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ABOUT THIS GUIDE 
 
Document History 

Date  Volume  Edition  Revision  Content 

July 2009  1 1 1 Initial release of this document 

March 2010 1 1 2 Updated to include changes from 
the November 2009 release and the 
February and March 2010 patches. 

June 2011 1 1 3 Updated to include changes from 
the June 2011 release. 

March 2013 1 1 4 Updated to include changes through 
the March 2013 release of Synergy 
SIS version 8.0 

May 2013 1 1 5 Updated to include changes from 
the May 2013 release. 

 
 
CONVENTIONS USED IN THIS GUIDE 
 

Bold Text Bold Text - Indicates a button or menu or other text on the screen to 
click, or text to type. 

 

Tip – Suggests advanced techniques or alternative ways of 
approaching the subject. 

 

Note – Provides additional information or expands on the topic at 
hand. 

 

Reference – Refers to another source of information, such as 
another manual or website 

 

Caution – Warns of potential problems.  Take special care when 
reading these sections. 
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BEFORE YOU BEGIN 
 
Before using any of the Edupoint family of software products, please make sure the 
computer hardware and software meet the minimum requirements. 
 
 

  

Caution:  The Edupoint family of software does not support the use of 
pop-up blockers or third-party toolbars in the browser used to access 
Synergy.  Please disable any pop-up blockers (also known as pop-up ad 
blockers) and extra toolbars in the browser before logging into any 
Edupoint product. 
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Chapter One: 
CLASS GRADE 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Overview of the Grading Module 
► Viewing Class Grades 
► Editing Class Grades 
► Menu Options 
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OVERVIEW OF THE GRADING MODULE 
 
Marks can be recorded by several methods: 
 

• Into the Class Grade screen or Student Grade screen in Synergy 
• Into the Grades screen in TeacherVUE 
• Manually, onto a grading sheet that is then scanned into Synergy 
• Into the Grade Book software 

 
This guide illustrates how to view and enter grades using the Class Grade or Student 
Grade screen, as well as how to print related reports.  The Grades screen in TeacherVUE 
is explained in the Synergy SIS – TeacherVUE User Guide.  The Grade Book is described 
in the Synergy SIS – Grade Book User Guide. 
 
For information about how to enter grades using the scanning sheets or a third-party 
software program, please refer to the manufacturer’s guides.  Scanning the completed 
sheets is explained in the Synergy SIS – System Administrator Guide. 
 
The companion manual to this User Guide, the Synergy SIS – Grading Administrator Guide, 
illustrates how to configure the grading in Synergy SIS to support any or all of these 
methods. 
 
Once grades are entered, Synergy SIS calculates the final grade according to the Grading 
setup and transfers the final grade and course information to the student’s course history 
for use in the transcript.  The process that transfers the information to course history is 
explained in the Synergy SIS – Course History Administrator Guide.  The Update GPA 
screen is also covered in the Synergy SIS – Course History Administration Guide. 
 
The Year End Status Update screen is explained in the Synergy SIS – New Year Rollover 
Guide.   
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A Note About Navigation 
To indicate how to find screens, this guide uses shorthand like Synergy SIS > Grading > 
Student Grade, which means: In the Navigation Tree (also called PAD Tree), click 
Synergy SIS (if necessary to open it), then Grading (if necessary to open it), and then 
Student Grade. 
 

 
Synergy SIS Navigation Tree 

 
If the Navigation Tree pane itself is not open, click the Tree button. 
 

 
Tree Button 
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VIEWING CLASS GRADES 
 
Synergy SIS > Grading > Class Grade enables teachers to view and edit student marks 
by section.  
 
To find the class marks for an entire class, there are two methods:  Scroll and Find.   
 
To scroll through the section IDs to find the class: 

1. Click the Next button  at the top of the screen to advance to the first class record.  
Records are sorted alphanumerically by section ID, so the first class record to 
appear most likely has a section ID that starts with 0 or A. 

  
Next Button 

2. To scroll in reverse alphabetical order, click the Previous button . 

  
Previous Button 

3. Continue clicking the buttons until the desired class record appears. 

 
To switch to Find mode to look for the class record: 

1. Click the Find Mode button . 

 
Find Mode Button 

2. Enter all or part of the Section ID.  

 
Finding By Last Name 

3. Click the Find button or press the Enter key.  The first section with the information 
entered into the Find screen appears.  Then use the scroll buttons if needed to find 
the exact section. 
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Note:  In the Find Mode, sections can also be found by searching by 
any of the yellow fields.  Entering anything in any box but the first one 
opens a window with a list of sections matching the criteria.  Click a 
section, and the section record appears in the Class Grade screen.  
Close the window after selecting the record. For more information about 
finding in any screen, see to the Synergy SIS – Student Information 
User Guide. 

 
Once the section has been located, a list of the students and their marks is displayed in the 
Class Grades grid. 
 

 
Class Grade Screen 

 
 
At the top of the Class Grade screen, the Course ID, Course Title, Staff Name, and 
Room Name boxes display course information.  The information in these boxes appears as 
links.  Each one can be clicked to open a screen with additional information.  This 
information is displayed on the top of any section-related screen, and it can be edited only 
in the Section screen. 
 

 
Section Information 

 



Grading User Guide Chapter One 
 

12 Copyright© 2013 Edupoint Educational Systems, LLC 
 

If you click the Course ID or Course Title, the District Course screen appears for the 
course listed.  
 

 
District Course Screen 

If you click the Staff name, the Staff screen opens with additional information about the 
instructor of the section. 
 

