
NOTE: Grades as well as the recommendation for credit should be entered for each student. If you see a 
student on your list you think is not in your class, DO NOT skip it….either enter “no credit” or contact us 
and we can figure out the next step. If you have any questions, please feel free to contact the Tech Prep 
office at 830-591-7390 or e-mail me at vince.ortiz@swtjc.cc.tx.us.  

STEPS FOR ENTERING FINAL STUDENT GRADES 

On your task menu, 
select “View Class 
List” 

Select the blue    arrow 
of the class for which 
you will be entering 
student grades 

This is where you will 
enter the student’s final 

grade for the 2nd      
semester or yearlong 

course 

If the student has made an 80 
or above and has met all 
course requirements, select 
“Credit”. If they made   be-
low an 80 or you feel they 
did not meet course require-
ment, select “No”. Note If you 
would like to add a comment as 
to why the student did not meet 
all requirements, see the other 
attached handout titled “Steps 
for adding comments”. Be sure 
and select “Save Changes” after 
grades have been entered. 


