HOW TO ENTER GRADES WHEN “GRADE ENTRY” HAS ENDED

1. Open your Caro Gradebook.
Under the MT1 Column select “Options” then “Grade Posting Status for Term MT1
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2. Click “Request Grade Changes
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3. Type a Reason for Requesting Grade Changes:
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If you proceed, you will be allowed to modify your gradebook for the closed grading period Term 1 for
course NA1 / 01.

You will be allowed to make changes from now until 3:56 PM. After that time, your request for
changes wil be submitted for approval. If approved, they will then be posted to the Report Card.
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4. At this point you may enter your grades.

5. When finished repeat Step 1 and be sure to click “Complete Grade Changes”.
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