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Posting Interim/Term Grades to the Office

1. Opening Up your Gradebook Scores Sheet for a specific Course

A. Click on the Gradebook Tab.

B. Select a Course

Class List
Details
Course Description
Roster
MSS--08—-Y-2 SOCIAL STUDIES 8
Seating Chart MSS--08TRA) SOCIAL STUDIES 8 TRACKED

C. Click the Scores side-tab.

Class List :: 2015-2016 - MSS--08--Y-2 - SOCIAL STUDIES 8

Save || Cancel
| Details
Roster Course Nickname MS5-—-08--%-2
Seating Chart Description SOCIAL STUDIES 8
Grou ps Classroom 322
I Schedule 2(1)
Reporting
Standards Schedule term FY
Categories Team
Assignments | Ikt
Scores Average Mode Gradebook Default ¥
Averages grade scale Gradebook Default ¥

NOTE: If you are not Posting any Grades, but just entering either Work Habits or
Comments, please Skip to Page 6 - 3. Entering your Comments and Work Habits
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2. Posting your Gradebook Term Mark to the Term Post Column

A. Review your Term Average Marks (Tri) for accuracy Tri 1

100.0 A

G7.0 C+

G4.0 C

970 A

0.0F

B. In the Option Menu, Select Update Post Columns

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

Update Post Columns: Select Columns Step 1 o0of3

Class MS5--08--%-2 SOCIAL STUDIES 8

Grade Term b

Grodestoupdste | EUENNNN.




@ @ :0ARD OF EDUCATION

foe
&t MyEducationB A7) BURNABY

This will automatically select the Grades to Update Drop Down

Update Post Columns: Select Columns Step 1 of 3

Class ME5--08--%-2 SOCIAL STUDIES &
Grade Term Tri 1 Y

v
Grades to update Term grades for all students T

Click Next at the bottom of your Pop Up window.

D. From the Tri 1 Grade Drop Down, Post your Term Average Mark by selecting Average: Tri 1

https://sdt.myeducation.gov.bc.ca/aspen/updatePostColumns. &,

Update Post Columns: Choose Update
Values Step2of 3

Tri 1 Grade [Do Mot Update) ¥
(D Mot Update)
Average:Tri 1
Average. Cumulative -
Average:SandP Tri1

= Back | Mext = ,e.,ueragg;Hw Tri 1 Finish | Cancel
AverageLab Tri 1
Average: TandQ Tri1
Assignment: Government Quiz

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

Update Post Columns: Confirmation Step3of3

Tri1 Grade Average:Tri1

Note: this npelj}tinn will not update manually adjusted ( = ) scores.

<Back || Mext= | Finish || Cancel

F. In the Grade Columns Drop Down Menu, select Post Columns - Term

Ensure the Term Drop Down reflects the term you are posting. E.g. Tri 1 for Term 1

Class List :: 2015-2016 - MSS--08--Y-2 - SOCIAL STUDIES 8

Details Student Fields Grade Columns Term
Default Fields ¥ | All T | Tri 1 v
Roster All
Missin| Averages
Seating Chart =] Post Columns - Course
Paost Columns - Term
Groups Name oG Category: AandP
Category: HW
R i Category: Lab E-p
€porting Categoery: TandQ

Standards WD B 0 2020 (O [ LJ I
T T
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J. You have now completed Posting your Term Mark Grade to the Term Post Column

NOTE: If you have changed any Assignment Marks in your Gradehook,
repeat Steps A\B,C,.D& E

Student Fields Grade Columns Term Status
| Defautt Fields v |\:| | Post Columns - Term v ||:| [Ti1 | ™ Enrc
Trid A/'fr? 1WH Tri 1 Com Tri

Mame YOG i Jr 4 =] E’
Bl Mhird o) 2020 [100 [# 100.0 A
B e 2020 |67 [# 67.0C+
Boraa_ Mdgarstam 18 (2020 |64 [ 64.0 C
i m Eng 2020 |97 E 7.0 A

bremp Ll [= |2020 [0 [& 0.0F

3. Entering your Comments and Work Habits

In the Grade Columns Drop Down Menu, select Post Columns - Term
Ensure the Term Drop Down reflects the term you are posting. E.g. Tri 1 for Term 1

Class List :: 2015-2016 - MSS--08--Y-2 - SOCIAL STUDIES 8

Details Student Fields Grade Columns Term
| Defautt Fields v ||:| Al = \:I M v
Roster 2l ——
Missin| Averages
Seating Chart EH | Post Columns - Course
Post Columns - Term
Groups Mame YOG Category: AandP
Category: HW
R rti Category: Lab E.
=porting Categery: TandQ

