Upper School Midterm Grade Submission Instructions
November, 2003 — Semester 1 Midterm

Yay! Time once again for doing grades. The procedure is only a little different from previous years, due to the change
from the old quarter system to the new midterms.

1 « First, a word about “terms”: since we’re no longer on a quarter system at the Upper School, we no longer use

Gradequick’s concept of a “term.” Instead, only the final grade is ever used. This means that the grades you submit
now for the midterm are whatever the current final grade is for each of your students.

In fact, it is probably best to turn off the “Terms” subtotal, under the View menu.
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If you need to override someone’s grade, or enter a letter grade or special code manually, just highlight the letter
grade in the last column and type the grade you wish to assign. (See Nancy Johnson for instructions on the special
grading codes WP, WA, etc.) Once you’ve manually assigned a grade, it will appear in bold. To reset the grade back
to its automatically calculated value, just highlight the grade and press delete on your keyboard, then click elsewhere
in your gradebook.

2. Comments

Next, you need to enter comment codes for your students. To show the columns for the comment codes, go to the
View menu and choose Student Info. Scroll to the bottom of the list of student data fields, and click on each of the
comment code fields, C1, C2, C3, C4, and C5. (C5 might be farther down in the list) If you know that you’re only
going to need room for three comments, you may highlight only C1, C2, and C3 if you wish. Click OK when you’re

finished.
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Once you’ve turned on the comment code columns, they’ll appear next to the list of your students’ names. Enter the
two or three digit comment codes in the appropriate boxes.
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The list of comment codes is available on the MA web site. Some printed copies will be available in the office as
well.

3. Send them!

Finally, all you need to do is choose “Midterm 1” from the File -> Send menu. Then, simply press “Send” in the
dialog box that appears.

Make sure you see these names, showing that you're

] ] ) properly connected to the server!
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You’re Done!



