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	Printing Middle School Report Cards – 1st Quarter


Complete the following steps to print 1st quarter grade cards:

1. In STIOffice select Daily – Grading Reports – Report Cards (Traditional).


2. At the Report Card dialog box, complete the changes indicated below.  Take special note of the following:


· Fee Balances:  To print grade cards for students with a fee balance, select “Those with balances” from the drop down menu.  To print grade cards for students without balances, select “Those without balances”.  To print grade cards for all students select “Both”.
· Mailings:  
· To print grade cards only for students, leave the mailings drop down menu blank
· To print grade cards for both students and 2nd guardians, select Student/Guardian from the drop down menu.
· To print grade cards only for the 2nd guardian, select Guardians Only from the drop down menu.
· If you are passing your Report Cards out in Home Room, change the Order field from Last Name to Home Room.
· Be sure to change the Heading information to “To the Parent/Guardian of:”

· Attendance Codes to Print:  Select all codes.
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3. Click on the Adjust Print Position button [image: image2.png]


.

	4. At the Adjust Print Position dialog box, complete the changes indicated in the figure to the right.


5. Click OK.


6. At the Report Cards dialog box, right click on the Print button.
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	Printing Middle School Report Cards – 2nd – 4th Quarters


Complete the following steps to print 2nd, 3rd, and 4th quarter grade cards:

1. In STIOffice select Daily – Grading Reports – Report Cards (Traditional).


2. At the Report Card dialog box, complete the changes indicated below.  Take special note of the following:


· Fee Balances:  To print grade cards for students with a fee balance, select “Those with balances” from the drop down menu.  To print grade cards for students without balances, select “Those without balances”.  To print grade cards for all students select “Both”.
· Mailings:  
· To print grade cards only for students, leave the mailings drop down menu blank
· To print grade cards for both students and 2nd guardians, select Student/Guardian from the drop down menu.
· To print grade cards only for the 2nd guardian, select Guardians Only from the drop down menu.
· If you are passing your Report Cards out in Home Room, change the Order field from Last Name to Home Room.
· Be sure to change the Heading information to “To the Parent/Guardian of:”

· Attendance Codes to Print:  Select all codes.
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1. Click on the Adjust Print Position button [image: image6.png]


.

	2. At the Adjust Print Position dialog box, complete the changes indicated in the figure to the right.


3. Click OK.


4. At the Report Cards dialog box, right click on the Print button.
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