
Submitting Grades for a Report Card 

 
From your Home Page: 
 
Select the “Grades” tab in 
the side toolbar. 
 

 

You will be taken to the 
 grade reporting screen. 
 
This screen will only show 
during the grade reporting 
period set  
by the district. 
 

1. Select the period 
 you would like to  
enter grades for, 
using the drop down 
menu.  

2. Then click “Load 
Grades From 
Gradebook”. 
 

**You can “Edit All 
Records”, but this a manual 
process.  Mass adding is 
preferable.  

 

 

 
 

3. Make sure the 
correct period is 
listed (this auto-fills). 

4. Click next. 
5. You may be asked to 

choose the reporting 
time (Q1 progress, 
Q1 final, Q2 progress, 
Q2 final, etc.) 

 
 

 



 

**This next Step is best for 
teachers that want to have 
one Quarter’s grades be 
worth more of the overall 
score.  If you do not, skip to 
step 6. 
 
 5a. Choose the gradebooks 
you would like to count for 
this grading period. 
 
5b. Select the Assignment 
Range you would like to 
include for this grading 
period. 
 
5c. Select the percentage of 
the overall grade you would 
like this gradebook and range 
of assignments to make up. 
 

6.  Otherwise, click 
next.  

 

 

 
 

7.  The final marks are 
listed for you to 
check over and make 
sure they are the 
ones you want 
applied. 

8. Click next. 
 
 

 

 

 
9. A list of your students 

and their grades will 
appear.  Click “Import 
Grades”. 

 



 

 

 

 
Edit All Records Page 
 

1. The highlighted 
section shows the 
area where you can 
manually fix a 
student’s grade. 

2. Using “Mass Add 
Values” you can 
assign citizenship 
grades in bulk. 

3. The comments 
section has options 
from a drop down list 
such as: excessive 
absences, missing 
assignments, in 
danger of failing. 

4. When you are 
finished, click “Done 
Editing” to bring you 
back to the  

 
 

 

 
You will be taken back to the 
original screen, with grades 
now loaded for every student.  
The program 
AUTOMATICALLY saves the 
information. 
 

10. To assign citizenship, 
leave comments OR 
change a few kids’ 
scores, click “Edit All 
Records”.  If you will 
not do any of the 
above, REPEAT the 
steps for the rest of 
your classes. 
 

 

Tip:  When you finish uploading grades for each period, the color of the number in the 
drop down menu will change from red to black.    


