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Step 1: Where to Configure Signatories 
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Step 2: From Where to generate GradeSheet 
Option 1: Direct from Gradebook 

 
Option 2: especially for COSHP (through BI Publisher so that they can also specify Program) 
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Use % sign in Acad Program Table if you want to generate for All Program Student in this Class, Specify Program Code using Lookup for example UPPP if you want 
to print only UPPP students from combined class on GradeSheet. 
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Step 3: Review GradeSheet (Sample Attached) 

 
 
Adjustment Required Column shows where Grade Change in Possible using 1.5 grace %age rule. If you want to use Adjustment in your class, you need to go to 
Gradebook and using Override Grade Logic change the letter grades for example from C+ to B and also add notes for your reference. 
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You can reprint Gradesheet and in this case system will show you the new Grades (overridden) in Grades column where applicable. For Example F to IC, DN cases 
and also adjustment cases. System will also change color of F, IC and DN grades to Red in Gradesheet. 
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Step 4: Get it Signed and Now you can upload this sheet using this screen and can also specify document name. (This feature will be available after 5:00 PM 
today)  

 
 

 


