Report Card Printing Instructions

For Printing on the Panasonic Printers

After generating report card so it appears on the screen, follow the instructions below for printing report card on Ledger Size (11x17) Paper.

1. Click the print button.

2. When the print dialog box appears, click properties.

3. On the Layout Tab, choose advanced.

4. Change paper size to Ledger.  Then click OK.  This will take you back to the Layout Tab.

5. On this screen choose the following options:

a. Landscape

b. Flip on Short Edge

c. Front to Back

6. Click OK

7. Then click OK to print.

This will change the print settings to be able to print Report Card on the correct size paper.  If, when you are finished, you need to print from another application such as Microsoft Word, you may need to change the settings back to standard size (8½X11) paper.

Questions/problems should be directed to the HelpDesk 216-432-6232.
