Viewing/Posting Grades for the Semester End
Eastern Jr/Sr High School has three different posting strategies for use at the end of the
Semester. Each of these depends on the class type and whether or not you give a final.
Middle School Exploratory Classes are not required to POST final exams scores. To POST these
classes, please follow the Scenario 1 steps below.
MS/HS classes that do not give finals have their semester average scores calculated within the
system using each of the 9-weeks grades as equal parts (50%-50%). The semester average can be
viewed only through the assistance of some extra steps. Follow the Scenario 2 steps to use this
method.
MS/HS classes that require a final should calculate each nine weeks grade as 3/7 of the total with
the final counting 1/7. Though this calculation can be automatically done, there is a method of
making the semester average viewable by you. You can follow the Scenario 3 steps below to
insure you are comfortable with the scores before Posting.

Scenario 1:

Middle School Exploratory Classes

Whether or not you give a final, your exploratory grade needs only be posted for the 9-weeks.
You do NOT have to post a final exam score separate from the 9-weeks grade. Finalize your
grades as always and POST the class.
Note: If you do give a Final Exam, the score should be averaged as you normally would any
other score with the 9-weeks grades.

Scenario 2:

MS/HS Classes with NO Final Exam

Scores for the semester should be calculated to represent each of the nine weeks grades as 50%
of the score. You may post in one of two ways, but I offer directions below for the preferred
method. This method has the advantage of allowing you to see the final semester average grade
before you post your scores. Step by step instructions are provided below:
Step 1:
Go to the Top Menu Bar and select Class Defaults under the
Gradebook Menu option. The Course Default Edit box should
appear.

Step 2:
In the Course Default Edit box,
checkmark the appropriate
options. I will cover four of the
options below and what each
does. You do not have to select
all four options, only the ones
that you feel apply, but in
general, I think you’ll find these
four to be advantageous.
Note: You DO NOT have to use
the Points Average Method to use
these buttons. You may ignore
all other areas of the screen.
•

Auto Display Current
Grading Period – This
option allows the gradebook to automatically select the grading period for you. This
could save you the step in having to select 9W1 or 9W2.

•

Display Previous Grading Period Grades – Displays the previous 9-weeks final average
in the 2nd 9-weeks gradebook. Though it is not necessary to have this turned on, it makes
it easier for you to see all averages on one screen.

•

Display Letter Grade for Average – Not really needed, but a nice option to use if you
want to see that a 96.3% is an A.

•

Display Final Average – Shows the Semester Grade (%Final) taking into concept the
average of the 9-weeks.

The picture below demonstrates the columns that show when all of the items described above are
checked. The 1-Q1 grade is the first 9-weeks score. The %Avg column is the current 9 weeks
score with the LTR grade. Finally, the %FIN shows the Semester Average taking into concept
that each 9-weeks counts equally. (Technically, each is set to a weight of 1).

Step 3:
Once you are satisfied with the grades, you may Post the scores and then use
Manual Grade Entry at the Classroom main page to check the posting or to add
comments.

Remember, if you REPOST grades, you must manually edit any changes made to scores due to
attendance or rounding manipulations.

Scenario 3:

MS/HS Class with a Final Exam

There are two possible methods for calculating final scores for the semester. Outlined below is
the method that puts the teacher in control and keeps a permanent record of the final exam grade
in the gradebook. This method has the advantage of allowing you to see the semester average
grade before you post your scores. This is the Recommended Method of use since your
gradebook is more complete! Step by step instructions are provided:
Step 1:
Create a new activity in the
Activity list for your
FINAL EXAM grade.
If you use CATEGORY
AVERAGES or
CATEGORY POINTS, it is
wise to create a new
category worth 0% or 0
points. You might call it
the FINAL category and
make sure your final exam
grade is listed in the new
category.
Make sure you give the
EXAM a value of 100 with a WtMult of 0.
HINT: You may have to change the WtMult twice to make it stay at 0.00!
When you enter your final exam scores, make sure they are the percentage grades (94% enters as
94).
The WtMult of 0 tells the computer not to average the score with the 9-weeks grades, yet allows
you to see the score in your gradebook.

Step 2:
Go to the Top Menu Bar and select Class Defaults under the
Gradebook Menu option. The Course Default Edit box should
appear.
In the Course Default Edit box, go to the very last line and pick
your FINAL EXAM activity to be the grade posting to the 4 EX
section of the gradecard. This allows the posting process to
automatically transfer the semester exam without you having to type
it at manual grade entry.

Secondly, checkmark the
appropriate options in the
middle section. I will cover
four of the options below and
what each does. You do not
have to select all four options,
only the ones that you feel
apply, but in general, I think
you’ll find these four to be
advantageous.
Note: You DO NOT have to
use the Points Average
Method to use these buttons.
You may ignore all other areas
of the screen.
•

Auto Display Current Grading Period – This option allows the gradebook to
automatically select the grading period for you. This could save you the step in having to
select 9W1 or 9W2.

•

Display Previous Grading Period Grades – Displays the previous 9-weeks final average
in the 2nd 9-weeks gradebook. Though it is not necessary to have this turned on, it makes
it easier for you to see all averages on one screen.

•

Display Letter Grade for Average – Not really needed, but a nice option to use if you
want to see that a 96.3% is an A.

•

Display Final Average – Shows the Semester Grade (%Final) taking into concept the
average of the 9-weeks.

Close the Course Default Edit box once you are finished with all options by selecting OK.

Step 3:
Now return to the Gradebook menu option and select the Compute
Final Average option. This is necessary to adjust how the computer
calculates your final exam grade.

The Calculate Course Average box should appear. You should see
the previous 9 weeks score in the upper area with the current average
and the Semester Exam showing in the shaded area at the bottom of
the box.
Note: If your box does not
have the Semester Exam
showing as the box does on
the right, return to Step 3
and make sure to add the
Semester Exam to the Class
Defaults.
Initially, all items will have
a weight of 1.00.
To reflect the required
weighted scale for Eastern,
you should change the items
to read 3.00 for the 9W1 and for the Current averages. Retype the weight scores for these items
to be 3.00. Make sure the Semester Exam score has a weight of 1.00. (Alternately, you could
use the percentage scores of 42.8 for each quarter and 14.4 for the semester exam to get the same
value count – but the 3/3/1 method is easier)

NEW THIS YEAR:
You may EXEMPT students from the Semester Exam and still have the computer calculate the
grades properly by averaging the remaining scores. To setup exemptions, change the ‘Ex
Weight’ and ‘If Exempt’ values to 1.00 for the 9-weeks grades and to 0.00 for the Semester
Exam exempt weight. Then place an E in the Exempt Marks box. To let the computer calculate
the exempted average, you need to enter an ‘E’ for the nine-weeks or semester exam grade you
desire to have exempted. The net effect will average the remaining grades and ignore the exempt
score(s).

Once completed and the Calculate Course Average box looks like the box above, close the box
by using the blue door.

Step 4:
The Grade Book picture below shows what happens when steps 4 and 5 are followed. The 1-Q1
grade is the first 9-weeks score. The %Avg column is the current 9 weeks score with the LTR
grade. The %FIN shows the Semester Average taking into concept that each 9-weeks counts as
3/7 and the final exam as 1/7 of the total.
If you have not yet entered grades for the Final Exam, then your semester final average (%FIN)
will be lower than expected since it is counting the final as a zero until the scores are entered.

Step 5:
Once you are satisfied with the grades, you may Post the scores and then use
Manual Grade Entry at the Classroom main page to check the posting or to
add comments.
Remember, if you REPOST grades, you must manually edit any changes made to scores due to
attendance or rounding manipulations.

