· Printing a Gradebook Summary for your class:

Open your gradebook>>Select Reports>>> Spreadsheets>>

Single Term Gradebook Spreadsheet
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This will automatically bring your gradebook up in the print preview mode

Make sure you have “Show Term 1” selected.  (more info to follow on Term 2)
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In order to make sure that ALL your Students and Data are showing before you print:

Select Students>>Select All>>Select OK
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Then Select Tests>> Test Totals and Subtotals>> ALL>> OK
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Select Students>> Student Info

[image: image5.png]Information About Each Student a

Summary Information Student Data Fields:
¥ Name 1D Number
¥ Total I~ Maximum
¥ Einal Average I” Einal Grade
=
Missing Work Options
i " Grade Level
GPA Credits
¥ Count Exempt Work (X's) as Missing GScale
I~ Print only students w/ missing work Mother's Name

Father's Name

I~ SKill information;

o

3





On the information about each student display make sure the following categories are selected or checked:

· Name

· Total

· Final Average

· ID Number

· Final Grade

Select OK

In order to Save this configuration:

Print>>Select Save Configuration

To Print this Report:

Print>>Select Print Report

*****When you have finished for Term 1 then you will need to follow the same procedure to print a Spreadsheet for Term 2****

After You have completed both terms…

· Print semex1 Spreadsheet/Report
On the original Gradebook Screen…

Select Reports>>Spreadsheets>>Gradebook Spreadsheets
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Select Tests>>Tests and Subtotals>> NONE

***Then Highlight in the box:  Semex2
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Make sure that all your students and their information is selected (look at previous instructions).

· Print Semester Tests and Subtotals Spreadsheet/Report

Option--short report for your keeping:

If you want a copy for yourself that has term1, term 2, semex3 and semester avg, you can do this easily using List Wizard. 

Printing Gradebook Summary by Term








