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1.  Set your teacher name for your records …………………….. p. 2 
 
2.  Import students into ReportWriter ……………………………….. p. 3 
 
3.  Create a Master Agreement (even though you might not use it). p. 4 
 
4.  Load Courses for a student ……………………………………….  p. 5 
 
5.  Set the Master Agreement for the correct learning periods …….. p. 7 
 
6.  Copy your Master Agreement to other students……………….. p. 8 
 
5.  Set the Master Agreement for the correct learning periods……. p. 8 
 
7.  Print a Learning Log ………………………………………………… p. 9 
 
8.  Assign work ………………………………………………………..  p. 9 
 
9.  Synching ReportWriter ……………………………………………. p. 10 
 
 

Also check out the ReportWriter online demo on our web site.�
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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 . 

 

 
 
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. 
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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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