 
Staff Screen 

 
Clicking on the Room Name opens the Room screen, which lists all sections that are 
taught in the room by period and Section ID. 
 

 
Room Screen 
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In the Class Information section of the Class Grade screen, additional information about 
the section is displayed. The Begin Period and End Period describe the period in which 
the section is taught. The Term Code refers to the semester in which the section is being 
taught. Credit refers to the amount of credit the section is worth.  
 

 
Class Information 

 
The information displayed in the Class Grades section of the screen can be filtered by 
grading period, the type of grading period, or both.  
 

 
Filtering Class Grades 

 
To filter the marks displayed for each student by grading period, select the grading period to 
be displayed in the Grade Periods list and click the Filter Grade Periods button.  To show 
all grading periods, select All Periods.   
 
To filter by the type of grading period, select the Period Type (either Grade Periods Only 
or Progress Periods Only), and click the Filter Grade Periods button.  Grade Periods 
must be set to All Periods to display the periods of the type selected; otherwise, it 
continues to only show the Grade Period selected. 
 
Comments can be added for each student in the class.  The text of the standard comments 
available, and the number that can be added, is set up in the Grading Setup screen, as is 
the option to add free-form comments. See the Synergy SIS – Grading Administrator Guide.  
To display the comments, click the Show Comments box. 
 
The Class Grades section of the screen lists all students enrolled in the section, and the 
marks and options for each grading period.  The Options column can be customized to 
show a variety of comments and other information.  See the Synergy SIS – Grading 
Administrator Guide for instructions on how to select which options are available. 
 

  
Class Grade Screen 
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The information displayed for each student: 

• Line – numerical label for each record.  

• Student Name – student’s last name and first name. 

• Perm ID – student’s Synergy SIS identification number  

• Marks – marks defined for the grading period.  Multiple marks may be available for 
each grading period, as defined in the Grading Setup screen. 

• Citizenship – student’s overall performance in a classroom. 

• Conduct – student’s overall behavior in the particular class.  

• Work Habits – student’s ability to work productively in a course. 

• Att 1 - Att 6 – these columns calculate the number of absences marked in school 
attendance during the grading period.  The types of absences counted here are 
configured in the Grading Setup screen, and the absences may be either 
automatically calculated or manually entered.  See the Synergy SIS – Grading 
Administrator Guide for more information. 

• Comments – the number of comments available is set up in the Grading Setup 
screen. 

• Free form – the ability to enter free-form text as comments is set up in the Grading 
Setup screen. To add a free-form comment, click Enter, type the comment, and 
click Save. 
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EDITING CLASS GRADES 
 
To edit class marks:  

1. Make sure the focus is set to a school and not the district. The focus is indicated in 
the top right corner of the screen.  

 
Checking Current Focus 

2. Select the period to edit by using the Grade Periods and Period Type lists and 
clicking the Filter Grade Periods button. 

 
Class Grade, Locating Grade Periods and Period Type 

3. To see comments along with the marks, check the Show Comments box.  



Grading User Guide Chapter One 
 

16 Copyright© 2013 Edupoint Educational Systems, LLC 
 

4. To change or enter a mark, click in the Marks column for the student.  A list of the 
possible marks appears. 

 
List of Marks Available 

5. Click the mark to select it. 

6. Click the Save button at the top of the screen. 

 
Ratings of a student’s citizenship, conduct, or work habits can be made in the Class Grade 
screen. Setting up these areas is explained in the Synergy SIS – Grading Administrator 
Guide.  
 
To select a rating for any of these categories: 

1. Click in the box in the Citizenship, Conduct, or Work Habits column for the 
student. A list of the possible ratings appears. 

 
Class Grades, Selecting Comments for Citizenship 

2. Click the rating to select it. 

3. Click Save button at the top of the screen.  
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The Att 1 - Att 6 columns are configured in the Grading Setup screen. They are set up to 
automatically calculate the number of absences marked in school attendance for the 
grading period. To change the number of absences manually in the Att columns: 

1. In the Att column that needs to be altered, click in the row that corresponds to the 
student, and enter the number of absences for the period. 

 
Class Grades, Marking Att 1 and Att 2 

2. Click Save button at the top of the screen.  

 
When the Show Comments box is checked, an additional set of columns appears in the 
Class Grades section.  To make changes in these comment columns: 

1. Click in the box in the desired Cmt column in the row that corresponds to the 
student. A list of comment codes appears. 

 
Changing Class Grades, List of Grades Available 

2. Click the comment, and the code for the comment appears in the Cmt column. 

3. Click Save button at the top of the screen.  
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MENU OPTIONS 
 
At the top of the Class Grade screen, a Menu button provides access to additional 
information regarding the class grading records. 
 

 
Class Grade Screen, Menu Options 

 
The option available under the Menu button is: 

• View Audit Detail For Class Grade – the Audit Trail History screen lists all 
changes made to the class grading records, including what was changed, who 
changed it, and when.  It is the same audit trail report available through the Section 
screen.  Because the Class Grade information is stored in a grid, it is not available 
for tracking via the audit detail report. 

 
Audit Trail History for Class Grade 

 
The Print button at the top prints the information on the Class Grade screen. 
 

 
Print Button 

 
The Print button prints the information exactly as it is displayed on the screen, and does not 
show the information available using the scroll bars. 
 

