INSTRUCTIONS FOR ONLINE GRADING

Dates to remember:

Quarter 1 end of marking period-Friday, November 6th 2009

Quarter 2 end of marking period-Friday, January 22, 2010

Quarter 3 end of marking period-Friday, April 9th 2010

Quarter 4 end of marking period-Friday, June 17th 2010

On line grading will be open on Monday November 2nd.  GRADES ARE TO BE SUBMITTED TO ME BY TUESDAY NOVEMBER 1Oth NO LATER THAN 10:00 AM. 
 Website:  www.teamonline.org/markbook
Teacher portal-enter the school’s 2 digit code.  (25)

Enter your teacher code.  NOTE (your teacher code and password will be on the instructions I will give you at the time of grading).

Enter your password- NOTE (password will change each quarter) – click login tab

1.) Enter Grades-class courses are on the left of the screen-click on each course-enter data for each student.
2.) You must update each course before you continue with the next course.  You will lose the data if you do not UPDATE each course.

3.) When each course that is updated a date and time to the right will appear,  You may continue to enter grades or exit and return another time to continue editing your grades – remember to UPDATE.  Each time you update –the date and time will change.

4.) Print grades – you may print all – or print out one at a time.  Click the all tab if you want to print them all out.  Print a copy for yourself and one for me sign and return to me in the Alden Academy in D404. 
5.) Submit Grades – (it will ask you) Are you sure you want to submit?  By clicking the submit button – you have acknowledged that you are finished entering your student grades for all of your courses.  (You will see warnings if data is missing) if you see the warning you should cancel and go back to step 1 and enter grades that are missing.  If you know that you have completed all that you can, you can submit. Date and time submitted will appear to the right of the screen. 

(When you submit your grades you are actually sending them to me in Sage). 
Once you submit your grades you will no longer be able to change a grade. With the acceptation of major changes, (see unsubmit).  You will need to see me with a written note signed or send e-mail that a change is needed. If the report cards have been printed the new grade change will appear on the next marking period. After grades are submitted please click the log out tab to exit.
Teacher status/Unsubmit 

 I will be able to view the status of all teachers.  Ones that are submitted and ones that need to submit. I will be able to view if there are any missing grades, withdrawals or incompletes. 
The – UNSUBMIT means that if a teacher realizes that they made a mistake I can unsubmit and open up that teacher so that you may edit what you need to.  You would need to notify me so that I can unsubmit your grades.  You will need to RESUBMIT again.   

NOTE:  During grading time I will not be able to make any changes in student schedules.   The week before grading opens I will print class lists for all teachers and you will be required to verify your lists, SIGN and return them to me.  It will be your responsibility to be sure you get your SIGNED verified class list to me. Please add any student not listed hand write the student name id# grade effort and conduct and I enter them for you.   
IMPORTANT:  Each quarter I will be printing your online grading instructions that will have your name, teacher number and password on those instructions. A new password will be automatically generated for each quarter. You will be required to come to my office to pick up your instructions.  I will not be placing these in your mailboxes for obvious security reasons.  It is very important that you keep these is a safe and secure place.  
