CCSD Q TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION

ELARK COUNTY USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING
SCHOOL DISTRICT

1. Select Reports (Grade Book)
2. Choose the class section from the drop down menu
. Display Details

3. Select Section Summary from the drop down menu O Show Student Names
4. In Display Details, select Show Student Numbers © show Stwdent Numbers
5. Select the desired Page Orientation
6. In Assignment Properties, choose Select Show assignment description
7. In Student Assignment Grid, select the following choices:

Student Assignment Grid

Show Points Possible Show Earned Points Show Total Points Possible

Show Percent Show In-Progress Grade D Show Assignment Average Show Alternate Rows

8. Choose the following from the Grade Task Grid:
Grading Task Grid
L= Show Percent and Final Grade

! Show Percent Only

"~ Show Final Grade Only
D Show Class Average D Shade Alternate Rows

9. Select the Assignment Sort Preference as desired

Assignment Sort Preference
O Category, Assignment

'?‘ Agsignment Seq

b 'Assignment Erd/'Due Date

10. Select the Student Sort Preference as desired

St_ud ent Sort Preference
'~ student Names

'é' Student Mumbers

O student PersoniD

"~ Random

11. Make sure all students are selected in the list
12. Select Generate Report at the top of the screen. (An example of the report is shown below)
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