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Posting the Last Term and Final Grades to the Office

1. Opening up your Gradebook Scores Sheet for a specific course.

A. Click on the Gradebook Tab Class List

B. Select a Course from the Class List

_ _ Details
C. Click on the Scores side-tab =1
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2. Posting your Gradebook Term Mark to the Term Post el

Column
YOG

A. Do a quick review of your term marks for accuracy &,
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B. Inthe Option Menu, select Update Post Columns

Update Post Columns... .b

C. Inthe Update Post Columns Pop Up Window, select the Term from the Grade Term Drop Down

Update Post Columns: Select Columns

Class MEM-12-02 EMGLISH 12

Grade Term b

Grades to update Tri 1 T
Tri 2

M—

D. This will automatically select the Grades to Update Drop Down

Update Post Columns: Select Columns

Class MEMN-12-02 EMGLISH 12
Grade Term [Tz v
Grades to update | Term grades for all students v

E. Click the Next button at the bottom of your Pop Up window.
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F. You are only presented with the Final Mark. The Cumulative Transcript Definition is designed
this way since the Term 3 Mark and Final Mark will be the same. Select Average:Cumulative.

Update Post Columns: Choose Update Values Step 2 of 3
Final Mark Average: Cumulative v
(Do Mot Update)

Average:Overall
Average:Dverall HW
Average:Overall T

Average:Cumulative

LAy
| = Back I Meaxt = | | Finish I Cancel |

G. Click next at the bottom of the Pop Up Window

H. Step 3 is only a warning. Click Finish at the bottom.

B https://sdt.myeducation.gov.bc.ca/aspen/updatePostColumns2.do?validWizard=true
Update Post Columns: Confirmation Step 3 of 3
Final Mark Average:Cumulative

Note: this operation will not update manually adjusted (| @ ) scores.
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. Now back in your Scores (Gradebook Spreadsheet) in the Grade Columns Drop Down Menu
select Post Columns — Term

Ensure the Term Drop Down reflects the last term you are posting. E.g. Tri 3

Class List :: 2015-2016 - Eng 12 - ENGLISH 12

‘
Details Student Fields Grade Columns Term
[ Default Fiekis v ||I| 2l ¥ |:| [Tz |
Roster Post Columns - Course
Al 42| Mock MC
Seating Chart Avarages 15108
Post Columns - Term
Marme f Category: work h‘ work
o pis. 30 pts.

J. You have now completed Posting your Final Mark.
NOTE: The Term 3 Grade Column (Tri 3) is not used in the Cumulative Transcript Definition.
Only the Final Column is available as it reflects both the Third and Final Mark.

Also don’t mistake the Tri 3 Column with the calculator as the posted Grade Column. It is showing the
average grade for Tri 3 but is not posted into our Post Columns.

Columns Term Status

Post Columns - Term v ||I| | Trid ¥ (% Enro

T3 |Ti3wH Tri 3 Com Final
& 4 i i
&
2016 E: 83
2016 E: 02
2018 [# 50
2018 [A o8
2018 [# o0
2018 [A &7
2018 [# B0
2016 E: 78

K. If you have changed any Assignment Marks in your Gradebook, repeat Steps 2A — 2J again.
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3. Continue Entering your Comments and Work Habits for the Last Term

Since the report card won’t have a mark in the term 3 column (which may confuse some parents) it may
be worth adding a comment that explains that the cumulative mark for Term 3 and the Final are the

same.

**IMPORTANT FINAL STEP***

After Updating your Post Columns, Work Habits, and Comments, Click on the
Post Grade button to send to the office.

Student Fields Grade Columns Term Status Class
Default Fields v Post Columns - Term L Tri 2 T % Enrnolled Withdrawn Eng 12 T Add Assignmer

A Pop Up will confirm that you are posting your grades. CLICK OK

Post Grades

Class MEM-12-02 ENGLISH 12
Post course dates
Grade Term

Grades to post Term grades for all students v

ml

The pushpins at the top of your Posting columns will change from Green to Red once
you’ve Posted your Grades for a class.

You’re finished this class and can continue following the same steps
for your next class.



