
 

 
PHOENIX GB – PRIOR MARKING PERIOD GRADE ENTRY FOR EXISTING / 

TRANSFERRED STUDENTS  

Prior marking period grade entry for existing or transferring students in to your 
school: 

When students are transferred with grades from another school / course / class in the academic year to your 
class, teachers will have to enter the assignment grades for that student in the current or previous marking 
period into their gradebook. Semester and Final Grade calculations will use these grades. 

Students will be scheduled in Phoenix SIS into their classes with the ‘Enter Date’ for the classes effective the first 
day of enrollment at your school. There is no place within Phoenix to enter any MP, or Semester grades that the 
student was awarded at their former school. 

The following is a recommendation for entering assignment grades for transferred students. 

 

 

Login to Grade Book and choose the class where new student is transferred to. 

1. Create a new assignment and give an appropriate assignment name such as “Transfer Score from  ...” 
2. Add a description to the assignment for parents / students view 
3. Enter the assignment into the highest weighted grade category (if the teacher uses them). For example, 

the Tests category would be more highly weighted than Quizzes or Homework 
4. Select “Percentage” as the score type 
5. Enter value for the “points” as the total points in that category at the time of transfer date 
6. Select “Transfer Date” as the due date of assignment 
7. Repeat this for all your other weighted categories 
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Once the assignment is created and saved, use the following steps to enter the score: 

 

 

Click on the name of the assignment and select “Enter Score” from the drop down menu. 

Once you are on the assignment score entry screen: 

1. Exclude all other students from this assignment and hide the assignment from portal for all other 
students.  

2. Teachers may show or hide the assignment for the transfer student. Our recommendation is to show it 
in the parent / student portal.  

3. Enter the transfer grade using Percentage (%) grading scale. 

NOTE: The sending school should send current/previous grades for all courses the student has completed and / or in 
progress. The receiving school/teacher will enter a single assignment with “percentage” as the score type for all 
previous marking periods per class and enter the grades the student received for that marking period. The teacher 
can create an assignment as described above and enter current grades to be counted for the current marking period. 
 

If the student is not transferred to “equivalent” course, where grades can be transferred from previous course 
to the new one, do not enter any grades. The system will “exempt” the student from that marking period and 
calculate the semester and final grades using other available grades.  

Future MP report cards will be generated from your school. Marking Period and Semester grades earned in 
another school will never appear on the transfer student’s current school report card, however the semester 
and final grades will be calculated correctly due to the fact that the students prior school earned grades were 
entered into the Grade Book and this will be used for the calculations.  
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