
Posting Final Report 

Elementary 

To Post or submit grades for Final Report Cards:  

1. Teachers will know when the posting window is open as it will say what collection 

window it is and date in blue. 

 

 

 

 

 

 
2. In the Function Bar, choose Course or Concept off Course Selector at top right. Click 

Grades Icon, then Grades. 

 

 

 

 

 
3. The Grades posting page will load and display columns for entering grades. Elementary 

will just enter Grades off this page and Skills off another (which is where they put their 

citizenship).  

 

 

 

 

 

4. To enter scores, Click on the bucket to fill in the scores that are already there. You must 

choose GP Avg Grade.  Then, you can click on the score next to the student and change 



it if you need to.  Make sure the fill grade is matching the GP Grd on the left. Then click 

Save at the bottom. Repeat these steps 2-4 choosing another Course or Concept from 

the Course Selector dropdown. 

 

 

 

 

 

 

 

 

 
5. Once you are done with posting the scores, you will need to enter Skills which is the new 

term for Citizenship. In the Course Selector, choose Homeroom. Go to the Grades 

icon and on the drop down choose Skills and make sure the Class button is checked. 

Click Student list and a list of student will appear. Start with the 1st name and click to 

choose. Now you can enter the Skills to the right. Click SAVE and then click NEXT to go 

to the next student 

 

 

6. Once your staff is all done posting, then your STS/LMITS can start printing your Final 

Report Card.                   
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