
HIGH SCHOOL GRADE REPORT INSTRUCTIONS

1)  Fi l l  in the current school year, your student's 
FULL  name, grade level, the current quarter 
and the number of days of quality instruction.

2)  Read the instructions (Steps 1-6) on page 1 of 
the grade report before you begin. Click here to 
watch the “How To” video

3)  Fi l l  in the titles of the courses being taken this 
school year.

4)  Fi l l  in the grades for the courses at the time of 
the grade report submission under the correct 
quarter (please provide a letter grade and a 
percent). Remember IP is ONLY for 1 semester 
concurrent college courses and ALL high 
school courses receive a .5 (half) or 1 (whole) 
credit towards your high school graduation re- 
quirements.

5)  Concurrent college courses only count for 1 
credit towards your high school graduation re- 
quirements. The credits listed in your colleges 
course catalog will only apply once you enroll in 
college after graduation and are at the discre- 
tion of the selected college to accept. Please 
meet with a counselor to determined which 
courses can be applied to your selected major.

6)  Record any comment & read the notices and 
parent/guardian’s acknowledgement on page 2 
of the grade report.

7)  Sign and date the 1st quarter grade report.
8)  S A V I N G  Y O U R  F I LE :  Save the file name as Last 
Name, Fi rst Name_Grade Level_Quarter Number 
Year (e.g.: Smith,  J o h n _ E l e v e n t h  Grade_1s t  Quar-  
ter  2023-2024)  a n d  u p l o a d  it to t h e  G r a d e  Report  
S u b m i s s i o n  form.

1) Fi l l  in the grades for the courses at the time of 
the grade report submission under the 2nd 
quarter.

2) Tradit ional  c ourses :  Add the 1st quarter + 2nd 
quarter percentages and divide by 2 to calcu- 
late your 1st semester final grade. Record the .5 
(High School courses) in the 1st semester credit 
column.

3 ) C o n c u r r e n t  c o l l e g e  c ourses :  Record an IP for 
the 1st quarter and a letter grade for the 2nd 
quarter. The number of credit (1) and same let- 
ter grade from the 1st semester final should be 
recorded in final grade and final credits column
once you receive our grade from your college.

4)  Record the .5 (High School courses) or 1 
(Concurrent College courses) in the 1st semes- 
ter credit column. Concurrent college courses
only count for 1 credit towards your high school 
graduation requirements. The credits listed in
your colleges course catalog will only apply 
once you enroll in college after graduation and
are at the discretion of the selected college to 
accept. Please meet with a counselor to deter-
mined which courses can be applied to your 
selected major.

5)  Review the notices and parent/guardian’s 
acknowledgement on page 2 of the grade re- 
port.

6) Sign and date the 2nd quarter grade report.
7 ) S A V I N G  Y O U R  F I L E :  Save the file name as Last 

Name, Fi rst Name_Grade Level_Quarter Number
Year (e.g.: Smith,  J o h n _ E l e v e n t h  Grade_2nd 
Quarter  2023-2024)  a n d  u p l o a d  it to the
G r a d e  R e p o r t  S u b m i s s i o n  form.

Sample Grade Report on Pages 3-4
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1) Fi l l  in the grades for the courses at the time of 
the grade report submission under the correct 
quarter (please provide a letter grade and a 
percent). Remember IP is ONLY for 1 semester 
concurrent college courses and ALL high 
school courses receive a .5 (half) or 1 (whole) 
credit towards your high school graduation re- 
quirements.

2) Read the notices and parent/guardian’s 
acknowledgement on page 2 of the grade re- 
port.

3) Sign and Date the 3rd quarter grade report.
4)  S A V I N G  Y O U R  F I LE :  Save the file name as Last
Name, Fi rst Name_Grade Level_Quarter Number
Year.(e.g.: Smith,  Jo hn _ E le v e n th  Grade_3rd Quar -  
ter 2023-2024)  a n d  up l o a d  it to t h e  G r a de Report  
S u b m i s s i o n  form.

1) Traditional courses: Fi l l  in the grades for the 
courses at the time of the grade report submis- 
sion under the 4th quarter. Add the 3rd quarter
+ 4th quarter percentages and divide by 2 to 
calculate your 2nd semester final grade for that 
course. Record a.5 (High School courses) in the 
2nd semester credit column.

2) Calculate the final credits column by adding 
the 1st semester+ 2nd semester credits for that
course (.5 + .5 = 1.0 credits). Calculate final grade 
by adding the 1st semester+ 2nd semester final 
grade percentages and dividing them by 2 
(example 93 + 93/2 = A(93).

3) Concurrent college courses: record an IP for the 
3rd quarter and a letter grade for the 4th quar- 
ter. The number of credit (1) and same letter 
grade from the 2nd semester final should be 
recorded in final grade and final credits col- 
umn.

4) Review the notices and parent/guardian’s 
acknowledgement on page 2 of the grade re- 
port. Fi l l  in the accumulative days present (add 
Q1 –Q4) and if your student fulfilled all the re- 
quirements necessary to be promoted. If the 
requirements are met please select “Yes”.

5) Sign and date the 4th quarter grade report.
6) SAVING YOUR FILE: Save the file name as Last 
Name, Fi rst Name_Grade Level_Quarter Number 
Year. (e.g.: Smith, John_Eleventh Grade_4th 
Quarter Year) and upload it to the Grade Report 
Submission form.

I m p o r t a n t  Reminder :  P l e a s e  a d d  o n  
e a c h  c o n s e c u t i v e  q u ar ter  to
you r  g r a d e  report  (e.g. 1st
QTR should only have 1st 
quarter’s grades. 2nd QTR 
should show BOTH 1st and 
2nd QTR (semester finals for 
HIGH SCHOOL ONLY). 3rd
QTR should show 1st, 2nd, & 
3rd QTR. 4th QTR should have 
ALL FOUR QUARTERS filled in 
with totals (- Semester Finals 
& Credits are for HIGH 
SCHOOL ONLY).

Sample 
Completed 

Grade Report 
on Pages 3-4
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HIGH SCHOOL GRADE REPORT COMPLETION
SAMPLE PAGE 1

For 2024-2025 School Year



HIGH SCHOOL GRADE REPORT COMPLETION
SAMPLE PAGE 2

I m p o r t a n t  Reminder :  P l e a s e  a d d  o n  e a c h  c o n s e c u t i v e  q u ar ter  to  you r  g r a d e  report  (e.g. 1st QTR  
should only have 1st quarter’s grades. 2nd QTR should show BOTH 1st and 2nd QTR (semester finals for HIGH 
SCHOOL ONLY). 3rd QTR should show 1st, 2nd, & 3rd QTR. 4th QTR should have ALL FOUR QUARTERS filled 

in with totals (cumulative grade and credits - Semester Finals & Credits are for HIGH SCHOOL ONLY).
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