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Student Groups 

Group students together to increase your ability to adapt 

instruction to the students’ needs. You are not limited to grouping 

based on academics alone; the example below shows a grouping 

based on parents’ preferred contact methods. 

1. From the Classes pane, select a class 

2. In the Student Groups pane, click the + sign and choose 

Add Group Set 

3. Enter a name for the Group Set, such as Contact, and click 

OK  

4. Right-click on a PC, or Control-click on a Mac, Group 1 and 

select Edit 

5. Enter a name, such as Email, and click OK 

6. Click the + sign again and select Add Group 

7. Enter a name for your group, such as Phone, and click OK 

 

 

Add Students to Groups 

1. Click the Assignments mode and expand your new group 

2. Select a student’s name and drag it to a group 

3. To add a group of students at one time, Control-click on a 

PC, or Command-click on a Mac, the student names and 

drag them into a group 

4. To change a student from one group to another, click the 

arrow to the left of the group name, drag the student’s 

name out of one group, and drop it into a different one 

Filter by Student Groups 

To filter the Scoresheet to show one student group only: 

1. Select a class 

2. In the Student Group pane, choose Filter Selected 

3. Select a group 

To filter the Scoresheet to show one student only: 

1. In the Student Group pane, choose Filter Selected 

2. Open the Active group 

3. Select a student 

Reports  

Use the reports available in the gradebook to provide a paper or 

electronic copy of information to show the principal, a student, or a 

parent. Personalize each report by entering a custom title or 

including a top note, bottom note, and signature line. Several 

types of reports are available, and you can present them in three 

output types: PDF, HTML, or Text Export (CSV). 

 Attendance Grid - Use to mark attendance manually when 

outside the classroom. Format to print for specific dates or 

no dates. 
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 Standards Report - View a student’s standards final 

grades and standards assignments scores for a specific 

reporting term. Organize the report by class or by student. 

 Student Roster - View student demographic information. 

Select to include a variety of student information and even 

format a column to keep track of money collected or 

permission received. 

Run the Standards Report 

Use the Standards Report when you want to print Standards Final 

Grades report for one or all of your students. 

To run the report for all students: 

1. Click the Reports tab 

2. Double-click Standards Report 

3. On the Criteria tab, select Class Spreadsheet radio button in 

the Report Layout section. 

4. Select the report Output Type, such as PDF 

5. Select Selected Class in the Sections area. 

6. For Students, choose All Enrolled to print the report for all 

currently enrolled students 

7. For the Student Field criteria, select Student Name to 

specify how you want to list the student on the report 

8. Use the Include options to specify the information you want 

to include on the report: Standard Name or Standard 

Number 

9. Choose the term in the Reporting Terms. 

10. Click the Layout tab 

11. Enter a title, such as Q1 Standards Report, in the Report 

Title field 

12. To include a note at the top, check include for Top Note 

13. In the text field, enter the note and check bold if you want 

the text to be in bold font 

14. To include a note at the bottom of the report, check 

include for Bottom Note 

15. In the text field, enter the note and check bold if you want 

the text to be in bold font 

16. Check include for Signature Line to insert a place to sign 

the report 

17. Click Run Report 

18. To view the report, select Open Report and OK 

 

 

 

 

 


