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Mark Entry in MyEdBC 
 

 
1. Login to MyEdBC with your regular 

login.  Don’t forget the “l”. On your 
home page (Pages), you can see your 
classes listed under where you 
regularly take attendance. 

Click   in the Grades column.  This 
will take you to the Scores page for 
that class.   

 
 
 
 
 

Note:  You can use the VCR buttons in 
the upper right hand corner to scroll 
through your different classes. 

 
 

 
 

 
2. Select the appropriate choices from 

the drop-down menus for Grade and 
Term Columns.  The Grade Column 
should read Post Columns – Term.  The 
Term Column should be for the current 
term.  Change the Term to Term 2 or 3 
if necessary. 
 

 

 
 

3. You can now enter the Learning 
Outcomes for the course in the column 
entitled Tri 2 Com. Click on the symbol 
that shows a blank page with a pencil. 
 
Any data you enter during marks entry 
is automatically saved.  You do not 
need to press a save button. 
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4. When you do this, you will get a 

pop-up box with the student’s 
name.  You can type learning 
outcomes directly into this box.   
 
You can also use the drop-down 
menu to select from the learning 
outcomes that have already been 
entered. 
 
 
 
There is a spell-check you can use 
by pressing the button in the 
bottom right corner, but you are 
better to double-check your spelling 
in Word first.  

 
 

 
 
 

 
 

5. Once you have entered your 
Learning Outcomes, you probably 
want to apply these same Learning 
Outcomes to all students.  You can 
do this with the Fill-Down 
command.   
 
Click on the cell with the page with 
the blue writing.  You can now press 
CONTROL+D to Fill Down these 
values.   
 
This step takes the value in the cell 
the user is in and copies it down to 
all students below that cell. Note 
that it is CONTROL+D, not 
COMMAND+D 
 
Once the Learning Outcomes are 
filled down, you can then customize 
outcomes for individual students 
such as students with an IEP or an 
ELL student. 
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6. The overall student comment is 

entered into the Comment Box in a 
specific course called XTC. 
 
You can access this course by 
returning to the home page or by 
from the drop down class menu. 
 
Comments can be typed in directly 
or copied and pasted from Word.   
You need to paste in plain text.  On 
a Mac, you must press 
COMMAND+OPTION+SHIFT+V all at 
the same time.  If you do not paste 
correctly, you will get a message 
that says that text exceeds allowed 
limit. 
 
 

 
 
 

 
7. The next step is entering your 

marks.  Primary students should 
receive a grade on the primary 
scale. Intermediate students should 
receive a letter grade.  
 
(CONTROL+L) shows the user the 
valid values that can be entered 
into that field. 
 
It is possible to enter a mark in the 
first box and then to Fill Down 
(CONTROL+D). 

 

 
 
 
 
 
 
 

 
8. When learning outcomes, marks, 

and comments have been entered, 
you should click Post Grades. 
 
You will get a pop up asking 
whether you want to post. Click OK. 
 
You can re-post later if you wish to 
make any changes. 
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9. Once grades have been posted, a 

green check mark will display 
beside the Grades column for that 
class. 
 
Edits can be made to your grades 
afterwards by following the steps 
above and then re-posting. Only 
grades and learning outcomes that 
have been posted will print. 
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Generating Report Cards 
 
 

1. To generate a report card for your 
students: 
 
Student top tab > Reports menu > 
Report Cards category > select the 
appropriate report card.  

 

 
 

 
 

2. You will then reach a pop-up menu 
and will need to: 

a. Select the Report Card Type 
b. Change the term if 

necessary 
c. Check off all 4 checkmarks 

shown: 
 

• Display School Message 
• Parent Signature Required  
• Include Term Comments 
• Print Performance Scale 

 

 

  

 
3. Make sure format says PDF. 

 
 
 

4. You can then click Run from the  
bottom of the screen.  

 
5. You will now have a PDF to use to 

print your student reports. 
 
In Firefox or Chrome, the PDF 
should pop up in your browser.  You 
can print or save from there or 
download and open in Preview. 
 
In Safari, you will get a pop up with 
some options. You can zoom out or 
in, open in Preview, or save. 
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Report Cards for Specific Students or Combined Grade Groups (Split Classes)  
 

1. If you want to, you can print a single report 
or reports for several students. 
 
Click on the Student tab and then check off 
the names you are interested in.  
 

     
2. Now, go to the Student top tab > Options 

menu > Show selected 
 
This will reduce your list of students to just 
those you selected. 
 

      
 

3. Now you can proceed with printing reports as 
previously described. 
 

 
 

 
 

4. If you have a Combined Grade, you might 
want to print reports separately for each 
grade. 
 
This is very important if you have a K-1 class 
or a 3-4 class because the type of report card 
changes over these divisions. 
 
While in Student, click on the Filter menu 
button. 
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5. You will be given a menu to choose from. You 
want to select the 
Grade Level = ? option. 
 
If the Grade Level option is there, skip to 
Step 8. 

 
 

 
6. If that option is not there, you need to click 

Manage Filters. 
 
You will then see a pop-up that lets you 
change the filters.  Click on New. 

 
7. Enter the word “grade” in the search box.  

Click on Grade Level = ? and then press the 
OK button. 
 
The Grade Level filter should now be added. 

 
8. Now, I can filter by Grade Level, as shown in 

Step 5. 
 
The Search criteria pop-up will let you 
choose a grade level from the drop down 
menu. You should then press Submit. 
 
Your student list should now should only the 
students in the grade you have selected.  
 
Now you can proceed with printing reports as 
previously described.  

 


