TUSD Mojave Grade Editing Instructions for Teachers

NOTE: The Grade Edit window of opportunity is open on MONDAY PRIOR TO AND MONDAY FOLLOWING GRADING DAY. All changes outside of this window must be made in the office.

	Open Internet Explorer. Type the name of your school to open Mojave 

When Mojave dashboard opens click on the CLASS button 
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	Mojave defaults to current Class Year.
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And defaults to the Absence block.
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	Change the block from Absence to Grade
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Click on Search.

Select (highlight) desired class from Class Quick Search Dialog Box and click OK
	Grade information appears
Click on Edit icon 
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 and the electronic bubblesheet will open.

Dropped students will appear in red. Individual school policy dictates whether you issue these students a grade.
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Grade Edits

	The drop-down menus on the bubblesheet select the course and citizenship grades. 
The Tab key will take you through the grade sheet. We suggest you add student grades and citizenship marks before adding comments to selected students. Tab twice after the citizenship mark to move to the next student.
Grades may be chosen by typing the letter or by selecting from the drop-down menu. 
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Comment Edits

	Select comments from the drop-down menu at the bottom of the grade edit window. The Add button adds the 
current comment shown. 
Multiple comments may be added to any student. Select a new comment and click Add.

To Delete a Comment: Click on it!
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	When you are finished entering the class scores be sure to SAVE.
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Frequently Asked Question: Why do some of the comments appear multiple times on the drop-down menu and why are some outdated? 

Answer: Many comments are ‘historical’ and date from a time when schools could enter and edit their own comment lists. These comments are now a part of the permanent record for many students. At this time the district is looking into a method for standardizing on a shorter list of comments.
View Comments After Saving
	Comments appear only when the plus sign next to the student’s name is clicked.

 Click the EXPAND button to see all comments and attendance data.
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