
Emailing Progress Reports

This guide will provide the steps for sending out progress reports/report cards in
mass from the campus. The reports are attached to an email as a .pdf
document and the body of the email will be composed prior to sending.

1. Navigate to the Frontline platform at https://waco.teams.hosting
2. Open the Report Profiles menu and find the ‘Progress Report’ option.

3. Complete the settings for the report as follows: (**Progress reports can be
run by grade level if all reports will not generate at one time**)

https://waco.teams.hosting




4. Choose the ‘Send Email to Parent’ option at the bottom of the window.

5. Complete the required fields matching the grade level chosen during the
original report.

6. Insert a body for the email. Work with your campus leadership for the
body of the email as this could include important dates, information
regarding the parent self-serve portal, etc…

7. Select ‘Send Email’ at the bottom of the window.



8. Complete process for all grade levels.


