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Accessing Classroom Reports  

 

Classroom-related reports are located 
within the Instruction folder in the 
Reports section. Click the plus (+) sign 
next to the reports header to access and 
generate these reports.  
  
Classroom reports are only available to 
those users who have been assigned a 
course section to teach.  
  
It is best to have a calendar and section 
selected from the dropdown list before 
generating these reports.  

Generating the Attendance Register Report  

 
  

 

 Select the Attendance Register report. A 
gray screen will appear describing this 
report.  

 Select the Term number from the drop-
down list for which to generate this report.  

 Click the Generate Report button. 
 
The report will open in a PDF (Adobe) 
format, listing each student in the chosen 
section and what days the students were 
absent.  
 
 
At the bottom of the page is a legend 
describing what each mark means. These 
marks are also defined below:  

 A dash (-) indicates that the student was 
not in the class on that day or was not 
enrolled in the school on that day.  

 A tardy (T) mark will appear in the days 
where the student was late to class.  

 An absent (A) mark will appear in the days 
where the student did not attend class.  
 
A gray bar in the day listing indicates that 
this day is a non-school day or a weekend.  
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Generating the Attendance Summary Report  

 

 Select the Attendance Summary report. A 
gray screen will appear describing this 
report.  

 Select the Term number from the drop-
down list for which to generate this report.  

 Click the Generate Report button.  
 

 

The report will open in a PDF (Adobe) 
format, listing each student in the chosen 
section and what types of attendance marks 
that student has received.  
 
The columns are based on the attendance 
codes that have been set up for the school 
(AE = Absent Excused, etc.). There is also 
a Total Absent column and a Tardy 
column. 

 
Generating the Blank Spreadsheet Report  

  

 
 Select the Blank Spreadsheet report. A 

gray screen will appear to enter a report 
title, set the number of cells, set the line 
height, and a listing the students in this 
section and a check mark next to each 
name.  

 Select the students to show on the report, by 
putting a checkmark by each student’s 
name. Every student is checked by default.  

 Click the Generate Report button.  
 

  

The report will open in a PDF (Adobe) 
format, listing each student on the y-axis 
and blank column headers on the x-axis.  
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Generating the Missing Assignments Report    

 
  

  
  
  

 Select the Missing Assignments report. A 
gray screen will appear, listing the students 
in this section and a check mark next to 
each name.  

 Select the students to show on the report, 
by putting a checkmark by each student’s 
name. Every student is checked by default.  

 Select any Extra Items to appear on the 
report, such as parent/guardian signature.  

 To also print teacher comments, enter 
comments in the Comments box. These 
comments will appear on each report.  

 Click the Generate Report button. The 
report will display in a PDF (Adobe) 
format, listing all students who have 
missing assignments.  
 
  
Missing assignments are determined by the 
due date of the assignment.  

Generating the Section Summary Report   

 
  

  

 Select the Section Summary report. A 
gray screen will appear, make display and 
sort preference choices and a listing of the 
students in this section and a check mark 
next to each name.  

 Select the students to show on the report, 
by putting a checkmark by each student’s 
name. Every student is checked by default.  

 Select the Assignments to appear on the 
report.  

 Select the Display Details – Show Student 
Names or Show Student Numbers.  

 Click the Generate Report button.  
 
  
The report will open in a PDF (Adobe) 
format, listing the assignments that were 
selected to show on the report, the student 
names and their scores for each 
assignment.  
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Generating the Student Summary Report    

 
  

 

 Select the Student Summary report. A 
gray screen will appear, listing the students 
in this section and a check mark next to 
each name.  

 Select the students to show on the report, 
by putting a checkmark by each student’s 
name. Every student is checked by default.  

 Select the Display Details. All options can 
be checked.  

 Select any Extra Items to display on the 
report – parent/guardian signature, etc.  

 If the teacher wishes to add comments to 
the report, type the comments in the 
Teacher Comments box, which will be 
printed on each report.  

 Click the Generate Report button.  
 
  
The report will open in a PDF (Adobe) 
format, listing the students and their 
assignment scores for each term.  

 Generating the Grades Report 

 

 Select the Grades Report. A gray screen 
will appear, listing the students in this 
section and a check mark next to each 
name.  

 Select the students to show on the report, 
by putting a checkmark by each student’s 
name. Every student is checked by default.  

10. Select the desired Grading Tasks. All can 
be chosen or specific single tasks can be 
selected. 

11. Click the Generate Report button.  
12.  
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Generating the Teacher Schedule Report    

 
  

 

Click the Generate Report button to display 
the teacher’s schedule for the current 
school year.  

 


