
Creating a Printable Spreadsheet of all 
Grades 

This report will allow you to print out all assignment grades for all 
students on one or two sheets of paper. 
1. Create the report by selecting Reports  �  the Create. 

 
2. Type in a name for the report and select Spreadsheet format 

report  from the drop-down menu next to Type of report.  
Remember, the report you create will be available for all your 
classes. 

 
 
 
 
 
 
 
 
 
 
 



3. Click on the Options tab on the top of the screen.   
a. On mine, I’ve clicked the box next to Show each student’s 

Name.   
b.  I’ve selected 1 next to Width of asmnt columns . 
c. I also selected 10 for width of printed area.  I must print as a 

landscape  document if I do this. 
d. I recommend selecting the box next to Only assignments in 

this date range . I then typed in the date range of my 
assignments. 

e. I also checked Show final Grades and Current Grade Only 
f.   For each grade I checked Grade and Percent.  You have the 

option of also showing points and points possible. 

 



4. Next select the Which Students tab and select All students 
currently enrolled in the class .  Then click OK. 

 
5. Click Reports �  the Print .   

 
6. Because we made our printable with ten inches, we MUST 

choose Landscape  from the printer dialog box. 

 



7. If you choose Reports �  then Preview , you will see the 
following screen: 

 
The print preview assumes you are going to print in the portrait 
format, so you will see your spreadsheet go off the page.  DO 
NOT CLICK PRINT FORM THIS PAGE . The print shortcut 
does not allow you to change the orientation.  Instead select 
Reports �  then Print  and select Landscape under.  


