AMERICAN SCHOOL OF GUATEMALA

Posting Grade Reports to Edline
Step 1 – Once you are in Gradequick, select the “Post to Edline” icon at the top of your browser. After clicking this icon it should take you to a report to be sent.

Step 2 – At the top of the browser select “Student” and then “Attendance.” Uncheck the following information: total absences, total tardies, list dates absent, list dates tardy
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*If you do not have the same options checked or unchecked as in the pictures, the layout of the page will be different.

Step 3 – Next you need to select which assignments you would like to be on the report. To do this, first select “Tests” and then “select tests and subtotals.” You also want to choose from test between 11/26/07 - 03/14/08. While the same box is up, you also need to select the trimester sub categories (etc. trimester 2 H, CW) and the Trimester 1 and 2 all the way at the bottom.
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Step 4 – Go back up to the top and reselect “Tests” and then “Test info…” When this box pops up you need to do two things. First, make sure both “Category” and “Term” are checked and then uncheck “print symbols key” at the bottom. 
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Step 5 – Select “Students” and then “Student info…” Uncheck the option for “skill information” at the bottom of the box. 
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Step 6 – Save these settings so you do not have to run through all these steps every time you want to send a report.

Step 7 – Click on the “Send to Edline” icon at the top of the browser. It should be the fourth in from the right.  Select the “Send Several Files” option. 

Step 8 – Select the class/section the report is from. (If you try and send all of your classes at one time, the reports will be set to the default settings. It is recommended you send them one class at a time to keep these changes.) 
Step 9 – Select the students you would like to send reports to. 

Step 10 – Name the report. Name using your subject heading and date sent (etc. SS_Feb15th) and click on send report. A bunch of things will happen you don’t need to worry about and then it will tell you your reports have been sent successfully. Each time you send a report, all students and parents in that section will receive a notification email. 

Adding Comments to Reports

Step 1 – When you are in Gradequick, add a short comment into either the C1 or C2 column. (Whatever you put in the column will eventually appear at the bottom of the report, so get ride of the numbers from midterms…”zap column”)
Step 2 – Click on the “Post to Edline” icon at the top of your browser to pull up the report again. At the top of the browser select “Student” and then “Student info.”

Step 3 – Select C1 and/or C2 under Student Data Fields on the right hand side of the box that pops up.
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Step 4 – When you select “ok”, whatever you typed into the column in Gradequick will appear at the bottom of the report. (It will also appear on the report card if you do not go back and delete it.)
SCarpenter Feb. 2008
