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Generate 

x To generate a Student Academic Report, select “Generate Report” in the row of the 
student whose report you wish to view:  

  

x The report will generate for you to view: 
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x Users can expand and collapse the attendance section of the report by clicking the “+” 
and “-” symbols:  
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Print 

x To download the SAR as a PDF file to save or print, click “Download PDF” at the top 
right of the report: 

*For instructions on how to print multiple reports at once, refer to the Batch Printing Tutorial.  

 

x When prompted, “Open” the file to view or save the PDF. 


