ACCESSING YOUR STUDENT’S REPORT CARDS / PROGRESS REPORTS

HIGH ScHooL / MIDDLE SCHOOL

1. Go to School View.
2. Go tO your Student Top Tab Pages  School d Staff  Attendance  Conduct G
. Student List
3. Click on your Reports Menu il =
and choose “REPORT CARDS ot o1 Sttt Sl e
& PROGRESS REPORTS” ceonre 3
4. Then select either “High u\ 8
School Progress Reports™ or R | P
L‘High School Report Cardsj7. SCHOOL REPORTS ®*  Report Cards
5. Proof read the parameter selections to make sure it is what you want (most likely you will
accept all the default settings)
6. Click Run
7. The report cards will come up as a .PDF document. To print or save them click on the
printer icon = or the Save icon Hon the menu bar. The exact location and
appearance of the menu bar will vary depending on what version of Adobe Reader you
have on your machine. NOTE: X2 has made changes to the system and the result is that you cannot go
to the File menu and chose print or save from there, you must use icon on the menu bar.
ELEMENTARY SCHOOL
1. Go to School View.
2. Go to your Grades Top Tab
3. Goto Transcripts Side Tab Create Transcripts Via Schedule (Repart Card Prep)
. Oua\?ﬁcal?on L?St Grade  SchoolCourse>CrsNo  Master:
4. Click on your Reports Menu and Qualifcation List By Teacher
choose “ELEMENTARY REPORT | Qualfeeion st Grades noome "
CAR DS” > ELEVENTARY REFORT CARDS g Elementary Report Cards for January & June
MISC TRANSCRIPT REPORTS
Elementary Status Reports
5. Then select 1 of the choices REPORT CARDS & PROGRESS REPORTS . e
e Elementary Report Cards for January & June: Combines the Status reports and Report Cards into a
single file.
e  Status Reports: Brings up only the Status Report
6. For the Parameters, you will accept all T SR SRS

the default settings except.

= Set the correct Term  ' Date

= For “Students to include”: Choose
Homeroom (or all).

School year 201?Q

T1-ElemQ

172016 =
Convert numeric grades
Honor roll column ax

v

Students to include Homeroom ~

= Enter the Homeroom #

>
Sort students by Name -
Alternate mailings =]
Exclude classes withoutterm grades | []

Format Adobe Acrobat (PDF) -



7. Click Run

8. The report cards will come up as a .PDF document. To print or save them click on the

printer icon = or the Save icon L—Don the menu bar. The exact location and
appearance of the menu bar will vary depending on what version of Adobe Reader you

have on your machine. NOTE: X2 has made changes to the system and the result is that you cannot go
to the File menu and chose print or save from there, you must use icon on the menu bar.