 
Printed Class Grade Screen 
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Chapter Two: 
STUDENT GRADE 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Viewing Student Grades 
► Editing Student Grades 
► Menu Options 
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VIEWING STUDENT GRADES 
 
Synergy SIS > Grading > Student Grade enables teachers to view and edit student marks 
by student.  
 
The student’s list of sections for the year is displayed, as well as the marks and comments 
for each section.  
 

 
Student Grade Screen 

• Across the top of the tab is the student information: Last Name, First Name, 
Middle Name, Suffix, Perm ID (Synergy ID number), Grade (current grade level), 
and Gender.  This information is displayed on the top of any student-related screen, 
and it can be edited in the Student screen only.  Other information displayed on this 
tab is specific to the Student Grade screen. 

 
Student Grade Screen, Student Information 

• The grading periods displayed for each student can be filtered by grading period, 
type of grading period, or both.  To filter by grading period, select a period in the 
Periods list and click the Filter Grade Periods button.  To filter by the type of 
grading period, select the Mark Type (either Grade Periods Only or Progress 
Periods Only) and click the Filter Grade Periods button.   

 
Student Grade Screen, Filter 

• Until either the Update Grades For This Student button is clicked, or the Update 
Grade process is run from the Update Grade screen, sections are not listed for 
grading.  To include sections from the student’s schedule in the grading, or update 
the list of sections, click the Update Grades For This Student button.  All sections 
that meet the Minimum Days Enrolled Grading Threshold are added to the list of 
sections.  For more information about the Update Grade process, see Chapter 
Three.  For instructions on how to change the minimum days threshold, see the 
section on designating classes for grading in the Synergy SIS – Grading 
Administrator Guide. 
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• The Update Absences for This Student button runs the Update Absences process 
for this one student in the same way that the Update Grades For This Student 
button updates the one student’s grades.  For details about the Update Absences 
and Update Grades processes, see Chapter Three. 

• To display comments, check the Show Comments box. 

• To display the credit each section is worth, check the Show Credit box. 

• To ignore credit adjustments for term overrides, check the Do Not Process Term 
Override Credit Amount box.  

• To display a Repeat Tag column in the Student Grades grid, check the Show 
Repeat Tag box. 

 
The information available for each section includes: 
 

 
Student Grade Screen 

• Line – provides a numerical listing for each record.  

• Period – the schedule period during which the section meets.  

• Section ID – the ID number of the section, as entered in the Section screen.  Click 
the Section ID to open the Section screen in a separate window. 

• Credit – the amount of credit the course is worth, as defined in the District Course 
screen. 

• Course ID and Course Title – the ID and name of the course, as entered in the 
District Course screen.  Click one to open the District Course screen in a 
separate window. 

• Repeat Tag – helps track courses that a student takes more than once. The Update 
Grade process can transfer repeat tag values from Synergy SIS > Schedule > 
Student Classes to this column. The Update Course History process can transfer 
repeat tag values from this column to Synergy SIS > Course History > Student 
Course History. 

• Teacher Name – the name of the instructor of the section, as selected in the 
Section screen. 
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• Audit Class – whether the student is auditing the class.   

• Marks – the marks given for the grading period.  Multiple marks may be available 
for each grading period, as defined in the Grading Setup screen. 

• Citizenship – the student’s overall performance in the classroom. 

• Conduct – the student’s overall behavior in the particular class.  

• Work Habits – the student’s ability to work productively in a course. 

• Attendance columns – the total number of absences that meet the criteria defined 
in the Att 1 - 6 definitions.  (The titles for these columns can be customized using 
the Att 1 - 6 definitions in the Grading Setup screen.)  The absences can be 
calculated automatically or entered manually.  

• Comments – the number of comments available is set up in the Grading Setup 
screen. 

 
At the bottom of the Student Grade screen, the student’s GPA is displayed.  To select 
which GPA is displayed: 

1. Select the GPA in the Aca Type (Academic Type) list.  

 
Selecting Aca Type GPA 

The student’s GPA is displayed in the GPA box, along with the Credits Attempted 
and Credits Completed. 

2. To see how a student’s GPA is calculated, click the Show GPA Calculation button. 
The Student GPA Detail screen opens, and lists all classes completed by the 
student.  It also presents information regarding the formula used to calculate the 
student’s GPA.  The setup for GPA calculations is discussed in the Synergy SIS – 
Grading Administrator Guide. 

 
Show GPA Calculation, Student GPA Detail 
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3. To see the GPA for a different grading period, select the period in the Grading 
Period list.  

 
Selecting Grading Period for GPA 

 
 

EDITING STUDENT GRADES 
 
Once the correct student has been located using the Scroll or Find methods, the marks can 
be edited.   To edit student mark information:  

1. Make sure the focus is set to a school and not the district. The focus is indicated in 
the top right corner of the screen.  

 
Checking Current Focus 

2. Be sure all of the sections available for grading are listed.  To update the list of 
sections, click the Update Grades For The Student button. 

 
Student Grade Screen, Update Grades For The Student Button 

A verification message explains the items reviewed during the update.  

 
Update Grade Complete Message 

3. Click OK to return to the Student Grades screen.  

4. Select the period to edit by using the Periods and Mark Type lists and clicking the 
Filter Grade Periods button. 

 
Class Grade Screen, Locating Grade Periods and Period Type 

5. To see the credits available for each class, check the Show Credit box.  

6. To see the teacher-selected comments along with the students’ marks, check the 
Show Comments box.  
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8. Click in the Marks column, in the row for a student whose grade you want to edit. 

