
 
ProgressBook Tips & Hacks 

Make the ProgressBook default to “Post to the Web” 
(STEPS DOCUMENTATION) 

Group classes together AND Create groups within a class 
(STEPS DOCUMENTATION- Group Classes together) 
(STEPS DOCUMENTATION- Add Groups Within a Class) 

Transfer student grades if they change class periods 
(VIDEO DIRECTIONS) 
(STEPS DOCUMENTATION) 

Exclude the lowest mark for a class 
(VIDEO DIRECTIONS) 
(STEPS DOCUMENTATION) 

Sync Google Classroom to ProgressBook. 
(VIDEO DIRECTIONS) 
(STEPS DOCUMENTATION- Setup 1) 
(STEPS DOCUMENTATION- Setup 2) 

Sync Canvas to ProgressBook 
(STEPS DOCUMENTATION) 
(CANVA TROUBLESHOOTING CHECKLIST-- PDF-- PNG) 

Turn in lesson plans one time for the whole year and share with others. 
(STEPS DOCUMENTATION- Lesson Sharing) 

Helpful Links: 
 

ProgressBook Tips & Hacks 
Through the years I suspect many teachers have been thrust into ProgressBook, never 
really having the time to figure out some potential timesaving hacks. Here are a few 
things I compiled. They may not all be helpful to you, but hopefully, some are! 

1)​ Make the ProgressBook default to “Post to the Web”  

You will find this feature on the Dashboard with ALL of your courses.  



 
 



 

(STEPS DOCUMENTATION) 

2)​ Group classes together AND Create groups within a class 
a)​ They are two distinctly different ProgressBook functions.  
b)​ Group Classes Together-- (Progressbook Teacher’s Guide) 

(video) 
i)​ Add a Group Within a Class 

ii)​ Assign Students to Groups 

http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fassignments_marks%2FSet_Up_Default_Preferences_for_Assignments.htm&rhsearch=POST%20TO%20WEB%20DEFAULT&rhhlterm=POST%20TO%20WEB%20DEFAULT&rhsyns=%20
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fclass_groups_and_class_rosters%2FGroup_Classes_Together.htm&rhsearch=group%20Classes%20Together&rhhlterm=group%20Classes%20Together&rhsyns=%20
https://www.youtube.com/watch?v=qJClZj1htuA
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fclass_groups_and_class_rosters%2FAdd_a_Group_Within_a_Class.htm&rhsearch=class%20groups%20in%20a%20class&rhhlterm=class%20groups%20in%20a%20class&rhsyns=%20
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fclass_groups_and_class_rosters%2FAssign_Students_to_Groups_in_Class_Roster.htm&rhsearch=class%20groups%20in%20a%20class&rhhlterm=class%20groups%20in%20a%20class&rhsyns=%20


(STEPS DOCUMENTATION- Group Classes together) 

(STEPS DOCUMENTATION- Add Groups Within a Class) 

3)​ Transfer student grades if they change class periods 

●​ In the first dropdown box, ALL classes in your gradebook will pop up.  
●​ Choose the class the student is now in.  
●​ In the second dropdown box, ALL student names in the “new class” will 

pop up.  
●​ In the third dropdown box, ALL courses available at that time will appear. 
●​ After compatibility is checked, you will choose from the following options.  
●​ DO NOT worry. You will be able to test or see what it will look like prior to 

transferring the grades once and for all. At this approval stage you can 
pick & choose which ones will be transferred.  

http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fclass_groups_and_class_rosters%2FGroup_Classes_Together.htm&rhsearch=group%20Classes%20Together&rhhlterm=group%20Classes%20Together&rhsyns=%20
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fclass_groups_and_class_rosters%2FAdd_a_Group_Within_a_Class.htm&rhsearch=Add%20Groups%20Within%20a%20Classes&rhhlterm=Add%20Groups%20Within%20a%20Classes&rhsyns=%20


(VIDEO DIRECTIONS) 

(STEPS DOCUMENTATION) 

 

https://swoca.zoom.us/rec/play/EDgANGwaF3hElu5-eDqwKSMzXM4bOXeSKTe9RheJBk9TfvgT-G_qfmXQku9Lr6F2oO4d3mIgOMssAcop.LptdKNfkcuFEwNuw?continueMode=true&_x_zm_rtaid=TcK9G6yeSUeu36OsWol9Ag.1650381733017.956bc2025fee394a30cb7427aec24dbe&_x_zm_rhtaid=268
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fassignments_marks%2FTransfer_a_Student_s_Marks_from_Class_to_Class.htm&rhsearch=transfer%20student&rhhlterm=transfer%20student&rhsyns=%20


4)​ Exclude the lowest mark for a class 

(VIDEO DIRECTIONS) 

(STEPS DOCUMENTATION) 

5)​ Sync Google Classroom to ProgressBook.  

(VIDEO DIRECTIONS) 

​ (STEPS DOCUMENTATION- Setup 1) 

(STEPS DOCUMENTATION- Setup 2) 

6)​ Sync Canvas to ProgressBook 

(STEPS DOCUMENTATION) 
 

https://www.youtube.com/watch?v=EyFuEkCi3Pk
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fassignments_marks%2FExclude_Lowest_Assignment_Mark_for_a_Default_or_Custom_Setup_1.htm&rhsearch=class%20groups%20in%20a%20class&rhhlterm=class%20groups%20in%20a%20class&rhsyns=%20
https://www.youtube.com/watch?v=HLucw7v6E3Q
https://www.youtube.com/watch?v=HLucw7v6E3Q
http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Fassignments_marks%2FSyncing_Assignments_and_Marks_for_Custom_Setup_2.htm&rhsearch=sYNC%20gOOGLE%20classroom&rhhlterm=sYNC%20gOOGLE%20classroom&rhsyns=%20
https://docs.google.com/document/d/179fnIH4HNp8dMTOhdsEHvbpSLXk3JUpHKL5Ef2SAaH4/edit?usp=sharing


​ (CANVA TROUBLESHOOTING CHECKLIST-- PDF-- PNG) 

 

7)​ Turn in lesson plans one time for the whole year and share 
with others.  

a)​ If you have to turn in Lesson Plans through ProgressBook, you 
can make them through Google Docs or Sheets and then put 

https://drive.google.com/file/d/177gL2x2eqln0DOQ5-mxlg504tehEhsI9/view?usp=sharing
https://drive.google.com/file/d/1bz4CDX0blTlrZb3hB025Wf82gnd3Gabe/view?usp=sharing


that URL in ProgressBook Lesson Plans. As long as you schedule 
the lesson for the dates of the entire school year, you will never 
have to go in and post lesson plans to Progressbook again. It 
will automatically update through Google.  

b)​ You can then share those lessons with other people of your 
choice. (For viewing or collaborating) 

c)​ Note: Lesson plans are searchable by keywords through PB.  

(STEPS DOCUMENTATION- Lesson Sharing) 

Helpful Links: 

●​ YouTube Back to School ProgressBook Gradebook 
●​ YouTube Playlists (ProgressBook in General) 

 
 

 

http://webhelp.progressbook.com/GradeBook/TeacherGuide/index.htm#t=Teacher_Guide%2Flesson_plans%2FSet_Up_Lesson_Plan_Sharing.htm&rhsearch=lesson%20plans&rhhlterm=lesson%20plans&rhsyns=%20
https://www.youtube.com/watch?v=rAdzksCy7kc&list=PLSzHzjEws1bLYdB1mzoWJLxO9lUzdJuQC
https://www.youtube.com/c/ProgressBookvideos/playlists
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