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How To Input Grades 
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Please contact SIS-Ops for assistance  
Help@ksbe.edu 
808-523-6370 
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Overview:  This guide provides some easy and helpful steps for teachers to input grades in SMS. 

Inputting Grades… 

 

 

   

 

 

 

 

 

 

 

 

1- To begin entering grades click on the grading icon.  
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2- Click on ,  and you will be taken to the grading page. Be sure you see “SS Final Grade”. To 
enter grades please click on the drop down arrow to the right of the student’s name and choose the 

appropriate letter grade and click on the comments icon to add a standard comment. 

 
 

3- To add comments go to the Standard comments column and select the folder and the comments 
window will open. This is called list mover. 

 

SS Final Grade 
 

Enter Course Grade 
and Standard 
Comments 
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- Double click on the comment to move it to the right panel 
- Double click on the comment once again to remove it. 

 

- or Highlight comment you want to use and select arrow to move over. 

 

Note: You can only add up to 4 comments to a particular student. 

- Press OK at the bottom right of the screen. 

Comments  
Use to Standard 
Comments from 
list mover. 
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- When the page refreshes you will notice that the comment box will change from to 

 

4-  Finally click on the save icon located at the bottom right of the grading page.  

 

Helpful Hints:  

#1 Easily enter comments 

One way to streamline the grading entry process is to input the letter grades for all of the students first, 
then go back to add the comments. 

When adding comments you can click on the “Next” icon to advance to the next student 
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   #2 assigning the same grade to multiple students. This is called Mass Assigning. 

Once in the grading screen click on the students you’d like to give the same grade to.  

 

Go to “Edit”, select “Fill Columns” 

 

Next, use the pull down menu to select the grade you’d like to assign to the selected students.  
Then click “OK.”   
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You will observe that the students you selected to mass assign grades now show the grade that you assigned.  
Please remember to click “Save” every few minutes.  You will be logged off (and all of your changes lost) 
after 20 minutes of inactivity.   

 
Note: You cannot mass assign comments. 
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Overview of a teacher's grading page: 

 

 

  

***NOTE: Grading legend appears at bottom of grading page.  

  

 

Class Name 
Displays Current class 
 

Student Name 
 
 

Enter grade and 
comment 


