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Online Tutorial: Printing Report Cards/Progress Reports

After grades are stored at the end of each semester, you should print deficiency 
notices for students with Ds and Fs.

Step 1: On the start page, select the students 
you’d like to print report cards for.  Typically 
you’ll select “All.”

Step 2: Select “Print Report” from the drop-
down menu.

Step 3: Select the appropriate report card 
or progress report.

The custom ones leave the header blank     
so you can use your own letterhead.

The generic ones print the name and 
address of your school in the header.
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Step 4: Click the “Submit” button.

Step 5: Once the report is completed, click on “View” to retrieve your report.

Step 6: You can now save or print your report cards.


