Archiving Report Cards in FACTS SIS

From Main Menu please select Report Manager
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Scheduling
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Security
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Select Report
Manager

Select Academics > Report Card (PDF)

Report Manager e

1. Select
Academics

Category

Reporis

Favorites *

Academics
Accounting

Activity Logs
Administration
Admissions
Attendance
Behavior

Child Care

Class

Course

Create A Report
Custom (7]
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)(Teacher){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 Distributinn by Teacher

Report Card Grade Log - By
Report Card Grade Log - By

Report Card PDF card (PDF)

2. Select Report

Verify Year and Term and Select Grade to Print. Click the Double Arrows to move all Students to “Selected
List” and Click View Report

Year Filter Selection List Selected List
H 2024-2025 v || Next Year Agoglia, Lily Harper Agoglia, Lily Harper
1. Verify Year — |'Term—'| S Brady, Jack William Brady, Jack William
and Term |T3—v| Dual-Enrolled Bulloch, James John Bulloch, James John
| ! I'Envolled Casey, Abigail (Abby) Casey, Abigail (Abby)
o Graduate Conigliaro, Olivia Claire Conigliaro, Olivia Claire
(® Status Inactive D’Emic, Matthew Jude = | D'Emic, Matthew Jude
) Homeroom Dennis, Ryan Cecelia Dennis, Ryan Cecelia
- Donohue, John Matthew | > | Donohue, John Matthew
Grade: 01 Dowdell, Connor Gary Dowdell, Connor Gary
2. Select j Grade: 02 Dwyer, William Declan Dwyer, William Declan
Grad ' Grade: 03 Felten, Gianna Sofia Ealian Gianna Sofia
rade Grade: 04 Gallagher, Grace Mary 3. Click the pher, Grace Mary
Grade: 05 Gallo, Emily Barbara * Emily Barbara
Geary, Daniel Joseph Double Arrow |- Daniel Joseph
Graves, Grace Anne ks, Grace Anne
Hayden, Joseph Brian Hayden, Joseph Brian
Healy-Coyle, Jude Roman Healy-Coyle, Jude Roman
Henderson, Charlotte Clare Henderson, Charlotte Clare
Hullah, Benjamin James Hullah, Benjamin James
Johnson, Eamon Joseph Johnson, Eamon Joseph
Records: 57 Records: 57
.4. Click — T
View Report




Select Archive Report Cards

Report Card - Web

View Email Archive

View Report Cards Email Report Cards Archive Report Cards

Select Archive —
g M Report Cards . -

Select Template and Click Create Archive

Report Card - Web

= View £4 Email Archive
Template:_ : Select
| BrooklynDioc/BrooklynDioc-1-8 cfm v
Template

Grade Level Override:

Message:

Archive Report Cards

W

Select Create
Archive

Create Archive | 4—

Will archive HTML documents.

Once Reports have Archived select Done

Archiving Reports
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1. Select
Student

To view Archived Report Cards, select Students from the Main Menu. Select the Student > Portfolio

and Double-click on the document to view

Student v| = Frank Adams EJ ﬂ

Delete  Alerts

Enrolled >

4
[

All Document Types @

[ District Wide Filter

] Mext Year Filter O nName Type Date Added '  Added By
Q cpateh By narm O 2023-202.. Report Card Jul 5,2024 Laubach, Marie
Abraham, Sam
Adams, Frank | -
Adams, John 3. Double-
Akins, Maggie .
click to Open
Akins, Melissa

Allison, Gabrielle
Alvarado, Hannah
Alvarez, Raelynn
Andrews, Diana Emilia
Bachman, Andrea

Bachman. Kavla

Last Modified

Email Instructors  Reports

Last Modified D..  Year

2023-2..

2. Select
Portfolio

Advising

Alerts

Attendance

Behavior

Demaographics

EC/PU Contacts

Email History

Family

Finance

Interests

Medical

P/T Conference

> Portiolio

Religion



