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TEAMS  Semester-end 

1. Post to Report Card – can be repeated 
 as NW4 grades are continually entered 

2. Determine  semester test exemptions 
a. Sem grade calculation with and 
 without sem test grade 

b. Complete the entering of all grades 

c. Save often 

3. Enter  Comments  and  Conduct 

4. Save  report card after each change 

5. Finalize  gradebook  only  at very end 
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Online  Handouts 

http://  webclass.org 
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Login 

TEAMS Gradebook 
Semester-end Procedures 
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Attendee  List 

Chat 
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Recording  Attendance 

Left-click on tinyurl to sign-in 

at end of webinar 
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Google  Form 

* 

* 

* 
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Presentation  Area 
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MyEPISD  Login 

Login 
Username – Password 
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TEAMS  Login 

Click  TEAMS 
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Gradebook  Login 

 User ID:  EPISD  username 

 Password: EPISD  password 
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Access  Gradebook 

Pull-down 
Teacher 
Menu 
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Enter  Classroom  Grading 
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Open  Course / Section 

Double-click on desired course/section 
to open gradebook 

X 

Killer app 
Finalize each 
course/section 
individually 
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Post  to  Report  Card 

Click  Post to Report Card 
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Report  Card  Tab 

Click  Report Card Tab 
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Select  Filter 

Filter:  Show Attendance 

  and Comments 
 



20 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Total  Semester  Absences 
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TASB  Policies 
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Test  Exemption  Guidelines 
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Semester  Grade  Calculation 
1. With final exam grade entered in 
 EX1 column: 

NW1  grade x .45 
NW2  grade x .45 
EX1 exam x .10 
SM1 Grade = NW1 + NW2 + EX1 / 100 

2. Without final exam grade entered in 
 EX1 column: 

NW1  grade x .45 
NW2  grade x .45 
SM1 Grade = NW1 + NW2 / 90 
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Semester  Grade  Calculation 
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Exemption  Procedure 

 
 
 

 
 
 

 
 

Click on first cell under EX1 or EX2 

on the All row 
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Enter  XMT  for  Sem  Exam 
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Exemption  Code  Copied 
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Calculate  Semester  Grade 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

Click on first cell under SM1 or SM2 

on the All row 
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Calculate  Semester  Grade 
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Temporary  Semester  Grade 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

Students may be 

exempt from taking 

the semester test 

based on absences 
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Save  Gradebook 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

XMT semester test 

grade will be replaced 

with actual grade for 

non-exempt students 
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Save  Report  Card 

1. Save Report Card area often 
 especially when entering and 
 updating assignment grades 

2. Do not Finalize until every 

 course/section has been 
 posted and saved 
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Post  to  Report  Card 

Click  Post to Report Card 
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Report  Card  Tab 

Click  Report Card Tab 
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Select  Filter 

Filter:  Show Attendance 

  and Comments 
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Enter  Comment  CM1 

1. Click on row for 
 each student in 
 CM1 column 

2. Click on button 

 Show Values 
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Comment  Values 

1. Select by clicking 
 on desired comment 

2. Next student is then 

 highlighted for comment 



40 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Comment  Values 
10  Always Prepared 21  Did Not Turn in Work 

11  Cooperative 22  Disrespectful in Class 

12  Excellent Student 23  Disruptive Behavior 

13  Great Attitude and Effort 24  Does not Follow Instruction 

14  Great Improvement 25  Excess Absences/Tardies 

15  Hard Worker 26  Inattentive in Class 

16  Improving 27  Parent Conference 

17  Participates in Class 28  Poor Test/Quiz Grades 

18  Positive Attitude 29  Tutoring Recommended 

19  Uses Time Wisely 30  Unprepared for Class 
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Enter  Conduct  CND 
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Conduct  ALL 

1. Select row All under 
 column CND 

2. Click Satisfactory to 

 give all students an S 



43 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Conduct  ALL 

1. All students are 
 given satisfactory 
 conduct 

2. Specific students 

 can be given an 
 unsatisfactory 
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Save  Report  Card 

1. Save Report Card area often 
 especially when entering and 
 updating assignment grades 

2. Do not Finalize until every 

 course/section has been 
 posted and saved 
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Finalize  Class  at  very  End 
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Sign  Out 

1. TEAMS automatically logs out 

 after 60-minutes of non-use 

2. Click  Sign Out  when away from 

 computer for extended time to 

 prevent unauthorized access 
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Summary 
1. Click Post to Report Card at bottom of each 

course/section in the gradebook 

2. Complete the entering of assignments and 

grades prior to posting and finalizing 

3. Add Comment and Conduct for every student 

in each course/subject taught 

4. Continually Save report card while entering 

and updating assignment grades 

5. Finalize report card  only  after entering all 

grades and Posting to the Report Card 
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OLE  Tutorials 
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Online  Handouts 

http://  webclass.org 


