
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  
 

 
 
4.)  Click on the appropriate Report Card (eg. 2008-2009 Grade 3,4,5,6 Report Card 
Trimester 1) 

 

 
 
 
 
 
 

(over) 



5.) On the left side of the screen, click on “Generate Report Card)” 
 

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

 
 

 
 

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

 
 

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