 
Changing Student Grades, List of Marks Available 

9. Click a mark to select it. 

10. Click the Save button at the top of the scree. 

 
Ratings regarding a student’s citizenship, conduct, and work habits can be made in the 
Student Grade screen.  Setting up these areas is covered in the Synergy – Grading 
Administrator Guide.  
 
To select a rating for any of these categories: 

1. Click in the box in the Citizenship, Conduct, or Work Habits column for the 
section. A list of the possible ratings appears. 

 
Student Grades, Selecting Comments for Citizenship 

2. Click the rating to select it. 

3. Click the Save button at the top of the screen.  

 
The Att 1 – Att 6 columns are configured in the Grading Setup screen.  They are set up to 
calculate the number of absences marked in school attendance for the grading period. To 
edit the number of absences in the Att columns: 

1. In the Att column that needs to be altered, click in the row for the section, and type 
the appropriate number in the box.  

2. Click the Save button at the top of the screen.  
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When the Show Comments box is checked, an additional set of columns appears in the 
Student Grades section.  To make changes in these comment columns: 

1. Click in the box in the desired Cmt  column in the row that corresponds to the 
section.  A list of comment codes appears. 

 
Student Grades Screen, Comments 

2. Click the comment, and the code for the comment appears in the Cmt column. 

3. Click the Save button at the top of the screen. 

 

MENU OPTIONS 
 
At the top of the Student Grade screen, a Menu button provides access to additional 
information regarding the student grading records. 
 

 
Student Grade Screen, Menu Options 

 
The options available under the Menu button are: 

• Reports – enables you to generate a report card for the student currently displayed. 

  

Tip:  To select additional options for this report, or to print the report for 
a group of students, go to Synergy SIS > Grading > Reports > 
Individual.  For more information about running reports, see 
Chapter Four. 
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• View Audit Detail For Student Grade – the Audit Trail History screen lists all 
changes made to the class grading records, including what was changed, who 
changed it, and when.   

 
Audit Trail History for Student Grade 

 
The Print button at the top prints the information on the Student Grade screen. 
 

 
Print Button 

 
The Print button prints the information exactly as it is displayed on the screen, and does not 
show the information available using the scroll bars. 
 

 
Printed Student Grade Screen 
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Chapter Three: 
UPDATE GRADE 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Using Update Grade 
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USING UPDATE GRADE 
 
Update Grade contains two functions: Update Grading Records and Update Absences.  
Updating the grading records adds the sections from the student’s schedule to the Class 
Grade and Student Grade screens that are eligible for grading.  Updating absences 
calculates the number of absences for each grading period based on the definitions for Att 
1 – Att 6 in the Grading Setup screen and enters the totals in the grading screens and 
Grade Book. 
 

 
Update Grade Screen 

 
To update information using the Update Grade screen: 

1. Go to Synergy SIS > Grading > Update Grade. 

2. Select a Grade Reporting Period to update.  

 
Selecting a Grade Reporting Period 

3. To ignore credit adjustments for term overrides, check the Do Not Process Term 
Override Credit Amount box.  

4. Select grades. 

 
Grades 
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5. Click the desired Operation Type.  (See below for more information.) 

 
Selecting an Operation Type 

6. Click the Update Grading Records button. 

 
Update Grading Records 

A Job Status window appears. This type of update can take minutes or hours to 
run. 

A verification message describes the results of the update.  

 
Update Grade Completion Message 

7. Click OK to return to the Update Grade screen. 

 

Operation Types 
 
The Update Grading Records process: 

1. Looks at the sections in the student’s schedule for the school and year in focus. 

2. Totals the number of days in which the student has been enrolled in a section. 
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3. Compares the number of days enrolled in the section against the Minimum Days 
Enrolled Grading Threshold value set in the District Setup screen. 

4. If the student has been enrolled for more days than the Minimum Days Enrolled 
Grading Threshold value, the section is listed in the Class Grade and Student 
Grade screens. 

 
The Update Absences process: 

1. Looks at the Att 1 – Att 6 definitions in the Grading Setup screen for the Grade 
Reporting Period selected in the Update Grade screen to determine the absence 
reasons or absence reason types to tally. 

2. Counts the number of absences for the reasons defined in Att 1 – Att 6 for each 
student for the Grade Reporting Period. 

3. Enters the total number of absences for each student in the Att 1 – Att 6 columns in 
the Class Grade and Student Grade screens, and in the Grade Book. 
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Chapter Four: 
REPORTS 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Printing grade-related reports 
► Customizing grade-related reports 
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AVAILABLE REPORTS 
 
There are four categories of grading-related reports.  Individual reports contain information 
about a single student per page, but can be printed for multiple students at one time.  Label 
reports print grading labels. List reports are summaries for multiples students.  Summary 
reports present numerical report summaries.  
 
To print a report: 

1. Go to Synergy SIS > Grading > Reports. 

2. Open Individual, Label, List, or Summary and click the desired report. 

3. Select the options to be used in printing the report. 

4. Click the Print button.  
 
The report is printed as a PDF file to the screen, which can then be sent to the 
printer. 

  

Reference:  This chapter covers only the customizations specific to 
each of the reports used in Grading.  The options available on the other 
tabs in the report interface are explained in the Synergy SIS – Query & 
Reporting Guide. 
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GRD201 – Report Card 
 
The Report Card produces a customized report card that can be mailed to the students’ 
home addresses.  For more information about customizing the report card, see the chapter 
on report cards in the Synergy SIS – Grading Administrator Guide. 
 

