How Do | Change Marking Period Dates in
Registrar If they Are Already Defined?

If the school’s Calendar and Marking Periods are already defined, the existing days will need to
be deleted, then the Calendar will need to be rebuilt.

Go to Registrar>Maintenance>Administration Maintenance. Select the correct Division and go
to the Calendar tab.

Go to the FIRST incorrect date for the Marking Period (Quarter 3) on the right-hand side of the
window and highlight it. Hold the Shift key down, the click on the LAST incorrect date of the
Marking Period. This will highlight all dates within that range. Select DELETE to remove the
days/dates already set up. (through March 12th, for example).
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Once the original dates are deleted, click on the Create button....
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Select the new Marking Period name from the drop-list (Semester 2), choose the new Start/End
dates, Days School is Typically open (Mon - Fri) and the Open/Closed School days
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Click OK to rebuild the Calendar.
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Once the Calendar is rebuilt, scroll through the Calendar days now, to confirm that the date
range you just created is identified with the new Marking Period designation (Semester 2):
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