
Accessing Gradebook Reports 

To access Gradebook Reports, click the mouse on the Reports button in the header. 

 

 

 

The following Reports Window will display. All gradebook reports have various report options available to the 

teacher. 

 

 

 

Reports can also be accessed from the navigation tree, under View All Reports. 

  

 

Gradebook Assignments by Student Report  



To print assignment information for the students click the mouse on Gradebook Assignments by Student from 

the list under Reports. The following screen will display. Select the Gradebook to print. Assignments and 

students can also be selected or deselected to print. The option Email To Parents is also included on this 

report. 

 

 

 

Click the mouse on the Options tab and the following page will display. 

 

 

 

Select which Gradebook To Print from the dropdown. There are various options to choose from in creating 

this report. Select from the following options and then click the mouse on the Run Report button. 



 Report Title – the title of the report when printed 

 Report Comment – area for comments about the report 

 Sort Assignments By – sort by assignment number or category 

 Student Sort – students can be sorted by name, student ID or custom sort order 

 Show Gradebook Summary – print the summary of scores by assignment type and the overall 

score/grade 

 Show Signature Line- for the parent to sign and return to the teacher 

 Show Completion Checks Instead of Scores  

 Print Only Students with Grade % Below  

 Print Only Students with Grade % Above  
 Page Break on Each Student – if selected will page break by student  

 Show Assignment Comment – If selected, will print the assignment comment on the report. 

  

The Email Assignments button enables teachers a method to communicate at any time with students, 

parents/guardians and contacts regarding the student’s progress on assignments. 

 

For each student in the gradebook, it will send an email to all that student's contacts who have an active portal 

account and Student Portal Accounts (PWA) records attached to that student. 

 

The following is an example of the Gradebook Assignments By Student. 

 

 

 

Below is a sample email to parent. The email will include the report information in the body of the email, not as 

an attachment. 

 



 

 

NOTE: When emailing a gradebook report to parents, the Parents / Students selection from the Hide the 

Overall Percentage / Trend Analysis Score and Display the Final Mark gradebook options will be used to 

determine whether the Overall Score and/or Final Mark will be included in the email.  

 

 

Gradebook Missing Assignments Report 

To print missing assignment information for the students click the mouse on Gradebook Missing 

Assignments from the list under Reports. Select the gradebooks and from the following options and then click 

the mouse on the Run Report button. 

 



 

 

Click the mouse on the Options tab and the following page will display. 

 

 

 

The option Email To Parents is also included on this report. 

 



For each student in the gradebook, it will send an email to all that student's contacts who have an active portal 

account and Student Portal Accounts (PWA) records attached to that student. 

  

The following is an example of the Gradebook Missing Assignments. 

 

 

  

 

Gradebook Missing Assignments by Class Report  

To print missing assignment information for the class, click on the Gradebook Missing Assignments By 

Class from the list under Reports. Select the gradebooks and options for the report and then click the mouse on 

the Run Report button. 

 

 

 

The following is an example of the Gradebook Missing Assignments by Class report.  



 

 

 

Gradebook Roster Report  

This report allows teachers to print student rosters from gradebook lists with student information and a series of 

blank columns. 

To print this report click the mouse on Gradebook Roster from the list under Reports. The following page will 

display. 

 

 

 

Select which Gradebook To Print from the dropdown. There are various options to choose from in creating 

this report. Select from the following options and then click the mouse on the Run Report button. 



 

• Report Title – the title of the report when printed 

• Number of Empty Boxes – this number of empty boxes will print on each line. 

• Number of Extra Lines – this number of empty lines will be printed at the end of the report. These empty 

lines can be used to write in new students. 

• Height of Each Detail Line – indicates how high each line of students should be. 

• Student Sort – students can be sorted by name, student ID or custom sort order 

• Student ID/Number Viewing – view by Student ID (STU.ID), Student Number (STU.SN) or Neither 

• Show Line Numbers – next to each student. 

• Show Student Grade Level - to the right of each student name. 

• Show Phone Number  

• Show Address  

• Show City – in addition to the street address. 

• Show Birth Date  

• Show Parent/Guardian Name  

• Include Inactives – by default, only active students print. 

• Include Student Alias Names – will display student alias name if applicable 

 

The following is an example of the Gradebook Roster. 

 

 

  

 



Gradebook Summary Report  

To print a summary for a gradebook click the mouse on Gradebook Summary from the list under Reports. 

Select the gradebook and the various printing options. 

 

 

 

The following is an example of the Gradebook Summary. 

 

 

  

  

 



Gradebook Summary Export to Excel Report  

There are 2 Gradebook Summary reports available. The Gradebook Summary Export to Excel report 

converted from ABI. In order to support a high number of assignments and to allow teachers versatility in 

printing options, this report will always output to XLS format. 

 

To print a summary for a gradebook click the mouse on Gradebook Summary Export to Excel from the list 

under Reports. 

 

Select a gradebook from the list and select the various printing options. 

 

 

 

The default will select all Assignments in the Gradebook. Clicking the mouse on one assignment can select 

individual assignments. Holding down the Control (Ctrl) key and clicking on assignments can select more than 

one in that area. When complete click the mouse on the Run Report button. 

 

The following is an example of the Gradebook Summary in Excel format. 

 



 

 

 

Gradebook Progress by Student Report  

This report optionally allows a teacher to view on a single report how students are doing in all their subjects. 

 

 

 



The following is an example of the Progress By Student report. 

 

 

 

Gradebook Progress by Class Report  

This report optionally allows a teacher to view on a single report how all their students in a gradebook are doing 

in all their subjects. Use the student and gradebook selections to limit the output of the report. 

 



 

 

The following is an example of the Gradebook Progress By Class report. 

 

 

 

Gradebook Final Mark Analysis Report  



The Gradebook Final Mark Analysis report is a bar graph of final marks for students in a single gradebook or 

across multiple gradebooks. The Print +’s and –‘s option will allow final marks with + or – to print. With the 

option not selected, final marks with + or – will not print. 

 

 

 

The following is an example of the Final Mark Analysis report. 

 

 

 



Gradebook Assignment Analysis Report 

The Gradebook Assignment Analysis report is used to calculate and display various statistical analyses of the 

scores of assignments for selected gradebooks. The Include Scores of 0 option will include or exclude 

assignments with a score of 0 from the statistical analysis. 

 

 

 

The following is an example of the Print Gradebook Assignment Analysis report. 

 

 

 

Gradebook Summary by Standards 

The Print Gradebook Summary by Standards Report can be accessed by Admin through Teacher Emulation of 

the Gradebook and also by teachers under Gradebook Reports. This report is only available to Rubric 

gradebooks. It displays assignments that are linked to standards in a gradebook. A gradebook and Standards can 

be selected from the report options.  



 

 

 

The following is an example of the Gradebook Summary by Standards report. 

 



 


