
Sending Progress Reports to the Office – Teacher Instructions
The following is a list of items that should be completed to prepare and send progress
reports to the office to be printed. The items are listed in sequential order and should be
completed in this order.

1. In your GradeBook go to Reports: New Progress Report Setup.
2. Name the Progress Report. Please Note: Do not put a slash (/) in the name.
3. Enter the date through which assignments will be included and check necessary boxes.
Please Note: The office prints off progress reports in a specific date range. If you do not
know the date for which progress reports are being printed contact the office.

6. After choosing the students and comments for one course, click on the Course: drop
down menu. It is very important that you do all of the kids in all of your courses in one
progress report. Do not set up separate progress reports for each course. This is because if
you accidentally send multiple progress reports to the office for the same student in the
same date range for which the office is printing, it will print multiple progress reports for
that student. To eliminate this possibility, simply create one progress report for all
courses.
7. After completing all students in all courses, click the Done button.
8. Go to Reports: Send Progress Reports to the Office. Choose the Progress Report
you created and click Choose.

9. If you need to correct a mistake, update a student’s progress report, or need to re-send
progress reports to the office for any reason, go to Reports: Edit Progress Report
Setup, choose the Progress Report you created previously and make changes to that
progress report. This ensures that when you re-send your Progress Report to the office the
newest Progress Report will replace the older Progress Report with the same name.
10. To resend Progress Reports to the office, go to Reports: Send Progress Reports to
the Office. Choose the Progress Report you created and click Choose.

4. Put a dot next to each
student for whom you
wish to create a progress
report, or click the Print
All, Print Above %, or
Print Below % buttons.
5. Highlight each
student’s name that you
want to attach comments
to and either click on the
comment you want to
attach and/or hand type
additional comments in
the Additional Comments
area.


