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Electronic Signature of Report Cards 
 

Step 1:  Families/Family Access/Setup/Configuration/Entity Configuration (WS/FA/FM/PS/CF/EC) 
 
Edit Report Cards – Use standard statement or create your own.  Click Save 

 
 
Step 2:  Office/Grading/Report Cards/Reports/District Report Cards (WS/OF/GR/RC/RE/DR) Secondary 
OR Office/Grading/Report Cards/ Reports/Basic Report Card (WS/OF/GR/RC/RE/SB/BR) Elementary 
 
When ready for your FINAL Report Card select the option to “Allow Parent’s Signature”.  This can only be 
done when you select the check box to “Post Report Cards to Family/Student Access or Portfolio”. 
Secondary Example in Main Setup Area 
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Elementary Example in Report Options Area

 
 
 
When the parent logs into Family Access and clicks on the link to view the report card, the following 
window will appear before they can view the report card.  The parent will need to check the box and 
click on Submit Signature. 
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Step 3:  Creating a report to display who has electronically signed the report cards. 
 
 Office/Grading/Report Cards/Reports/Report Card Runs (WS/OF/GR/RC/RE/RR) 
 
Create Template and Save and Print 

 
 
View Report to see who has electronically signed the report card. 

 
 
 

 
 


