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Options for Interims or Progress Reports – There are 3 options for interims or progress 

reports. 

 
1. If the gradebook is enabled to show 

grades in the family portal, there is no 
need to send an additional interim or 
progress report. Parents can log into 
their family portal and see the grade by 
standard along with the assignments. 
Some schools have elected to provide a 
window for parents to access (eg, every 
two weeks, enable it over a weekend).  
 
 
 

2. The second option is a standard-based 
progress report that can be printed and 
sent home or emailed directly. 

 
 
 
 
 
 
 
 
 

3. The third option is the comment interim 
that is based on the same template we 
have been using for many years. 
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Option 1 – Directions for Enabling the Gradebook in the Family Portal 

1. Select main menu/hamburger icon (3 horizontal lines at the left hand top of the main 
page) and click on Family Portal. 

2. Click Show for Gradebook Grades and ensure Gradebook term is set for current term.  

3. The gradebook is now enabled for viewing. When parents log into their portal, they can 
click on Classes on the left hand side and Gradebook at the top to view. 
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Option 2 – Directions for Printing Standards Progress Report 
 

1. Navigate to Report Manager and 
select Gradebook from the Category 
list. 

2.  
3. There are two reports with the prefix 

of Columbus Dioc:. One is per class 
and the other one is per student. The 
report per student includes all 
classes that the student is enrolled 
in. Select the desired report and 
check the box of the classes or 
students desired. Select View Report. 
 

4. The report is titled Grade Book Assignments by Standard. The report lists the standards 
that have been assessed, underneath the standard lists the “grade” and the assignments 
that contained that standard. It is not the “grade” of the assignment rather it is the 
“grade” of the standard contained in the assignment. If an assignment has more than 
one standard, the assignment will show more than once. Communication will be key to 
ensuring parents do not feel confused. 

 
 

Step 1 

Step 2 
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Option 3 – Directions for Printing or Emailing Comment Interim 

 
1. Navigate to Report Manager and 

select Academics from the 
Category list.  
 

2. Select the Progress Report – 
Report Card (Web) report and 
check the box of the students 
desired. Select View Report. 
 

 
3. Template should be ColumbusDioc/ColumbusDioc_Interim.cfm. Select from 

the three options: View and print, Email directly to parents, or Archive into 
the student portfolio. 

4. To view and print the reports: 
a. Toggle preferred options and select View. 
b. Print report by right clicking on the page and selecting print. 

5. Teacher requests will need to manually be checked (Conference, phone conference, or 
Life Skills report attached.) 

 
 
 
 
 

Step 1 

Step 2 
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Comment Interim Instructions – Teacher directions for entering information into 

Comment Interim Report. 
 

1. Teachers will navigate 
to Classroom portal 
and select class.  
 
 

2. Select Report Card 
from right-hand side 
menu. 
 
 

3. Select Progress report from top of the page. This brings you to the data entry screen. 
Enter comments into the right-hand column under the Comments header. Teacher has 
option of putting in a progress code (E,M,W,N) under Grade or leaving first column 
blank (recommended). 

 
4. Click the blue disk at the right-hand bottom of the page to save your comments. 

 
5. Comments and grades will automatically populate on Interim report. 

 

Teachers will enter comments here 

You have 
the option 
to leave 
this blank 
or enter a 
progress 
code. 


