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Viewing Grades of Dropped Students 
 

1. Go to the section that the student was formerly enrolled in.  Under the Student 
Groups section there is a Dropped category.  Click on the triangle to drop down 
the student’s name. 
 

 
 
 

2. Go to the Reports section on the top choices. 
 

 
 

3. Highlight the Scoresheet.  Double click on this and it will pull up a drop-down 
menu. 

 

You can view the grades on the 
spreadsheet by clicking on the Filter 
and choosing Filter selected. 
 
If you want to print a report for the 
dropped student, follow the directions 
below. 
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4. In the drop-down menu Choose the Selected Groups and/or Students bubble. 
 

 
5. In the bottom right corner click on Run Report. 

 
 

6. A question box will pop-up asking you if you want to run it or save it.  Hit Run it.  
Adobe will open and you will have a PDF of the student’s grades and 
assignments.   

 
 

 
 

7. Print them off.  Use these to re-enter the grades, but save these in case anything 
else happens! 

 

 


