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Procedure to Change a Special Grade to a Regular Grade 
1. On the GradebookGradebook spreadsheet screen, click in the 

column of the Assignment you wish to grade Thus brings up the 
Grade Assignment screen. 

2. Find the special grade you want to convert to a regular grade. 
3. Uncheck the special grade checkbox. 
4. Enter a regular grade in the Grade field for the same student = or 

select a different special grade. 
5. Click “Save” to record the changes. 
6. Note that in the far right “Prev” column, the former special grade 

should now appear. 
 

When is the “Previous Grade Marker” turned on? 
A previous grade marker is turned on only when a student’s Assignment 
grade is change from one of the four special grades of Absent, Incomplete, 
Exempt or Missing to another grade (the “to” grade can be regular or 
special). 
 

When you ‘Save” grades after having unchecked a previously stored special 
grade, the Genesis Gradebook saves the old special grade in the “Previous 
Grade” field – and makes it the “previous grade marker”. 
 

Regular grades are not preserved:  when you change a students grade from 
a regular grade to a special grade, the regular grade is not remembered. 
 
Life Span of “Previous Grade Markers” 
The previous grade markers, small red flags of ‘A’, ‘I’, “E’ and ‘M’, are affixed 
to grades if the student was previously marked, respectively, of Absent, 
Incomplete, Exempt or Missing and then the grade for the Assignment is 
later changed.  Once saved, the ‘previous grade marker’ is not reset unless 
the student is given another, different special grade for the same 
Assignment – and then that, too, is changed.   In other words, the “previous 
grade marker” always shows the most recent special grade that was 
changed.   
 
Private Comments and Comments for Parents 
There are two comment fields for each student’s Assignment grade: private 
comments for your use only and comments that parents using Genesis 
Parent Access logon can see.  On the GradebookGrade Assignment 
screen, each Assignment has a visible Comment field and an icon to open a 
“For Parents” comment field: 
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The visible comment field   is private for 
your use only and does not appear in the Parent Access module. 
 

The   icon indicates there is no “for parents” comment on for the student 
on this Assignment and the   icon indicates that there is a “for parents” 
comment.  Cursor over the icon to view a tooltip:  

 
To open the “For Parents” text field, click the icon ( or  ): 

 
The “Comments for Parents” text field opens below the student’s 
Assignment grade line.  Click the   button to 
copy text from the Private Comments field to the For Parents comment 
field.  Click the  button to clear the For 
Parents comment field. 
 

Both private and “For Parents” Comments appear via the pushpin tooltip 
popup on the GradebookGradebook screen: 

 
 

Extra Credit 
There are 4 ways of giving extra credit: 
 For a numeric Assignment, give more points than the Assignment is 

worth (e.g. 105 out of 100). 
 Create an Assignment worth zero (0) points, and give positive points for 

it. 
 Use the “*Extra Credit*” Category to add points to a student’s Marking 

Period Average. 
 Give an Assignment to one student and exempt all other students from 

it (not true “extra credit” – more like “an extra Assignment”). 
 

*Extra Credit* ‐ The special “*Extra Credit*” category is not a true 
Category at all – it is mechanism to allow you to raise students’ MP averages 
after the averages have been calculated using your normal grading scheme. 
 

 




