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          				For more information: How to Send Report Cards or Progress Reports through School Messenger
 1 The first step is to open SchoolMessenger: and click Broadcasts
 2 Click SDD
 3 Click Create New Document
 4 Click Name

















NOTE: this will be the default name of the email Subject (this can be changed later)

 5 Type Name
 6 Click Select PDF Template
 7 Select the Report Card template based on the PDF being sent (for Spring 2020 use Gr 1-5 w/ remote standards)
 8 Click File, find the PDF stored on the computer
 9 Click Upload
 10 That's it. You're done. Continue to Sending Report Cards broadcast in School Messenger for next steps.







This article is also available as an interactive tutorial. Click here to view the interactive tutorial or scroll down to view a step-by-step version.
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