View Printed Report Cards

The View Printed Report Cards module allows users to review and print records of report
cards printed.

View Printed Reports Cards

1. From the Grades menu, click View Printed Report Cards.
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The View Printed Report Cards screen displays the User, the Date, the number of Students for
whom report cards were printed (# Students), and View/Print options.
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2. To delete the history of printed report cards, select the check boxes in the first column. Select
the check box in the header to select all of the listed records. Then, click the Delete button.

Delete
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3. To permanently removed the record of printed print records, click Confirm. To Cancel and
return to the main screen, click the corresponding button. You can also click the gray X in the
upper right corner of the pop-up window.

Confirm Deletion

Are you sure you want to delete the selected records?

In the View/Print column, you have several options including View as HTML, View as PDF,
Download as PDF, and view Individual Student Cards.
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4. Click the first icon to view the report card(s) via HTML. Clicking the HTML icon will open a

Report Card Preview in a pop-up window, as shown in the image. Click the gray X to close the

window.

Report Card Preview

District School Board
Superintendent

Period Ending :

Student Mame Agostine ,

High School

STUDENT PROGRESS REPORT
2018-08-13 - 2018-09-14

Student No.

-

Agostino,

Grade 12

EEnED Course Title Teacher Grade |Absences Conduct Comments
Number

12007002 MATH COLL READINESS B 3

10014052 ENG 4: FL COLL PREP A 3 s

[

5. Click the second icon to view the report card(s) via PDF. Clicking the PDF icon will open a

Report Card Preview in a pop-up window, as shown in the image. Click the gray X to close the

window.
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Report Card Preview

Modules.php

District School Board
Superintendent

Student Name Adams ,

High School

STUDENT PROGRESS REPORT
Period Ending : 2018-08-13 - 2018-09-14

Student No.

Grade 09

Course

i Course Title

Teacher

Absences

Conduct

Comments

1700380Z

04003102 THEATRE 1

10013102

1200310Z

While viewing the printed report cards in a PDF preview, you have several options
including, Rotate clockwise (circular arrow), Download as a PDF (down arrow), Print

(printer icon), Fit to page (small inner arrows), Zoom in (plus sign), and Zoom out (minus

sign).

Report Card Preview

District School Board
Superintendent

Student Name Adams ,

High School

STUDENT PROGRESS REPORT
Period Ending : 2018-08-13 - 2018-09-14

Student No.

Grade 09

Course

ey Course Title

Teacher

Absences

Conduct

Comments

1700380Z

04003102 THEATRE 1

1001310Z

1200310Z

]

6. Click the third icon to view the report card(s) via a downloaded PDF. Clicking the Download
as PDF icon will download a PDF file to your computer.
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% report-cards (2).pdf &

When opened, the report card(s) will display in a PDF where you can Rotate clockwise
(circular arrow), Download as a PDF (down arrow), Print (printer icon), Fit to page (small
inner arrows), Zoom in (plus sign), and Zoom out (minus sign), in addition to saving the file
to your computer.

[ ] [ ] M Inbox - lizetteg® X X ﬂ Focus School X E Focus Program: X @ ScreenSteps X g View Printed Re X D report-cards (1) X +
C v @ file:///Users/lizettegarcia/Downloads/report-cards%20(1).pdf * 2 @0
Q Lizette's Demo Site D ScreenSteps Q My Focus Univer... E ‘Weekly Writing/M... G Focus School Sof... »

report-cards (1).pdf

District School Board High School
Superintendent STUDENT PROGRESS REPORT
Period Ending : 2018-08-13 - 2018-09-14

Student Name Adams Student No. Grade 09

Course

e Course Title Teacher Conduct

17003902 AVID 1

04003102 THEATRE 1

10013102

12003102

8208130Z GAME & SIM 2D GR DEV

20003202 BIO 1 HON

7. Click the fourth icon to view the report card(s) via Individual Student Cards. Clicking the
Student Cards icon will open a new screen where each student is listed including a Download
PDF icon, along with the Students' names, and Student IDs.
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Williams, 763
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Ramirez, 304 ¢
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a. Click the Download PDF icon to download and preview a report card for the selected
student. For more information on downloading reports cards via PDF, see step 5c¢. You also

have the option to Merge and Download, which will download all displayed report cards in a
PDF, as described in step 5c.

Merge And Download

Student ID 3 Download 3
334818
336492
[P
345763 :

@ To return to the main View Printed Report Cards screen, click the back button in your
browser.
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Additional Features

If the student cards contain several pages of information, Page numbers display. Click the Prev

and Next buttons to sift through pages. Click the Page text box to enter a page number. Press
Enter to jump to that page.

«Prev. Pagel 1 |/5  Next i OFF
Student § StudentID %
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Ramos,

6492

Click Filters to further breakdown data.
a. To add more than one filter to a column, click on the green plus sign.
b. To delete an added filter, click on the red minus sign.

c. Select the gray arrow for more filtering options.

View Printed Report Cards Page 7



r]_-_%__
Olpa v Ol Contains Not -
Student 4 Student ID 4 Equals '~ Not
Starts with Not
Pantoja, / - B609 Ends with Not
Has value Not
Pantoja, | 8611 Greater Not
Greater orequal = Not
P Less Not
'I 302 Less or equal " Not
Between ' Not
o For more information, see Filters.
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