How To Print Elementary School Report Card

At the SMS home page click on the Reports link under Admin in the Control Bar.

ADMIMN
School Setup
Scheduling
Grading

Attendance
District Srtwp
Reports
Exports

Go to the Report Section of SMS and click on the DoDDS-E 4-6 Report Card, the
DoDDS-E 2-3 Report Card or the DoDDS-E K-1 Report Card report as appropriate for
the grade level report cards you wish to print.

Grading Reports PN

DoDDS-E 2-3 Feport Card*‘/
DoDDS-E 4-6 Peport Card

DoDDS-E k-1 Peport Card

DoDDS-E Secondary Report Card w/ Homeroom
DoDDS-E Secondary Report Card w/o Homeroom
Elementary Progress Report

Elementary Report Card

Failing Grades Report (Secondary )

Grades “Yerification

Expand the School Student filter by clicking the icon shown below.
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Select filter criteria from sections below:
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Set the filter category to generic and the field to Grade (Active) as shown below. If you
print multiple grades be sure to change the Match criteria to Any Criteria.
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Grade (Active) equals "4"
Grade (Active) equals "5"
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Now schedule the report to print at the designated time for your school. Your District
SMS ET will provide your school with the scheduled times for printing report cards. To
schedule your report card print job — expand the Scheduling Options by clicking the icon
shown below.
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Set the Schedule Options to the time provided to you by your SMS District ET.
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" Run naw
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Click Run Report



After your report has been scheduled you will receive notification. Click the Close
button.

DoDDS-E 4-6 Report Card
Updated 20 October 2005

Report has been scheduled.

| Cancel | |C|DSE|

Return to your Home page and click on the Scheduled Events Reports link to verify that
your request has been scheduled.
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The Scheduled Events Report screen will show the name of the report you have
scheduled to print and when it is scheduled to print. Return to this screen after anytime
after the scheduled execution time to view and print the report cards.
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If vou previouzly scheduled reports that do not appear above, the report may have been modified or deleted. Reschedule your report or
contact vour district administratar for rmore information,
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