Instructions for Printing a Whole Class's Report Cards in eSIS

1. Click the "Reports" button on the main Teacher Assistant screen.

2. Click "Progress Report".

3. Set the Current Reporting Period to the current term.

4. The school message is not currently used. If it becomes available and you want what is in the
“School Message” field on your report cards after your comments, turn on the school message radio
button.

5. Click on the printer icon

6. Select Print from the Acrobat Reader* File menu if the cards look OK.

7. Remove any blank sheets.
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If you want to print one student's card:

1. Click on the student's name on the main Teacher Assistant screen.

2. Click the printer icon, check “Progress Report” option only, click the printer icon again.
3. Set the “Current Reporting Period” to the current term.

4. Click on the printer icon

5. If your report card looks OK, select Print from the Acrobat Reader* File menu.

* If you do not have Acrobat Reader on your computer, download from www.adobe.com.



