Report Cards Teachers and Administrators and Post to Family Portal

This document contains instructions for Teachers, Principals and Administrators
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l. Teachers

The following with walk through how Teachers Finalize Grades for the Report Cards
**Please note this must be done for Each Class**

Step 1. Finalizing Grades for the Report Card

From the Classroom Menu select the class to Finalize Grades for. Select Report Card > Load to Load Grades
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Select Term and Grade Type (Numeric or Alpha) from dropdowns. Select Load Grades

Load Grades X
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e e
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3. Select

Cancel Load Gfades‘-
Load Grades

Grades will pull from Gradebook. Click on Grade to change value. Select Save to Save your Changes
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Select Save to
ov I Save your Changes

Step 2. Enter Student Comments. There are 2 Options to enter Students Comments

Select Comments
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Comments
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Optionl : Manually Enter Comment for each Student

Select the Comment Field and Type your Comment
**Important** Select Save to Save your Changes after each Comment to Avoid Losing Your Work**

= 65CI-B Report Card =
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GRADES COMMENTS  CITIZENSHIP  ATTENDANCE  PROGRESS REPORT  CREDITOVERRIDE Sl »

m T2 T3

Actians]

e R e 1. Select the Comment Field
1) Black, Robert 20 | GreatJobthisterm! « and Type your Comment
2) Conrad, Jonathan a
3) Costello, Austin 0 2. Select Save to Save
4) Fisher, Ryleigh 1} h
your Changes
5) Frye, |zabel 0

Option 2: Comment Codes

Select the Comment Field for the Student. Select the Key Icon from the Toolbar and Select Comment Code. Select
Save to Save your Changes
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4. Select Save to
O+
Save your Changes

Step 3. Finalize Standards
Select Standards

= GELA-A

Select

< SS REPORT CREDIT OVERRIDE SKILL BY STUDH
Standards

ey STANDARDS

T1 T2 T3



Select Load to Load Standards

— 6ELA-A
< CREDIT OVERRIDE  SKILL BY STUDENT SKILL BY SUBJECT  STANDARDS STANDARDS SUMMARY

” Select A
T T2 T3 —

Export Load Fil  Lesd

Select Term > Load Standards Based Grades

Load Standard Based Grades X<

1. Select
Term

2. Select Load

Cancel Load Standard Based Grades
Standards Based Grades

Click on Grade to Change Value (Optional). Select Save to Save your Changes

< CREDIT OVERRIDE  SKILL BY STUDENT  SKILL BY SUBJECT STANDARDS  STANDARDS SUMMARY

- =]
T T2 T3 iz & X o B
Export Sort Unenrolled  Clear Fill Load
OG.ENGE 0G.ENG.E2 » 06.ENGES » 0G.ENG.L2 06.ENGRT > 06.EMG.R2 06.EN
Mean s — Mean Mean Mean Mean
1) Allison, Gabby 4 1. Click on Grade —) 4 4 4 4
) to Change Value
7) Costello, Austin 4 3 4
2. Select Save to
8) Duran, Daisy 4 2 4 3 —l
Save your Changes
Average 4 27 36 29 1 36

Step 4. Grade Skills
There are 2 Options for Grading Skills: Grade Skills by Student or Grade Skills by Subject

Option 1: Select Skill by Student

Select Skill by
Student
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m 12 T2 ALLTERMS 3 2z &




Select Student

from Dropdown

TRI1 TRIZ

1. Select Student
from Dropdown

Sebect 2 student
# Burnett, Sarah -

1) Mathematical Practices

5) Mathematica

6] Mathematics

7) Mathematics

. Enter Grade for Each Skill and Select Save to Save your Changes

TRI3 QTR4 ALL TERMS

Makes Senze of Problems and Perseveres in Solving Problems
Uses Reasaning to Solve Problems Cansistently

Uses Manipulativ

Operations
Number and Dperations in Base Ten
Measurement and Data

Geematry

Option 2: Select Skill by Subject

¥ Az &

Export  Sot Unensolled
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2. Enter Grade
for Each Skill

eq—

3. Select Save to
Save your Changes

Select Skill from Dropdown. Enter Grade for Each Skill and Select Save to Save your Changes

