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Gradebook Tutorial #6: How to create a Final Grade and Comment Verification Report 
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#1: Select the course for which you want to print a “Final Grade and Comment Verification” report. 

#2: Select the “Report” tab. 

#3: Select “Final Grade and Comment Verification” from the list and double-click. 

#4: The “Final Grade and Comment Verification” dialogue box appears at the bottom of the screen. 

#5: Fill in the information as shown. (Output Type = PDF, Sections = Selected Class, Students = All 
Enrolled, Student Field = Student Name, Include = Course Grade, and check Percent and 
Comment.) 

#6: Make sure you select the appropriate reporting period from the drop down menu. 

#7: Click on the “Layout” tab. 

#8: In the “Layout” tab check “Signature Line”. You can also add a top and bottom note if you wish. 

#9: Click “Run Report”. 

#10: Select “Open Report”. Alternatively, you can select “Save Report”, then open it and print it. 

#11: Click “OK”.  The web-based report will be generated, and 

#12: your “Final Grade and Comment Verification” report will appear when completed. 
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