Weekly Report Memo HS/MS/IS 
EVERYTHING  is ALL REVIEW of the way we set up this report--- once you are certain everything is complete,  BE SURE YOU SELECT SAVE CONFIGURATION

Uploading to Edline including Assignments and Missing Work Lists
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Open one of your gradebooks

At the top of the page select the icon “POST to Edline”
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Once you have selected “Post to Edline” you will process to the Print Preview editor.
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We need to make sure the appropriate information is selected in order to post all the information onto the report. 

From the Print Preview tool bar select Students>Student Info and be sure the following items are selected on this page: Name,  Print Missing work list Select OK
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From the Print Preview Toolbar

Tests>Tests and Subtotals Make sure you Select All -- so that all assignments are highlighted Select OK
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From the Print Preview Toolbar 

Select Tests >Score Info Make sure the following items are selected: 

Name, Date, Term, Possible

Select OK
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This information should be defaulted in there, but if you do not see the subject  or 
Teacher name on your report this is how you fix this. 
From the Print Preview Tool Bar select 

Options>Class Information Make sure Subject and Teacher Name are selected or highlighted  Select OK



BE SURE YOU GO TO PRINT >SAVE CONFIGURATION—THIS IS THE FUNCTION THAT KEEPS YOU FROM HAVING TO FOLLOW THESE STEPS IN EACH OF YOUR GRADEBOOKS But the first time go and check all the settings in each gradebook and select Print>Save Configuration after you have it set.
 Once on this page select the globe icon- which is “send to edline”
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The “Send to Web Options” will then appear:
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Select “Send Several Files”  then select “OK”

A For Your Information Box will appear
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Select All your Classes:

[image: image9.png]Selectfles to include in this report
ly checking the relevantfiles

[ Tathieticscorder. gbk (388810_1_0)
[ dathieticscordert.gbk (377610_1_0)
[ 7pecordert. bk (358811_6_0)

Previous Selection

Selected fles will appear n the reportin
the orderthey appear below. Drag afile
to change its position

X Cercel |




 Then select OK

Select All on the student section
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Name your Report Weekly Report
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Select Send This Report

Because you MAY have been logged out of EDLINE in the process you may be prompted to login to Edline and then the files will process and you will get an Upload Results Message like the following:
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The Icon now says Post instead of Send











