Uploading to Edline including Assignments and Missing Work Lists

HINT: MAKE SURE YOU SHOW TERM 2 FROM YOUR GRADEBOOK AND ALSO MAKE SURE ONCE YOU ARE ON THE PRINT PREVIEW EDITOR YOU ALSO SELECT TERM 2

Open one of your gradebooks

At the top of the page select the icon “Send to Edline”
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Once you have selected “Send to Edline” you will process to the Print Preview editor.

Once on this page select the globe icon- which is “send to edline”
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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, Final Average, Final Grade, 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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From the Print Preview Tool Bar select 

Options>Class Information Make sure Subject and Teacher Name are selected or highlighted  Select OK
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Then follow the same steps as in previous uploads. 

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. 

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 “OK”

On the “Select Multiple Files” page individually select each book you want to send and then select “Add to the List” so that it appears on the right-hand column

Select ALL the files in your gradebooks so that you can send all at one time EXCEPT your model gradebook (if you have one), the demo file, and the auto-save
Then select ok. You will then receive the following message:
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Select yes
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On the “Select Students” application  “Select All” for all students in all your gradebooks and then select “OK”
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On the “WWW Report Information”   type in “Weekly Reports”  after the first time you will then be able to use the pull down menu to select it. Then select “Send This Report”

You will then be prompted to enter your username and password for Edline

[image: image13.png]elcome to EDI 050 erne orer provide e A ool D =1olx|
Eile Edt View Favorites Tooks Help | &

(DBack - &) - %] 2] 1| )Search Y¢Favorites @'Media € 0~ = | J QA KD B

Address I@ https://www .edline.net/InterstitialLogin.page

Go |Links ”

‘

Sign In

NEN

[&loone [ [ 8 @ et





[image: image14.png]Edline | robin finley Home | Help | Logout

Please wait while the upload data files are analyzed...





You will receive a message that the data is processing.
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Once you have completed the process you will receive a message that is called “Upload Results”   *****If you receive any errors on this page, print the page, log a ticket and then send the printed document to the tech building******
