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Printing Report Cards : Kindergarten------------------------------------              
 

Step 1:  REPORT CARD GRADES, ATTENDANCE, AND  
  LEARNER BEHAVIORS     
 

In your Easy Grade Pro gradebook, go to the standards tab (for Reading, Writing, 
and Math) and make sure that all strands and standards accurately reflect the 
proficiency level of each student.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Also, make sure to enter the “Special Subjects” grades for each child’s current 
proficiency level on the Score Tab (P = Proficient or blank). 
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In your Easy Grade Pro gradebook, open the subject Report Card (Required). 
  Complete the trimester attendance record and Learner Behavior grades (E/S/N).   
 

          
 
    

Step 2:Ste REPORT CARD COMMENTS    
  
  While in the subject Report Card (Required), open the Student Notes window by  
  selecting Chart then Summaries from the Menu Bar or by clicking the  
  “Bar Graph” on the Tool Bar.           
 

 
 
 
 
 

TIP - Now is a good time to 
check that the student ID numbers 

are correct and consistent from 
subject to subject. 

TIP - Make sure you are typing 
report card comments in the subject 

Report Card (Required).  Other 
subjects will allow you to type 

comments, but they will not appear 
on the report card.   

TIP - The strand and skill grades that appear 
in the subjects Reading, Writing, 

Mathematics, Phonological Awareness, 
Letters/Numbers, Science/Health, and Social 

Studies will automatically appear on the 
report card.   
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In the Student Notes window, type the comments you wish to appear on the report  
 card.  Comments can also be “Cut and Pasted” from any program. A bank of  
 ready-made comments is available by clicking on the Clipboard Text tool.  When  
 finished, click Done. 

 
       

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To use the spell check feature, click the “Options” tab and click Check Spelling. 
 

 
 
 
 
 
 
 
 
 
 
 

Next Student 

TIP - The font size of the report card 
comments is determined by both the 

number of words and total lines.  
Using the “word wrap” feature and 
keeping hard returns (Enter key on 
the keyboard) to a minimum will 

make long comments more readable.   

Type Comments Here 
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Step 3: PRINTING 
 

  When finished typing in the student comments, click done.  Then go to File and  
  choose print or click the “Print Button” on the Tool Bar.    
  

 
 
 
Select the report “CCSD Report Card.”  Select “All students in Trimester 1.” 

 

           
 
 
Click “Print” 
 
 
 
 
 
 
 
 
 
 
 
 
 

Print Button 
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Step 4:  ATTACH KINDERGARTEN ESSENTIAL SKILLS TABLE  
 

 Kindergarten Teachers were given the option to complete the Essential Skills Table 
 within the gradebook or on NCR forms.   
 
 Option A:  If teachers chose to use the NCR form for recording student performance, 
 they would attach an NCR copy to the above printed report card.   
 
 Option B:  If teachers chose to record student performance within the gradebook, 
 they would print the table from within the gradebook.  To print the table, select 
 File>Print>CCSD Report Card>Options Tab and select "Kindergarten-Essential 
 Skills" from the "Level" drop down menu.  This copy of the Essential Skills Table 
 would then be attached to the above printed report card.   

 

 


