How to print progress reports for a class, or for a single student.

1. Click on the green button with the three lines on it.
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2. Choose Gradebook from the menu on the left of the screen.
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3. Choose either “Student Progress Report by Class” if you want everyone in the class to get one, or “Student Progress
Report by Student if you just want one student (or just a few students).
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4. Fill in the appropriate fields in the reports (you must make selections in any field that has a red asterisk). If the field
box has a magnifying glass in it, you need to click on the magnifying glass to get to the list of possible classes or students.
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5. When you have filled in all the fields you want/need, click “Run Report” at the top left of the page.
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6. If the report(s) look(s) good, you can print, save, or download them with buttons at the top of the window.
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All done!



