Creating a New Report Cards on the Computer

1. Click on Davis Thayer Business on First Class

· Click on Elementary Report Cards on the lower left side

· Choose the Comment Sheet and your grade level Report Card here
2. Enter data, the boxes are locked and won’t move as you type. You can type in Word then copy & paste comments into the fields in the report card.
· Use ARIAL font

· Size 10 text

· Term one has room for 9 lines in the box

· Term two has room for 14 lines in the box, about 200 words

· Term three has room for 9 lines in the box

3. Save your Report Cards in a folder on your desktop at home.

· Choose “Save As” to name, use the last name first to put your report cards in alphabetical order,

· Save the report cards to your document report card folder

· Any other changes to that card, use “Save” (once you’ve named them you won’t have to keep answering the replace question, they’ll immediately go to your report card folder)

4. You can use a file transfer to send them to school using First Class.
5. Save them to a flash drive
6. Burn a CD
Transferring Your Report Cards- from home to First Class

1. Create a Report Card Folder for your First Class Desktop

· Go to File

· New 

· New Folder – Name you folder (ex. Report Cards) to place on your First Class Desktop

2. Go to File Menu on First Class Desktop

· Go to File

· Go down to UPLOADS

· Dialogue box appears, similar to sending an attachment for an email

· Choose your report cards & upload one at a time

· The document appears on your First Class Desktop

· Drag it into your Report Card Folder

· Continue with all your Cards

3. After you are finished uploading quit First Class. When you open it again they will be there, both at home and school.
· Print out your cards, you’ll be able to edit them, but remember to save any changes on both First Class and your home computer. Your copies will be in both places.   
*Call or email me if you have any questions. Jo Ann Tavalone

