Uploading to Edline:
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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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
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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******