 
Report Card 
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The report can be customized 
at the time of printing using the 
following options: 

• The Data Range specifies 
the periods to display on the 
report card.  The report can 
include multiple periods, or 
shows just one if you select 
the same period in the 
Starting Grading Period 
and Ending Grading 
Period lists.  Be sure all 
periods selected fit on one 
page so the report card can 
easily be mailed. 

• The GPAs section outlines 
the GPA definitions 
displayed on the report 
card.  Up to three GPA 
definitions can be displayed.  
Select the GPA or GPAs in 
the 1st GPA, 2nd GPA, and 
3rd GPA lists.  Select which 
GPA Mark to use (this 
works best with the GPA for 
the current grade period), or 
leave it blank to include all 
marks.  Select which grade 
levels should be included in 
the GPA calculation by 
selecting the Start Grade 
and End Grade. 

 
Report Card, Report Interface 

• The Mailing Options specify the mailing address and return address to be used for the 
report card.  Select addresses in the Destination and Return Address lists.  To print 
these addresses, check the Enable Mailing box.  The Parent/Guardian Options 
specify which parent address is used in the report card mailing. 

• The Graduation Requirements specify which graduation requirements definition 
should be used for the report card.  Select the definition to use in the 1st Requirement 
list. 
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• The filters selected in the Exclude the following students from Graduation 
Requirements section prevent the graduation requirements from printing for any 
student that matches the criteria set.  The students can match either filter to be 
excluded.  Select the field to use from the Filter or Condition drop-down, select the 
Operator as Equal To or Not Equal To or In List, and enter the Value of the field 
that should be matched.  For example, if the Filter was set to Grade, the Operator 
was set to Equal To, and the Value was set to 09, the graduation requirements 
would not be displayed for any students in grade 9. 

• Title Override – by default the title of the report is Report Card.  The text entered in 
this box displays instead of Report Card. 

• Missing Fields – this box lists any field that is used in the generation of the Report 
Card that is not completed, and lists where that field can be found.  It is 
recommended that all of these fields be completed prior to printing the Report Card. 

• Abbreviate Course Title – when checked, the Course Short Title field from the 
District Course screen is used instead of the Course Title field. 

• Abbreviate Teacher Name – when checked, the Last Name of the teacher is 
shown followed by their first initial.  If unchecked, the full first name of the teacher is 
shown. 

• Display Conduct Only – when checked, include conduct information for 
period/sections without marks or comments entered. 

• Display Citizenship Only – when checked, include citizenship  information for 
period/sections without marks or comments entered. 

• Suppress GPA, Suppress Grad Req, and Suppress Grading Legend– if these 
boxes are checked, the GPA and/or Graduation Requirements and/or Grading 
Legend does not print on the Report Card. 

• Suppress Barcode  – omits the mailing bar code.   

• Display Standards – controls whether standards that have been associated with a 
course (in Grade Book, or on the Standards tab of Synergy SIS > Course > 
District Course) are displayed on the report card.  

• Standard Sort Option – determines the display order of the standards selected in 
Display Standards. 

• Display Concurrent – controls whether, when both schools have the same grading 
periods, the report card includes grades from both. 

• Show Concurrent for Home School Only – if this is checked and Display 
Concurrent is set to Show Concurrent, concurrent data is included only if the 
current focus school is the student’s home school.  If the student has a different 
home school, only the data related to the current focus school is included. 
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GRD802 – Grading Labels 
 
The Grading Labels report produces a printed set of labels that lists all of the current 
sections for each student with the mark for the selected grading period. 
 

 
Grading Labels 
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The report can be customized using the 
following options: 

• Grading Periods – a separate set 
of labels is printed for each 
grading period selected from the 
drop-down lists.  If more than one 
mark is defined for a grading 
period, select which mark should 
be printed on the label from the 
Mark Name drop-down lists. 

• Grade – check the boxes for the 
grade level of the students to be 
included in the labels. 

• Perm ID – a grading label can be 
produced for one specific students 
if his/her Perm ID is listed. 

• Academic Type – to only include 
a specific type of courses in the 
grading labels, select the 
academic type of the courses to 
be included. 

• Include Student School 
Attended History – check this 
box to include school attended 
history (days absent, enrolled, and 
present). 

 
Grading Labels, Report Interface 

• Show School Number Or Period – select whether to display the school number 
or each section’s period. 

• Show Marks On One Label (Hides the course title) – check this box to omit 
course titles to allow more room for marks. 

• Include School Year – check this box to print the school year in the label header. 

• Load Student Grades for Focus School and Year Only – check this box to 
restrict the labels to grades from the current school and year.  
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GRD805 – Grading Labels With GPA 
 
The Grading Labels With GPA report prints grading labels that can include a student’s 
GPA, attendance, and other grading report items.  
 

 
Grading Labels with GPA 

  



Chapter Four Grading User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 39 
 

The report can be customized using the 
following options: 

• Grading Period and Mark Name – 
select the Grading Period to be 
used when printing the labels.  If 
more than one mark is defined for 
the grading period, select which 
mark should be printed on the label 
from the Mark Name drop-down list. 

• GPA Type 1 and GPA Type 2 – 
select which GPA definitions should 
be printed on the labels.  Up to two 
definitions may be included.  To 
override the GPA column heading, 
enter the new labels in the Override 
Label boxes. 

• Check boxes – the check boxes 
include Show Attendance 1, Show 
Attendance 2, Show Citizenship, 
Show Conduct, Show Credit, Show 
Work Habits. Any or all of these 
boxes can be checked; once 
checked the grading labels display 
the appropriate information from the 
student grading records. 