Mathematical Practices: Makes Sense of Problems and Perseveres in Solving Problems —~ h

1) Bacarells, Valentina
2) Baricevic, Kataring

3) Cucchiara, Joseph

5] Fuentes, Elena

&) Gale. Daniel

4] Frazzeita, Massimo

4

2. Enter Grade
for Each Skill

Step 5. Grade Learner Behavior
**please Note — Learner Behaviors are in Homeroom for Grades 1-4 Only**

1. Select Skill from
Dropdown

3.
° | save your Changes

Select Save to

From the Classroom Menu select the Homeroom to Finalize Learner Behaviors for. Select Report Cards

from the Left

Side Menu

There are 2 Options for Grading Learner Behaviors: Grade Behaviors by Student or Grade Behaviors by

Subject

Option 1: Select Skill by Student

Select Skill
by Student




Select Student from Dropdown. Enter Grade for Each Behavior and Select Save to Save your Changes

< TTENDANCE

T T2 T3

1. Select
Student

Bender, Alyssa

1) Effart and Practice

Z) Pre-Test

PROGRESS REPORT

ALL TERMS

-

Effart

Vowel Usage

Option 2: Select Skill by Subject

CREDIT OVERRIDE

Grade
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SKILL BY SUBJECT

STANDARDS ! 2
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2. Enter Grade for
Each Behavior

3. Select Save to
Save your Changes
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Select Skill
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Select Learner Behavior from Dropdown. Enter Grade for Each Behavior and Select Save to Save your

Changes

< TTENDANCE

1. Select Learner
Behavior

Effort and Practice: Effort -

1} Bender, Alyssa
2) Dooley, Jax

3) Galvan, Qliver
4} Heming, Everly
) Koch, Dylan

&) Moreland, Jose
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2. Enter Grade for
Each Behavior

3. Select Save to
Save your Changes
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Il. Principals

**|t is recommended to first generate Report Card PDFs for each Homeroom to utilize while entering Principal
Comments

1. Generate Report PDF’s

From Main Menu please Select Reports > Report Manager

Medical

Reports

Select Report
I Manager

Report Manager

Select Academics > Report Card (Web) or Report Card PDF

Report Manager @

1. Select L R VLU S G
. )y | Academics Course Objective Analysis
Academics Accounting Course Stajndards Ana{ysis
Activity Logs Elementary Final Grade Summary
Administration Elementary Term Grade Summary
Admissions End of Year Labels (Final Grade)(Teacher)(#
Attendance End of Year PDF Labels - Final Grade, Teacl
Behavior End of Year PFOF Labels - Semester Grades
Child Care End of Year PDF Labels - Semester/Final Gr
Class Grade Calculator
Course Grade Distribution by Teacher
Create A Report Gradebook - Assignment Transfer Configura
Custom 7] Gradebook Failing Grades Report - Student
Directory Progress Report - Report Card (Web)
gun ;t?] DT( ling Report Card (Web)
radebool Report Card Grade DS

LUHQH Report Card Grade Distribu 2. Select Report Card
Medical ) Report Card Grade Log- B4 (Web) or Report Card PDF
Products & Services Report Card Grade
Schedules Report Card PDF

Select Filter by Homeroom and Select Homeroom to Print. Click the Double Arrows to move all Students to
“Selected List” and Click View Report

