[image: image1.png]Ifound this is the easiest way for me to run progress reports.
When you are in Gradebook go to score sheet then.

1. Click onthe Plus sign under Student Groups (left hand side of screen) and choose *Add Group Set.”
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[image: image2.png]2. Awindow will appear asking for a name, | typed called my group progress reports and click “OK."
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3. You will now have a group called Group 1 (0) people enrolled. You may now enroll individual students by dragging them over one at a
time or you many choose several students by holding the Ctrl button down while clicking on students, and then drag them over or you
may choose to enroll all your students by holding the shift key and clicking on your frst studert, then click your last student. This wil

highiight all your class, just drop and drag them over to the group. (I chose to put my entire class in this group, so I never have to add
anyone through out the year.)




[image: image3.png]3. Youwill now have a group called Group 1 (0) people enrolled. You may now enroll individual students by dragging them over one ata
time or you many choose several students by holding the Ctrl button down while clicking on students, and then drag them over or you
may choose to enroll all your students by holding the shift key and clicking on your frst studert, then click your last student. This wil
highiight all your class, just drop and drag them over to the group. (I chose to put my entire class in this group, so I never have to add
anyone through out the year.)

Now when you need to run only one or a few progress reports, click on reports.
Choose ‘Individual Student Reports.”

Choose the student(s) you want to print a report for (see #3, for how to choose students)

Check PDF format_ selected class. selected groups and/or students. check the boxes to include and hit run.
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