Web2School
Progress Report Directions for Middle School
As with almost anything on the computer, there are many ways to do the same thing. I am giving you directions on how you can get your progress report grades into Web2School. If you discover a way that’s easier for you, please feel free to use it.
If you have Internet access at home and have been able to use your laptop with it, Web2School will work at home.
1. Log in to Web2Schol.
2. Go to Administration -> Grade Book -> Edit Progress Report -> By Course

3. In the Course drop down, select the course you want to enter grades for.  Please note that each course has a section for each teacher in that grade, and the sections are numbered in alphabetical order, i.e. in fifth grade, 5C is section 1, 5T is section 2 and 5W is section 3.
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In the Term drop down, select the term you are working on.
5. Only if you are using the Grade Book to maintain your grades. Skip to number 5 if you are not.  If you have put grades in and would like to transfer averages from your grade book, click on “Copy Term Avg to Progress Report” at the bottom of the screen. Note that you can override these grades after you do this if you wish.  
6. You have the choice of entering and seeing the grades as letters or numbers. They will print on the progress report as letters no matter what. This button toggles between the two choices. If it says View Number Grades, as it does here, you are entering and seeing letters. Click this to change to numbers, and the button will then show View Letter Grades





7. Click here to start entering grades. All student information flows in rows. When you have inserted a grade, click Tab to get to the next column.





8. The Com1 and Com2 column is for your Configured comments. These are the number, predetermined comments. I have provided a list of them with these directions. You can also view them by clicking on the View Configured Comments button at the bottom. You may choose to use one, two or no configured comments.














9. The Notes area is for your free form comments. These will be printed with the progress report. You do not need to use this column. With any cell in the student’s row selected, click on View/Modify Notes. Type your comments in the dialog box that appears. Click OK.











10. When you have completed inputting this information for all of your students in all of your classes, click the Notify button. You are done (








