
Teachers - Finalizing Grades for the Report Card 
 

The following with walk through how Teachers Finalize Grades for the Report Cards   
                                           **Please note this must be done for Each Class** 
 

Step 1.  Finalizing Grades for the Report Card 
 

From the Classroom menu select the class to Finalize Grades for.  Select Report Card > Load Grades from the Left 
Side Menu 

Select Term and Grade Type (Numeric or Alpha) from dropdowns.  Select Load Grades 

 

 

 

 

 

 

 

 

 

 
Grades will pull from Gradebook.  Click on Grade to change value.  Select Save to Save your Changes 

 

 

 

 

 

 

 

 

 



 

Step 2.  Enter Student Comments 

There are 2 options to enter Students Comments 
 
Option1 :  Manually Enter Comment for each Student 
Select the Comment Field and Type your Comment 
             **Important**  Select Save to Save your Changes after each Comment to Avoid Losing Your Work** 

 

 

 

 

 

 

 

 

 

 

 

 

Option 2:  Comment Codes 
 
Select the Comment Field for the Student.  Select the Key Icon from the Toolbar and Select Comment Code.  Select 
Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3.  Grade Skills 

There are 2 options for Grading Skills:  Grade Skills by Student or Grade Skills by Subject 
Option 1:   Grade Skills by Student.  Select Skill by Student 

 

 

 

 

 

 

Select Student from Dropdown.  Enter Grade for Each Skill and Select Save to Save your Changes 

 
Option 
2:  
Grade 
Skills 
by 

Subject.  Select Skill by Subject 
 

 
 
Select Skill 
from 
Dropdown.   

 

Enter Grade for Each Skill and Select Save to Save your Changes 

 

 

 

 

 

 

 

 

 



4.  Grade Learner Behavior    
                            **Please Note – Learner Behaviors are in Homeroom for Grades 1-4** 

From the Classroom Menu select the Homeroom to Finalize Learner Behaviors for.  Select Report Cards 
from the Left Side Menu 

There are 2 Options for Grading Learner Behaviors:  Grade Behaviors by Student or Grade Behaviors by 
Subject 
 
Option 1:  Select Skill by Student 

 

 

 

 

Select Student from Dropdown.  Enter Grade for Each Behavior and Select Save to Save your Changes 

 

 

 

 

Option 2:  Select Skill by Subject 

 

 

 

 

 



Select Learner Behavior from Dropdown.  Enter Grade for Each Behavior and Select Save to Save your 
Changes 


