Directions for Using Marks Manager
Generating a Report
1 – Go to the Teacher Tools folder and double click on Marks Manager 

2 - After Marks Manager loads, click on the arrow next to the first class listed
3 – Find your class and click on it and your class will appear

4 – To create a report for all students, click on the bar below the list that says Select All Students

- If you only want to get a report on one child, simply click on the child’s name

5 – To select a program to generate the report, click on the arrow at the end of the report and find 

       the desired program.

6 – Select (if given the option) whether you want a Standard report or an Activity report below 

       the program list.

7 – Select whether you want to Preview or Print the report.  Either choice may take time to 

      generate.  Be Patient!!

Adding/Deleting a New Student or Class
1 – Go to Teacher Tools and double click on Marks Manager 

2 – Click on Students or Class in the menu bar and select desired command (New/Delete).
*** Students can also be added within any Essential Skills program when it starts up (A Class cannot be added anywhere but in the Marks Manager).  To add a student, simply click on the desired class at the opening screen and then click on the orange New circle and input the student’s name.  The name that you input will be added to the database and will not need to be added to each program.