Standards W B ) 2020 (O Iw J |1uu.UA
L T
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Entering Work Habits

Tri 1 WH — Work Habits Column - Enter in G, S, or N only
rror will occur if entered incorrectly
| — D to fill down Work Habit Column with the current cell’'s Work Habit

Student Fields Grade Columns Term Status
| Default Fields T |\:| Past Columns - Term T ||:| =) Enrc
Tri1 Tri1WH Tri1 Com Tri1

MName YOG '-I' A '-‘I' '-‘I' e E’

ey, Mass & |2020 ] [ 100.0 A

s | ma, 2020 =1 E B7.0 C+

i, Lhewmmms 373 2020 [ 64.0C

a1y 2020 [# 97.0 A

Chemi W [= 2020 [ 00F
Entering Comments
Tril- Com — Comments Column
A. To enter in your comments for a student you will be clicking on the Comment lcon |.& in
the Tri 1 Com Column across their name.

Student Fields Grade Columns Term Status

| Defautt Fields ¥ | [l [ Post Columns - Term v | [l [Tria Pl (™) Enrg

Z
Trii Tri1WH \ Tri 1 Com Tri1
N

Hame YOG i g i = E.
Wil sl o 2020 100 Ef\ 100.0 A

L ] 2020 |67 Gy BT.0 C+

Foala Tonl P “sia"ss § ﬁlb 2020 54 [}% 64.0 C

Cheam Ml g 2020 |97 E o97.0 A

i - 2020 |o [& 0.0F
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B. A Comment Pop Up window will appear

Student [ T L |
|
OK Cancel 96

C. To add a Comment from the District Comment Bank, click on the arrow on the right of the

pop up window.

D. A Right-Side Panel will pull out and you can find your Comment by first choosing from the

Category 1 Codes Drop Down.

Student Sample student

Category 1
Codes

L

ARHOMNOURS
ART
ASSESSMENTS
ATTEMDANCE
ATTITUDE
BCSD
BEHAVIOUR
DANCE

OPA

DRAMA

EMGLISH | g

ESL

OK Cancel

ESL- Cral
EZL- Read
ESL- Written
HOME ECON
IM PROGRESS

I AR AT D

i

Show My
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E. Once a Category 1 Code is selected a list of Comments will show up below. Click on the
Comment to add it for the student.

Category 1 | EFFORT
Codes

Subject [41 7

|5E=arc:h

7]

EFFORT

EFFORT

_T

The Comment will show up on the left, automatically filling in the Name of the student (where
required) and Possessive Pronouns (his, her, their — where required).

If you are having trouble seeing the whole comment, click on the right arrow to close the
comment bank panel.

Maya consistently demonstrates exce

Category 1 | EFFORT v |
Codes

Subject | Al ¥ |

|5E:ar{:h
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F. When you are finished adding in the comment(s) from the Comment Bank, you can add your
own anecdotal comments by typing them into the same text box.

Student Sample student

Maya |t:r::n sistently-demonstrates excellent effort. Maya demonstrates effective organizational «
skills. T

oK Cancel w

Click OK at the bottom of the pop up when you are finished.

G. The Comment Icon will turn Blue when the Comment Box for a student has
content inside it. To edit a student’'s comment(s) click on the Comment Icon B
again. E

Filling Down Comments — WARNING (use carefully)

NOTE: Once you’ve completed the comment(s) for a student, you can fill down the rest of the
column with the same comment(s). But you will be required to manually
replace/enter the student’s name (if required) or the possessive
pronoun (if required).

Click your mouse next to the Comment Icon.
Then press CTRL — D to fill down the rest. = b

NOTE: You can copy and paste a comment from your own copy of the Comment Bank, but you
will have to adjust the Name and Possessive Pronoun manually. (A list of all the comment in
the Comment Bank are appended at the end of this document.)
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¥ IMPORTANT FINAL STEP****

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

A

Student Fields Grade Columns Term Status Class Post Grades..
Default Fizkds v Post Columns - Term v Tri 1 v %) Enrolled Withdrawn MS5-08-v- ¥ || Add Aaaigrlmt

Tri1 Tri1WH Tri1 Com Tri1
ar ar ar =]

Mame YOG

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

Post Grades

Class

Grade Term

Grades to post Term grades for all students ¥

e

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

Tri1 Tri 1 ¥WH Tri1 Com Tri1
dm dm dm =

I &,

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