2. Select
Homeroom
Year F_illerti Selection List Selected List
| 2019-2020 LA 1HR-1 A | |Alvarez, Ellie ~ Alvarez, Ellie ~
Term 2HR-1 Andrews, Damian Andrews, Damian
|‘-|—T‘7v| |2HR-2 Booth, Julia Booth, Julia
S i3HR—‘I Browning, Caleb Browning, Caleb
H - |3HR-2 Burnett, Finley Burnett, Finley
1. Filter by .q D Status 4HR-1 Burrell, Jayden Burrell, Jayden
H ® Homeroom 4HR-2 Crawford, Daniel |_=_| |Crawford, Daniel
omeroom - C|3_55_ BHR-1 Cunningham, Maorah == Cunningham, Morah
I Activity |5HR-2 Doe, Jennifer Coe, Jennifer
O Admissions |BADY-1 ¥ | |Dougherty, Finn Dougherty, Finn
Galvan, Oliver Galvan, Cliver
Gamble, Anast | Gamble Anastasi
Hartman, Christophef . (Christopher
Howe, Andrew 3. Click the frew
Kane, Henry ¥
Double Arrows
v‘ ‘ v
Records: 15 Records: 15
Advang . .
4. Click View
| Iq\!iew Report
— Report




Select View Report Cards

Report Caed - Web

View Email Archive

View Report Cards Email Report Cards Archive Report Cards

Click View [ ]
Report Cards . g gl -

Select Template and Click “View” to Run Report Card

View 54 Email

Template:

1. Select
| BrooklynDioc/BrooklynDioc-1-8_STD_2023 cfn v | <

Template

Grade Level Override:

View Report Cards

Message:
— 2. Click “View” to Run
i rtrait G
| R | Report Card
| View Landscape |

Once Reports have Loaded Select Continue to View Reports

—

Loading Reports

15 0f 15

Select Continue to

View Reports —>




Select “Cntrl” key and “P” to print Report Cards. Select “Save as PDF” to save Report Cards.

Print
Select “Save
T "
Destination B saveasPDF v — as PDF”
Pages All -
Layout Portrait -

2. Enter Principal Comments

From the Main Menu please select Classroom and search for the Class “PRIN COM”. Each Grade/Section will have
their class called “PRIN COM”

Search for Class

“pRINCOM® | T - e e

. PRI COM-1-A
Prresil Comren s

PRIM COM - 1-8
P Commem

PRIMN COM - -4
Prinzipul Commen

. PR COM - 2-8
Prcgs Comrents

PHIN COM- 3-&
Prrcipsl Gommer©is

PN COM - 4-4
Principal Commar

Select Grade/Section to enter Comments for and select Report Card > Comments. Select the Comment Field for the
student and enter your comment. Select Save to Save your Changes

O pincom X =1 S = PN COM -2 Analytics
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Srev el {ormmann
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Ptk E0M - 4-5 4
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5 Wyam, Aunteila ]
PRIk COM - 54 Documems
Zyrvpd iz &) Zamom, Vioien o

4, Select Save to Farmiy Pocun
Save your Changes » e, Homework ke




Once Changes are Saved, select Next Class and Repeat Process

EL Prin Com b4 ] f‘

PR GO T
L o ]
PREN COM - 148
Eenr Lot

PEEN COM - -8

Purrgs CamTay

Select Next Class

PERN COMW - 2-0 =
PANGIM I e and Repeat Process
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T
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Th: Gosd w50t thia berm imes up the goosd wark | h S
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lll. . Administrators
1. View Report Cards on Family Portal.

From the Main Menu please go to Family Portal > Configuration. Verify Correct Term is Selected for Report Card.
Set Gradebook Grades and Report Card to Show. Select Save to Save your Changes

Clasz Websites o @ Gradebook

College Resources O @ (11 v

i O ® ReportCard 1. Verify Correct
Directory - Class Filter o ® M v) ‘7 .

Directory - Family 0O @ Term is Selected
Directory - School Information o ®

Directory - Staff O ® )

Directory - Staff (District- Wids) ® f;ﬂgfg;z;w i

Emergency ContactsPick-Ups

[

FACTS Application Scheduole Term

FACTS Ensollment o ® M |

FACTS Financial Aid @ & & it Tl

e "~ Schedule Templa
FAETs Incincntat Hiting C ® [SugentSchedule-Gridcim v |
2. Set Gradebook FACTS Tuition Plan o m 4. Select Save to
Grad sh \q Gradebook Grades ® O | Save | 47
rades to Show S ® O Save your Changes

Parent Service Hours O ®

Parent Service Hours (Edat) [T ]

