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Sending Progress Reports to the Office

1) In your GradeBook please select Reports--Progress Reportsﬂzorts
Progress Reports

2) If you have already saved a Progress Report a window will

appear with the previously saved report. If you wish to use
that report click on it and then click on OK. If you wish to m
create a brand new report please click on the New button. m

Report Name: ** New Report **

3) If a New Report select the Date j
and the items you wish to appear on ~ Report Date: |9/ 17/2012 &= Course:
the report.
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7) You may repeat steps 4 and 5 and 6 for other sections of your Classes. When finished click on the Save
Report Button and give the report a name.

I
J( Save Report )( Save Report As:

8) Finally, click on the Preview button and then on the To Office button.
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