
 

      

 

How do I publish Report Cards to My BackPack? 

In Your Reports select the report cad to be published: 

 

 

  

1. Select  The Marking Period. 

2. Select the Students. 

3. Click Archive. 

 

4. Give the Document A name. 

5. Select a category 

6. Which module the Document will 

be available in. 

7. Who can see the Document. 

8. Next. 



      

 

 

 

Report Cards will now display in My BackPack. 

9. Select Document name. 

10. When to Publish. 

11. Group Folder to display in. 

12. Who can view the Document 

13. Next. 

This window will display 
your settings click Finish  
to confirm: 

 