Photo Gallery o ®

Progress Report (Wid-term) ® O

i‘-‘e”:;‘lm;“‘ oL L] 3. Set Report

eport Cards ® h-

Cards to Show
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2. Print Report Cards

From Main Menu please select Report Manager

Family Portal

Medical

Report Manager

Select
Report Manager

Select Academics > Report Card (Web) or Report Card PDF

1. Select
Academics

—

Report Manager e

Category

Reports

Favorites

Academics
Accounting
Activity Logs
Administration
Admissions
Attendance
Behavior

Child Care
Class

Course

Create AReport
Directory
Donate Online
Gradebook
Lunch

Medical
Products & Senvices
Schedules

Citizenship Summary with Details

Course Objective Analysis
Course Standards Analysis
Elementary Final Grade Summary
Elementary Term Grade Summary

End of Year Labels (Semester Grade

Grade Calculator
Grade Distribution by Teacher
Gradebook - Assignment Transfer C

Class Roster Report Card Grades (Detailed)

End of Year Labels (Final Grade)(Teacher){Avery 5163)

s)(Avery 5163)

End of Year Labels{Semester/Final) (Avery 5163)

End of Year PDF Labels - Final Grade, Teacher (Avery 5163)
End of Year PDF Labels - Semester Grades (4very 5163)

End of Year PDF Labels - Semester/Final Grades (4very 5163)

nfiniratinn

Gradebook Failing Grades Report - §
Progress Report - Report C
Report Card (Web
Report Card Grade Distribution by C
Report Card Grade Distribution bv Tg

2. Select Report Card (Web)
or Report Card PDF

Select Filter by Homeroom and Select Homeroom to Print. Click the Double Arrows to move all Students to
“Selected List” and Click View Report

1. Filter by
Homeroom

2. Select
Homeroom
Year Filter * Selection List Selected List
| 2019-2020 v| ~ Alvarez, Ellie ~ Alvarez, Ellie ~
Term 2HR-1 Andrews, Damian Andrews, Damian
(T4 v'| 2HR-2 Elooth,_JuIia Elooth,_JuIia
; " 3HR-1 Browning, Caleb Browning, Caleb
) stat 3HR-2 Burnett, Finley Burnett, Finley
St 4HR-1 Burrell, Jayden Burrell, Jayden
= ® Homeroom AHR-2 Crawford, Daniel = | |crawford, Daniel
W ‘3'3_55_ SHR-1 Cunningham, Morah Cunningham, Morah
) Activity 5HR-2 Doe, Jennifer Doe, Jennifer
O Admis=sions BADV-1 i Dougherty, Finn Dougherty, Finn
Galvan, Oliver Galvan, Oliver
Gamble, Anastasia e Anast;
Hartman, Christopher H , Christapher
Howe, Andrew 3' CIICk the ndrew
Kane, Henry enry
Double Arrows
v v
Records: 15 Records: 15
AdvanceJ .
4. Click

% View Report

View Report |
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Select View Report Cards

Report Caed - Web

View Email Archive

View Report Cards Email Report Cards Archive Report Cards

g | Select View -
Report Cards 9

Select Template and Click “View” to Run Report Card

View 4 Email

Template: 1. Select
| BrooklynDioc/BrooklynDioc-1-8_STD_2023.cfn v | < Template

Grade Level Override:

View Report Cards

Message:

| S — 2. Click “View” to Run
i rirait G
e | Report Card

| View Landscape |

Once Reports have Loaded select Continue to View Reports.

Loading Reports

15 0f 15

Select Continue
to View Reports

—

Select “Cntrl” key and “P” to Print Report Cards. Select “Save as PDF” to save Report Cards.

Print

“
Destination ‘ Save as PDF « SeIeCt Save
as PDF”
Pages All -
Layout Portrait =
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3. Emailing Report Cards.