• Term Name –to override the default 
term name, enter a custom Term 
Name in this box. 

 
Grading Labels With GPA, Report Interface 

• Month and Year – select the month and year to be printed on the grading labels. 

• Staff Name Format --  this option allows changes to be made to the way a teacher’s 
name appears (either Last Name, First Initial or Last Name, First Name).  

• Grade – check the boxes for the grade level of the students to be included in the 
labels 
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GRD806 – Grading Period Labels with GPA 
 
The Grading Period Labels with GPA labels list all of a student’s classes for a given month 
and year, and display the selected GPA. 
 

 
Grading Period Labels with GPA 

 

  

Caution:  Be sure to select a label on the labels tab that is large enough 
to contain the information.  It usually requires a label that is at least 3” 
high and 4.5” wide. 
 
In addition, when printing the PDF File that is created, be sure to 
change the Page Handling settings before printing.  Change the Page 
Scaling to None, and uncheck the Auto-Rotate and Center box. 
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The report can be customized using the 
following options: 

• Calendar Month/Calendar Year – 
enter the month and year when the 
course was completed to filter the 
courses included from the student’s 
course history.  This must be 
entered for the report to print. 

• CHS Type – select the CHS Type of 
course to only include courses with 
that CHS Type. 

• GPA Type – select the type of GPA 
that is printed on the labels. 

• Subject Base Credit Value – enter 
the number of credits that should be 
assigned to each section for the 
period.  This must be entered for the 
report to print. 

 
Grading Labels With GPA, Report Interface 

• Show School Name – check the box if the school name should be printed on the 
labels. 

• Course Title To Show – select which course title should be printed on the labels.  
Since the course title in Student Course History may be manually entered, it can 
either be the Title from Student Course History or the Long Title from District 
Course or the Short Title from District Course.  By default it shows the Long Title 
from District Course. 

• Staff Name Format --  this option allows changes to be made to the way a teacher’s 
name appears (either Last Name, First Initial or Last Name, First Name). By 
default, it shows the Last Name, First Initial. 

• An individual student or group of students can be selected by filtering on the Perm 
ID, Last Name, First Name, or Grade.  For example, if grade 12 is selected the 
report prints labels for each student in grade 12.   
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GRD401 – Mark Listing By Student 
 
The Mark Listing By Student report prints a list of all of the sections & marks for each 
student.  It can be printed for a single grading period or a single section. 
  

 
Mark Listing By Student 
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The report can be customized using the 
following options: 

• Grading Period – specifies what 
periods to display on the report card.  
The report can include multiple 
periods, or it can show just one by 
selecting the same period in the 
drop-down lists. 

• Grading Period Type – instead of 
specifying the exact grading period, 
the report can be printed by the type 
of grading period: Grading Periods, 
Progress Periods, or Both.  

• GPA Type – select the GPA that is 
printed on the report. 

• Show Comments – check the box if 
comments entered for each student 
should be displayed. 

• Hide Course Title/Hide Teacher 
Name – these boxes can be 
checked if the course title and 
teacher name should not be shown 
in the report.  

 
Mark Listing By Student, Report Interface 

• Include Conduct – include conduct (effort) marks on the report by checking this 
box. 

• Include Work Habits – include work habits marks on the report by checking this 
box. 

• Grade – select grades to be included in the report by checking the appropriate 
boxes. 

• Section ID –a range of section IDs can be selected or just one section 

• Filter/Operator/Not/Value – To select students by another criteria, select the field to 
use from the Filter drop-down, select the Operator such as Equal To or Contains, 
and enter the Value of the field that should be matched.  To exclude the students 
that match the value instead of including them, check the Not box.  For example, if 
the Filter was set to Grade, the Operator was set to Equal To, and the Value was set 
to 09, only the students in grade 9 would be included on the list. 
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GRD402 – Mark Failing List 
 
The Mark Failing List report prints a list of students with failing grades for the specified 
grading period.  
 

 
Mark Failing List 
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Mark Failing List, Report Interface 

 
The report can be customized using the following options: 

• Grading Period – the period for which to run the report. 

• Grading Mark & Type – select the mark (such as 2nd Qtr or Sem 1 Final, for the 
second quarter) and mark type (such as Letter) to include in the report. 

• Hide Perm ID – this box can be checked in order to keep the Perm ID from being 
printed. 

• Failing Letter Grades – those marks that are considered “failing” should be 
checked. 

• Numeric Failing Grade Cutoff – enter a numeric mark to be used to establish a 
cutoff to establish the failing mark threshold when numeric marks are used instead 
of alpha marks.  Marks below that value are considered failing 

• Grade – specific grades to be included in the label report can be selected by 
checking the appropriate boxes. 
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GRD403 – Mark Verification By Teacher 
 
The Mark Verification By Teacher report prints a list of student marks for each teacher’s 
section.  The report can also include all of the comments and absences as defined in the 
Grading Setup screen. 
 

 
Mark Verification By Teacher 
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The report can be customized using the following options: 
 

 
Mark Verification By Teacher, Report Interface 

 

• The report can be filtered by teacher by entering part or all of a Last Name and/or 
First Name.  The information is printed for the teachers matching those values.  
Leave these boxes blank to print the report for all teachers. 

• To print the report for just a specific section, enter the Section ID. 

