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How To Post Grades to the Report Card for Elementary and  

Middle Schools 
 
 

1.  Select the appropriate Class and Reporting Term. 
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2.  Click the Post Grades To Report Card button (highlighted in yellow). 
 
 

 
 

3.  You will see a warning message.  Click Yes. 
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4.  You will see a Posting message.  Click the By Alpha radio button then 
click Ok. 
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5.  The appropriate alpha mark will appear in the Post column according 
to the legend below.  (Previously, teachers had to type the Alpha Mark 
over the numeric grade.)   

 
93 to 100 = A 
85 to 92 = B 
77 to 84 = C 
70 to 76 = D 
69 below = F 
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6.  Click the Go To Grade Entry Screen button. 
 
 

 
 
 
 
 

7.  Review the marks for accuracy.  Check the Mark Entry Is Complete 
box then Save. 