From Main Menu please select Report Manager

(< FACTS

Family Portal

Medical

Report Manager

Select Report

Manager

Select Academics > Select Report Card (Web) or Report Card (PDF)

1. Select
Academics

Report Manager e

Category Reporis
Favorites » Citizenship Summary with Details
: : Class Roster Report Card Grades (Detailed)
Academics Course Objective Analysis
Accounting Course Standards Analysis
Activity Logs Elementary Final Grade Summary
Administration Elementary Term Grade Summary
Admissions End of Year Labels (Final Grade)(Teacher){Avery 5
Attendance End of Year PDF Labels - Final Grade, Teacher {Av
Behavior End of Year PDF Labels - Semester Grades (Avery
Child Care End of Year PDF Labels - Semester/Final Grades (/
Class Grade Calcufator
Course Grade Distribution by Teacher
Create A Report Gradebook - Assignment Transfer Configuration
Cystom Gradebook Failing Grades Report - Student
Directory Progress Report - Report Card (Wehb)
Donate Onling Report Card (Web)
LGFEGEDOGK Report Card Grade Dis 2. Select Report Card
unt Report Card Grade Distribu
Medical Heﬁ';,, Card Grade Log -8y (Web) or Report Card (PDF)
Products & Services Report Card Grade

Schedules

Report Card PDF

Select Filter by Homeroom and Select Homeroom to Print. Click the Double Arrows to move all Students to
“Selected List” and Click View Report

1. Filter by
Homeroom

2. Select
Homeroom
Vear Fiﬁer‘— Selection List Selected Uist
| 2019-2020 v| RS A | | Alvarez, Ellie ~ Alvarez, Ellie A
Term |2HR—1 Andrews, Damian Andrews, Damian
e v| iEHR—Q Booth, Julia Booth, Julia
.. 3HR-1 Browning, Caleb Browning, Caleb
O Stat 3HR-2 Burnett, Finley Burnett, Finley
et 4HR-1 Burrell, Jayden =) Burrell, Jayden
pem> ® Homeroom 4HR-2 Crawford, Daniel |_>_| |crawford, Daniel
'?' C|3_55_ EHR-1 Cunningham, Morah == Cunningham, Morah
) Activity |5HR-2 Doe, Jennifer Doe, Jennifer
O Admissions |BADY-1 v Dougherty, Finn Dougherty, Finn
Galvan, Oliver Galvan, Oliver
Gamble, Anastasia Anastasia
Hartman, Christopher H , Christopher
Howe, Andrew 3 CIICk the ndrew
Kane, Hen BN
q Double Arrows "
v v
Records: 15 Records: 15
Advanced .
4. Click
! ) el \icw Report
— | View Report




Select Email Report Cards

Report Card - Web

View Email Archive

View Report Cards Emall Report Cards Archive Report Cards

[ ]
Select .
Email -

Select Template and Click “View” to Run Report Card

View 54 Email

Template:

| BrooklynDioc/BrooklynDioc-1-8_STD_2023 cfn v | <

1. Select
Template

Grade Level Override:

Message:

View Report Cards

=

| View Portrait 4—-

| View Landscape |

2. Click “View” to Run
Report Card

Once Reports have emailed select Done

e

Emailing Reports

Select
vone [




To view emails sent please go to Report Manager > Administration > Email — Staff Messages

Report Manager e

Category Reports
Favorites | |Activity Log - General (Filter by Modified By)
) Address Search

Academics Advising Motes Report
Accounting Barcode Label - Students (Avery 5160)

1. Select Activity Logs COVID Data Report - Staff

Administration —. Administration COVID Data Report - Student

Admissions COVID Web Form - Configuration
Aftendance Demographic Logs (all persons)
Behaviar Duplicate Congregation Merge
Child Care Duplicate Person Errar Check .. .
Class Email - Find Persan 2. Administration >
Course Email - Staff Messages
Create AReport [ 2] Email - System Messages

4. Archiving Report Cards

Email — Staff Messages

From Main Menu please select Report Manager

(< FACTS

Family Portal

Medical

Select Report

Report Manager
Manager

Select Academics > Report Card (PDF)

Report Manager e

Category

Reporis

1. Select Favorites *

L | sdarics
Academics Dt
Activity Logs
Administration
Admissions
Attendance
Behavior
Child Care
Class
Course
Create A Report
Custom
Directory
Donate Online
Gradebook
Lunch
Medical
Products & Services
Schedules

