[bookmark: _GoBack]Steps for EdBox Reports:  Conference Edition
Individual Student Reports:  If you are attending a priority conference, then you might want to have an individual print out for your student.  To do this you want a “Student Assignment Report.” Note this is the same as if you want to send an email home to students with their grades attached.  There are pictures below, but the quick version is this:
1. Click New Report
2. Click Grading
3. Click “Student Assignment Report”
4. Select the Class the student(s) is in
5. Choose the “Select” option under the Students Heading
6. Check off the student(s) you want
7. Choose Group by Category (optional)
8. Click Print (or Email if you want to send out an email)
Here is the graphical version:
Once you get to reports, you will see this:
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Once you click on grading, look for the Student Assignment Sheet report in the choices:
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This screen will pop up once you click on the Student Assignment Report, choose your class and individually select students (or you can print your class if you feel a need!).  Note that you can select all failing students as an option as well!
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Scroll down and you will see the Group by Category option.  This will let you organize the report based on your specific categories (Exams all together, homework all together, etc.).  Click Print to finish!
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If you want to send a mass email, click the email button, select “All Other Contacts” (this selects all the parents), type in your subject/message and you’re done!  Note:  If you get an “Oops” error, your email still went out, don’t worry!
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Class Grade Sheets:  This is effectively printing out your Gradebook so you can have the “blue book experience” at group conferencing.  You will be using the “Grade Sheet” report.  It will print out a list of every student and every assignment with their final grade in the class (in case you don’t have internet access during conferences). There are pictures below, but the quick version is this:
1. Click New Report
2. Click Grading
3. Click “Grade Sheet”
4. Select the Class you would like to print
5. Choose the “Active” option under the Students Heading
6. Make sure Posting  IS NOT checked
7. Choose “All” under Assignments
8. Choose “Small” for Grid size
9. Click Print
10. Make sure to select landscape for printer paper!

Here is the graphical version:
Under grading, pick the “Grade Sheet” report:
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Check the settings you want:
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Pick your last settings and print!  If posting is checked then you won’t have student names and they will be randomized.  If you have a large class you need to pick small font or they won’t fit!
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Cateqory Summary
Shows all cateqory grades for all students in 3 grid with 12
categories per page.

Empty Class Grade Sheet
This report gives you a blank grade sheet that has all of the
student names from your class' roster.

Grade Summary
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Quarter Grades, Attendance Infractions and Discipline
Incidents.
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Parameters for Student Assignment Report
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