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1) Check all classes for the following: 

o You have all classes and can see the correct reporting periods. 
o You have hidden second semester classes. 
o Students who are actually in the class are listed in class roster. 
o Students who should not be in the class but are not marked with ‘W’ are 

reported to the office and/or C. Barnett. 
o Students who are marked as Withdrawn are hidden. 

 
2) Categories and weights have been established (see PB documentation). 
 
3) Grading scales assigned (see PB documentation). 
 
4) Each student has nine weeks average grade and you have hand calculated a few 
grades for accuracy. 
   
5) Comments: while at Class Dashboard click on paper/pencil icon to right of 
student’s name to enter comment about a student’s progress in a particular class. 
The comment will be dated. These comments will print on the Progress Report. 
(This is different from assignment comments) 
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6) Enter comment – this comment is an overall comment about the student’s work 
for the class. You have a limit of 2000 characters. 
 

 
 
7) Click on Update and Close the window. 
 
8) Student reports will be printed by the office. If you want to print a more detailed 
report for a particular student you may do so through your own gradebook. While 
at the class dashboard go to Reports and select a report format. Then select the 
fields you would like to print. 
 

 


