
1. Reports 

2. Progress Reports 

3. Default Student 
Completion Report 4. Settings 



1. Name your report 

5. Curricula 2. Select Yes 

3. Select Yes 

4. Select Expand 



1. It is ok to leave all selected 
2. 

Assignments 



1. Click Search 

2. Select all 
Assignments 4. Students 3. Add Selected Items 



1. Add 

2.  My 
Students 

3.  Check the 
Students you want 

on the report 

4. Add Selected Items 



1. Students chosen will 
appear here 

2. Schedule & Send 



1. Automatic Reports 
on/off 

4. Check to send 
report to you 

On= auto reports every week 
Off=One time run of report 

5. List emails of 
others getting report  

(parents?) 

2. Chose Every week 

3. Sunday is the best 
day to send reports 

6. Mark PDF 

7. Give a general 
message 

8. Run 



1. Save  

2. Run Now to view 
report 



4. Time spent on 
subject 

2. Accumulative 
Yearly % score 

3.  Completion 
Progress & %   

1. Student Subjects 



1. All My Reports 

2. Your reports will be 
listed here 

3. To copy report for 
another student click 

Settings 

To Copy Completion Report 



1. Chose Students 

2. Remove student 
and Add new 

student 

3. Schedule & 
Send 

2. Remove student 
and Add new 

student 



1. Change Email 
Address 

2. Save As 



1. Change Student 
Name 

2. Save 


