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Faculty Access for the Web 7

Teacher Tutorial: How to Mark Grades Ready for the Registrar

In Faculty Access for the Web, before your administrator can post final grades to Registrar’s Office, you
must review your grades, comments, and skill ratings. After you complete your grades and review them,
you need to mark them as ready for the registrar.

Your grades are not complete until you mark them ready. Your registrar cannot post the
» grades to Registrar’s Office and complete tasks, such as printing report cards, until you
do.

When you are satisfied that the grades are complete, you have several different options to mark them
as ready for the registrar.

Option #1: Grade Entry Page
To access your Grades grid, from the navigation bar, under Gradebook, click Enter grades by class or
Enter grades by student. Your gradebook appears.

& Gradebook
Marking column: Class: |51h ENG-1, 6th Grade English v| Show: | Al A4
._é Print - | @ | 2‘ Sortlast name Ato 2 & Add sssignment ﬂl\.fiE-.\.- - & Settings
Student name mn 222 2422 2122 89/22 2 1/31 22 Tril Tril Tril
Teast Tastfif i Test #11| HW | IL HW1 | NewlNew | Essay Feb| StudyGuid Grads Latter Posted
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1. Greg Atreya 4 2 X 5 72.500 C-
2. Nolan Butler 2 5 8 5 833 |M!
Grade
3. Justin Carlson 2 g 80 5 75.000 Not ready
4, April Ellictt 5 85 5 93 I o
5. Jamie Floyd 5 90 5 95 A
6. Jimmy Howell 5 9 5 96 A
7. Rian Knight 3 5 a0 B-
8. Darcie Luther 2 a0 4 70 C-
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To mark your grades as ready, in the Grade entry grid, Marking column grade column, click the title of
the column.

bz To access the Mark grades ready for registrar screen, you can click the Marking column

grade column title in the single marking column view or the multiple marking column view.
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The Mark grades ready for registrar screen appeatrs.

Mark grades ready for registrar

Indicate whether grades, skills, and cormments are ready for
the registrar,

Marking colurnn  |Ready for registrar?

Tril | Mot ready ¥ |
Tri 2 | Mot ready v |
Tri 3 | Mot ready b |

For each marking column, select if the grades, skills, and comments are not ready or ready for the
registrar. Click OK. You return to your gradebook

Option #2: Skills Entry Page

To access your Skills page, from the navigation bar, under Gradebook, click Enter skills ratings. The Skills
page appears.

Skills
Marking column: Class: | ALGB II-1, Algebra Il Grades ready for registrar? Mot ready

Skill:
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To mark skills as ready, click Grades ready for registrar?. The Mark grades ready for registrar screen
appears.

Mark grades ready for registrar

Indicate whether grades, skills, and comments are ready for the

registrar.

Marking column  |Ready for registrar?

qQrl | Mot ready b |
Qr2 | Mot ready b |
QT3 | Mot ready b |
QT4 | Mot ready hd |
FINAL | Mot ready b |

For each marking column, select if the grades, skills, and comments are not ready or ready for the
registrar. Click OK. You return to the Skills page.
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Option #3: Mark Grades Ready for Registrar Page
On the Home page, to mark your grades as ready, from the navigation bar, under Gradebook, click Mark
grades ready for registrar. The Mark grades ready for registrar screen appears.

Mark grades ready for registrar

Marking colurnn: | Tr 1 # Change all to: [ Mot read'_-,r] [ Ready]

Class Ready for registrar?
8th ENG-2, 8th Grade English | Mot ready w |
Bth EMG-1, 6th Grade English | Mot ready " |
&th EMG-1, 8th Grade Englizh | Mot ready w |
Bth EMG-2, 6th Grade English | Mot ready v |
Tth EMG-1, 7th Grade English | Mot ready L |

To change the status of your grades, select the marking column. To quickly post all grades as ready or
not ready, in the Change all to field, click Not ready or Ready. You can also select the status for each
individual class. Before you change marking columns, click Save.

View Posted Grades

After you mark your grades as ready you can view posted grades or historical grades for students.

¢+ Toview historical grades in your Grade entry grid, select a grade cell, and click View, Marking
column history.

¢+ To view historical grades in your Skills entry grid, select a skill cell, and click History.

¢+ To view posted grades, in your Grade entry grid, click Settings . The Gradebook settings page
appears. Under Columns to include, select Marking Column Posted Grade. Click OK. You return
to your gradebook. Review posted grades in the [Marking Column Name] Posted Grade column.

& Gradebook
Marking column: | QT 1 w | Class: |ALGB II-1. Algebrall v | Show: | All assigifgents v
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