
Printing Elementary Report Cards - From the Office 

 

To print report cards enter the reports tree and go to #09 Report Cards. Select the appropriate 
report card, Intermediate or Primary. Note that the Primary will also handle the Kindergartens, 
these do not necessarily have to be done separately. 

 

 

From the Extract Information screen select, Specify Extract Criteria 

 

 

 

 

 



Set your criteria 

 

 

Run the extract and then exit back to the Extract Information screen and Run Report. 

 

 

 

 



Once in the parameters screen select your options. 

 

 

Note: If you are printing double sided, you will also have to set your printer properties for double 
sided as well. 

 

If you wish to include a school message navigate as follows: 

 

 

From the School Details screen click on  

 

 



In the Ad Hoc screen: 

 

 

Finally: 

 


