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Understanding Report Cards
Understanding how Engrade report cards function helps you use the app more effectively and prepares
you for any questions your teachers may have.
Engrade Report Cards are a premium service available to our Engrade Plus customers. Once purchased, your
school’s account manager will work with you to customize a report card template for your school and set up the
template(s) in your Engrade account. Report Cards can be organized in one of two ways:
1) By Period. On a period-based report card, each class is assigned a period number, and the classes are
pulled onto the report card by period numbers. In this setup, students need to be enrolled in exactly one
class for each period number.
2) By Course. On a course-based report card, each class is assigned a course, and the classes are pulled
onto the report card by each course type. In this setup, students need to be enrolled in exactly one class
for each course type.
3) By Class List. On a class list report card, each individual student’s class schedule is displayed on each
student’s report card in the order in which the student was originally enrolled in each class. In this setup,
the order of class list report cards cannot be changed after students have been enrolled in classes, so the
class order for each student may vary based on the order in which each student was enrolled in his/her
classes.
Each report card template can only be organized by period, course or class list, not any combination of those
options. However, your school can have separate templates with each type of setup represented. For example,
st th
th th
th
th
1 -6 Grade templates could have a course setup, 7 -8 Grade templates could have a period setup, and 9 -12
Grade templates could have a class list setup.
Report card templates are often created for each grade level because upon creation, each report card template
requires a grade level to be selected. The grade level that is selected becomes the template’s primary grade level.
Classes set to that grade level will be visible in the template’s class list and on the report cards.
While we encourage creating classes that only contain one grade level, if you do have classes with multiple grade
level students enrolled, please contact your Engrade account manager.
Once the report card template has been created with a period, course or class list setup and the primary grade
level has been set, the class settings for each of your school’s classes will need to be reviewed and possibly
adjusted. The most important settings for a class with regards to report cards are:
•
•

•

•

Class Name. This is the name of the class that will appear on your report cards.
Period. If your report cards are organized by period, the period numbers need to be correct for each
class. This means that no student can be concurrently enrolled in more than one of any period. (For
example, a student cannot be enrolled in two classes that are both set to be period “1;” if this is the case,
it may be an indication that you need to modify other class’s period numbers or create a new period
number.)
Course. If your report cards are organized by course, the course needs to be correct for each class. This
means that no student can be concurrently enrolled in more than one of any course type. (For example, a
student cannot be enrolled in two classes that are both set to “English;” if this is the case, it may be an
indication that you need more specific course types.)
Grade Level. Every class must have a numerical grade selected in order to appear on the report cards.

Engrade report cards are designed to capture student data for one full school year with information being pulled
from each grading/marking period. Information on report cards cannot span multiple school years.
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Class Settings
In order for Engrade report cards to display the correct class and grade information, each class in your
school needs to have the appropriate settings saved.
Review Class Settings
From your administrator Dashboard, click
Classes on the left sidebar.

Review Class Settings
Hover over the gear icon in the right
corner, and click Edit Class Settings
from the drop-down menu.
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Edit Class Settings
On the Edit Class Settings page, you
can view the settings for all of your
school’s classes by grading period.
Hover over the drop-down menu in the
top right and click on the grading period
for which you would like to view class
settings.

Edit Class Settings
Once you have selected the appropriate
grading period, you will be able to view
and edit the class settings for any class
in the selected grading period.
Additionally, you can choose to filter your
classes by either Grade Level or Subject
by clicking one of the drop-down menus
at the top left and clicking the desired
grade level or subject.
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Edit Class Settings
The settings that are most important for
report cards include:
• Class Name
This is the name of the class that will
appear on your report cards.
• Period
If your report cards are organized by
period, the period numbers need to be
correct for each class.
• Grade
Every class must have a numerical grade
selected in order to appear on the report
cards.
• Course
If your report cards are organized by
course, the course needs to be correct
for each class.
Edit Class Settings
When you have finished changing your
class settings, click the green Submit
button at the bottom of the page to save.

Last Updated: 11/6/2013 2:56 PM

Engrade Report Card Guide for Administrators

Page | 5

View and Edit Report Cards
As an administrator, you can view and edit the report cards for all students at your school.
Access Report Cards
Hover over Apps on the top blue bar and
click Report Cards from the drop-down
menu.

Access Report Cards
Click on the name of the school for which
you would like to view report cards.

Last Updated: 11/6/2013 2:56 PM

Engrade Report Card Guide for Administrators

Page | 6

Access Report Cards
Click on the school year for which you
would like to view report cards.

Access Report Cards
On the Template List page, you will see
all of the available templates for the
selected school year.
Click Manage in the “Status” column to
the right of the desired template name to
view the classes associated with the
selected template.
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View Report Cards
On the Class List page, you will see all
the classes associated with the selected
template.
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.

