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Online Tutorial: Finding Students with Ds & Fs

Step 1: From the start page, click on “Reports” under the 
“Functions” heading in the left navigation bar.

Step 2: In the center of the page, click 
on “Custom School Level Reports.”

Step 3: If you’d like to search for either Ds or Fs, click 
on the “Single Grade Search” link.

If you’d like to search for Ds and Fs, click on the 
“Grouped Grade Search” link. 

The instructions for this tutorial differ based on if your grades have been stored!

If your grades are not stored, follow Steps 1-6.

If your grades are stored, follow Steps 7-12. 

Step 4: Choose the appropriate term, grade(s), 
minimum number of matches, students to search, and 
sort order.

Step 5: Click the “Create” button.

Step 6: Review your report.
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Step 7: From the start page, click on “Reports” under the 
“Functions” heading in the left navigation bar.

Step 8: In the center of the page, click 
on “Custom School Level Reports.”

Step 9: Click on “Grades Report – Stored” under the 
“Grades/Grading/GPA” heading.

Step 10: Choose the appropriate term, grade(s), 
minimum number of matches, students to search, and 
sort order.

Step 11: Click the “Create” button.

Step 12: Review your report.

Note: Steps 7-12 are only if your grades are stored.  If you completed Steps 1-6, you 

should not continue past this point!  


