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Task A – Finalizing Quarter Grades 

 
  

K-2 REPORT CARDS 

Task A – Finalizing Quarter Grades 
 
1. Open the "Standards Gradebook" for Language Arts or Math. 
2. Ensure that the event scores are in for each reporting category. 
 

 
 
3. Review the calculated trend grade for students. 
4. If you need to edit a calculated grade for the reporting category, click on a 

score within the column. 
 

 
 
5. In the Adjustment Grade column, enter the new score for the student. 
6. If desired, use the Comment paper to add a reason for the change.  
7. Click "Save" when finished. 
Note:  Once a reporting category is introduced in math, the reporting category will 
be available for the remainder of the year.  If the category is not needed for a 
student in math, the category can be left blank. 
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Kindergarten Reporting Categories: 

English Language Arts Math 
Reading: Foundational Skills Counting and Cardinality 

Reading: Literature Number and Operations in Base 10 

Reading: Informational Text Geometry 
Speaking and Listening Measurement and Data 

Language Operations and Algebraic Thinking 
Writing  

 
First Grade Reporting Categories: 

English Language Arts Math 
Reading: Foundational Skills Number and Operations in Base 10 

Reading: Literature Geometry 

Reading: Informational Text Measurement and Data 
Speaking and Listening Operations and Algebraic Thinking 

Language  
Writing  

 
Second Grade Reporting Categories: 

English Language Arts Math 

Reading: Foundational Skills Number and Operations in Base 10 
Reading: Literature Geometry 

Reading: Informational Text Measurement and Data 
Speaking and Listening Operations and Algebraic Thinking 

Language  
Writing  

 
8. The overall subject grade can only be modified if the grade needs to be 

increased. You would use the same process as described for adjusting the 
grade in the Reporting Categories.
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K-2 REPORT CARDS  

Task B – Enter Personal Development Scores 
 

9. Open a gradebook. 

10. Hover over the "Other Access" tab. 

11. Click "Personal Development". 

12. The Personal Development window appears listing the 
Personal Development skills for each student in the class. 

13. Type 4, 3, 2, 1 or 0 in the Grade cell for each skill. 

14. Do not use S, P, or N in grades K-2 though the grade marks are listed in the 
drop-down menu. 

15. The "Default blanks to:" drop-down can be used to mass assign a certain 
score to blank cells. 

16. "Save & Continue Entering Grades" can be used to periodically save the 
screen as you enter scores. 

17. When finished, click "Save & Back".  

 

 

 
NOTE:  The Personal 
Development scores are 
linked to the student name 
not the class, so the scores 
need only to be entered in 
one class per 9 weeks. 
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K-2 REPORT CARDS  

Task C – Teacher Comments (Optional) 
Conference Request, In Danger of Being Retained, Below Grade Level & Individual Comments 
 

1. Open your "Language Arts" gradebook. 
2. Click "Comments". 
3. Click the "Post Comments" link for the current grading period. 
 

To Request a Teacher Conference: 
In the first column, "CON", type an "X" in the cell that corresponds to the student 
for whom a conference is requested.  
 

To Indicate a Student is in Danger of Being Retained: 
In the second column, "RET", enter an "X" in the student's corresponding cell. 
 

To Mark a Student as Below Grade Level: **Only within Lang. Arts Gradebook** 
For Language Arts, type an "X" in column "C3" for the specific student. 
For Math, type an "X" in column "C4" for the specific student. 
 

To Enter Individual Student Comments: 
In the final column, "Freeform Comments", type up to 450 characters (including 
spaces).  Copy and paste can be used.  To use spell check, click on the small 
square icon to the far right of the freeform comment line. 
 

 
 
Important: Only complete the comments in the Language Arts gradebook. 
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K-2 REPORT CARDS 

Task D – Mark Posting Complete 
 

1. To notify your administrator that grade posting is complete, navigate to the 
screen where you can select your various gradebooks (My Gradebook Screen). 

2. Hover over the "Grade Posting Status" button.  

 
3. Click "Grade Posting Status for …" the current grading period. 
4. Click the "Mark All as Completed" button. 
5. Click "Back" to return to the My Gradebook screen.  
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K-2 REPORT CARDS 

Task E – Previewing the Report Cards (Optional) 
 

You can preview the report cards once the previous tasks have been completed. 
 

1. Within the Math or Language Arts gradebook, hover over "Reports". 
2. Click "Custom Report Card". 

 

 
 

3. Click "Add template". 
 

 
 

4. Enter a template name such as "Quarter 1". 
5. Click "Save". 
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Task E – Previewing the Report Cards 

 
  

6. Select the quarter from the "Show Student Grades for Term" drop-down. 
7. Click "Save". 

 

 
 

8. Click on the newly created template. 
9. Click "Print". 

 

 


