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January 7, 2008

Re:
Sending Term 2 Grades from GradeQuick

Teachers should use GradeQuick to SEND their Term 2 grades Tuesday, January 15th through Thursday, January 24th.  All grade data must be sent by 6:00am on Friday the 25th.  If you have any difficulty with GradeQuick, please come to my office where we will have a computer available to help you.  All teachers will receive grade verification sheets via email from SIS on Friday, January 25th.   Corrections should be made in GradeQuick, and the file resent by NOON on Monday, January 28th. SIS will re-import all files and resend ALL verifications before the end of school on Monday.  A single Check List (attached to the emails) should be signed and returned to Mrs. Mason by the close of school on Tuesday, January 29th.  Report Cards will be distributed to students during Period A on Wednesday, January 30th.
If you have been entering your grades and attendance data in GradeQuick, all you have to enter before sending are the comments, and the exam grade.  The exams have to be named exactly “MIDTERM” or “FINAL”(capitalized) in the Short Name Field, with NO DESIGNATION FOR THE TERM. (Delete it.)

After entering grades and attendance data, teachers only have to input comments.  GradeQuick will automatically send the grade (the whole number) that appears in the Term 2 SUBTOTAL column.  To enter the comments click on VIEW, then choose Student Information, and scroll down to select fields C1 and C2. 
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Remember that the SchoolNotes Library lists all the comments.  It may be accessed through the EDIT menu.  Before you use it be sure that you have the Odyssey Comment Sheet. You may also use the Yellow colored handout and simply type in the comment number.  


If you need to overwrite a student’s average, (wishing to change a grade from 79 to 80 for example) double click on the student’s SubTotal for Term 2 and enter the grade.

If you need to give a student an “Incomplete” for the term, double click on the student’s SubTotal for Term 2 and enter “I”.

If you need to give a student an “Incomplete” for the exam, click in the MIDTERM or FINAL column and type “I I”. Read (IspaceI.)
Before you send:

· Delete any dropped student that does not need a grade
· Remember 0290-01 and 3290-01are separate courses. Be sure to SEND each file separately.

· Remember to SAVE any changes you have made to the file before you SEND.

· It is a good idea to PRINT a copy of your grades and comments for your records before you delete the comments.

To send your file to Administrators Plus-Odyssey go to the FILE menu, select SEND, then select GRADES to Odyssey.

· You may RESEND as many times as you need before NOON on Monday, the 28th.

After you send:

Be sure to DELETE all the comment codes in columns C1 and C2.

We have only 2 comment fields to be used EACH time you send.  That means that AFTER you send this time, but BEFORE you send the next time, you need to delete the comments in these two columns.  To delete the data in these comment columns, right click in the column, and choose Zap Current Column.
All failing students require 2 comments.


Do not assign a grade higher than 100.


Be sure to assign students in 3000 series classes a letter grade instead of a number grade.


Students who miss an exam, or who do not show up for the exam, and do not appear on the excused absence list must receive a “0” on the exam.


Review and employ the policy on attendance failures in Grading Policy 2007-2008.doc


 (this document was attached to this email and can be found on the network  in \Shared_Apps\GradingProcedures)











Remember to delete all of the comments that were entered for Term 1 Grades  before you enter comments for Term 2 Grades.  After you view the comment column, RIGHT click on the column and select Zap Current Column.
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