Last Updated: 11/6/2013 2:56 PM

Engrade Report Card Guide for Administrators

Page | 11

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
You can lock or unlock fields on a report
card to prevent/enable the editing of cells
in the selected report card template.
On the Class List page, hover over the
“Options” button and click Lock Fields.

Lock/Unlock Report Cards
In the pop-up window, you will see your
report card template with a variety of red
and green cells with padlocks.
Green cells with open padlocks are
unlocked, and red cells with closed
padlocks are locked.
Click directly on a cell to change it from
locked to unlocked or unlocked to locked.
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Lock/Unlock Report Cards
On the navigation bar at the top right, you
will see a large padlock.
Click this padlock to lock all cells or
unlock all cells on your selected template.

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.
On the Class List page, hover over
“Options” and click Refresh Empty
Fields.
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Refresh
In a pop-up window, you will be prompted
to confirm that you would like to send
your report cards to the “Queue” to be
refreshed.
When a report card is queued, it is
unable to be accessed.
Click “OK” to refresh your report cards.

Back Up Data
At any point, you can choose to back up
your report cards.
When you back up your report cards,
Engrade generates both a PDF and CSV
file of all your report card data.
On the Class List page, hover over the
“Options” button and click Backup Data.
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Back Up Data
In a pop-up window, you will be prompted
to confirm that you would like to create a
PDF and CSV snapshot of your current
report cards.
Click “OK” to confirm.
Your back ups will always be available at
the bottom of the Class List page, under
the “Deleted & Backed Up Documents”
header.
You can click on the date/time (PST) of
the backup that was made to initiate a
download of the file.
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Print Report Cards
As an administrator, you can print the report cards for all students at your school.
Print Report Cards
There are a variety of ways to print your
report cards in Engrade:
•
•
•

By template
By class
By student

Print by Template
You can print the report cards for all
students who meet the selected
template’s grade level parameters. The
report cards will be organized by student
ID.
On the Class List page, hover over the
“Download” button and click Print All
Students (PDF) or Print All Students
(CSV).
• Print All Students (PDF)
Clicking this will initiate a download of all
your student’s report cards as a PDF file.
• Print All Students (CSV)
Clicking this will initiate a download of all
your student’s report cards as a CSV file.
Please note: Archived students will be
included in the “Print Al Students (PDF).”
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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.

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.
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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.

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 administrators 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 follow the steps listed in the Refresh
section to refresh 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. If you do not know this information, please
contact your Engrade account manager.
Once you know the 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 refresh your report cards. If after the refresh, the information is still not
pulling onto the report cards, please contact your Engrade account manager.

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
follow the steps listed in the Refresh section to refresh 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 a 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 follow the steps
listed in the Lock/Unlock Report Cards section to unlock cells on your report cards.
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 the classes within a template 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.

I have refreshed the report cards, but some of the information teachers have entered manually
onto the report cards is not pulling in new information from Engrade. How can I get this
information to appear on the report cards?
If you or your teachers 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, follow the steps listed in the Refresh section to refresh 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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Glossary
Blank:
Cell:
Course:
CSV:

Field:
Fill All:
Lay:
Lock:
PDF:

Period:
Pull:
Refresh:

Template:

A “blank” or “blank cell” refers to a cell that is not instructed to pull any information from Engrade.
Information can be manually typed into this cell by administrators or teachers.
A “cell” is the box on a report card template where information is pulled or manually entered. (Also
known as a “field.”)
A “course” is a customizable grouping setting that can be used to group like courses together in
order to be displayed on a report card.
A “CSV” file, or “Comma Separated Values” file, is a file that consists of any number of records,
separated by line breaks of some kind; each record consists of fields, separated by some other
character or string, most commonly a literal comma or tab. This file type can be opened in programs
such as Microsoft Excel.
A “field” is the box on a report card template where information is pulled or manually entered. (Also
known as a “cell.”)
The “fill all” button will copy the contents of the current cell to the same cell on every student’s report
card in the selected class.
On the report cards, your account manager will “lay” fields on top of a template image.
Fields on a template can be locked to future editing/updating by your account manager. (Locked
fields can be unlocked with a request to your account manager.)
A “PDF” file, or “Portable Document Format” file, is a fixed-layout flat document, including the text,
fonts, graphics, and other information needed to display it. This file type can be opened in programs
such as Adobe Reader.
A “period” is the period number assigned to a class in the class settings.
Engrade “pulls” in data from a student’s classes on Engrade and displays that information on the
student’s report card.
“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.
A “template” can refer to one of two things: 1) the template image that you want to use as the layout
for your report cards, or 2) each grade level’s separate set of report cards.

For more information on how to adjust your class settings or access your report cards, please view the
“Report Card Training” video located in your administrator account. You may also access the video here:
https://vimeo.com/74981306
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