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Part IV: Report Options 
Report options apply to the Progress Reports you can email parents, 
students, Guidance Counselors, Case Managers and Vice Principals. 
 
Set Report Options 
To set your Report options: 

4. Navigate to the GradebookProfilesList screen. 
5. Locate the Profile you wish to edit and click on the P icon button. 
6. Click the Reports tab.  This brings up the 

GradebookProfilesReports screen. 
7. Select your choices for each of the Report options: 

a. Only Show Graded Assignments:  Yes or No 
b. Show Teacher Signature Line:  Yes or No 
c. Show Parent Signature Line:  Yes or No 
d. Show Category Averages:  Yes or No 
e. Show Class Averages:  Yes or No 
f. Round Averages to Two Decimal Places:  Yes or No 

(always answer ‘yes’) 
8. Click Save to save your choices. 

Part V: Workgroups 
You can divide your class into “Workgroups” of students.  Before you can 
place students into Workgroups, you must create your Workgroups. 
 

Create a Workgroup 
1. Navigate to the GradebookProfilesList screen. 
2. Locate the Profile you wish to edit and click on the P icon button. 
3. Click the Workgroups tab.  This brings up the 

GradebookProfilesWorkgroups screen. 
4. Enter your choices for group Name, Description and Colors:: 

a. Group Code: - A ONE character code ‘name’ for the Group.  
Use: UPPER CASE LETTERS lower case letters, numbers 
(0-9) and punctuation! (@#$%^&*+=?) as group names.  

b. Description- Description of the Group 
c. Color Scheme - Get codes for the Background  and Font  

colors from the “Color Chart” found in the “HOW DO I” drop 
down at the upper right of the screen. 

d. Sequence #:  - Put the group in the order you wish. 
5. Click Save to save your choices. 

 

Link Assignments to Workgroups on the Create & Modify Assignment 
screens. Link students to Workgroups on the Class Roster screen.  The 
linkage to Workgroups is always “loose” – you can grade any assignment for 
any student, but Workgroup linkages are illustrated with highlighting.
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Assigning Profiles to Course Sections 
 
Procedure to Change the Named Profile Used for a Course Section: 

1. Go to the GradebookHome tab 
2. Select a course section and click on the Setup second level tab.  

This brings up the GradebookSetup screen. 
3. Locate the “Course” drop down at the top of the screen and select 

the course whose Profile you wish to set. 
4. Locate the “Profile” drop down and select the named Profile you wish 

to assign to the selected course section.  
5. Click the “Save” disc icon next to the Profile drop down.  This sets 

the course section to use the newly selected Profile.  The settings for 
the Profile should now be displayed on the screen. 

6. To change the Profile setting of another course section, use the 
“Course” drop down at the top of this screen to select a new course 
section and repeat steps 3 and 4. 

7. To verify the changes, click on the GradebookProfiles tab or the 
GradebookHome tab.  The course sections should now be shown 
as using their newly selected Profiles. 

 

 
 
The GradebookSetup screen is used exclusively to link Course Sections 
with named Profiles.  The entire bottom portion of the screen simply displays 
all of the settings in the section’s currently selected Profile.   Scroll down to 
see “Preferences”, “Grade Values”, “Categories”, “Units” and “Workgroups”. 

Select a Profile from 
the drop down and 
click the Save icon

Select a Course 




