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KG Report Card 
 

Initial Setup 
 
Go to Grade Book > Grade Book Setup 
 
 
 
 
 
 
Go to Class Settings tab 
 
 
 
 
 
 
Click Edit button or Blue edit icon  
 Do this for KG classes only 
 
 
 
 
 
 
Click on Standards Mode to turn on 
 
Class will show edited 
 
 
Click Save 
 
Do this for all KG sections 
 
 
 
 
 
Go to Grade Book > Grade Book Main 
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Hover over class to see details 
 
 
Term and Period should default to 
current 
 
 
Click on class 
 
 
Click on Level 1 (or Standards) to display standards for grading 
 
 
 
Create Assignments 
 
From Grade Book Main screen 
 
Grade Book > New Assignment  
 
OR 
 
+ New button  
 
 
 
 
Fill in Assignment Name 
 
Description (optional) 
 
 
 
Assignment Type 
 
Select Subject 
 
Score Type 
     KG-S-P-N 
 
 
 
Adjust Date of Assignment and Due date if needed 
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Scroll down to the Standards Correlations tab 
 
 
 
 
 
 
 
 
 
Click KG Standards > Elementary PE > Grade KG to view 
standard 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click KG PE to add standard 
to list  
 
 
 
Click on the red radio button to add standard to assignment (sometimes the button does not show) 
 
 
 
 
 
 
 
Selected will show next to standard 
 
 
Click Save Assignment 
 

KG PE 

Phonics 

 

KG PE 
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NOTE:  If all the standards are not showing click on the All Standards button on the 
right side of the Standards Picker area 
 
 
Entering Scores 
 
On the Grade Book Main screen, expand the standard 
    * Click on the arrow by the standard name 
 
 
 
 
Enter score (red) 
Click Save Changes (black) 
 
 
 
 
 
Assignment grade will transfer to the standard 
 
 
Multiple assignments can be linked to a standard; the scores will average 
 
 
OR 
 
Click on the standard and choose Enter Scores 
 
 
 
 
 
 
 
Enter score on assignment  
**Make sure you are not entering the score on the standard 
 
Use the green arrow to fill down 
 
Click Save 
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Standard score will update 
 
 
 
 
Report Cards 
 
**Focus on KG section** 
 
Go to Report Card > Report Card Preview – Standards 
 
 
 
The orange number is what is in the Grade Book 
 This will be the average for all the assignment grades linked to the standard 
 The scores will be under each subject section – there will be a line for Elementary PE, ART or MUSIC 
 
The grades can be overridden by clicking on the drop down box above orange grade 

 
Scroll through students to check grades as needed – you do not have to do this if you are fine with the grades 
as they show on your Grade Book Main screen 
  
  
 Click Next to (student name) OR 
 Choose student from the drop down 
 
 
 
Once you review the grades you are done 
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