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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  
 
 
 
 
 
 
 
 
Click on Standards Mode to turn on 
 
Class will show edited 
 
Click Save 
 
 
 
 
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 Attendance section 
 
 
Click on Level 1 to show 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 1-2-3 or 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 on Subject and Grade to view standards 
 
 
 
Click on standard to add to list  
 
 

 
 
 
Click on the red radio button to add standard to 
assignment 
 
 
 
 
 
Selected will show next to standard 
 
Multiple standards can be selected for an 
assignment 
 
 
Click Save Assignment 
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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 
 
 
 
 
 
 
 
Enter score (red) 
Click Save Changes (black) 
 
 
 
 
 
 
Assignment grade will update to standard 
 
 
Multiple assignments can be added to a standard, the 
scores will average 
 
 
OR 
 
Click on the standard and choose Enter Scores 
 
 
 
 
 
Enter score on assignment  
Use the green arrow to fill down  
 
Click Save 
Standard will update 
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Go to Report Card 
Report Card Preview – Standards 
 
 
 
 
 
 
The orange number is what is in the Grade Book 
The drop down will allow for overriding grade 
 

 
Click on Transfer Marks for (single 
student or all students) 
 
 
The scores are moved to the Report Card fields 
 
 
 
 
 
 
 
 
 
Go to Report Card 
Students 
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All student will be listed on left side of 
screen 
 
 
 
 
 
Click on student name to open Report Card 
Scroll to bottom to enter “Student Counts to”  
 
 
 
Click on pencil to add/edit Comments 
 
Click Save Comments 
 

 
When student is complete click on Save/Continue to move to next 
student 
 
 
Once all students are reviewed and updated mark as complete 
This can be done one student at time or by the whole class 
 
 
 
Click green arrow to move singe student or 
MARK ALL COMPLETE for whole class 
 
Student moves to right side of screen 
 
 
 
Click VIEW REPORT CARDS  
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Click View next to student to see individual report cards 
 
 
 
 
Click GENERATE CLASS REPORT CARDS to get whole class 
 
 
DO NOT change Language we only have an English report card 
 
Once students are marked complete, the office can also print report cards 


