Step by Step Instructions on Creating Report Cards
Please note that if you save anything to your desktop it can be easily accessed by students or by standards. Make sure that students are not using your computer, especially with your log in code. 

I. Making a Master Folder and Report Card Template

a. There will be seven different grade level report cards.

SAVING ENGLISH VERSION

b. Find the report card that correlates to the grade level you teach.

c. Right click on the link. 
d. Click Save As

e. Click the blue arrow down button.

f. Click on Desktop

g. Click New Folder (Yellow folder icon)

h. File Name type in:  REPORT CARDS 2009-2010
i. Click OK

j. Click SAVE

SAVING SPANISH VERSION

k. Go back to your email and find the grade level report card in a Spanish version. It might be labeled spa: example 3-8 report card spa

l. Right click on the link for the Spanish version in your grade.

m. Click Save As 

n. Click the blue arrow down button.

o. Click on Desktop

p. Click on the Yellow Folder that says Report Card

q. Click Save

r. Click out of your email (close it)

II. Making a Template for an English Report Card and Spanish Report Card

a. Find your new Report Card Folder on your desktop

b. Double Click on the folder

ENGLISH VERSION

c. Double Click on the English version of the report card

d. Double click on the grey box by teacher’s name.

e. Type in your name

f. Click on the grey box by the school.

g. Select your school

h. Click on the grey box by grade

i. Select the grade level

j. Go to File and click Save As

k. Your Report Card Folder should be displaying. (If not go to the blue arrow and select desktop and your Report Card Folder.)

l. For the File Name type in: Master Report Card English Version

SPANISH VERSION

m. Find your new Report Card Folder on your desktop

n. Double Click on the folder

o. Double Click on the Spanish version of the report card

p. Double click on the grey box by teacher’s name.

q. Type in your name

r. Click on the grey box by the school.

s. Select your school

t. Click on the grey box by grade

u. Select the grade level

v. Go to File and click Save As

w. Your Report Card Folder should be displaying. (If not go to the blue arrow and select desktop and your Report Card Folder.)

x. For the File Name type in: Master Report Card Spanish Version

III. Making a Report Card for each student in your class before entering grades.
a. Before you start to make a report card for each student make sure that you know which students need an English version of the report card and which students need a Spanish Version.

b. Find your new Report Card folder on your desktop. 

c. Double Click on the folder

d. Double Click on your English or Spanish version template depending on student and parents’ language preference.

e. Double Click on the grey box next to student’s name.

f. Type in the student’s name.

g. Go to File and click Save As

h. Your Report Card Folder should be displayed. (If not go to the blue arrow and select desktop and your Report Card Folder.)

i. For the File Name type in the student’s name.

j. Click Save

k. You should be back to the first student’s report card. Double click on the grey box again next to student’s name. 

l. Type in the name of the next student. 

m. Go to File and Click Save As

n. Your Report Card Folder should be displayed. (If not go to the blue arrow and select desktop and your Report Card Folder.)

o. For the File name type in the student’s name.

p. Click Save.

q. Repeat steps k-o until all your students have a report card. 

IV. Entering in GRADES

a. Now you are ready to enter in your grades. 

b. Find your Report Card Folder on the desktop

c. Double Click on it.

d. Select the student that you want and start input the grades by clicking on the grey boxes. 

e. Remember there is a comment box. If you want to make your own comments you will have to hand write it in.

f. Click SAVE after you are done inputting the grades for that student. 
V. Entering in ATTENDANCE

a. Now you are ready to enter attendance. 

b. Find your Report Card Folder on the desktop

c. Double Click on it.

d. Select the student that you want and start inputting attendance by clicking on the grey boxes. 

e. Remember attendance is reported in quarter of a day increments. To maintain the formatting, days must be entered with 2 digits before and after the decimal point (i.e. 09.25). 

f. Click SAVE after you are done inputting the attendance for that student. 
g. You can print the individual report card at this point as well.

VI. PRINTING ALL REPORT CARDS AT ONCE

a. Now you are ready to print all your final copies of the report cards to give them to the students. 

b. Find your Report Card Folder on the desktop

c. Double Click on it.

d. Highlight all the report cards that you want to print out. 

(To highlight only the report cards, you can left click once on the first report card and hold down the shift button on your keyboard, and click on the very last report card in the folder. This should have highlighted all the report cards.) 

OR 

(You can use the control button instead of the shift button. Left click once on the first report card. Hold down the control button on your keyboard as you are holding it down, left click with the mouse on all the report cards you want printed out.)

e. Finally right click on the mouse and select print.

