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	2. Select the Term for which you wish to enter your mid-term grades by pressing on the radio button beside the term in the listing.
3. Click [image: image4.png]CONTINUE
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	4. On the teaching schedule, click [image: image6.bmp]beside the class section to select the roster for which you wish to enter grades.
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	5. Select Grade Roster Type = Mid-Term Grade & Approval Status = Not Reviewed
6. Select the mid-term grade from the Roster Grade drop down list in the Roster Grade column.

7. If only a subset of mid-term grades have been entered click [image: image9.png]SAVE



 and go to step 10.
8. If all mid-term grades have been entered, select Approval Status = Ready for Review.
9. Click [image: image10.png]SAVE
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