Entering Marking Column Grades, Comments, and Skill Ratings

In Faculty Access for the Web, you can enter marking column grades, comments, and skill ratings to be
posted to Registrar's Office.

Entering Marking Column Grades

1. Onthe Home page, select the academic year in which to enter grades.

2. On the navigation bar, click Gradebook. The gradebook opens to the Grades tab.
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3.

In the Marking Column and Class fields, select the marking column and class for which to enter

grades.
| Fis Edt View Favores Took Help |
| wBack ~ = - (D[4 A}| QSeach (iFavartes EiMedn (B[ Y- Sp @ -
/\’ m \ Hame eports | Students
G /\dﬁnbvf_‘k Academic Year: 2001-2002
uradenoo Wdnesdy, erch 25, 2003 Select the marking
Grades column and class in
Marking CDIumn:IOT3 j Class ¥ Wh'Ch to enter
ﬂl Cammentsl Scale IM‘ Custornize marklng Column
Student Narme 1/8 | 1/9 | 1710 | 1/11 | 115 |Homeworl Quizzes | Tests QT3 QT3 QT3
HVliUE-l HVKUS-Z H\l\jf-Uﬂ-3 leuﬁ g Hv:us-tl Average | Average | Average | Average | Grade PGorsatjed gradeS.
Michael B. andrews v v v pLeN R 100 100 94 a7 a7 =
David 4. Cho 7 ¥ M o5 ¥ 100 95 il 93 93
Susan R, Culbreth v v 7 wg ™ 05 100 a0 04 o4
Keith 5. Dowling 7 ¥ - 73 ¥ o0 100 70 51 81
Tary 1. Finch v v s 20 ™M 95 a3 a7 o0 o0
Patrick L. Garrett 7 ¥ o =] ¥ o0 ] 84 a7 a7 0
lesper T, Knudsen ¢ s M ag s 20 as an a0 a0
Amy E. Lyster 7 ¥ o a0 ¥ 100 ao il 29 2] LI
L | 1 Kl | i
&) Done [ [ B Localintranet

Your grade entry page depends on your selection in the Marking Column field:

e If you select a regular marking column, you see the same page on which you can enter
assignment grades.

e If you select a calculated marking column, you see a page on which you can enter marking
column grades in the marking columns making up the calculation.

¢ If you select "Multiple", you can select multiple marking columns to view in a summary format.

Example of Regular Marking Column
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Example of Calculated Marking Column
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Example of Multiple Marking Columns
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5. Onthe Grades page, click Save to save the grades.

Keep in mind:

e With focus in a marking column grade column, you can click Scale to view the letter grades and
numeric grade ranges from the associated translation table.

e Inthe Letter Grade column, the letter grade that the marking column grade translates to appears.
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Entering Marking Column Grade Comments
You can enter comments for each marking column grade.

1.

4,

With focus in a cell for a marking column grade, click Comments to enter comments associated
with the grade.
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The comments screen appears.
/) Blackbaud -- Web Page Dialog
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L pleasure to have in class. Eeep up the great ;I%B!:
WorK!
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0K Cancel

You can enter your own comments in the Comments box or click Insert from Comments Table
to select from a list of standard comments defined in Registrar's Office.

Note: You can use the arrow buttons to scroll through students in the class. To return to the
grade entry grid, click OK.

To save the comments and return to the Grades page, click OK.

Note about copying and pasting: You can compose your comments in a word processing program and
then copy them to a comments screen in Faculty Access for the Web. When a comment is ready in your
word processing program, select the comment text and press Ctrl+C on your keyboard to copy the text.
Then on the applicable comments screen in Faculty Access for the Web, click in the Comments box and
press Ctrl+V on your keyboard to paste the text into the box.
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Entering Skill Ratings

1. Onthe Home page, select the academic year for which to enter skill ratings.

2. Onthe navigation bar, click Gradebook. The gradebook opens to the Grades tab.

3. Select the Skills tab. The Skills tab appears only if skills are included on the associated course
record of the selected class.
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4. Inthe Marking Column and Class fields, select the marking column and class for which to enter
skill ratings.

5. To select the skill categories to display on the grid and set the sort order, click Customize.

6. Inthe grid, select skill ratings for your students. Click in a cell and select from a list of skill ratings
defined by the system administrator for the skill.

7. Onthe Skills page, click Save to save the skill ratings.
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