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. Set your teacher name for your records ................cceenen. p. 2
. Import students into ReportWriter ..........coovveviiiie i, p.3

. Create a Master Agreement (even though you might not use it). p. 4

. Load Coursesforastudent ..........ccoocvvevieiieiin i i p.5
. Set the Master Agreement for the correct learning periods ........ p.7
. Copy your Master Agreement to other students.................... p. 8
. Set the Master Agreement for the correct learning periods....... p.8
L Printalearning LOg ..oovvve oo p.9
ASSIGN WOTK v e P9
. Synching RePOrWIILEr ......uveeie it e e e p. 10

Also check out the ReportWriter online demo on our web site.
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Import Student File from ReportWiiter/Aeb

Below is a list of students that you've been assigned to in the past year that currently do not have a

migrated student file

Select the student that student file you wish to have auto-created for you or Cancel if you wish to

cancel

Muost likely reasons a student's name would not be in this list

1)Student needs to be entered into the system by the Administration ofiice

2YAnother stafl member has a migrated copy of the student's file
3)Student was never assigned to you

Unmigrated Student Files

Last Resp. Date__|

Davis, Sara
Dodge, Cameron
Dodge, Ethan
Frazier, Noah
Girardot, Thamas
Hangen, Zachary
Hansen, Zachary
Helman, Leah
Hoge, Aleksandra

current

current

current

06/30/2007

current

current

06/06/2007

current

current /

Create new file called

Cancel
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Selact Master Agreement
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Delete Caopy New

Status: Designate Courses Wersion: 1 File:  Davis, Sara
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Enter a brief name to help you remember.
Fall 2007) |
(Copy to Schoolyear...

2007 - 2008 |
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A. Click on Add Curriculum near the bottom center of the page.

B. Search functions for textbooks are located across the top of the page.
B1. Grade level is automatically set to students correct grade but can be changed to
find books out of grade level.
B2. Range - leave at All to search all books in system
B3. "Select a category" narrows search to specific text categories.
B4. "Containing Phrase" will narrow search further. Keep the phrase as short as
possible to eliminate search errors. If the book in our system is called Dynamics of Life
- Glencoe and you enter Glencoe - Dynamics of Life , you will not find the book. Try by
entering the word Dynamics .

i Asimov, Isaac
Designate a Cg

rade Range Select a category Search Curricula Matches: 1863
em A Jar 4 [ A
Choose a curriculurn. .. Course Properties |

- Brain Gym, Whaole Brain Learning - Edu-Kinesthetics, Inc. (1986)

Transcript Category Search Transcripts

default J ’7

Transcript Codes | -

2230 American sign language (General Ed)

2804 Art appreciation (General Ed)

2603 At history (General Ed)

2357 Ballet, modern, jazz, world dance (General Ed) /

Clags Yendor (if appropriate)
(Mo wendors have been defined for your schoaol)

Clasgs Title (Alternate Title)

Credit Type Walue (Credits)
| J # Credits
1 Online Curriculum or Televised Course (not enrichment) ~w Weeks

Caicel _ICare teacher. (Pick just 1 cumiculum per class) Doapicle

C. Click on the down arrow to the right of the "Choose a curriculum" field to see the text
choices that match your search criteria.



D. Choose a Transcript Code. This step may FORCE a class title into the Class Title (Alternate
Title) field. For elementary, always choose a grade level as the transcript code unless the
student is taking a specific graduation requirement course such as Algebra 1. If not, Class Title
(Alternate Title) pops up for you to choose, enter the name of the class manually.

Choosing the correct category here will narrow the search for the correct transcript code. You
can also enter a search word to narrow the fields even more.

Once the course is designated, the program will start listing your classes and the curricula
associated with them. To see the curricula under a class title, click on the name of the class or
on the blue bar above the list of classes.
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