
SD48 Report Card Template Instructions 
 
These templates require Adobe Reader version 8.1 (on any platform) or later, freely available 
at: 
 
http://www.adobe.com 
 
Please be aware that other non-Adobe PDF viewers may not work properly. 
 
Note to MacOS users: You will need to install Adobe Reader, then right-click on the template 
file and choose to open the file with Adobe Reader. It is recommended that you set Adobe 
Reader as the default program for viewing PDF documents. 
 
On the screen you will see a number of light blue buttons and checkboxes that can be used to 
hide or show certain parts of the report card, according to your preferences. Please be aware 
that these buttons, the "Choose Your School Buttons", and the numbers to the left of the self 
regulation items, will not appear on the printed report card. 
 
Method: 
 

1) Open the appropriate document (primary, intermediate, or French immersion) and 
complete any fields that you wish to be standard for all students. This will likely 
include the date field at the top, the "Choose your School" radio buttons, the buttons 
and checkboxes to select self regulation, content area, and letter grade items, and any 
standard text that applies to all students in the Term Comments field and the Content 
Areas fields. Take your time with this step; the more you can standardize the less you 
will need to customize each individual student's report card. 

 
2) Choose Save As.. from the File menu and save the document somewhere convenient. 

Give it a name something like "My Template October 2013". 
 

3) Now you are ready to work with individual students. Open the template file that you 
saved in step2 and adjust the content to reflect your assessment of your first student. 
Choose Save As.. from the File menu and name the file with the student's name. Close 
the file.  

 
4) Open the file from step 2 again. Adjust the content to reflect your assessment of your 

next student. Choose ‘‘Save As..’’ from the File menu and name the file with the 
student's name. Close the file.  

 
5) Repeat step 4 for the remaining students in your class. 

 
6) Proof read, print and sign each report card. Office staff can provide attendance labels 

printed from BCeSIS. 



 
7) In subsequent reporting terms don't go back to your original template. Copy all of the 

previous term's reports into a new folder. Open each one and adjust your assessments 
for the new term. This way the marks from previous terms remain for you to see, you 
can refresh your memory about what comments you wrote, and maybe even reuse 
some text. 
 

Other things that might help: 
 

 You can email the PDF documents to yourself or to other teachers that work with your 
class. 

 You can paste text into these templates from other programs, but be aware that text 
that is formatted with certain fonts, indents, tables, etc. will be converted to plain text 
when pasted. 

 There are nine buttons above each content area that hide/show text fields. Some fields 
are preloaded with text (Dance, Drama, etc. and Student Goal, Teacher Goal). You can 
edit this preloaded text to suit your needs. 

 If you accidentally delete a bullet character just copy/paste from somewhere else in 
the template. 

 In order to maximize space, the template margins have been set to 1/4 inch. Most 
contemporary laser printers have no problem with this, but there may be some older 
printers that have a limit of 1/2 inch. If you experience this you may need to try a 
different printer. 

 
If you have any problems with or suggestions for these templates please contact  
Scott McLagan by email or at 604-932-8875. 
 
Thanks, and best wishes for writing your reports. 
 
The SD48 Communicating Student Learning Committee 


