

of your assignments and confirmed the grade calculation options were properly set. 

 

 

 

 

 

 

From the Grade Book, select term of Q2 and 

task of Semester Coursework. Click on the red 

link to Post. 

You will get the following pop 

up box.  Select term of Q1 

and task of HS Quarter to 

post your grades. 

Click OK 
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It will then take you to the grading task that you just posted (HS Quarter) where you can confirm grades 

were posted correctly and also enter any comments you’d like to add. 

You can modify any posted grades assigned by IC by simply clicking on the letter grade in that cell and 

manually changing it to a different grade.  Note this will not change the Posted Percent value, so you 

should be prepared to defend this grading decision (particularly if you move a student’s grade lower 

than IC calculation). 

 

Next, you can manually type in comments directly in the Rpt Crd Comments field or choose from canned 

comments. 

 

 

Click CC to choose from a list of 

canned comments or type in your 

individualized comments 
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Make sure you hit Save to record your posted grades.  The Save button will turn red anytime there are 

unsaved changes. 

 

Click Add Comments to save 

your comments 


