Creating your own Template in Standards Report Card

1. Go to Reports

2. Go to Standards Report Cards

3. Click on Add a New Template
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Add 3 new Report Template for the Standards Report Card Report.

Sequence #: (30
Report Template Name: |Q2 w/comments





4. Type in the name for your new template (i.e. Q2 w/comments)

5. Click save
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6. Select the Grading Period
7. Check “Separate comments onto a new page”

8. Click Save
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You should now see your new template in your menu of choices.  That template will stay in your menu of choices for Standards Report Cards from now on.
Click on your template and press Print and you’re ready to go!
