
SSSIIISSS:::   EEEnnnddd   ooofff   TTTeeerrrmmm   GGGrrraaadddeeesss   (((SSSeeecccooonnndddaaarrryyy)))   
Select a class: 

1. Select Grading (End of Term) from the Teacher Menu.  A list of the classes for 
the current day will be displayed.  

If Using SIS Grade Book: 
2. Single-click to select the class for which you are ready to import grades from the 

SIS Grade Book. 

3. Select Import from SIS Grade Book from the Import Grade Book menu. Verify 
the correct class at the prompt by selecting “Yes.” 

 
If Not Using SIS Grade Book: 

2. Double-click the class for which you will mark end of term grades.  

3. Type the term grade for each student in the correct Q column. 

To Add Comments: 
4. With your cursor in the Cmt column for a particular student, select Comment 

List. A customized list of comments becomes available. 

5. Select the appropriate comment by double-clicking in this list, or by entering the 
correct comment number in the Cmt column. 

6. Select Exit in the menu bar. 

7. Repeat for remaining classes. 

 

 

Note: Teachers can 
mark End of Term 
Grades only during a 
period of time 
specified by office 
staff.  

Tip:  Teachers can 
re-import grades 
from the Grade Book 
as many times as 
they wish during the 
specified time frame 
until all grades are 
complete and 
accurate.  

Once a teacher 
marks grades for a 
class, the word “Yes” 
appears in the  
     “Marked” column  
     allowing office 
staff to monitor 
teachers’ progress in 
submitting term 
grades. 

Missing Grades:  
The Missing Grades 
report lists students 
for whom a grade 
has not been 
entered.  This is a 
great tool to use 
when doing a final 
check before 
submitting grades. 

Grade Verifications: 
Teachers can print 
grade verification 
reports to sign and 
turn in to the office,  
   officially authorizing 
    the grades they  
   submit. 

 


