Directions on How to Generate Report Cards for Un-Rostered Students:

1.) Log into Data Director and click on the appropriate site (“My Students”)

2.) Click on “Report Cards” at the top of the screen

3.) Click on the appropriate year

Report Cards List

Academic Year
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[~ 2007-2008

[~ 2006-2007
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7 k123456
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4.) Click on the appropriate Report Card (eg. 2008-2009 Grade 3,4,5,6 Report Card

Trimester 1)

Found 19 Report Cards

Title

2008-2009 Grade(s) K,1,2,3,4,5,6 Report Card Trimester 1 Special Ed
2008-2009 Grade(s) K,1,2,3,4,5,6 Report Card Trimester 2 Special Ed
2008-2009 Grade(s) K,1,2,3,4,5,6 Report Card Trimester 3 Special Ed
2008-2009 Grade(s) 1 Report Card Trimester 1

2008-2009 Grade(s) 1 Report Card Trimester 2

2008-2009 Grade(s) 1 Report Card Trimester 3

2008-2009 Grade(s) 2 Report Card Trimester 1

2008-2009 Grade(s) 2 Report Card Trimester 2

2008-2009 Grade(s) 2 Report Card Trimester 3

—> 2008-2009 Grade(s) 3,4,5,6 Report Card Trimester 1

2008-2009 Grade(s) 3,4,5,6 Report Card Trimester 2

2008-2009 Grade(s) 3,4,5,6 Report Card Trimester 3

2008-2009 Grade(s) K Report Card Trimester 1

2008-2009 Grade(s) K Report Card Trimester 2

2008-2009 Grade(s) K Report Card Trimester 3

2008-2009 Grade(s) K,1,2,3,4,5,6 Report Card Page 2

2008-2009 Grade(s) EAK Report Card Trimester 2

2008-2009 Grade(s) EAK Report Card Trimester 3

2008-2009 Grade(s) EAK Report Card Attendance
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5.) On the left side of the screen, click on “Generate Report Card)”

REPORT CARD EDIT
OPTIONS

Basic Information
Modify Columns
Permissions/Sharing
Field Permissions

DATA MANAGEMENT

Enter/Edit Data (Multiple)
Import Data
Add/Remove Additional
Materials

REPORT CARD GENERAL

Name: Double Column
Create a New Report Card
Data Entry Status Report
Generate Report Card
Report Card Data Dump

6.) Select Use un-rostered students and Build English report cards

Build Report Cards

Student list criteria:

€ Use rostered students
q @ Use un-rostered students.
¢ Build student list by student search.

For foreign language students:
¢ Build foreign language report cards & Build English report cards
¢ Build English and foreign anguage% ¢ Build all report cards for all students regardless of language

Generate Report Card Student List l

7.) Select the Student you need a report card for and click on Generate Report Cards

Please select students to generate report cards for.

I Check All ﬁ Generate Report Cards

[~ Student [~ Student [¥I' John Doe I Student
[~ Student [~ Student [~ Student ™ Student
[~ Student [~ Stude [~ Student I~ Student
[~ Student r St,u, eflt [~ Student [~ Student
[~ Student [~ Student [~ Student [~ Student
[~ Student [~ Student [~ Student [~ Student

8.) Data Director will save a PDF of the Report Card you’ve requested to your desired
location on your computer.

Enter name of file to save to...

Where: | (5] Desktop ]

Format: | Portable Document Format |5

(" Cancel ) ( Save )




