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May 6, 2024 

Preparing For Learning Update - Checklist v1.0 
 

Task How to Notes 

Log in to MyEducation 
BC 

• Only have one active log-in on 
one browser at a time. 
 

This reduces the number of active accounts logged into MyEducation BC and enhances performance.  
Furthermore, it reduces the possibility of a conflict when updating and saving data that can occur when two 
accounts with the same log-in credentials are open e.g. marks or comments entered in one of the open 
sessions are not saved as expected. 

Go to Scores Window 
of Staff View 

Accessed in two different ways: 

• Quickly and easily from the 
Pages top tab on the start 
screen. In the Teacher Classes 

widget, click on the Grades  
icon of the class you would like.  
OR 

• By going to Gradebook top tab 
> select class > Scores side tab 

 

Check header drop 
downs, columns & 
Push pin colours. 

• Once in the Scores screen, be 
sure to check that you are in 
the appropriate course then 
check that the Header drop 
downs all have the correct 
information (Students, Grade 
Columns, Term, Display and 
Status).   

• Check that you have the right 
columns for the Term that you 
are in and that the pushpins are 
the correct colour. 
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Enter Grades and 
comments 
 
 
 
 
 
 
 
 

Now you can enter grades and 
comments as appropriate.   

• Click into the appropriate cell 
and either manually enter the 
mark or use the Ctrl+L option to 
select from the list of 
acceptable values for the field.  

• When copying comments, be 
sure to use the “Paste as plain 
text” option CTRL+SHIFT+V  

The Options button provides Quick tips for entering data (or you can use the quick keys). 
 
 

Be sure to Post Grades 
 

When data entry has been 
completed, click the Post Grades 
button and a pop-up window will 
confirm the course section and 
grade term. 

Grades must be posted to a student’s transcript record before the Learning Update can be 
printed. 
 
 
 
 
 
 
 
 
 
 

Running the Learning 
Update 
 

How to get to the Learning Update  

• Staff View > Gradebook TT > 
Roster ST > Reports 

• Staff View > Student TT > 
Reports 

• Staff View > Student TT > 
Transcript ST > Report 

Functionality 

• You can accept the defaults and Run to create a copy to save or print. 

• Student Group and Student Grade Tabs aid in the selection of students to report on. 

• User Specific Parameters Tab – has choices to make on how your school or district want the 
Learning Update to look like. 

• Term Selection Tab - If left blank, the report will display the latest term’s marks and 
comments.  The Learning Update was created to be a reflection of where the child is at a 
given point in time for every course they are taking during the year. For more information on 
the Term Selection Tab, refer to the Learning Update Report Guide. 

• The Learning Update will only display a transcript record that has a term mark, Final mark, 
Comment or Class attendance. 
 

Shortcut Keys 
CTRL+L = Lookup valid scores that can be used 
CTRL+D = Fills all cells below with the same score 
CTRL+K = to undo the last change 
CTRL+E = To exempt a grade from calculated 
average 
CTRL+M = To add a note that can be visible to the 
teacher only or to the student and parents.  A score 
must be entered in a cell prior to using this feature. 
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Task How to Notes 

User Specific 
parameters tab 
 
 

Choices in User Specific Parameters Tab 
1. Defaults to Usual Names, choose this 

option to display the Legal names. 
2. Options are Do Not Display(Default), 

Display below Term Mark and Display 
below comment.  

3. If checked, prepare the report using 
the French Language template. 

4. If selected present the Student Self-
Assessment text box on the report, 
otherwise suppress the text box.  

5. If checked, display the student 
homeroom teacher(s) in the header 
area under student name. 

6. If checked, Display Teacher, Principal 
and/ or Parent signature box(es) at 
the end of the Learning Update. 

7. Choose: Daily Attendance (Default), 
Class Attendance, Class and Daily 
Attendance, ATT AM/PM Attendance 
or Do Not Display. 

8. Select or Deselect for “Display 
Student Photo”. 

9. Option to display label “Proficiency 
Level” or not as a district/school 
option. Default to displayed. (e.g not 
using the wording TERM). 

10. Click on RUN to create copy or print 
the Learning Update 
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SAMPLE LEARNING UPDATE: 
 

 


