
Skill Set Teacher Report Cards  

These instructions are for PreK-2nd grade teachers to input Skill Set grades for their students. Teachers must do this for 

each class they teach (PreK most likely only has Homeroom, but K-2 will have a different class per subject level). 

 

1. From FACTS SIS, click . 

2. Click Classroom. 
The Classroom screen displays. 

3. Select a class. (Remember, this must be done for each class/subject that is taught) 

4. In the right-hand Classroom menu, select Report Card. 

5. Select Skill by Student or Skill by Subject on the horizontal menu 

  

Skill by Subject shows the skill set (circled) being assessed and a list of students in the class. The teacher then puts 
a 1, 2, 3, or 4 under the Grade grid. Teachers have the option of filling the grade with the most common grade and 

then modifying individual student grades by using the Fill function found at the upper right, next to Key. 

 

Skill by Student shows the student (circled) being assessed and a list of all the skill sets for the class. The teacher 
then puts a 1, 2, 3, or 4 under the Grade grid. Teachers have the option of filling the grade with the most common 

grade and then modifying individual grades by using the Fill function found at the upper right, next to Key. 

6. Click Save  when finished (in the lower right hand side). 



Report Card Comments 
 

Teachers may include comments on their report cards, and as a principal you can decide if you wish to have general 

comments for a teacher to select or if you wish for your teachers to free-write comments. For grades K-2 comments are 

made under the Homeroom course only. 

 

 
 

 

 

 

 

 

Be sure to Save  (found in the lower right hand corner) when finished.

Here is where you can enter generic codes. These are 
created by the principal or other school administrator 
under System | Configuration | Report Card Setup | 
Comment Codes (If more instructions are needed for 
this, please reach out to krichards@diojeffcity.org). 

To free-write comments, enter them by each student here.  

You can also fill comments the same way you filled grades 

using the Fill button to the right. 

01 HR 



Print, Email, or Archive Report Cards 
1. From FACTS SIS, click . 

2. Click Report Manager. 

3. Select the Category of Academics. 

4. Select the Report Card (Web) report. 

 

5. Select the students for whom you wish to generate a report card. 
**Best practice is to print one grade level (or even one Homeroom Class) at a time. You can filter using the radio 
buttons that say ‘Homeroom’ to filter by homeroom class, or select a grade level on the grade level list. Otherwise, the 
printer will print everyone in alphabetical order and you have to sort them out for sending home after printing. 

6. Move the selected students over to the Selected List using the >. If you wish to move everyone over (say you have 
filtered by grade level and want to move over everyone in that grade level) use the double arrows >>. 

7. Click View Report. 

 

Student 
names are 
listed here 

alphabetically 



8. The Report Card (Web) screen displays in a new window. 

 

9. Click Print Report Cards, Email Report Cards, or Archive Report Cards. 
*Recommended to print and email report cards each quarter. Archive is an additional step recommended for the 4th 
Quarter 

10. Select a Template. Pick the appropriate JeffersonCityDioc/ JCD_(insert grade level here).cfm.  

11. Type a Message to display on each report card, if desired. 

12. If emailing, select recipients. 

 

13. Click Print / Email / Create Archive. 
The screen displays the report card(s) to print, or a confirmation of email or archive. 


