PARENTLOCKER TEACHER TUTORIAL

Report Cards and Progress Reports

You will be using ParentLocker to enter Report Card / Progress Report
grades. Follow these steps to get started.

1. Log into ParentLocker by going to your school’s login screen and entering your

email address and password.

2. Under “Teacher Tools” on the top navigation bar beneath the ParentLocker logo,
click “Enter Report Card/Progress Report Grades.”
Note: This link will only be visible if the marking period is open for you. If there are
multiple divisions in your school, make sure you filter to the correct division using the

links on the top right.
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3. If there are multiple terms open for grade entry, you will need to select the term

you want to enter grades for from the dropdown menu. Otherwise, skip to step 4.



4. Next, select a course you teach from the dropdown menu on the left side.

5. If the report has been separated into more than one section, you will be asked to

select a section. If you don’t see this, continue to step 6.

6. You will now see a list of students on the left sidebar, and their grades on the
right side of your screen. Scroll through each student and fill in the grade entry.
You can also click a name on the left side to jump straight to that student’s grade
entry. Click the “Save” button on the left side to save your work at any time (the

system also auto-saves every few minutes).
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7. Repeat steps 4 — 6 for each of the courses you teach.

Tips!
v' As you save, green checkmarks will appear on the left side next to students you
have completed fully.

v" You don’t need to finish all of your grades at once. You can save and come back
later to pick up where you left off.

v Click the lightning bolticon "= to give the same grade for that field to
every student on the page. First select a grade, and then click the icon.
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