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GRADEBOOK: GENERATING UNOFFICIAL PROGRESS 

REPORTS 

Quick Start Guide 

This Quick Start Guide will take you through the process of generating progress reports for all or 
select students in your section(s). 

Open the Progress 
Reports Screen 

1. In the menu bar, 
click “Progress 
Reports.” 

  

Select a Class 

2. In the Class 
dropdown, select 
the desired class. 

  

Add a Comment 

3. If desired, enter a 
comment code 
number in the fields 
provided. 
Descriptions with 
corresponding code 
numbers are listed 
to the right. 

Note: Only one comment 
will display on official 
progress reports, so 
ensure that the most 
important comment code 
is entered first. 

 

 

 

4. After entering all 
comment codes, 

click . 
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Indicate your Student 
Population 

5. Select your desired 
student population 

in the 
dropdown.  

              OR 

     Check the box next  
     to the desired 
     student(s)’ names. 

 

View your Options 

6. Click . 

 

 

Select Options 

7. Check the desired 
boxes and radio 
buttons for Grades, 
Misc., and Print 
Options details. 

Note: The “Show Math” 
option will add a panel to 
the unofficial Progress 
Report, displaying the 
mathematical calculations 
that determine the grading 
period average. 
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Enter Notes 
 
8. Select the desired 

student population 
and language. 

 

 
9. Enter a specific note 

for that student 
population.  
 

Note: These notes will 
only display on unofficial 
(teacher-generated) 
progress reports. 

 

 

10.  Click . 

Generate Progress 
Reports 
 

11. Click . 

 

 

View and Close 
Progress Reports 
 
12. After viewing and/or 

printing the progress 

reports, click  
to close them.  
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