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Class Settings
In order for Engrade report cards to display the correct class and grade information, each of your classes
needs to have the appropriate settings saved.
Class Settings
In order to review or adjust your class
settings, click on the name of a class.
From your Gradebook, click Settings on
the left sidebar.

Basic Settings
There are three settings that may affect
your Engrade report cards:
• Period of the Day
Depending on your school’s report card
setup, you may need to set a specific
period of the day for your class. You
should check with the administrator of
your school’s account to determine which
period should be set for your class
• Grade Level
You must have a numerical grade level
set for your class, using the drop-down
menu.
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Basic Settings
• Course
Depending on your school’s report card
setup, you may need to set a class
course for your class. You should check
with the administrator of your school’s
account to determine which class course
should be set for your class.
When you have finished updating your
class settings, click the green Submit
button to save.
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View and Edit Report Cards
As a teacher, you can view and edit the report cards for students enrolled in any of your classes.
Access Report Cards
Hover over Apps on the top blue bar and
click Report Cards from the drop-down
menu.

Access Report Cards
On the Template List page, you will see
all of the available templates for the
current school year to which you have
access.
Click View Classes in the “Action”
column to the right of the desired
template name to view the classes you
teach that are associated with the
selected template.
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View Report Cards
On the Class List page, you will see all
of your classes.
Hover over the drop-down menu at the
top right and select the appropriate
grading period that you would like to
view.

View Report Cards
Click directly on the name of the class for
which you would like to view student
report cards.
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View Report Cards
On the Student List page, you will see
all of the students for the selected class.
Click on the name of the student whose
report card you would like to view or edit.

View Report Cards
After clicking on a student’s name, a popup window will open with your selected
student’s report card.
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View Report Cards
Each cell on the report cards is colorcoded, with each color corresponding to
how the data in that particular cell was
obtained.
• Green
This cell has pulled information directly
from Engrade and will be updated during
a refresh.
• Pink
This cell has been manually edited and
will not be updated with information from
Engrade during a refresh.
• Yellow
This cell has found no data to pull from
Engrade or it is intentionally left blank; it
may be updated with information from
Engrade on a refresh.
• White
This cell has been locked from manual
editing and will not be updated with
information from Engrade on a refresh.
• Blue
This cell has been manually updated by
another user while you were viewing the
report card.
Edit Report Cards
You can enter data into any of the cells
(except the locked white fields). To edit
the data in a cell, click directly onto the
data that you would like to change.
Add, edit or delete any information in the
cell. When you have finished making
changes, the report card will
automatically save and the edited cells
will turn pink.
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Edit Report Cards
Manually editing any cell will turn the cell
pink. You can manually overwrite data in
any cell, which will replace the original
data with your new input.
Please note: Once a cell turns pink, it will
no longer pull in information from
Engrade and will need to be manually
edited in the future, if necessary.
If you accidently delete or change data
and want the information that was pulled
from Engrade displayed, delete all data
from the cell, ensuring that the cell turns
yellow. On the next refresh, data from
Engrade will be pulled back into the
affected cell.

Fill All Icon
When you hover over a cell, you will see
a “Fill All” icon pop up on the right side.
Clicking this icon will copy the contents of
the current cell to the same cell on every
student’s report card in the selected
class.
This function is useful when you know
each student in a class needs the same
value in a cell. For example, grade level
and total days in a quarter should be
consistent across all students in a class.
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Fill All Icon
After you have clicked the icon, you will
be prompted with a pop-up window to
confirm that you would like to take this
action.
By clicking “OK,” you are agreeing to
overwrite any data in the current cell on
every student’s report card in the
selected class.
If you hit the icon in error, click “Cancel”
and no changes will be made.

Navigation Bar
At the top right of the report card pop-up
window, you will see a navigation bar
with the following options:

* The Zoom options are only available in the Google Chrome and
Safari internet browser. In Internet Explorer and Firefox browsers, you
can zoom from within the browser.
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• Save
Clicking this icon will save any changes
made on the report card.
• Zoom Out*
Clicking this icon will zoom out of the
report card.
• Zoom In*
Clicking this icon will zoom in on the
report card.
• Page Numbers
If your report card has multiple pages,
click the number of the page you would
like to view.
• Backward Arrow
Clicking this icon will take you to the
previous student.
• Forward Arrow
Clicking this icon will take you to the next
student.
• Close
Clicking this icon will close the report
card pop-up window.
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Archived Student Report Cards
If you need to view, edit or a print an
archived student’s report card, you can
do so on the Student List page in a
class in which the student has been
archived.
Click the View Archived button at the
top.

Archived Student Report Cards
On the Archived Student List page, you
may view, edit or print the report cards of
students who were archived in the
selected class.
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Lock/Unlock Report Cards
If you notice that you have a locked cell
(white cell) on your report card that you
need to edit, please contact your school
administrator and request that the
desired cell on your report card template
be unlocked.
Alternatively, if you would like to have
cells on your report card locked, contact
your school administrator and request
that the desired cell(s) be locked.

