
Electronic Report Card Directions

In case you’ve misplaced the directions sheet that Nina handed out, here are the directions again, with 
screenshots. Please use the Firefox browser, especially if you want to print all of your report cards at one time.

1. Login to the Student Information System, like you normally do for attendance. The website can be found 
on the district site: http://www.shorelineschools.org/sis.

2. Click on “Customized K-6 Report Cards” link found towards the bottom center of the screen.

3. Click on “View/Override Grade Marks.”

4. Select a student.
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5. Click on “Set Default Grade Mark” to have a “3” entered for 
every grade. Be sure that you change to an asterisk the grade for 
any skills that have not been taught or for which you do not 
have enough assignments/scores.

6. Enter grades into the “Final Grade” column.

7. Once you are finished entering grades, click on “Save Final Grades.” You can continue to edit grades even 
after you have saved.

8. Click on “Generate Report Card” to view and print the report card for that student or click on the 
“Back” button to the Report Card/Select Student page and click on “Generate Report Cards” to view and 
print all report cards.

9. The report cards will be assembled into one PDF file auto-
matically. It may take a minute or so. Firefox will ask you what 
you would like to do with the file. You can 
either open it in Preview or save it to view 
and print later. Before you print the report 
cards, make sure that under File > Page 
Setup you have set the paper size to “US 
Legal” and the orientation to landscape and 
that there is the legal-size paper in the laser 
printer.
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