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Student Historical 
 
This webpage is created to alleviate the process of entering historical grades.  The 
webpage should be used for adding historical records only.   

Opening the Webpage 
 

1. Login in Chancery.  
 

 
 

2. Search for any student.  
 

 
 

3. Click on the student’s name.  
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4. Click on the Historical Grd link.  
 

 
 
 
5. Click on Enter Historical Grades link.  
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NOTE: Once the webpage is open, you can use the page to enter historical grades for 
ANY student. 
 

Finding the student 
 
You can search for a student by their Student ID or their Student Name. 

 

Searching by Student ID 
 

1. Type the Student ID 
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NOTE: The screen will look pretty similar as the Access database.  The only addition is 
the Courses Taken by Student screen. 
 
 
 

2. Click on the Search key.  (You will notice that the student information will be 
filled automatically.  The information that gets automatically filled cannot be 
altered.) 

 

 
 
 

Searching by Student Name 
 

1. Type the Student Last Name and/or First Name. 
 

 
 
 

2. Click on Search. 
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3. Select the Student Name you need. 
 

 
 
 

4. Click on Select. 
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Select Historical Year 
 

1. Select the School Year.  XXXX-XXXX (Use the dropdown to select the 
appropriate historical year) 

 

 
 

2. Select the appropriate School ID & Name. 
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3. Select the Grade Level in which the credit was earned. 
 

 

Entering Course Details 
 

1. Type the Course Number. 
 

 
 

2. Press the tab key.  (You will notice that the student information will be filled 
automatically.  The information that gets automatically filled cannot be altered.) 
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3. Enter the appropriate Grade. You can enter multiple grading periods on the same 
time. 

 
NOTE:  Sem 1 = Semester 1 
  Sem 2 = Semester 2  
  Sum = Summer 
 

 
 
4. Click on Add. 

 

 
 
NOTE: After clicking on Add, the data is entered below the course details.  At this point, 
you can continue adding additional course for the same historical year.  Repeat steps 1-4. 
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Switching to another student record 
 
Click on Change Student. 

 

 
 

Entering a different Historical year for the same student 
 
When working with the same student and would like to add more historical entries but for 
a different historical year, you can use the Change Year button. 
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Click on Change Year 
 

 
 

Editing Course Details Entries 
 
Change the appropriate letter grade from the Course Details Section.  Keep in mind that 
you can’t modify the course number and course name, only the course grade.  If you 
entered the incorrect course, please see Deleting Course Details Entries. 
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Deleting Course Details Entries 
 

1. Select the Course Detail. 
 

 
 

2. Press the delete button on your keyboard. 
 

Exiting the Application 
 
Click on Exit Application 
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