Instructions to print Elementary transcripts

starting from main screen select transcript for the appropriate grade range


Elementary Transcripts—Select Transcript 1-8 Dashboard 



Run program 02



Select district, school and year



Trp year span is 9091 to 0506 (this should print all historical grades for 

all students)



List active students only



Trp Order: Year



Incld Cr Yr Grds: Yes



Reports—optional reports, check either that the district wants


Year span—current year if printing history of either discipline or 




attendance


Click OK



On the next screen, check Homeroom, to print transcripts in 

homeroom order



Click the Print button


File the transcript in the student’s cumulative folder, attaching it to 

the cum card that has cum labels from previous years.



Remove last year’s transcript (with some exceptions)

