How do | publish Report Cards to My BackPack?

In Your Reports select the report cad to be published:

Maintenance View Scheduling Grading Reperts Mailings Exports My BackPack Help
-] . (= = | o 3 =L I
e. ® .Z. 4 B - X O T |

Students  Clazses Scheduling Grading  Faculby/Staff Sched/Roster 5/P Mailing |*four Reports Find Fotification: Show Dashboard

Grade K-5 Report Card

Online Forms awaiting approval: 0

| Grade & Report Card
Grade K-5 Report Card _ 0 %
1. Select The Marking Period. File _Edit
Report Options
2. Select the Students. harkifid Ferind = EE v o

3. Click Archive. Query List

*DEFALLT Grade k-5 Report Card e l.._-i% |
Archive Cancel

Q | MUK |

Archive/Publish Options *

Docurment M arme |Grade F.-5 Report Card ° |

4. Give the Document A name.

[] Ovenwite Duplicate Documents
tediatrchive [nformation

Categam Feport Card a ~ |
Transfer to Development upon graduation 5' SeleCt a Category
Key Words | | Edit
Aailable in Fiegistrar e ~ 6. Which module the Document will
Media Security Group | [All] o ) L_'%l be avallable in .
File Storage Method | |ntemal [Stored in D atabase) W
[only internal files can be published) h 7' Who can see the Document'
e 8. Next.
Mext > Cancel

communitybrands



9. Select Document name.

10.  When to Publish.
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Report Cards will now display in My BackPack.
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