
bit.ly/Q_RC19

‘Q’ Report Card Training
Chris Thorpe



bit.ly/Q_RC19

3
2

1 1.  This is where you can edit the 
entire roster’s marks by each 
course section.

2.  This is where you can edit a 
single student’s marks by each 
course section.

3.  This is where you can run the 
actual report card report when 
your marks are complete.
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1.  Click Find to list your course sections

2.  Select course section you want to edit marks
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1.  Hover over the Standard/Domain to see full text

2.  Make sure to choose correct Term

3.  Show Legend will display Marks for the course

4.  Enter mark values in cells. Tab or Left/Right 
arrow to jump horizontally to next cell. Up/Down 
arrow to jump vertically to next cell. Use       to fill 
all cells with an identical value. 

Submit to confirm changes!
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1.  Use the Find button or 
forward/backward arrows to 
select students to edit marks.

3.  Use the Plus/Minus sign to 
expand or collapse each 
separate course section.

2.  Use these controls to 
expand or collapse all 
sections.4

4

4.  Enter your marks and add 
comments for each course 
section by student selected.

Don't forget to submit when 
you make changes!



bit.ly/Q_RC19

1
2

3

1.  Make sure you choose correct 
Report Card Set based on your 
assignment.

2.  Make sure Enrolled as of date 
is set to end of term or current 
date. 

3.  This is where you can choose 
print options. By default 
English/Spanish is decided by 
home language as set in Q.

4
4.  Create Report will run 
the report and launch in 
separate window.
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Report Card Sets

Report Card Set Grade Sp Ed Gen Ed

Trimester 1 MS 6-8 M/M YES

ELEM Trimester 1 K-5 M/M (depending) YES

ALT Trimester 1 K-5 M/M (depending) NO

SELPA Trimester 1 K-8 S/M NO
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2 1.  If your PDF report does not 
pop up in another browser 
window you may have Pop-ups 
blocked for the site. 

To allow pop-ups, and thus the 
report please click the small icon 

in the top right corner of the 
address bar. 

2.  You will get a dialogue menu 
asking you how to process the 
pop-up. Select ‘Always allow’ and 
click ‘Done’. Then click the 
‘Create Report button again. 
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1.  Hover over top of form and the 
Save and Print controls show up.

I highly recommend saving this 
PDF and save to desktop or 
Google Drive so you have a 
backup copy handy.

Don’t print back to back unless 
you are sure all student report 
cards are the same number of 
pages or they will get mixed 
together. Also, make sure you are 
printing to a printer capable of 
doing double sided printing. 

2.  Each course section will 
display marks assigned to that 
section. Trimesters 2/3 will add 
additional containers to the right 
for comparison. 

3.  Comments will display at the 
bottom of each course section. If 
you add a lot of comments that 
will make the report card larger.  
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Questions? Contact me at:
Chris Thorpe • cthorpe@oxnardsd.org • Ext: 2117

or

Schedule me at cthorpe.youcanbook.me/

mailto:cthorpe@oxnardsd.org
https://cthorpe.youcanbook.me/

