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Overview 
The Grades Report can be used to identify missing marks entered for all students so teachers know which 
scores they have yet to enter. It is used primarily while the Scoring Window is open to view marks but 
can also be used at any time during the school year. It is recommended that this report be viewed 
electronically and not printed as it can be very long. 
 
Process 
By following the steps below you will generate a report that lists all marks by course and student. It also 
displays all teacher comments so they can be reviewed for accuracy. After scanning the report for 
missing marks, teachers should repeat the steps below until all missing marks are accounted for. There 
may be missing marks for a standard if it was not scored N/A by the teacher. Teachers should fill in N/A 
scores for any standard not assessed during a specific reporting period. The only blank scores that should 
appear would be for grading tasks that will never be scored. For example, a Reading Level in Spanish for 
an English speaking student, or the Grading task called Comments where scores never apply, or an 
overall Achievement score which isn’t collected until the end of the course. For additional information on 
entering comments refer to Quick Reference guide IC Standards Based Progress Report – Correct 
Location for Comments. 
 
Locating the Grades Report   

 

  
 

 
 

 
 
 
 

 
 

 
 
 
 

1. Select desired Section. 
 
 
 
 
 
 
 
2. Index  Instruction  Reports. 

 
 
 
 

 
 

3. Select Grades Report. 
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Grades Batch Report Screen  

 

 

 
 

 
4. Make sure All Students are selected 

(students in red are inactive).   
5. Select Generate Report at the bottom 

of the page. 
6. Repeat these steps for each section. 
 

 
 
 
 

Example of the Teacher Grades Report. 
 

 
 
 

• Teachers need to analyze why marks are missing (shown in red box), if a mark should have been 
given, or if there is a reason there is no mark. 

• Repeat this process for each section. 