• Missing Mark to Show refers to the marks defined for the grading period, such as 
the 4th Quarter Overall Mark or Semester 1 Final.  Select which mark to display, or 
select All Missing Marks to display all marks not entered for the period.  By default, 
the report shows all missing marks. 
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GRD407 – Mark Exception Report 
 
The Mark Exception Report prints a list of students with the specified mark.   
 

 
Mark Exception Report 
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The report can be customized using the following options: 
 

 
Mark Exception Report, Report Interface 

 

• Grading Period – specifies what periods to display on the report card. 

• Mark refers to the marks defined for the selected grading period, such as Semester 
1 Final.  Select which mark to be used in the report from the drop-down list.  To 
show all grading period marks, check the box Show All Marks for Each Student. 

• Show student with AT LEAST is a filter that includes all students with a specified 
amount of a certain mark.  Up to 4 filters may be defined.  For example, the report 
could list all students that have at least 1 F.  At least one filter must be defined. 

• Grade - specify the grade levels to be included in the report by checking the 
appropriate boxes. 
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GRD410 – Mark Distribution By Teacher 
 
The Mark Distribution By Teacher report prints a list of teachers and their mark distribution 
information.  
 

 
Mark Distribution By Teacher 

 
The report can be customized using the 
following options: 

• Mark to Print – select the mark 
defined for the grading period that 
should be used to create the report. 

• Only Teacher – to print the report 
for just one teacher, select the name 
of the teacher from the drop-down. 

• Mark Type – check all marks that 
should be included in the printed 
report.  

 
Mark Distribution By Teacher, Report Interface 
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GRD411 – Mark Distribution By Course 
 
The Mark Distribution By Course report prints a list of courses and summarizes the 
distribution of marks awarded by each teacher. It shows both the number of each mark 
awarded, and the percentage those marks equal of all the marks issued by that teacher.  
The average GPA for that period’s classes is also reported for each teacher. 
 

 
Mark Distribution By Course  
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The report can be customized using the following options: 
 

 
Mark Distribution By Course, Report Interface 

• Grading Period – select the period for which to summarize mark distribution. 

• Mark to Print – select the mark defined for the grading period to be used to create 
the report. 

• Only Course ID – type the course ID to print the report for just one course. 

• Sort By – select the order by which output is sorted. 

• Mark Type – check the marks that should be included on the printed report.  

• Check Show GPA to display the average GPA earned in each teacher’s sections of 
the course. 

• Check Page break by department to start each department on a new page. 
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GRD413 – Honor Roll Report 
 
The Honor Roll Report prints a list of the students who have met the criteria for the honor 
roll definition selected for the report. 
 

 
Honor Roll Report 
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The report can be customized using the following options: 
 

 
Honor Roll Report, Report Interface 

• Honor Roll – select which honor roll definition should be used for the report from 
the drop-down. 

• Grading Period – select the grading period that should be used to create the report. 

• Grading Mark – select the mark (such as 2nd Qtr or Sem 1 Final, for the second 
quarter). 

• Sort Option – the report can be sorted by Alphabetical order, by GPA, or by the 
custom sort order defined on the Sort/Output tab of the Report Interface.   

• Do Not Use Grade Period Grid –  check this box to calculate GPA using 100% for 
credit weight, bypassing the Grade Period Weights defined in Grading Setup. 

• Suppress Credits Completed – check this box to prevent printing of a Credits 
Completed column. 

• Grade – to specify the grade levels to be included in the report, check the 
appropriate boxes.  

• Section ID Begin/Section ID End – a range of Section IDs can be established to 
limit the report output. 

 
 



Chapter Four Grading User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 55 
 

GRD415 – Student School Rank 
 
The Student School Rank report prints a list of students by grade level with their GPA and 
class rank.  The report also includes the credits attempted and completed. 
 

 
Student School Rank 
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The report can be customized using the following options: 
 

 
Student School Rank, Report Interface 

 

• Sort Report By - the report can be sorted by Class Rank or Student Name (the 
last name of the student). 

• Primary GPA Type – the primary GPA definition to be displayed on the report 

• Secondary GPA Type – an additional GPA can also be included on the report  

• Grades – to specify the grade levels to be included in the report, check the 
appropriate boxes. 
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GRD417 – Eligibility Report 
 
The Eligibility Report prints a list of students by grade level and specifies if they meet the 
eligibility definition selected.  If they don’t meet the eligibility definition criteria, it specifies 
why the student did not meet the eligibility criteria. 
 

 
Eligibility Report 
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The report can be customized using the following options: 
 

 
Eligibility Report, Report Interface 

 

• Eligibility Type – select the eligibility definition to be used with the report. 

• Grading Period – select the grading period that should be used to create the report. 

• Grading Mark – select the mark (such as 2nd Qtr or Sem 1 Final, for the second 
quarter) 

• Sort Option – the reports can be sorted by Alphabetical order, by GPA, or by the 
custom sort order defined on the Sort/Output tab of the Report Interface. 

• Reporting Type – you can show only eligible students by selecting Eligibility as 
the reporting type, or only ineligible students by selecting Ineligibility.  If nothing is 
selected, only eligible students are reported. 

• Do Not Use Grade Period Grid – check this box to calculate GPA using 100% for 
credit weight, bypassing the Grade Period Weights defined in Grading Setup. 

• Grade – to specify the grade levels to be included in the report, check the 
appropriate boxes.  

