Emailing Progress Reports with Easy Grade Pro

1. Open Easy GradePro 4.0
2. Click onthe GtudentCtab at the top of the screen
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3. Ontherightsideyou will see @&mail 1Gand &Email 20 Here is where
you can add up to two email addresses for each student. Y ou can also
add email address by doubk-clicking a student( name to open their
information box.
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Password Email 1 Email 2
351311
350969
351200
502728
403055

4. After you have entered the email address you can send progress
reports for that class. If you have a studentin more than oneclass you
can send progress reports for multiple classes in the same email, so
you only need to putthar email addressin for oneclass.

5. To send emails click on the @Gsymbol or go to File-Email/Internet.
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6. Inthe @ ctionCdrop-down menu choose &mail Student ReportsO
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Action: - Email 5tudent Reports a

. In the @or:Gmenu you have three options

Choos @\l studentsin Term QO classnameCto send email reports
jug to the students in that class.

Choos @\l studentsin Term Qo send email reportsto al of the
classesintha term. Note: this will only work if you have email
addresses in al of your classes.

Choos Gtudents selected in thelistGto choos individud students
youwant to send to. If youchoos thisoptionyournext stepisto
choo= the QistCtab to choose which students you want to email to.

If youwant to choos more than onestudent hold down the Apple key
and click the mouse button on each student.

Action: - Email 5tudent Reports a

far: Students selected in the List a

List Options |




8. Click onthe @ptiongxab to choose the optionsyou want for your
emails.

Email Options

Email Subject: | Student Progress Report

aw

oo With Student Name anly

Email Tao:
S5tudent Ermmail Address 1

Student Ermnail Address 2

BREIgE
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: Other

p Email Setup

9. In &mail OptionDyou can cutomize your emails.

- In @&mail Subject@you can type whatever you want for the subject of
youremails. Thedefault is Gtudent Progress ReportO

- In &w ith Student®you can choo if you want just the name to be
emailed or if youwanttheID #induded, or jug thelD # (or nothing
at al).

- In @&mail To:Oyou can choose to send just to the primary email
address or to both email address. By checking Oreacher Emaill
AddressOyou will get a copy of each email.

10.Click onthearrow next to &mail Setupland you will get the
following box.



v Email Setup

Teacher Email | birks.ri@mail.wed wednet.edu

Teacher Name for Email | Ray Birks

SMTP {email) Server | mailwsd.wednet.adu

| Override default SMTP port: |25

| : SMTP Server requires authentication

p | Batch emails wo avoid spam-blocking

Default @domain for incomplete email

addresses: |

11.In the 0reacher Email Cbox typeyour complete email address.

12.In Geacher Name for Email Ctype your name as you would like it to
be seen in theemalls.

13.In &M TP (email) ServerOyou need to type @nail.wsd.wedne.eduO

14.Y oudo not need to add anything else in this box.

15.In the bottom box on the left are the options for the reports.

Reports Options

I?i Include Multiple Classes {in each report)
W Include Student Title Data

Include Intro/Postscript Text

Include Grade Summary Chart

I?i Include Assignment Chart

Include S5tandard Chart

Include Attendance

Include MNotes & Comments

Display Options

Y Y Y Y Y Y Y YVYY
<]

Ceneral Options for all Reports




16.If you are emailing reports to students tha you have in more than one
class then check the OndudeMultiple Classes (in each report)Gbox.
Y ou only need to have the email addressesin oneof the student@
classes.

17.Click onthearrow next to dndude Multiple Classes (in each report)
for more options

v @ Include Multiple Classes {in each report)

Classes to include All available s

Match students across classes by N E]

18.In @lasses to indudedyou can select other classes to email or just
leave it as @\l availableO

19.In Match students across classes by(Gchoose Name or ID. (Note: you
need to make sure all of your names are spdled the same and/or your
ID nunmbers are al the same.)

20.Y ou can select other optionsin therest of the box that suit your needs.

21 When you®e ready to send your emails click the @endCbuton on the
lower right and EGP will send the emails.

22 After EGPis doneit will ask youif youwant to see alog of the
emails you sent. Thisisnotnecessary, butyou can save it as proof
tha you have sent emails.

If you have any questionsplease talk with your friendly, neghbahood
TRT.



