
HOW TO PRINT FROM SCHOOL REPORT CARD 
There are three options available for printing from School Report Card (to view instructions for a Mac, click here): 

OPTION 1:  Printing from a Web Browser 

 Open School Report Card 

 Page 1 

Select the district/school, click View Card and select a tab you wish to print.

Select all students to dissaggregate into more detail before printing.

http://education.ky.gov/districts/tech/ktt/Documents/MAC_SchoolReportCardPrintingInstructions.pdf
http://media.education.ky.gov/video1/tech_tips/SRC_Option1.mp4
http://media.education.ky.gov/video1/tech_tips/SRC_Option1.mp4
radcock
Sticky Note
Unmarked set by radcock

radcock
Oval

radcock
Line

http://education.ky.gov/districts/tech/ktt/Documents/MAC_SchoolReportCardPrintingInstructions.pdf


HOW TO PRINT FROM SCHOOL REPORT CARD 

 Page 2 

From the browser, click File > Print and this will print the report.

Select the next tab you would like to print and follow the same steps by expanding sections and selecting 
print from the browser window.

To disaggregate choose one or both.
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OPTION 2:  Exporting with Data Sets   

Open School Report Card, select the School and click View Card. 

Select Data Sets  

Expand the year to see additional detail.
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The data will export into an Excel file.  Choose Open, Save or Save As to work with the data in Excel. 

Select the underlined area for the data you wish to export.
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 OPTION 3:  Capture an Image of the Data to Print 

Open School Report Card, select the School and click View Card. 

From a Windows computer, Click Start > All Programs > Accessories and select the Snipping Tool 

http://media.education.ky.gov/video1/tech_tips/SRC_Option2.mp4
http://media.education.ky.gov/video1/tech_tips/SRC_Option2.mp4
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Drag the cursor around the area you want to capture 

This will create an image in the Snipping Tool.  Click File > Save As to save the image on your computer. 
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