
Printing 3-Term Report Cards 

Most schools have chosen to print two major report cards from Aspen:  
• January Progress Report (Term 2 in Aspen) 
• June Final Summative Report (Term 3 in Aspen) 

Some schools also use Aspen to print a mini-progress report in Term 1 that does not contain all 
subjects.  E.g. Behaviours for Success, Teacher Comment, English, Math. 

Printing Reports 

1. Students TopTab > Reports Menu > 
Report Cards > Report Cards - K-9 
Three Term 

2. Choose your Term: 

 
3. In the User Specific Parameters tab: 
• Uncheck “Display Final” 
• Uncheck “Display Descriptor Key” 
• Check the signature boxes if required 

4. Click the Run button
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