Citizenship Summary with Details

Class Roster Report Card Grades (Detailed)
Course Objeclive Analysis

Course Standards Analysis

Elementary Final Grade Summary

Elementary Term Grade Summary

End of Year Labels {Final Grade)(Teacherj{Avery 5
End of Year PDF Labels - Final Grade, Teacher (Av
End of Year PDF Labels - Semester Grades (Avery
End of Year PDF Labels - Semester/Final Grades [/
Grade Calculator

Grade Distribution by Teacher

Gradebook - Assignment Transfer Configuration
Gradebook Failing Grades Report - Student
Progress Report - Report Card (Web}

Report Card (Web)

Report Card Grade Distribution by Course

Report Card Grade Distribution by Teacher

Report Card Grade Log - By
Eapes Gl G Lo 2. Select Report
Report Card PDF card (PDF)

15



Select Filter by Homeroom and Select Homeroom to Print. Click the Double Arrows to move all Students to
“Selected List” and Click View Report

2. Select
Homeroom
B
‘fear Filter _ Selection List Selected List
| 2019-2020 v|  HIEEE A | |Alvarez, Ellie ~ | Abvarez, Ellie A
Term |2HR-1 | Andrews, Damian | Andrews, Damian
(71 v| |2HR-=2 | Boath, Julia | Booth, Julia
_— §3HR-‘I | Browning, Caleb |Elr0wning, Caleb
H \ |3HR-2 | Burnett, Finley | Burnett, Finley
1. Filter bV @ tatus. |4HR-1 !ElurreII.Jayden ——— | Burrell, Jayden
® Homeroom [4HR-2 | Crawford, Daniel |_> | |Crawford, Daniel
Homeroom O Class |5HR-1 | Cunningham, Norah [ == | |cunningham, Norah
L Activity |5HR-2 | Doe, Jennifer | Doe, Jennifer
O Admissions |BADV-1 * | |Dougherty, Finn Dougherty, Finn
| Galvan, Oliver Galvan, Oliver
| Gamble, Anastasia Gam Anastasia
| Hartman, Christopher . , Christopher
| Howe, Andrew 3. Click the ndraw
| Kane, Henry
Double Arrows
J :
Records: 15 Records: 15
siencs 4 Click
!_ - I; ‘fiew Report
—— View Report 2
Select Archive Report Cards
-
Report Card - Web
View Email Archive
View Report Cards Email Report Cards Archive Report Cards

f p — < Select Archive
- Report Cards

Select Template and Click Create Archive

Report Card - Web

= View E4 Email Archive

Template:
BrookiynDioc/B rookiynDioc-1-8_STD 2023 cfnw |

Grade Level Override: 1. Select
| \ . Selec
Archive Report Cards <=
Template

Message:
-

2. Select Create
Archive

Create Archive | <«

Will archive HTML documents.




Once Reports have Archived select Done

<<

g

Archiving Reports

10f1

Select
Done

To view Archived Report Cards, select Students from the Main Menu. Select the Student > Portfolio and Double-
click on the document to open

—y . Alerts
Student - = Alexandra Barnett nuu aEl Ema'l RE
o ders il Instructors  Repares s
Enrolled -
Behavior
- = All Document Types E Demographics
[ District Wide Filter
[ name Typa Date Added .  AddedBy Yem Term Gradelevel  Closs Mots ERIR Pt
[] Mext Year Filter Email History
D 2019-202.. Report Card  Jul 27, 2020 Aldrich, Kevin 2019-2.. T4 10 Farfity
Adamns, Claire Lal 1 Finme
Akins, Maggie Intetests
1. Select Bairg; Ryan 3. Double-
. Medical
|# Barnett, Alexandra .
student Bender, Alyssa CIICk to open P/T Conference
2. Select
Brooks, Maryam °
. l# Portfolio
Bumer; Sareh Portfolio
Cisneros, Natalia Religion

Connaliv. Abby
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