How to Setup Email Progress Reports Function in InteGrade


1. Go to SETUP on the top menu bar.

2. Select COMMUNICATION.
3. On the GENERAL tab fill in your name, email address, website

[image: image1.png]CGommunication

Geresl | Ens | Adrin |

The tescher name appears on epots.

Teaches Name: Kerrward

TeacherEnat [ewad@mesdzaret

Web site addresses appear on emai repors.

Teacherweb Sie

SohoolWeb Site [ ardamaghanks com

Close.

Help





4.  [image: image2.png]Communication [E3

Gonerl Ema | i)

Select method to use for sending email epoits and enter other requited configuration nfomation

Sendmai (SMTF)

To send eml using Intefirade Fro you must enter your SMTP server and account name EXACTLY
s youradministator has ndicated.
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ot be indctive ofthe real problem in any cases.
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Some email servers requite a password o "elay” email ffste. Usualy the password willbe the same
s yourincoming emai password. Some servers da nt suppart elaying: InteBade Pro can ot send
emil thiough such servers.
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On the EMAIL tab fill in the EMAIL SERVER (pop.mcsdga.net) and ACCOUNT NAME (MCSD)
5. Go to SETUP on the top menu bar.
6. Select STUDENTS.

7. Click on the student’s name.

8. Enter the parents’ email address under CONTACTS. (Do not enter it under Residence, enter it under/using the parent’s name.)

9. Repeat this for all students.

To Email a Progress Report

a. Go to the Class Spreadsheet you want to email from.

b. Choose REPORTS from the top menu bar.

c. Choose EMAIL STUDENT PROGRESS.

d. Select the student(s) by clicking the box next to their name.

e. Click NEXT.

f. Click the name of the person(s) you are emailing for each student.

g. Click SEND ALL.
