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I. Teachers 

 

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 to Load Grades  

 



 

 
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 

Select Comments 

 

 

 

 
 
 
 
 

Select 
Comments 

1. Select 
Term 

2. Select 
Grade Type 

3. Select 
Load Grades 
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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.  Finalize Standards 
Select Standards 

 

 

 

 

Select 
Standards 
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1.  Select the Comment Field 
and Type your Comment 

2.  Select Save to Save 
your Changes 



 

 

Select Load to Load Standards 

 

 

 

 

 

Select Term > Load Standards Based Grades 

 

 

 

 

 

 

 

Click on Grade to Change Value (Optional).  Select Save to Save your Changes 
 

 

 

 

 

 

 

 

 

Step 4.  Grade Skills 

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

  

 

 

 

Select 
Load 

1.  Select 
Term 

        2.  Select Load 
Standards Based Grades 

1.  Click on Grade 
to Change Value 

2.  Select Save to 
Save your Changes 
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Select Skill by 
Student 



 

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

 

 

 

 

 

 

 

Option 2: Select Skill by Subject 
 

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

 

 

 

 

 

 

 

Step 5.  Grade Learner Behavior    
                            **Please Note – Learner Behaviors are in Homeroom for Grades 1-4 Only** 

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 
 

 

 
 

 

 
 

 

 5 

1.  Select Student 
from Dropdown 

2.  Enter Grade 
for Each Skill 

3.  Select Save to 
Save your Changes 

2.  Enter Grade 
for Each Skill 

3.  Select Save to 
Save your Changes 

1.  Select Skill from 
Dropdown 



 

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 
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1.  Select 
Student 

2.  Enter Grade for 
Each Behavior 

3.  Select Save to 
Save your Changes 

1.  Select Learner 
Behavior 

3.  Select Save to 
Save your Changes 

2.  Enter Grade for 
Each Behavior 



II.  Principals 

**It is recommended to first generate Report Card PDFs for each Homeroom to utilize while entering Principal 
Comments 

1. Generate Report PDF’s 

From Main Menu please Select Reports > Report Manager 

 

 

 

 

 

Select Academics > Report Card (Web) or Report Card PDF 

 

  

 

 

 

 

 

 

 

Select Filter by Homeroom and Select Homeroom to Print.  Click the Double Arrows to move all Students to 
“Selected List” and Click View Report 

 

 

 

 

 

 

 

 

 

 

 

Select Report 
Manager 

2.  Select Report Card 
(Web) or Report Card PDF 

1.  Select 
Academics 

1.  Filter by 
Homeroom 

2.  Select 
Homeroom 

3.  Click the 
Double Arrows 

4.  Click View 
Report 
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Select View Report Cards 

 

 

 

 

 

 

 

 

 

Select Template and Click “View” to Run Report Card 

 

 

 

 

 

 

 

 

 

 

Once Reports have Loaded Select Continue to View Reports 

 

 

 

 

 

 

 

 

 

 

Click View 
Report Cards 

1.  Select 
Template 

2.  Click “View” to Run 
Report Card 

Select Continue to 
View Reports 
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Select “Cntrl” key and “P” to print Report Cards.  Select “Save as PDF” to save Report Cards. 

 

 

 

 

 

 

 

 

2. Enter Principal Comments 

From the Main Menu please select Classroom and search for the Class “PRIN COM”.  Each Grade/Section will have 
their class called “PRIN COM” 

 

 

 

 

 

 

 

 

Select Grade/Section to enter Comments for and select Report Card > Comments.  Select the Comment Field for the 
student and enter your comment.  Select Save to Save your Changes 
 

 

Select “Save 
as PDF” 
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Once Changes are Saved, select Next Class and Repeat Process 

 

 

 

 

 

 
 

 
Comments will appear under Principal Comments on the Report Card 

 

 

 

 

 

 

 

