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1. In the search bar at the top of the page, type
the name of the student (or the student ID
number) and press Enter. Click the student name

in blue type, when it appears in the search results.

Notes: If a student is also a student worker or
employee, they will have both a worker profile
and a student profile. If there are multiple
students with the same name, condense the
search results by choosing Student in the
Categories section and only student profiles will
appear in the Search Results.

2.Click on Academics.
3.Click on the External Records tab at the top.

4.Click the drop-down arrow on the Actions
button.
5.Click Add Test Result.
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6.Choose the Test from the menu.

Test * | |Search

7. Click OK.

8. Fillin the appropriate information.

9. Checkmark the Official box to articulate the grade.
10. Click OK.

11. Click Done.
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