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Editing Term (Six Weeks) Grades - revised 
 
You must manually enter all missing/incorrect term (six weeks) grades; these grades will affect 
semester and final averages. (Before changing any grade, make sure you note the original. In 
the event the change is denied by campus administration, you’ll need to change it back by 
following these same instructions.) 

 
PART I:  TEACHER-INITIATED CHANGES 
Follow these instructions to change/enter a six-week grade once the grading period window is 
closed.  (This includes grades you receive from other teachers due to schedule changes.) 
 
You’ll know that the window is 
closed if you try to change or 
enter a grade and see a message 
of this nature at the top of the 
grade adjustment screen. 
 
 

1. Adjust the Display Options in the Main Screen of your grade book to view any previous 
Grading Periods (if needed).  
 

2. Click the drop-down Options button on the 
desired grading period column, and select 
Grade Posting Status for Term ? 

 
3. On the Grade Posting Status Screen, click the 

Request Grade Changes button (far right of 
the screen). 

 

 
If you see a Complete Grade Changes button instead of the Request Grade Changes button, it 
is indicating that you have previously requested changes for this class and you are still within 
the time window when changes can be made. 
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Please be patient; it may take a while for the next screen (illustrated below) to appear. 

4. Read the Request Grade 
Changes window carefully, as it 
tells you exactly how long you 
have to complete your grade 
changes for this class. 
 

5. Enter a reason for this grade 
change request (Ex. missing/late 
papers turned in, schedule 
change, etc.) 
 

6. Click Yes, and you’ll return to the class grading session.  
 

7. Click the Options button for the appropriate grading period column and select Enter 
Term ? Grade Adjustments. 
 

 

 

 

 

 

 

 

 

 

 

8. Enter the missing or updated average in the Adjustment 
Grade column and click the Save button.  

 

 

 

The request will be COMPLETED after counselor approval. You may want to email her to let 
her know a request is waiting for approval (but there is notification in Skyward.) 
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PART II:  COUNSELOR-INITIATED CHANGES: 
Follow these instructions to enter a transfer grade into your grade book after the counselor 
inputs the grade in Skyward and the grading period window is closed. 
 

1. Adjust the Display Options in the Main Screen of your grade book to view any previous 
Grading Periods (if needed). 
           

2. If the counselor entered a student’s 
transfer grade, you will see it in 
that grading period’s Report Card 
column – in bold with an asterisk 
beside it.  
 

 

 

 

3. Click the drop-down Options button, and select Grade Posting Status for Term ? 
 
 
 
 
 
 
 
 
 
 

4. On the Grade Posting Status screen, click the Request Grade Changes button (far right 
of the screen).   
 

If you see a Complete Grade Changes button instead of the Request Grade 
Changes button, it is indicating that you have previously requested changes for 
this class, and you are still within the time window when changes can be made. 
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5. Read the Request 

Grade Changes 
window carefully, as it 
tells you exactly how 
long you have to 
complete your grade 
changes for this class. 
 

6. Enter a reason for this 
grade change request. 

 
7. Click Yes, and you’ll return to the class grading session.  

 
8. Click the Options 

button and select 
Enter Term ? Grade 
Adjustments. 
 

 
 
 
 

9. Enter the transfer grades 
previously shown in the 
Report Card column into the 
Adjustment Grade column; 
click Save.  
 
 
 
 

10.  Now those transfer grades are listed under 
the 1ST column and included in YOUR grade 
book.  Semester Grades can now be 
calculated correctly.  The Report Card column 
is no longer visible. 

 


