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Emailing Progress Reports

You can use this emailed report any time there is a need to communicate your student’s progress
to his or her parent/guardian.

Some parents or guardians may not have furnished email addresses at registration. These may
be added by the registrar on your campus anytime, but you cannot email progress reports unless
a valid email address is on record.

You must follow these instructions for each section of students in your gradebook.

Log into Educator Access Plus (only have to do this once)

Click ) My Gradebook

Click Secondary Gradebook for the section your student is registered

Dept Subject  Terms Period Days Meet Class Description '
OTH OTH 1-6 1 MTWRF AIDEMC § 61 SIDE (MC) Secondary Gr$debook

Choose ' Reports = | on the menu bar, and click ~ Email Progress Report  nder the Gradebook
section.

Report; Email Progress Detail

There are 4 templates for you to choose,

i N =i Curr Term;Mo Count;Ungraded; Cormments; Sig; Attn Totals
aCCOrdIng the content you want to include 210 Curt Term:Mo Count:Comments:Sig:Attn Totals

in the progress report. The default 20 Curt Term;Ma Count;Unaraded;Comments;Sig;Mo Attn
template #900 iS Selected at rlght Q30 Curr Term;Mo Count;Comments; Sig;MNo Attn

Typical criteria included on a progress report include:
e Curr Term = Current term (six weeks)

e No Count = assignments which you have marked “No | If you need additional
Count” will be included in list criteria, or want to change

e Ungraded=assignments which you have not yet graded | the report format, please
(*) will be included in list refer to Adding a new

e Comments = any comments for the student will be progress report template at
included the end of these instructions.

e Sig = asignature line will be added
e Attn Totals = attendance information for your class
will be included
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Click Create Emails

Mext
Select all | Clear All | ——
Prey
Student
Guardian Email Address
CHAMDLER, CARMALEE Mo Ernail Address Available
CHAMNDLER, DARLA zechanclani@anl,com
CHAMDLER, MICHAEL ZECHAMCLAN@ACL, COM
MADDON, JOSHUL R Mo Ernail Address Available
MADDOK, RICHARD Mo Ernail Address Available
MACDOH, TAMYA Mo Emnail Address Available

The list of students in that section will be sorted by student, with each parent or guardian listed
below the student’s name. A green and an email address will indicate which parents have
email addresses on record.

To send progress reports to all with email addresses, click _Select All |

To send a progress report to only one or a few parents, click _Clear Al | and then place a
next to those parents you want to include in the mailing.

Click __ Mext |
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Process
Ernails
Prew

Redpient Options
[ ] Send samples to TAMMY BAMKS and don't emal guardians/parents

[ Send a copy of all emails to TAMRY BANKS (thanks@barbershill.isd. esc4.net )

Text Options

Email Surnmary: Progress Report for [Student Mame] in AP PHY / 01 Prd:1 AP PHYSICS

Enter Text of Email:

Recipient Options

____Send samples to Teacher Name and don’t email guardians: send a sample of the progress
reports to the teacher without sending to parents (dry run copy if you want)

___Send a copy of all emails to Teacher Name (address): A CC for every person you chose to
send a message to will be generated and sent to your mail box.

Text Options

You may enter text which will appear as the main text of your message to all whom you included
on the parents page.
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Process
Click Emails

The print process will execute as for any other report.

lgbadm2E.p EAREERE HILL HIGH ECHOOL Date: 0DB/28/08 Page:1

03.06.01.2 Progr=ass Detail Email Report for P1 08/14/06 - 09/01/04 Tine=: 5:02 PM
Teacher: BAWMES, TAMMY School Year: 2006-2007

Courae AF FHY / AP PHYSICS Sec: 01 Perdleds 1 Room #1 A223

Email Sent To Emall Error Hegsage/Status

BANES, TAMMY Email has besn accepted for dsliwvery.
MESZAROS, BERTHA Email has bee=n accepted for dsliwvery.

A PDF report similar to the one above will be generated. This report IS NOT the progress
reports. Itis only a report of the status of the email messages you chose to send. In the case
above, | chose to email one parent, and asked for a copy to be sent to teacher (Ms. Banks).

NOTE: you may want to print this report. It is a receipt that proves you did send progress
reports to those persons listed. It will be retained in your Print Queue only 2 days.
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Viewing the actual progress reports

Once you have emailed progress reports, you may view the actual reports sent as attachments to
the messages generated by the gradebook system.

From the gradebook main screen, click Reparts = and then click ~ iew Emailed Reports

Date Created Time Created To Address Status

08/28/2006 502 PM BERMESZS 1@l COM Sent Yiew Attachment - -
08/28/2006 5:02 PM thanks@barbershil.isd.esc4.net Sent View Attachment i
01272006 2123 PM bobiosdey 1 net Sent View Attachment

A listing of the emails you have sent will appear like the image above.

Click the = &% pytton to see a To: BERMES281@A0L.COM
cc
i BCC:
Su m mary Of the emal I message' The teXt’ Subject: Progress Report for CHRISTOPHER MESZARDS in AP PHY / 01 Prd:1 AP PHYSICS
H H Body: MS. M , this i ly a di trati f th il t: tion. 1
StatUS, dateS tl mes Sent, and emall oy ezaros, this is only a demonstration of the email progress reports section,
. . There is no action required on your or Chris's part.
address will be displayed as shown at _
R If you have any questions, please contact me.
r g ht Bill Mansel
Instructional Technologist
Barbers Hill ISD
BMansel@bhisd net
281-576-2221, ext 1289
Date Created: ™Monday, August 28 2006
C I . k th al b tt t I th . Time Created: 5:02 PM
Status: Sent
IC €. utton to close IS Date Saeﬁi: M?:lr:'lday, August 28 2006
1 Ti Sent: 5:02 PM
wi ndOW Att‘ggimszt: Yes

NOTE: you cannot print a copy of this window.

Click the = wiew Attachment  |ink to open a PDF copy of the progress report that was attached to
the email

The resulting progress report will be identical to one printed the old-fashioned (paper) method.

You may save A or print == the report as any other PDF document.
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Adding a new progress report template

Click Add a new Termplate |to create a new template

Add a new Report Template for the Email Progress Detal Repoart.

Sequence #: |10 Save
Report Template Name: |new progress report termplate %

Let the computer assign a Sequence #; use a template name that will have meaning to you later.

Select Parameters for Email Pro
10 - new progress report template
Assignments

Display Grades and Assignments for Term: | (8= iRk e e = el sg Save
Undo
Display Mo Count Assignments Display Signature Line Back
[ Display Ungraded "*" assignrnents [ Display Student's Advisor

Display Student Assignment Cornrmerts [ Display Attendance Totals

Display Missing Assignment Indicator and Reason Ernail Report to:

[ Only print student with less than & Guardians O Students ) Bath

final percent

Report Format
Display a list of Missing Assignments for each student

Free Form Header
Label 1:

Label 2;

Free Form Footer
Label 1:

Label 2:
Label 3
Label 4.

Class Comments
Comrent:

Choose the criteria you need for your new report from the choices as shown above. When you
are done, click —=2v&

NOTE: Choose the term for which you are running the report from the drop down menu.
Otherwise, the report will default to the current term.
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