
Q End of Semester Report for the Registrar 

In Q, go to your reports area: Menu > Marks > Reports 

 

 

 

 

 

 

Scroll down…………. 

 

 

 

 



Open the Reports > Marks folder and find the Grade Book Task Summary Sheet 

 

 

Set up your Report Options as illustrated below. The Include Assignments From: 

dates should correspond to the semester you want the report to cover.  

 

 



 

Make sure your check boxes are set like this:  

 

Save your report with this naming format: 

last name     semester     year 

Example:  Murphy Summer 1965 

 Use your name, the current semester and the current year. The above is 

just an example. Save it to your computer and put it in the registrar’s drop 

box. 

 Julie will send out a link to the current drop box for each new semester. Be 

sure to use the most current link. 

 Drag and drop your grades into the window that opens when you click the 

link. 

 If you need help contact Pat Murphy, email for this will work. 


