QTR 3
Posting Grades from Faculty Access…Non-gradebook users
…for faculty who do not use the electronic gradebook

Last Modified:  April, 2005 
-Please read Pam’s emails for grade posting deadlines-

1. Login to Faculty Access for the Web

2. Click the Gradebook tab.
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Make sure Marking Column is set to QTR3.  
Example:  
NOTE:   If you have any comments to submit for any of your students, set your cursor in the QTR3 grade column, click the “Comments” button, and enter your comments. 
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Select the section that you want to post to Edie  by clicking the pop-down box that says, “Class.”  
 Example: 
5.  Enter your grades into the program by clicking in the cells that are in the “QTR3 Grade” column.  Enter numeric values for the grades.
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 Now you are ready to post your grades.  Click the link that says Posting Status.
Example:
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In the Posting Status dialogue box, click the radio button that says, “Ready.”  Click OK and you are done posting grades for that section.

Example:

7. Repeat these steps for each section that you need to post grades.
8. If you’d like to verify whether or not Edie has successfully pulled your grades into Blackbaud, do the following:
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Click the checkbox that says, “Marking Column Posted Grade.”  As soon as Edie  pulls the grades into Blackbaud, you will see a column called QTR 3 Posted Grade with the posted grades.  
3. Clicking the Marking Column Posted Grade box creates a new column at the end of your grade book…you’ll need to scroll to the bottom of your class list and drag the horizontal slider over to  the right to make this new column visible.
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This is the new column that now appears…it will have grades posted after Edie pulls them into Blackbaud.





Drag the slider over to the right to reveal this new column.