III. .  Administrators 

1.  View Report Cards on Family Portal.    

From the Main Menu please go to Family Portal > Configuration.  Verify Correct Term is Selected for Report Card.   
Set Gradebook Grades and Report Card to Show.   Select Save to Save your Changes 
 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Verify Correct 
Term is Selected 

3.  Set Report 
Cards to Show 

4.  Select Save to 
Save your Changes 

2.  Set Gradebook 
Grades to Show 
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2.  Print Report Cards 

From Main Menu please select Report Manager 

 
 

 

 
Select Academics > Report Card (Web) or Report Card PDF 

 

 

 

 

 

 

 
  

 
 
Select Filter by Homeroom and Select Homeroom to Print.  Click the Double Arrows to move all Students to 
“Selected List” and Click View Report 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Select  
Report Manager 

1.  Select 
Academics 

1.  Filter by 
Homeroom 

2.  Select 
Homeroom 

3.  Click the 
Double Arrows 

4.  Click 
View Report 

2.  Select Report Card (Web) 
or Report Card PDF 
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Select View Report Cards 
 

 

 

 

 

 

 

 

 
 

Select Template and Click “View” to Run Report Card 

 

 

 

 

 

 

 

 

 

Once Reports have Loaded select Continue to View Reports.   

 

 

 

 

 

 

Select “Cntrl” key and “P” to Print Report Cards.  Select “Save as PDF” to save Report Cards.   
 

 

 

 

 

Select Continue 
to View Reports 

Select View 
Report Cards 

Select “Save 
as PDF” 

1.  Select 
Template 

2.  Click “View” to Run 
Report Card 
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3.  Emailing Report Cards. 

From Main Menu please select Report Manager 

 

 

 

 

 

 

Select Academics > Select Report Card (Web) or Report Card (PDF) 

 

 

 

 

 

 

 

 

 

 
 

Select Filter by Homeroom and Select Homeroom to Print.  Click the Double Arrows to move all Students to 
“Selected List” and Click View Report 

 

 

 

 

 

 

 

 

 

 

 

 

Select Report 
Manager 

1.  Select 
Academics 

2.  Select 
Homeroom 

1. Filter by 
Homeroom 

2.  Select Report Card 
(Web) or Report Card (PDF) 

3.  Click the 
Double Arrows 

4.  Click 
View Report 
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Select Email Report Cards 

 

 

 

 

 

 

 

 

 

 

 
Select Template and Click “View” to Run Report Card 

 

 

 

 

 

 

 

 

 

 

 

Once Reports have emailed select Done 

 

 

 

 

 

 

 

 

1.  Select 
Template 

2.  Click “View” to Run 
Report Card 
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To view emails sent please go to Report Manager > Administration > Email – Staff Messages 

 

 

 

 

 

 

 

 

 

4.  Archiving Report Cards  

 

From Main Menu please select Report Manager 

 

 

 

 

 

 

 
 
Select Academics > Report Card (PDF) 

 

 

 

 

 

 

 

 

 

 
 

Select Report 
Manager 

1.  Select 
Academics 

2.  Select Report 
Card (PDF) 
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1.  Select 
Administration 

2.  Administration > 
Email – Staff Messages 



Select Filter by Homeroom and Select Homeroom to Print.  Click the Double Arrows to move all Students to 
“Selected List” and Click View Report 

 

 

 

 

 

 

 

 

 

 

 

Select Archive Report Cards 
 

 

 

 

 

 

 

 

 

Select Template and Click Create Archive 

  

 

 

 

 

 

 

 

 

 

2.  Select 
Homeroom 

1. Filter by 
Homeroom 

3.  Click the 
Double Arrows 

4.  Click 
 View Report 

Select Archive 
Report Cards 

1.  Select 
Template 

2.  Select Create 
Archive 
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Once Reports have Archived select Done 

 

 

 

 

 

 

 

 
 
To view Archived Report Cards, select Students from the Main Menu.  Select the Student > Portfolio and Double-
click on the document to open 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select  
Done 

1.  Select 
Student 2.  Select 

Portfolio 

3.  Double-
click to Open 

17 


