
Grade Verification Sheets 
 
If you have trouble printing Grade Verification Sheets from the office, there is an 
alternative that puts less of a strain on the servers at the Area Office.  You can have the 
teachers print their own, and bring signed copies down to the office.  This sheet of 
instruction picks up from the point where teachers have final marks in the SMS Quarter 1 
sheet.  (Not just in Gradebook but saved to the SMS Quarter 1 Score Sheet.) 
 

1. Notice #1 in Red.  This MUST be Quarter 1 or it will not print on the report card 
2.  You will 

notice 
from the 
example 
below that 
the grades 
are entered 
correctly.  
Student in 
Italics like 
the first 
two in the 
list, are no 
longer in 
the class 
and grades 
could not 
be entered 
for them.   

3. The 
teacher 
has 
entered 
comments 
as needed.  

 
 



4. Then on the top of the page you will see a small printer 
icon.  Click on the printer. 

 
5. Select all of the defaults and it will print a report like 

the one below.  Notice that the Comments are not 
coming through but don’t worry about that for now.  Be sure that the Subject and 
Grading Period are correct.  This could be used as a Grade Verification Sheet and 
will reduce the strain on the servers in Germany.    
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