HOW TO PRINT STUDENT HOMEROOM LISTS ‘

This document explains how to print lists of students in different Homerooms.
1. Go to Students, Print Lists, Homeroom lists.

2. The Filter tab lets you choose which homerooms to print on the report. By default, every homeroom
is included. However, if you want to select fewer homerooms, uncheck the First in list or Last in list
checkbox and use the dropdown menus to select the new start and end values. You can also check
Individual homeroom list if you want to print students in only one homeroom.
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3. Go to the Student Information tab and uncheck Student name only if you want to print more that
just the student name on the report. For example, you may want to include Gender and Date of birth
on the report. There are many other options.
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4. Click View when ready to view the report. If you need to adjust it, close the report, make your
changes in the tabs and click View again. You can print the report when you are happy with it (see next
page for saving as PDF instead).



How to save the report as a PDF and copy to your local desktop

If you cannot print the report directly to a printer from your Remote Desktop session, you can save it
as a PDF and copy to your local computer, then print it to a printer. Or perhaps all you need is a PDF.

1. When the report is open, click the little arrow next to Print and select Save to PDF. Save on the PDF

on the Desktop using an intuitive filename such as “Homeroom Lists”.
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2. Close the report and minimize all other windows so that you can see the Desktop (remote desktop).

3. Right click the PDF you just saved and select Copy (or use CTRL+C).
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4. Minimize or move the remote desktop window so that you can see your own computer’s Desktop (=
the local desktop). Right-click the local desktop and select Paste to copy the PDF to your own computer
(or use CTRL + V). Please note that pasting may not work on Macs but will work on Windows machines.
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