In and Out of the Classroom with Microsoft Word 97
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STORING LETTER GRADES WORKSHEET
Term: _______________ 
Fill out one or more of these worksheets for each term you store grades. 
1. Use this Final Grade/Reporting Term: What term are the grades coming from out of the teacher’s Gradebook? [image: image8.png]Technology |

Education





2. Save with this Historical Store Code: This is the column where the grades will be stored in Historical Grades. [image: image2.emf]
3. Exclude/Include Class Enrollment: USUALLY select the third box and enter the end date of the term you are storing. You must check one of these boxes and enter a date.  Changing this date multiple times will result in duplicate or multiple grades being stored in historical grades. [image: image3.emf] 
4. Percent of Credit: The terms listed represent the length of classes (Year-long, Quarter length, Trimester length, etc.). To complete this portion, ask yourself this question: 

· How much credit do I want to award to a class of this length in its column in Historical Grades? 

· Do not store – No grades will be stored, and no credit will be awarded. 
· Store with credit - Grades will be stored with the specified percent amount of the potential credit. 

· Store with no credit - Grades will be stored with zero credit.
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5. Options for Classes Enrolled at Other Schools: Select whether you want to store grades for all schools or for the selected school only. If storing for the selected school only, PowerSchool will not store grades for the other schools at which students may take classes. You want to select the option for all schools. [image: image5.jpg]Options for classes enrolled at other schools
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6. Store Current Grades: Remember to click Store Current Grades to finish the process.
[image: image6.emf]
 You have the option to show all terms, if the term you want to store is not automatically listed.
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