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Closed Grading Period Grade Changes after Quarter Ends

When the Quarter ends and grading period closes, teacher can make grade changes with administrator’s
approval. When the teacher logs into Skyward Teacher Access, unlocks the closed grading term, and
makes changes to gradebook an email will be sent to Principals and secretaries with subject line ‘Grade
Change Request.’ Principals will need to view the grades under the grading module — Closed Grading
Period Grade Change feature. Below are instructions for teacher access and administrative access.

Closed Grading Period Grade Changes

The Closed Grading Period Grade Changes feature is a great way to allow teachers
access to update grades in closed Grade Buckets while holding them accountable for
those changes.

The How for Teachers:

Teachers can update a closed grading period by selecting the term for the grade
bucket, when selecting the header for the Grade Bucket they want to update, they will
see the option to “Unlock this closed grading period and add grade changes for:”.
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They can then give a reason for unlocking and make all needed changes. The teacher
can enter scoring mode and update the assignment’s grades. The gradebook can then
be locked again for that teacher either through Teacher Access or administratively.

The How for Principals or Assistant Principals:

Once Closed Grading Period Grade Changes have been created, they can be reviewed
administratively by navigating to the Administrative Access portal > Gradebook
module > Closed Grading Period Grade Change feature. This browse will list all
requested changes and allow you to Review (Approve) or Deny.
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After grade changes are complete, secretaries can run the report card and post the new grades to
family/student access.