• Section ID Begin and Section ID End – enter the Section ID in these boxes to 
select a range of Section IDs to be included on the report.  For example, MA001 to 
MA009 would print all 9 math sections if the sections for math all started with MA. 
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GRD418 – Eligibility Detail Report 
 
The Eligibility Detail Report prints a list of students with a detailed list of each student’s 
classes and marks for the selected grading period. 
 

 
Eligibility Detail Report 
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The report can be customized using the following options: 
 

 
Eligibility Detail Report,, Report Interface 

 

• Eligibility Type – select the eligibility definition to be used in the report 

• Grading Period – select the grading period that should be used to create the report. 

• Grading Mark – select the mark (such as 2nd Qtr or Sem 1 Final, for the second 
quarter) 

• Sort Option – the reports can be sorted by Alphabetical order, by GPA, or by the 
custom sort order defined on the Sort/Output tab of the Report Interface. 

• Reporting Type – you can show only eligible students by selecting Eligibility as 
the reporting type, or only ineligible students by selecting Ineligibility.  If nothing is 
selected, only eligible students are reported. 

• Suppress Credits – if checked, the credit for each class are not displayed. 

• Suppress Credits Completed –  

• Include Students With No Marks – if checked, the report includes student that 
have not received marks for their classes for the selected grading period. 

• Do Not Use Grade Period Grid – check this box to calculate GPA using 100% for 
credit weight, bypassing the Grade Period Weights defined in Grading Setup. 

• Grade – to specify the grade levels to be included in the report, check the 
appropriate boxes.  

• Section ID Begin and Section ID End – enter the Section ID in these boxes to 
select a range of Section IDs to be included on the report.  For example, MA001 to 
MA009 would print all 9 math sections if the sections for math all started with MA. 
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GRD419 – Class Grading Form 
 
The Class Grading Form report prints a form for each section that can be used by teachers 
to record student marks.  It includes 10 blank columns to be used for section-specific test 
results, as well as a column where the final mark for the class can be recorded. 
 

 
Class Grading Form 
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The report can be customized using the 
following options: 

• As of Date – The dates must be 
entered in the M/D/YY format, or 
they can be selected by using the 
Calendar  button. 

• Teacher – to print the report for just 
one teacher, select the name of the 
teacher from the drop-down. 

• Period Begin/Period End – select 
the bell schedule periods that should 
be used to create the report. 

• Section ID – a range of Section IDs 
can be entered to limit the report 
output to only those sections 
matching the ID range. 

• Test Selection – to include test 
results from tests entered into 
Student Test History choose Select 
By Test or Select By Test Type.   

Class Grading Form, Report Interface 

• Test Options – If Select by Test is chosen, the Test Options section expands to 
allow the Test to be selected from the drop-down list.  Once the test is selected, the 
Parts (if a part-based test) or Objectives (if an objectives-based test) can be chosen 
from the Selection drop-down lists.  The Score Types to be printed can be selected 
as well.  To change the name of the columns listing the test scores, enter the new 
column name in the Label Override boxes. 

 
Test Options, Select By Test 
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If Select By Test Type is chosen, the Test Options section expands to allow the 
Test Type to be selected from the drop-down list.  Once the test type is select, the 
test is selected, the Parts (if part-based tests) or Objectives (if objectives-based 
test) of all the tests of that type can be chosen from the Selection drop-down lists.  
The Score Types to be printed can be selected as well.  To change the name of the 
columns listing the test scores, enter the new column name in the Label Override 
boxes. 

 
Test Options, Select By Test Type 

• Page Size – select the size of paper to be used during the printing. 

• Groups/Columns Per Group – this allows the user to define the number of groups 
and columns found in each group for the blank columns to be used for section-
specific marks. 

• Include Hole Punch Margin – to add additional space at the top of the report so 
that the report can be hole punched for inclusion in a binder, check this box. 

• Display ELL Data – to display the student’s ELL information, check this box. 

• Extra Lines & Custom Number - to add blank lines to the end of the report so that 
the teacher can handwrite the names of the students who enter the class after the 
report has been printed, select the number of extra lines from the drop-down list.  To 
add a different number of lines than is available in the drop-down list, enter the 
number of lines in the Custom Number box. 
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GRD603 – Sections Missing Marks List 
 
The Sections Missing Marks List report prints a list of sections (classes) which are missing 
marks in the student grading record. 
 

 
Sections Missing Marks List 
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The report can be customized using the 
following options: 

• Grading Period – select the grading 
period that should be used to create 
the report. 

• Period Begin/Period End – select 
the bell schedule periods that should 
be used to create the report. 

• Grouping Option – the report can 
be grouped by Teacher or Period.   

Sections Missing Marks List, Report Interface 
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GRD602 – Mark Distribution By Ethnicity 
 
The Mark Distribution By Ethnicity report prints a list of all the ethnic codes in use at the 
school, and totals the number of each type of marks earned by students with that ethnic 
code.  The report also shows the percentage each mark represents in the total of the marks 
for each ethnic group. 
 

 
Mark Distribution by Ethnicity 
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The report can be customized using the following options: 
 

 
Mark Distribution By Ethnicity, Report Interface 

• Mark to Print – the report prints for the grading period marked as the current 
grading period in the Grading Setup screen.  If there is more than one mark defined 
for the current grading period, select the mark to include in the report from the drop-
down list. 

• Grade - select the range of grade levels to be included in the report from the drop-
down lists. 

• Ethnicity Type – first select the type of ethnicity record to use from the drop-down 
list, and then check the boxes for the ethnic codes to be included in the report. 

• Mark Type – check all the marks that should be included in the printed report. 

 
 


