POWERTEACHER PROGRESS REPORTS PROCEDURE

1. Click on the first student’s name in your gradebook. From the Tools menu — select
Score Inspector.
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2. Type custom comments in the empty box. Click on the Comment tab to enter
pre-defined comments. Use the down arrow to the right of the student name to switch
to the next student.
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3. Once finished entering comments for each student in your gradebook, click on the
Reports Icon in the upper-right hand corner (maximize your window if the Reports icon
is missing). Double-click Individual Student Report.

- Uncheck the Categories box. Inthe Date Range field select the current quarter.
- Click on the Layout tab and change the Report Title to Student Progress Report.
- Check the include box next to Signature Line. Click on the Run Report button.

- Print 1 copy for the student to take home and have signed.
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4. Print the Final Grade and Comment Verification to hand in to the Registrar
- Double click Final Grade and Comment Verification
- Next to Reporting Term select the current quarter from the drop-down menu
- Print the report and hand it in to the Registrar
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