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GRADEBOOK: VERIFYING YOUR GRADEBOOK 

Quick Start Guide 

This Quick Start Guide will take you through the process of verifying your gradebook. 

Open the Verify 
Gradebook Screen 

1. In the menu bar, 
click “Verify 
Gradebook.” 

  

Edit Grades 

2. Select the desired 
class. 

  

 

 

 

 

 

3. Enter the marking 
period grade into 
“Override Cycle 
Avg” cell if desired. 
This grade will 
appear on 
progress reports 
report cards. 

Note: If a teacher has been 
recording all assignments in 
Gradebook, the marking 
period grade will already be 
calculated in the “Computed 
Cycle Avg.” column. Teachers 
can then override this grade, 
if needed, by using the 
“Override Cycle Avg.” column. 

4. If desired, enter a 
comment code in 
the fields provided.  

Note: Only one 
comment will display on 
reports, so ensure the 
most important code is 
entered first. 

5. Click . 
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Verify Gradebook 

6. Select the desired 
class in the 
dropdown 

            OR 

      To verify all  
      classes at once, 

      check .  

 

 

 

7. Click . 

 

Note: Once gradebooks are 
verified at the teacher level, 
they are no longer editable. 
Only an administrator or 
grade coordinator can 
unverify gradbooks to make 
them editable again. 
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