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 Click “Report Manager” 
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 Click the category ‘Grade 
Reporting 

 
 Double Click on report 

‘GRD006: Grading Period 
Reports’ 
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 Select the Report.  
      (Missing Grades  
                 or  
      Grade Verification) 

 
 Select ‘Grading Period’ 

 
• Select ‘All Courses’ or 

uncheck  the box and type in 
the ‘Course’ and ‘Section’ 

 
• Select ‘All Teachers’ or 

uncheck  the box and type in 
the ‘Teacher number’ 

 
• Click ‘Start’ 

 
• Click ‘View Rpt’ to get a 

Print Preview 
 

• Click ‘Print’ to print without 
viewing 

 
• When done,  Click ‘Quit’ 
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