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Any report card created in ReportWriter can be viewed and printed in SP SIS. When a report card is
finalized by the teacher, it is sent to the SIS, ready to view or print by administration. If a teacher
changes a report card, they unfinalize it, change it, save it, and re-finalize it. This new report card will
overwrite the old finalized report card.

To view/print a report card:

1. Go to Administration> ReportWriter>RW Oversight>RW Report Cards. Alternately you can go to
Administrations>Transcripts>Import finalized Report Cards.

2. You will see a list of students with report cards that have been finalized from ReportWriter.
e Choose the grade group you want to work with.
High School
K-8
® Choose the school year

® Choose the Semester

e Enter a check in the "All Entries" box

Click on th button.
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3. You can order the list according to the following by clicking on the underlined word at the top of the
column

Name

Grade

Teacher

Learning Center group student is assigned

4. Choose the report cards you wish to view/print by entering a check in the box to the left of the
student name. You can choose all students by clicking on the "Select All" button at the bottom of the
page or you can choose a specific group of students.
e If you want to choose all 8" graders
o Order student list by grade level.
o Enter a check to the left of the first 8" grader's name and one to the left of the last 8"
grader's name.
o Click on Click to Fill at the bottom of the list.

5. Click on Print Selected at the bottom of the page. All report cards will show as a pdf.
*You can choose to not have the signature lines viewable on these report cards (only when printing

from SP SIS) by going to Administration>Settings>Policies and choosing to hide signature lines on Report
Cards.



