How Do | unpublish Report Cards?

Media Manager

Select record type:

~ Applicants
Go to SyStem () Constituents
Admin > .

' Faculty
Documents> © Students

 Vendors

Media Manager>

Check Modify
Existing Media>

:.Media Manager

Select the Media Entry Details to modify (if any). and enter new values as needed. Note that if you select
a field but leave the value blank, the field will be cleared.

[¥] Description
[7] Category

[T Key Words
[7] &vailable in

[7] Media Security Group

| Transfer

Select type of media file to modify:
T Any / Al Media

© Academic Reports

[ << Prev ][ Next >> ][ Cancel ]
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Edit

[ << Prey ][ Next >> ][ Cancel ]

communitybrands

Fill in the description

to unpublish.
X !

of the media you wish



Media Manager . - - |
Select the Publishing Details to madify [if any), and enter new values as needed. Note that if you select a
field but leave the value blank, the field will be cleared.

[¥] Publish Document No

[ Publish beginning on :J at
| Display Group Folder

Change the Elbspces

Publish

Document to

I isibl " Any existing visibility settings will be
No [ Visible to Parents replaced by the options you select here.,

The document'dis'piays in this folder.
[T Visible to Students

Parent 1 Addresses
Parent 2 &ddresses
Other Addresses
Only those with Academic Access
Only those with Biling Access
Changes will be applied only to media that IS or IS SCHEDULED TO BE published.
<< Prey ] [ Next >> ] [ Cancel

(';Me”dia Manager - - -E :ﬂ

Enter selection criteria for the records to be modified:

Select Students [[AII] v] @,

Select Media [[A“] vJ i_l

Select Students All
Select Media All

l << Prev J[ Next >> ][ Cancel ]

o2

Y
communitybrands



This will show what
will be un published:

communitybrands

‘Media Manager
380 students have been selected.

2162 media records have been selected.

To update selected media file(s), click Next. To change your query conditions, click Prev.

| ShowStudentlist | | ShowsaL |

You must preview the report before clicking Finish.

Finish

Cancel




