SIRS  Tutorials – Printing Report Cards


10/26/04 Version 4.0: Applies to All Schools

General Report Card Steps

· Go to the Grades menu

· Choose the Student Grade Reports option

Grades 1-3 Report Card

· Choose the Report Card – Elementary option

Grades 1-3 Report Cards require legal size paper (11x14).  

It is best to load the paper in Tray 1 of the laser printer (the flip-out tray on the front) and run a batch at a time.  

These updated instructions replace previous versions of these pages.
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The first report card screen should have the same boxes checked as shown above

The second screen should appear exactly as shown below:
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Also, remember that on the Sort/Group screen, after selecting the Homeroom (or whichever Group you are printing) you can click on Students to select individual report cards to print out:
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Grades 4-8 Report Card Steps

Choose the Report Card – Condensed option

· Check or uncheck boxes to make the screen look like this:
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Grades 4-8 Report Cards use regular paper.
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Remember to select the correct track, semester, and quarter.
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