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Denver Public Schools 
Department of Tech Services 

End of Semester Grading Step-By-Step Checklist for CONTINUOUS GRADING SYSTEM 
 

Continuous Grading – This document will give you procedures for posting your end of term and semester grades if you keep a continuous 
gradebook (in other words, if you carried over your assignments from the first term to the next, you are keeping a continuous gradebook).  There are 
only a couple of items to double check in your setup before you post your grades when using the continuous grading system. 
 
 

1. Make sure that all of your groups and assignments are in the most recent term in the Lesson Planner. 
 

 
 

2. Make sure that all of your scores are up to date in your gradebook. 
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Continuous Grading –  Post your End-of-Semester Grades 
 

1. Open your Gradebook, make sure you are on the correct Task, and place your cursor over the % column of the green portion of the gradebook. 
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2. With a Right Click (PC) or Control Click (Mac) of your mouse on the % column and select Post Grades. 
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3. Verify your grades are all listed and click SAVE. 
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4. Place your cursor over the % column of the green portion of the gradebook a second time (CONTINUOS GRADING SYSTEM ONLY!). 
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5. With a Right Click (PC) or Control Click (Mac) of your mouse on the % column and select Post Grades to other tasks and select Q2 – Sem 
Final (the label for Q2 may be different in your school). 
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6. Change to the Sem Final Task using the pull-down menu, and verify your grades are all listed correctly and click SAVE. 

 

  
 

7. Repeat for each of your sections. 
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To Add Comments, Alter Grades, or to Enter Grades Manually 
1. Click on the Grading by Task link in the navigation bar 
 

 
 
2. Select your section and select the grading term from the pull-down menus. 
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3. Verify that student grades are correct. 
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4. Click on the icon to the right of the comment field for those students for whom you wish to enter comments. 

 

  
 

5. Select the comment(s) from the pop-up window that opens and then click Update Comment. 
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6. Repeat this process to give comments to your remaining students and click SAVE when finished. 

 

 z 
 

7. Repeat for each of your sections. 
 

 
 

8. Repeat for Semester Final Grades for all Sections (Classes). 
 

  


