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Portal Grades 
 

 
Figure 1 
 
Click on ‘Grades’ for the applicable course 
 
Notes: 
 
The ‘Grades’ link gives you access to the Post Grades screen where you can record 
marking period grades, comments and attendance information for individual students in 
the class. 
 
You can only post grades while the Grade Posting Window is open for the particular 
marking period.  Your Database Administrator (DBA) determines the Grade Posting 
Window dates. 
 
Teachers that only want to post marking period grades, and do not want to use the 
Gradebook feature to record individual assignment grades, may use the Post Grades 
screen (under ‘Grades’ link) rather than using the Gradebook itself. 
 
If you want to include ‘comments’, ‘citizenship’ and ‘effort’ notes on report cards, you 
must use the Post Grades screen (under ‘Grades’ link) to record this information. 
 
DBA Note:  Valid comments, citizenship and effort notes must be setup in the 
respective tables in StarStudent. 
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The students in this class will be displayed with the marking period(s) that are open for 
posting. 
 
If your students are not displayed, see your DBA. 
 
DBA Note:  The Grade collection Table for the current marking period(s) must be 
created in StarStudent; otherwise, the list of students will not display for the marking 
period.  This table must be created prior to the start of the grade posting dates for each 
marking period. 
 
 

 
 

 
Use the scroll bar at the bottom of the screen to reveal more columns to the right. 
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Click in the ‘Grade’ box and enter the grade. 
 
You may record alpha or numeric grades depending on the grades options defined in 
StarStudent. 
 
Numeric grades may be entered up to three whole numbers. 
 
Please note that when you enter alpha grades, this alpha grade is translated to the mid-
point of the numeric equivalent for that grade in GPA, class rank and other routines that 
are based on numeric grade values.  (i.e. If A= 94 – 100, then A is translated to 97.0 in 
all calculations that use numeric grades.) 
 
 
To enter comment #1: click in the comment #1 box; use the dropdown arrow to display 
the comments; highlight the comment to record.  Leave comment #1 blank if you do not 
wish to record comments. 
 
 
DO NOT USE THE ENTER KEY TO MOVE TO THE NEXT FIELD ON THIS SCREEN.  
THE ENTER KEY ACTS LIKE THE SUBMIT BUTTON.  ALWAYS USE ‘TAB’ KEY ON 
THE KEYBOARD OR CLICK IN THE FIELD. 
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If you wish to enter a second comment: click in the comment #2 box; use the dropdown 
arrow to display the comments; highlight the comment to record.  
 
You may record up to three comments. 
 
 

 
 

 
If you use Class/Period Attendance, the Exc (Excused) and Unex (Unexcused) absence 
fields will be automatically populated.  Otherwise, you can click in the field(s) and 
manually enter the number of days absent on the screen. 
 
Use the scroll bar at the bottom of the screen to reveal more columns to the right. 
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If you wish to enter citizenship, use the down arrow to display the selections and then 
highlight the selection. 
 

 
 
If you wish to enter effort, use the down arrow to display the selections and then 
highlight the selection. 
 
 
Use the scroll bar at the bottom to go back to the left. 
Use the scroll bar at the right to go down to display more students for posting. 
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When finished, click the ‘Submit Grades’ button, at the bottom of the screen, to post the 
grades to the students’ Grade Record in StarStudent. 
 
To print a grade verification sheet, click the Go button. 
 
You may make changes after you ‘Submit Grades’ only while the Grade Posting 
Window is open for the marking period.  Once the Grade Posting Window is closed, 
only your DBA can make grade changes. 
 

 
 
A confirmation message is displayed.  Click ok. 
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The Post Grades screen returns to the top of the list. 
 
 
Click the ‘X’ to exit. 
 
 
You will return to Figure 1. 
 
 
Repeat these steps for each class. 
 
 
When you have completed posting grades for all classes you wish to post for the day, 
you may logout on the Teacher Schedule page to exit Portal. 


