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End of Term Grading Step-By-Step 
 

The following are the steps to post your grades for your students for report cards.  Your school administrator will inform you of the dates when grades 
are due and when the window of time to complete your grading will be open. 
 
Post your End-of-Term Grades 
 

1. Open your Gradebook and place your cursor over the % column of the green portion of the gradebook. 
 

  
 
 



 
2. With a Right Click (PC) or Control Click (Mac) of your mouse select Post Grades. 

 

 
 



 
3. Verify your grades are all listed and click SAVE. 
 

  
 
4. Repeat for each of your sections.    

 



To add Comments 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. 

 

 



 
3. Verify that student grades are correct. 

 

  



 
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. 
 

 



 
6. Repeat this process to give comments to your remaining students and click SAVE when finished. 

 

 z 
 

7. Repeat for each of your sections. 
 

 


