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Report Description: 
This report will list students who have a course final grade of D or F in any course for the selected term (Interim, 
Quarter, or Semester). 
 
Search Criteria 
 
In the Student Search Criteria Section: 
 

1. Click More Search Options 

2. Select Grades/GPA/Class Rank/Honor Roll 

In the Letter Grade section, you have the option to select 
multiple letter grades or just a single one. 

3. Select “D” and “F” to generate a list of all students with a 
letter grade meeting these criteria. 

4. Select the Term as needed –  I? (interim ?), Q? (quarter 
?), etc. 

Note:  Q? (Gradebook) is pulling gradebook grades and 
Q? and I? are displaying posted grades for the selected 
grade reporting period. 

 
The Term is dependent upon what quarter is selected/displays in the header.  If 
you are trying to generate the report/list based on a previous quarter, it 
recommended that you switch to the desired grading period first and then proceed 
with selecting your search criteria. 
 
 
Using Advanced Reports 
Note:  The Teacher name will not display on this report.  
 
Creating the Report: 

1. Click on the Students Tab 

2. Select Advanced Report 

 
In the Selection Criteria Section: 
 

5. Click More Search Options 

6. Select Grades/GPA/Class Rank/Honor Roll 

7. For Letter Grade, select “D” and “F”  

8. Select the marking period as needed –  I? (interim ?), 
Q? (quarter ?), etc. 
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In the Fields to Include in Report section: 
 

9. Select Student ID, Last Name, First Name, Middle, Grade 
 
Note:  You can include as many fields as you’d like to this report. 

 
 

10. Click Run Report to generate/display the report. 
 

 
 

11. Once your report has displayed, click the Show Courses checkbox to display the Course, Teacher, and Grade 
columns. 

 

 
 

Note:  Although the teacher column appears on this report it will remain blank and does not display. 
 

 
 

Remember: 

 Use the filter option to filter by Grade (D or F only) or by Course. 

 Click on the column header to sort by the selected column. 

 Click on the student’s name to view detailed academic history and gradebook grades.  
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Using the Student Final Grades Menu Option 
Note:  The Teacher name will display on this report. 
 
Creating the Report: 

1. Click on the Grades Tab 

2. Select Student Final Grades 

 
In the Selection Criteria Section: 
 

3. Click More Search Options 

4. Select Grades/GPA/Class Rank/Honor Roll 

5. For Letter Grade, select “D” and “F”  

6. Select the marking period as needed –  I? (interim ?), Q? (quarter ?), etc. 

 
In the Include on Report Card Selection Criteria Section: 
 

7. Select Letter, Percent, Teacher, Period, Course Number, and Term. 

8. Select the Marking Period as needed –  I? (interim ?), Q? (quarter ?), etc. 

 

 
 

9. Click Continue and the report will display. 
 

 
 
Note:  The report will display all period grades for each student (even though the search criteria selected was D’s and/or 
F’s), therefore you will need to filter to narrow down your report to only display the courses matching this criterion.   
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Applying Filters: 
 
Filters can be used to narrow down the data in your report and hide parts of it from view. You will need to apply a filter to 
only review student courses with grades of D’s and/or F’s only. 
 
D’s Only 

1. Click the Filter button 

2. Select Interim 1 (grade column title – Quarter 1, interim 1, etc.) 

3. Select Contains 

4. Enter D 

5. Click Run Filter 

 

 
6. This will display all students with a “D” in any given course on their schedule.    

 

 
 
F’s Only 

1. Click the Filter button 

2. Select Interim 1  

3. Select Contains 

4. Enter F 

5. Click Run Filter 

 

 
 

6. This will display all students with a “F” in any given course on their schedule.    
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D’s and F’s together 
 

1. Click the Filter button 

2. Select Interim 1  

3. Select Contains 

4. Enter D 

5. Click Add Rule link 

6. Select Interim 1  

7. Select Contains 

8. Enter F 

9. Change AND to OR 

10. Click Run Filter 

 

 
 

11. This will display all students with a “D” and/or “F” in any given course on their schedule.    
 

 
 
 
 
 
 
 
 
 
 


