Updating Grades
	UPDATE GRADES BY TEACHER - MULTI MARK
	To update grades click the mouse on Update Grades by Teacher. Students will display in order of each grade-marking sheet.  

Notice the difference in color between Cred and Cit. When Tab is pressed the tab will stop in the Cit field but not in the Cred field. The tab stop can be changed for each field by clicking the heading.  
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	TO CHANGE A GRADE 
	Use the Get button to select the sheet number or teacher number.  Click the mouse on the Change button.  The cursor will display in the first grade record located in the red marking area.  Press Tab to the students mark selected.  Enter a valid mark.  When complete press Enter.  

Prior to pressing Enter the changes can be cancelled by pressing the ESC key and the original data will be displayed.


	DISPLAY AND UPDATE STUDENT GRADES - MULTI MARK
	The Display and Update Student Grades form will display grades by student and allows changes. The grades are usually input via scanner sheets which the teachers mark and are scanned into the computer using mark scanning equipment.

Notice the difference in color between Cred and Cit headings. When Tab is pressed the tab will stop in the Cit field but not in Cred. The tab stop can be changed on each field by clicking the heading.
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	TO ADD A GRADE 
	Click the mouse on the Add button. The cursor will display below the last grade displayed in the PD field. Enter a period, course number, teacher number, mark, credit, citizenship, work habits, absences or tardies and comment codes.  Press Enter.



	TO CHANGE A GRADE 
	Click the mouse on the Change button.  The cursor will display in the first grade record. Press Tab to the field selected and type any changes. When complete press Enter. Prior to pressing Enter changes can be cancelled by pressing the ESC key and the original data will be displayed.



	TO DELETE A GRADE
	To Delete a grade for the student displayed click the mouse in the gray box to the left of the grade record and a black arrow will display.  Click the mouse on the Delete button. A verification message will display.  Click the mouse on the OK button to delete the grade.  
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NOTE: 
	If Delete is used without first positioning the arrow the first grade record displayed will be deleted.  

	RECALCULATE GPA, CLASS RANK, SIZE
	To recalculate the GPA, class rank and size after grades are changed for the student displayed, click the mouse on the Recompute button. 


	GRADES UPDATED IN GRD AND HIS TABLE
	The Grades/History form displays the selected semester grades for each student and is utilized after grades have been copied over to the HIS table.  This program is accessed through View All Forms and used to update changes made to students grades in the GRD table as well as update the HIS table at the same time. 
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	TO ADD A GRADE TO GRD AND HIS
	Click the mouse on the Add button. The cursor will display in the PER field at the end of any grades displayed.  Enter a period, course number, teacher number, mark, credit, comment codes, citizenship, work habits and absences.  Press Enter to complete the Add.

	TO CHANGE A GRADE TO GRD AND HIS
	Click the mouse on the Change button. The cursor will display in the PER field for the first grade record. Press Tab to the field to be changed. Type the change and press Enter to update the grade. 

To  “undo” any change before Enter has been pressed, press ESC and the original data will be displayed.  Press Enter.  



	TO DELETE A GRADE TO GRD AND HIS
	The Delete function is used to remove grade records for the currently displayed student. Click the mouse in the gray box to the left of the grade record to be deleted. Click the mouse on the Delete button and the grade(s) will be deleted. 
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NOTE: 
	If Delete is used without first positioning the arrow the first grade record displayed will be deleted.


Click the mouse on Recompute to recalculate the GPA and class rank for the student displayed.

	 The Recompute GPA button is used when a Credit or Mark is changed. The current term grade point averages at the bottom of the form are updated automatically but NOT the rank. 
	


	RECOMPUTE CUMULATIVE GPA, CREDIT AND CLASS RANK
	After the HIS table has been updated with semester grades the Recompute Cumulative GPA, Credit and Class Rank is used to re-compute the GPA, credits and class rank which includes the semester grades. 

From the Grade Reporting Cycle click the mouse on Recompute Cumulative GPA, Credit and Class Rank and the following selection box will display.
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	Several options display for re-computing GPA’s. If this option was previously generated it will default to the last option selected. Enter the number of the option and click the mouse on OK. Once OK has been selected every student’s GPA will be recomputed. 



	
	When the GPA’s are recomputed a message will display.  If any error messages display correct the error and re-compute the GPA's again.
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