Creating Email Lists in Gradebook

The Gradebook - Setup - Progress Reports screen allows you to create contact lists of email addresses
and then gives you the ability to create emails through Outlook to those contacts and also send out
Progress Reports for selected students. Your first step should be to make sure your Gradebook User

Profile is accurate. To do this click on the Gradebook — Home — User Profile tab and make sure your
email address is correct. Click Save.

To set up this feature you would
click on the Gradebook — Setup -
Progress Reports tab to create an
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First add the Email List Name and
choose the LR Contacts in the

Include these email addresses then
click the Add Email List button.
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After you have created the lists you
can View List Contacts. Choose the
class from the User Email Lists and
click View List Contacts.
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To send an email through Outlook
select the students from the
appropriate email list on the User
Email Lists - View List Contacts tab by
checking the box next to the email
addresses and then click the link Send
Email to Selected Contacts. Outlook
will open and the email addresses will
appear in the BCC line to ensure that
not every email address is listed in the
email you send (for privacy). This
would be a good mechanism for
sending generic emails regarding
homework, upcoming projects, etc. to
the whole class.
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34012 | Aguije, Valerie Amelia B 2 | [ |LR - Home Jorge [ Mancy Aguije naguije@acl.com j
34018 Barrett. Benjamin Edwin @. 2 [ LR - Home Arthur / Ellen Barrett aekabm1006@aol.com j
[ LR - mcell Ellen Barrett elle1962@acl.com j
34063 | Chiarello, Jeszsica Fay @. 2  [] LR - Home Richard / Jodi Chiarello jodichiarello@comcast.net j
34073 | Coppola, Michael Lawrence @ 2z | [ |LR - Home Michael / Maureen Coppola mcoppoladd@verizon.net j
34075 | Corson. Vincent Michael @. 2  [] LR - Home Benjamin / Nicole Silkowitz nsilkS@yahoo.com j
[ /LR - Emerg Frank & Denise Giardina 609-709-5167 j
[] LR -EMZ Mary Wildes & Ralph Luca 516-398-2781 j
34087 |Deckert, Karlie Lynn a 2z [ LR - Home Matthew / Michele Deckert dckrtm@aol.com j
34097 Di Filippo, Joseph Tvler @ 2 [ LR - Home Margaret Di Filippo margaret_difilippo@yahoo.com j
34102 Dondero, Moah James Ia z [ LR-Home John / Ellen Dondero edondero2@earthlink.net j
[ LR - Fcell John Dondero donderojgtps.kiz.nj.us j
34123  Ewan, Michael Kurt Ia z [ LR-Home Christopher / Denise Ewan nawe791214@yahoo.com j
34163 |Grimes, Victoria Lynn @. 2 | [ |LR - Home James / Donna Grimes cstmdzn@acl.com j
34182 Holden, Sable Johnesha a [] |LR - Home Roger / Michele Holden holdenrm2@yahoo.com i } !l
Send Email to Selected Contacts (Selected Emails will appear in the BCC line)
Create Progress Reports
Generate an email line based on selected ema/}
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To create and send progress reports
to the whole class (email list),
choose the appropriate email list
from the User Email Lists - View List
Contacts tab, check the students to
send to and click the Create
Progress Reports button.
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The Progress Report
Preview will appear and it
will default to the first
student in the list. You
can add a subject line
and information in the
body of the email.
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/You can preview other
students by selecting the
student from the Preview
Student dropdown. If you
want to remove any of the
contacts from your mailing,
this is the time to do it. This
can be achieved by
unchecking the checkbox
next to the contact name on
the left hand side of the
screen. Finally, click the
Send Progress Reports




