
 
Instructions for Selecting the Teacher for 

the Student Progress Report 

Follow the steps carefully and ask for help 
if you are not sure about something. 



Click the green Edit 
button. 



Click the Edit button to 
open up a small menu. 
Click the Show link 
which will unhide the 
report. 



Click the report to open it. 



Click  small gear icon to open a 
menu and then click Edit certificate. 



Scroll down to Teacher’s 
Name and click the small 
gear icon to open up the 
list of teachers in the 
course. 



Select the name of the 
teacher and then click 
Save changes at the 
bottom this page. 



Click Save changes 
again on the main 
settings page. 
 
 You will need to do 
this with each course. 


