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Email Progress Reports via Skyward Gradebook 

 

 

 

Teacher Access > My Gradebook >  

Reports for All Classes dropdown menu >  

Email Progress Report 

 

 

 

 

 

 

 

Add a new Template if one has not  

already been created  

 

 

 

 

 

 

Choose the Report Name and Save 

 

 

 

 

• Select the options based on the type of Progress Report being emailed. Making sure to choose the 

current Grading Term from the dropdown menu 

• Email Progress Report can be sent to only students who are failing by checking the box and entering a 

grade of less than 70 or make no selection to send an Emailed Progress Report to all students 

• Once all selections have been made click Save 
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Highlight the Template created and select  

the Create Emails tab 

 

 

 

 

 

 

Choose the Next tab 

 

 

 

 

 

 

 

 

Choose your Recipient Options  

 

 

 

Create the email to go out to 

parent/guardian  

 

 

Once the email has been composed, select 

Process Emails tab 

 

 

 

Below is an example ONLY of what the parent will see along with the attachment of the Progress Detail 

Report with assignment/grades listed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


