INSTRUCTIONS FOR PRINTING GRADE VERIFICATIONS
1. Sign into STI Classroom

2. Post Grades to STI from your Grade Book (this button becomes active a few days prior to the end of the six weeks, you will receive email notification of it’s activation)

3. Click on Manual Grade Entry (3rd box)

4. Review and check each grade listed in Manual Grade Entry column (at this point if a grade needs to be changed in the grade book, return to the grade book and make adjustments; if a grade needs to have an incomplete then enter an “I” for the grade.)

5. If you have checked all grades and they are correct, then follow the next step.

6. Make sure the correct six weeks is selected.

7. Click on Printer Icon

8. Click on all Classes

9. Choose Correct Grading Period

10. Change ID to Print to NONE

11. Click on Print

12. Click on Second Printer to print all pages.

13. Initial and date each page and return to Ms. Cooper by the due date and time.

14. After the deadline for grade verifications, all grade changes for the permanent record must be submitted to Mrs. Cooper.

DUE DATES FOR GRADE VERIFICATIONS ARE POSTED ON THE SCHOOL’S WEBSITE CALENDAR!!
