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FAQ: Email Report Cards _ FACTS SIS
Rev 1

PURPOSE: The purpose of this procedure is email report cards within FACTS SIS. You MUST have
Administrative Access to perform this function.

PROCESS STEP : REFERENCE IMAGE

STEP 1: Log into FACTS
SIS.

STEP 2: Verify you are in
the quarter current
quarter for that
reporting period.

In Q4 for Q4
Report Cards

5t. Thomas More Catholic Sct

2020-2021 | Qir. 4

STEP 3: Select:
1. Academics

Report Manager o

Category Reports
2. Report Card(Web) Favorites % ~| [Citizenship Summary with Detais ~
Class Roster Report Card Grades (Detailed)
Course Objective Analysis

Accounting Course Standards Analysis

Activity Logs Elementary Final Grade Summary

Administration Elementary Term Grade Summary

Admiseions End of ear Labels (Final Grade}(Teacher){Avery 5163}
Attendance End of Year Labels (Semester Grades)(Avery 5163)
Behavior End of Year Labels(Semester/Final) (Avery 5163}

Child Care End of ear PDF Labels - Final Grade, Teacher (Avery 5163)
Class End of Year PDF Labels - Semester Grades (Avery 5163)
Course End of ear PDF Labels - Semester/Final Grades (Avery 5163}
Create A Report 7] Grade Calculator

Custom Grade Distribution by Teacher

Directory Gradebook - Assignment Transfer Configuration

Donate Online Gradebook Failing Grades Report - Student

Gradebook ort Card (Web)

Lunch Report Card (Web) &

Medical ibution by Course

Products & Services Report Card Grade Distribution by Teacher

STEP 4: SELECT: Year ~ Filter Selection List Selected List
1) HOMEROOM (20202071 v|  [HR-7-B-Teder A | |Barfield, Sara Jane A Barfield, Sara J|
. ~ |HR-8-A-Faison Bock, Frances Elizabeth Bock, Frances |
2) Select Homerooms HR-3-B-Costello Coward, Charles Louis Coward, Charlg
b report ca rd t e* Davies, Abigail Wikkinson Davies, Abigail |
yrep ypP HR-K-B Dillon, Tatum Dilon, Tatum
3) Select Double Arrow C Status HR-PK3-3 Day-Hali L | |Duncan, Anna Gray 5 |Duncan, Anna
I d ® Homeroom HR-PK3-5 DAY-Ext. [ Heeden, Michael Barl p . | Heeden, Michae
to move all students O Class HR-PK2-5 Day-Half L | |Jones, Dechn McCart 2> | | Jones, Declan |
() Activity HR-PK4-Ext. Day Warini, Grayson Anthol Warini, Grayson
from each ) Admissions HR-PK4-HalfDay V| |Marrong, Maria Francesca Warrong, Maria
homeroom Warrong, Valentina Warrone, Valen
Wittenberg, Catlin Kely Witenberg, Cattl
4) VIEW REPORT Patel, Kiran Samip [ < | |Patel Kiran San
Simpson, Mark Gabrigl |:T:| Simpson, Mark |
Smith, Lauren Whitney - * | Smith, Lauren V]
** K2 — Skills Report Wilis, Sophia Rose Wills, Sophia Ry
3-8 — Report Card
v
Records: 16 Records: 16
Advanced Filter
( o View Report
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Step 5: Select: B View Email B Arch
1. Email Report Template: o
Ca rds [ ReportCard4P.cfm v ]
2. Select proper q o g
4 Acustom\ST-NCYPK-3SkillsAssesments. cfm!
template Email Report Cards oRepor‘tCard4P.cfm g
3.  Skills Report (K-2) ReportCard4-1.cfm
ST_NC report Card \/ ST-NC/ST-NC_ReportCard4P.cfim V4 |
Web_ReportCard4P.cfm
(3-8) Web_ReportCard4P-1.cfm
4. Select PARENT Web_ReportCard4P-1-GPA.cfm
STEP 6: ARCHIVE |
To Archive Q4 Report Report
Cards:
;. :e:ec: Archive B View
- Select proper Template:
template o[ ST-NC/ST-NC_ReportCard4P.cfm
3. Skills Report (K-
2) ST-NC report Grade Level Override:
card (3-8) | |
4. Select Create Archi port Cards
Archive Message:
-
o Create Archive
Will archive HTML documents.




