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To Create an Interim Header  
 
 
On the Menu Bar  
 
 

• Click Tools 
 

• Click Create Interim Header 
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The Progress Report Header window is 
displayed.  
 
 

• Type a Personalized Message to 
the Students Parent(s) in the 
Progress Report Header Text box 

 
This will become the Header on the first 
page of the Student Interim Report. 
 
 

• Click Save to Save the Header 
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The Save Header window is displayed. 
 

• Click Yes to Save the Header 
 
• Click No to return to the Text box 

 
 
 
 
 
 
If you Click EXIT Without Saving the 
Header 
 

An Information box is displayed.  
 

• Click Yes to quit without saving  
 

• Click No to return to Text box and 
type a personalized message    
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To Display the Interim Report 
 
 
 

On the Menu Bar 
 

• Click Reports 
 

• Click Interim Report 
 

The Interim Report Selection window is 
displayed. 
 
To Select Student(s) 
 

• Highlight All Students 
 

Or 
 

• Highlight a Single Student 
 

Or 
 

• Multiple Students 
 
Refer to Chapter 2-3, Step 6 for 
Multiple Selection 
 

• Click OK to continue 
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The Interim Report for the Student(s) you 
have selected is displayed. 
 
 
Each Student Interim Report is on a 
separate page and can be printed. 
 
To Print the Report 
 

• Click the Print icon  
 
If More than One Student was Selected  
 
 

• Use the Previous Page/Next Page 
icons to move from page to page 

 
• Use the Scroll Bar on the right of 

the screen to view the entire page 
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To Close the Report  
 

• Click the X in the top right corner 
of the screen 

 
 

 

The Interim Report Selection screen is 
displayed. 
 
 

You may repeat the above process for 
another Student or group of Students. 
 

• Repeat Steps 4-5 to continue and 
Print another Interim Report  

 
OR 

 
• Click Cancel to Return to the Main 

Menu screen  
 

 
 
 
 

 


