Progress Reports

(individual students/teacher generated)

	1.  Make certain the correct class and term are selected.
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	2.  From the INDEX tab, select STUDENT SUMMARY.
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	3.  Make any selections you wish.  Take time to be familiar with each.  You have an opportunity to make comments under TEACHER COMMENTS.  Do not GENERATE REPORT yet.  Select the student(s) first.
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	4.  Select the student(s).  To deselect all students, undo the check by TOGGLE STUDENTS.  Then select the individual students you wish to print a report for.  When all this is done, GENERATE REPORT.  You will need to do this for each class, depending on which students need a progress report.
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