FA Web

Posting Semester Grades (for teachers who do not give a semester exam and who do not use FA Web as their regular grade tool)

June 6th, 2005
Note:  Prior to completing the following steps, please make sure that your QTR4 gradebook is completely updated and you are satisfied with the grades that appear for your students.

1. Login to FA Web
2. [image: image1.jpg]


Go to Grades, choose Setup, and click Assign Calculation along the left-hand side of the page.

3. Click the button that says New.  The New button is located above the table that is filled in with a light blue color.

4. After clicking the New button, a new row will appear.  Go ahead and click in the first cell of the new row and choose the option that says, “SEM2.”
5. In the class column in that same row, go ahead and choose your first section.

6. In the calculation column, go ahead and choose SEM2_MS_NO_EXAM(System).

7. Click New and repeat steps 4-6 for each section that you teach.
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Click Save when you are finished Assigning Calculations.
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Click the Grades Tab.

10. Change the Marking Column to Multiple.  

11. Click the button to the right of the Marking Column pop-down menu to change the marking columns that are visible.  

12. In the small window that

 appears, be sure to select 
QTR3, QTR4  and 

SEM2 as the columns to 

show (see the screenshot to the right) 

and click OK.

13. Go ahead and enter your QTR4 grades in the QTR4 grade column.  Be sure to enter a numeric value.  DO NOT enter a letter grade.  As you enter your QTR4 grades, you should see a number appearing in the SEM2 column (this tells you that the SEM1 calculation that you created earlier is working properly).  If a SEM2 numeric grade is not appearing, contact Matt immediately.

Posting Grades and Entering Comments
NOTE:  If you are writing comments for any of your students, please enter these in the QTR4 Grade column.  This is done by clicking in the QTR4 Grade column and then clicking the Comments button.  Enter comments from the “Multiple” Marking Column.  You must enter comments prior to the next steps.

Prior to posting your grades, take a good look at a few of your student grades to verify for accuracy.  If you are satisfied with the way they look, proceed to the following steps:

1. Set your Marking Column to multiple.  Be sure that only your QTR3, QTR4 and SEM2 columns are showing (click this [image: image4.jpg]A Marking Column Fi..
Check the marking columns]




 icon to change which columns are showing).
2. Go ahead and click the Post Grades link.

3. Change the Posting Status of your QTR4 and SEM2 exams to Ready and click OK.

4. Click Save and rejoice in knowing that the school year is over!  Also, be sure to drop Edie a note to let her know that your grades are posted.
Have a great summer!!
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