Refresh
“Refreshing” a report card refers to the
process of re-pulling a student’s
information from Engrade into the report
cards.
This ensures that the most up-to-date
information is displayed on a student’s
report card.
If you have made changes in your
Gradebook that are not reflected on your
report cards, please contact your school
administrator and request that your report
card template be refreshed.
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Print Report Cards
As a teacher, you can print the report cards for students enrolled in any of your classes.
Print Report Cards
There are two ways to print your report
cards in Engrade:
•
•

By class
By student

Print by Class
On the Class List page, you can choose
to print the report cards of specific
classes.
Mark the checkbox(es) in the “Print PDF”
column to the right of the class(es) for
which you wish to print report cards.
Click the green Create button at the
bottom of the page to initiate a download
of your selected report cards.
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Print by Class
If you would like to print all of the classes
within the selected report card template,
click the Print PDF column header on the
top blue bar to mark the checkboxes to
the right of all classes.
Click the green Create button at the
bottom of the page to initiate a download
of your selected report cards.
Please note: A report card will be
generated for each student in every class
you select, so if you have the same
students in multiple classes, you will print
multiple copies of the same students’
report card using this method.

Print by Class
You may also print a single class’s report
cards from the Student List page of the
selected class.
Click the Print Class PDF button at the
top of the page to initiate a download of
your selected class’s report cards.
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Print by Student
If you just need to print the report card for
a single student, you can do so from the
Student List page of a class in which the
student is enrolled.
Click the PDF icon in the “Printable PDF”
column to the right of the desired
student’s name to initiate a download of
that student’s report card.
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Troubleshooting
Here you will find a few common situations that teachers have experienced as well as some
troubleshooting solutions.
Some of my students’ class names, teacher names and/or grades are not showing up on the
report cards. All I see is a blank yellow cell where this information should be.
When class names, teacher names and/or grades are not showing up on the report cards, this is almost always
indicative of incorrect class settings. For the class that is not appearing correctly on the report cards, please view:
1) Grade Level. Is the grade level set to the correct grade level?
2) Period. For period-based report cards, is the period set correctly?
3) Course. For course-based report cards, is the course set correctly?
If all the class settings are correct and the class name, teacher name and/or grade are still not appearing on the
report cards, your report card template may need to be refreshed. Please contact your school’s administrator to
request a refresh for your report card template.
If the class settings are correct, your report cards have been recently refreshed and the class name, teacher
name, and/or grade are still not appearing on the report cards, you need to confirm which grading/marking period
the class names, teacher names, and/or grades are being pulled. Please contact your school’s administrator to
request this information.
Once you know which grading/marking period from which the information is being pulled, check the affected
student’s schedule in that grading/marking period.
•
•
•

Is the student enrolled in the class that should be listed on the report card? If not, add the student to the
class that needs to be displayed on the report cards.
Is the student enrolled in a class taught by the teacher that should be listed on the report card? If not, add
the student to the class with the appropriate primary teacher that needs to be displayed on the report
cards.
Does the student have a grade for the class that should be listed on the report card? If not, assign the
student a grade in the appropriate class.

After making any changes, be sure to have your report cards refreshed. If after the refresh, the information is still
not pulling onto the report cards, please contact your school administrator.

Some of my students have blank rows on their report cards. How can I remove these blanks?
A blank row on a report card indicates that Engrade has no data for that specific grade level, grading/marking
period, and course/period for that student. Blanks cannot be removed from a single student’s report card without
adjusting every other student’s report card within the selected template.
To avoid having blank rows on a report card, ensure that each student is enrolled in exactly one of every period or
course type.
I just updated my grades, but I am not seeing any changes on the report cards. Why aren’t the
report cards updating?
The report cards are not live synced to the Gradebook. Report cards need to be refreshed to pull in information
from Engrade. After refreshing, your report cards will reflect the newest information from your Gradebook. Please
contact your school’s administrator to request a refresh for your report card template.
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If I update or change a student’s grade on the report cards, will this change his/her grade in the
Gradebook?
No, any changes made on report cards will only be visible on the report cards and will not change any grades in
class Gradebooks.

I am unable to edit my student’s report card. How can I edit the report cards?
Ensure that you are accessing the report cards correctly by following the steps listed in the Access Report Cards
section. If you are viewing the PDF version of a report card, you will not be able to make any modifications to this
file.
If you are unable to edit a cell within the student report card pop-up window in Engrade, check the color of the cell.
If the cell is white, that means it has been locked to editing. If you need the cell unlocked, please contact your
school’s administrator to request that the cell be unlocked.

When I print my report cards, I’m getting multiple copies of the same report card for my students.
How can I print just one copy of my students’ report cards?
If you are checking the box to the right of all your classes and clicking the green Create button, you may be
generating multiple copies of the each student’s report card if those students are enrolled in more than one of the
selected classes. Selecting the checkbox to the right of a class indicates that you want to print every student’s
report card in the selected class. If you select multiple classes in which the same student is enrolled, you are
requesting to print that student’s report card for each class.
You can print one copy of each student’s report card by selecting a class to print which contains all of the
students whose report cards you want to print. Additionally, you can print students’ report cards individually by
following the steps listed in the Print by Student section.

My school’s administrator has refreshed my report cards, but some of the information that I
entered manually onto my report cards is not pulling in new information from Engrade. How can I
get this information to appear on the report cards?
If you have manually entered information on the report cards, the cells will turn pink. Pink cells will never be
updated with information from Engrade because the information was manually entered directly on the report cards.
In order to get the cells to update with information from Engrade again, you will need to remove the information in
the pink cells until the cells turn yellow. Then, contact your school’s administrator to request a refresh for your
report card template. After the refresh, the yellow cells will turn green if there was available information from
Engrade to pull into those cells.
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