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Standard Operating Procedure

1. Purpose

End of the school year procedure for Teachers to be able to print a copy of their gradebook and
give to the campus administration.

2. Scope

At the end of each school year the district is responsible for maintaining a copy of the
gradebooks for the year. To collect the information in a single report to save for data
retention, please follow the directions below.

3. Process

Teacher Instructions | Gradebook Report for End of Year

1. Log in to your Frontline account: Frontline/TEAMS

2. Access the Report Profiles menu in the Navigation pane on the left-hand side
of the screen.
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3. Under Campus and then under Grading, find the Class Assignments Teacher
Report

4. Complete the report with the following parameters set.
** Your campus name may be different than displayed**
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5. Click Request Report and select PDF for the Output Type. Click OK.
6. Click on Report Queue to view the report. Once the Status says Complete,

click on the name of the report to open.
7. Click the download icon and change the name of the report to the following

naming convention: Last Name,First Name & Fiscal Year ex.
Doe,John2023

8. Send a copy of your gradebook to the designated campus administrator.
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