REPORTS IN GRADEQUICK

Step-by-Step” sending reports to Edline:

Open up GradeQuick

ding MEEEEN Edline  Options  Window  Help
Open the class for which you’d like to . student e
send a report ;:_ Test or Subkatal o
pory|  FUMMAry Memo SIIZ‘u?Icir'utlz‘:’ Sl_a; Iemtzo Su:pJI?":I
GoTo Reports Attendance
ﬁ [ Spreadshests

Choose Edline Reports, then choose the
Singe Term only. The report will appear.
See below for important configuration
information.

ulti-file Progress - Cne teacher

Tulti-file Progress - Mulki-teacher
Report Card Style - One keacher

Report Card Style - Multi-teacher

Edline Reports

* vREAw v v v ow T v v ow

Elementary School Report Cards
Foreign Language

Cuskomn Report,..

Lisk wizard. ..

MailinglLabels

Single Term Only
Standard with Parent Signature
Single Term with Parent Signature

IMPORTANT -- CONFIGURE YOUR REPORT!
If your reports are already configured, skip to page 4

Choosing how you want your report to look is really important. In order to create the “perfect” report for your
students and parents, go through the steps outlined below. Regardless of what you do, remember to Save
configuration after each option, otherwise will have to do it each time you create a report!

STUDENTS
1. Select Students: This allows you to choose
Prinkt  Wiew MM Tests  Cptions  Help which students will get a report and which ones
% @ H select students, .. A won’t. If the student is highlight in blue, they

get a report, if they are in white, they don’t.
(there’s also an icon of a head...clicking that
will also allow you to choose students.

Student infa...
Skudent overall skakistics. ..
Aktendance. ..

fuminsy Infbomation Shudanl Data §ields:
[ Hamn [~ 1B M
, .. . Lotal " Hvimean Hedhdete -
2. Student info... This is where you choose what kind of | # EnslAvesass [ Einal fiade Phovs
information you want about the student on each | . jum mies e siubents s
report. Play around with this to see just how much | o 0 g
information you want to show. (Hint: both “Final | ¥ Pint missing wo ksts Orade Lovel
. Py s ¥ Lound [ somgd Wesk B0) a8 Miszing G5 cale
Average” and “Final Grade” do not need to show). Py sissdonis w! mws sy ok Shudend Emal
o] a
Skl Il e ke
o OF 7 Hew X Concel
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Student Overall Statistics

T D R . 3. Student 0v§rall Statistics... Be careful of what you
leave showing on the report...sometimes there’s just
 Petcentils too much information! DO NOT CHECK RANK!
™ Quartile If it is checked, UNCHECK it!
[~ Deviations from mean
[ Mormalized
o 0K
XK Cancel
Attendance g|
4. Attendance... Most of us do not use the attendance F I":a: :"’Z‘?"C“-s F tis: :a:l‘-s fhile"‘
. . . . otal tarmes 150 dales Lar
features in GradeQuick so there is no need to have this ™ Total dags penalty |~ Total days plej;ent
information included. Uncheck everything here... [ Daps possible
Dates

Count attendance from |

tul

o 0K X Cancel

‘? Help |

8 Print Preview-Editor: Page 1 of 1 TESTS ‘ ‘
From here you can determine which grades you want to show

on the report, what information you want about each test AND

=R @, elect tests and subtotals. . what information you want about each score.
Test info...

Print Yiew Students WIEEEN Options  Help

scare infao..,

Select Tests @

Quick Buttons

1. Select tests and subtotals... From here you Seloct All | Select None |
determine exactly which scores you want on
the report. You can see that there are many N —— — —
options. Only you can determine what you
want showing on each report and the only Category Subtotals Al | _MNone |
way for you to know is to “play around”. Term Subtotals Al None

Category-Term Subtotals All None

Choose from tests between:

Start date:
Set
? Help | Stop date:

o OK X Cancel
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Information About Each Test D_(

Test Information

v Mame [w Category

v Date v Poszsible

[ Term [~ Weight

Test statistics
[~ Mean [~ High Score

[~ Median [~ Low Score

[~ Standard Deviation [~ Wariance x Cancel
[~ Mumber Taking [~ Top Quartile [(3rd)

[~ Range
[~ InterQuartile Hange

[~ Bottom Quartile [1st)

_ ? Help
Options ’
[~ Use long test names [v Print test names key
r [v Print symbols key

3. Scoreinfo... Again, less is more. The
statistics part of this is unnecessary unless
you want to create more questions than
you’re willing to answer. The “Options”
portion is useful and you can determine what
you want/need by playing around with these.

2. Test info... There are many choices here. It’s
probably best to use the “less is more” theory.

Information About Each Score

Statistics about each score

[~ Percent [ Quartile ‘/ oL

[~ Rank [ Deviations from mean

[ Percentile [ Mormalized

x Cancel

Options -

[v Aszsign test grades using current scale

¥ Print term grades ? Help

v Usze long grade names

[ Mark Dropped scores

[+ Print zcore footnotes

[v Print zcore footnotes key

£ print Preview-Editor:
Prink

Page 1 of 1
Help

Wiew Students Tests

Dpkions

Fonts...

Sad A g ¢

v Print repart mema
Print grade scale
Load picture
Show Student Pickure

v Box page

v Every student on new page
Draw line every three rows
Class information, .

Options Pick and choose the options you want.
If you are using strictly number grades, you do
not want the “Print grade scale” to be checked
(it will show the value of letter scores).

I don’t believe the “Show Student Picture”
option is really available to us.

Good luck with your report!

 Arerple Elemendary SCHOGL

DON’T FORGET TO SAVE THE CONFIGURATION
OF YOUR REPORT!!!!

READ ON FOR HOW TO SEND YOUR REPORT
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You’ve configured your report...

Click on the GLOBE
(with a B) icon to send
your report to Edline.

...and saved your
configurations

COphions  Help

The Send To Web Options will appear. \

You should have chosen which students you want to
receive the report so choose Send Selected Students
of the Current File.

™ Send Selected Students of Current File

7 Send Al Students of Curent File

& e e Make your choice and click OK. The www report info

page appears /

o 0K X Cancel

? Help ‘

First, enter a description of the

report (ex: current grades)

WWW Report Information

Flease enter Class 1D T 45 034909

o DO NOT CHANGE CLASS ID
Please enter report Description: 4

Send This Report

Cancel

Finally, click on Send This Report. The report will be sent to Edline.
Once the report is sent, you will get a confirmation message from Edline
and then you will be required to log in again.

Let’s see what you got:

Contents
1. Log into Edline=>Choose a class=> Contents on the right side of the :
window. You should see a folder labeled with the description of your ' = 1stQuarter Grades

report. Click on that folder.

~ | Assignments Folder
~ | Math Vocabulary

Folder
ADANS, MAIM Tests
ARPEY, JACK : -Recydle Bin
ATKINSOM, MARJORIE-S
BECKER, ASHLEY
CHYNOWETH, WILLIAM 2. You will see a list of students that received your report. Click on the
CLAVERIE, GENEVIEVE student’s name to see the actual sent report. If you are unhappy, you can

COMBS, BRANDON
FOLEY, MICHAEL
FRAGOMENI, SARAH
GRYBOSKI, AARON
MAJOR, SEAN
MCMAHOM, RIAGAN

delete the reports and start again.
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