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HOW TO SETUP AND PRINT PROGRESS REPORTS 
This document serves as a reference guide for district administrators.  The PROGRESS REPORT template 

has been imported to System Reports at each district.  Schools will edit the PROGRESS REPORT template 

as necessary.  Additionally, this document provides instructions for printing Progress Report(s). 

 

OVERVIEW 

Use this document as a reference to PRINT Progress Reports and EDIT the PROGRESS REPORT  

TEMPLATE  
   

Step 1: How to PRINT Progress Reports  

Step 2: How to EDIT the PROGRESS REPORT or PROGRESS REPORT – USE THIS template at the 

school level (each school will have one template) 

  

 

1. HOW TO PRINT PROGRESS REPORTS 

• Choose a selection of students from the START PAGE of a SCHOOL 

 Example: Select all 11th grade students 

 From the FUNCTION MENU, select PRINT A STUDENT REPORT 
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 On the PRINT A STUDENT REPORT landing page, make the following selections: 
o Select PROGRESS REPORT or PROGRESS REPORT – USE THIS for WHICH REPORT WOULD 

YOU LIKE TO PRINT? 

o Choose how to SORT the Progress Reports in the IN WHAT ORDER? row 

o Make a selection for IF PRINTING STUDENT SCHEDULES, USE… 

o No selection is needed for IF PRINTING FEE LIST, ONLY  INCLUDE TRANSACTIONS 

CONDUCTIED DURING 

o Leave the WATERMARK TEXT row BLANK 

o No change is needed on the WATERMARK MODE row 

o Choose WHEN TO PRINT 

o Choose ENGLISH for REPORT OUTPUT LOCALE 

 

 SUBMIT 

 Select REFRESH in the REPORT QUEUE 

 Choose VIEW to print Progress Report(s) 
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 Example of the Progress Report: 

 

 

 

 

 

 

 

 

 

 

 

 

2. HOW TO EDIT THE PROGRESS REPORT TEMPLATE 

• Navigate to SYSTEM REPORTS 

 PATH: SYSTEM MANAGEMENT\REPORTS\SYSTEM REPORTS\REPORT CARD TEMPLATES 
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 The PROGRESS REPORT and PROGRESS REPORT – USE THIS templates are considered REPORT 

CARDS 

 Select PROGRESS REPORT or PROGRESS REPORT – USE THIS from the list of existing templates 

 Make EDITS to the PROGRESS REPORT or PROGRESS REPORT – USE THIS template on the 

REPORT CARD landing page 

 Do not change the TEMPLATE NAME 

 Leave the PRINTED REPORT TITLE field BLANK 

 Leave TITLE STYLE field as DEFAULT 

 Leave the TITLE JUSTIFICATION field set to LEFT 

 Edit the HEADING 

o Select HEADING (BLUE text) 

o Do NOT edit the HTML code 

o It is recommending to leave the HEADING TEXT STYLE set to HELVETICA 12/14 B and 

CENTER 

o It is NOT recommended to add additional fields 
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o If the decision has been made to include additional STUDENT FIELD(S) 

• Place your cursor on a BLANK LINE following the DEFAULT HTML code 

• Select FIELDS 

• Choose additional fields from the STUDENT FIELD pop out box 

• To BOLD the text: 

 Include the correct HTML code 

 <B>Grade Level</B> 

• SUBMIT 

 Edit the SCHEDULE LISTING 

o Choose SCHEDULE LISTING (BLUE text) 

o It is recommended to NOT make any OPTION changes 

o Ensure fields match SCREENSHOT below 

o Choose a selection from drop down menus for ROWS #5 and #6 to accurately reflect the 

correct TERM 

o Remove a column by choosing the BLANK choice in the drop down menu 

o It is not recommended to make any other EDITS 

o Update WIDTH and ALIGN measurements to match SCHREENSHOT below 

 

 

 

 

 

 

 Edit the FOOTER text as necessary 

o It is NOT recommended to change any field selections 
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o If a decision has been made to add additional fields, refer to page #5 (adding STUDENT 

FIELDS)  

o Ensure FOOTER TEXT STYLE is set to match the SCREENSHOT below 

 

 

 

 

 

 

 

 

 Choose to share the edited template with other schools on your server 

o Select either USERS AT ALL SCHOOLS or ONLY USERS AT [School] 

 Make a selection for TEACHERS CAN PRINT 

 Leave the INACTIVE checkbox unchecked 

 Edit the MARGINS and PAGE SETUP 

 No EDITS should be made to SPECIAL PRINTING OPTIONS 

 

 

 

 

 

 

 

 


