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Printing a Grade Report for Auditing
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Overview

When trying to print a grades report page, are you seeing this:

Home =My courses melearn theme mweekly mGCrade administration = User report

User report - Admin User

Letter
Grade item Weight Grade Range Percentage grade Rank = Average Feedback
when you want to see this?
AUDIT EVIDENCE: eLearn Grade Book Report Semester Canberra Institute of Technology P

cit.edu.au k-‘ I
This printout is of the gradebook from our Learning Management System (Moadle), commaonly referred to as eLearn.

For ehecking purposes including audit, a Banner Class Roster final print out of the Assessment Record signed and dated by the Assessor and Verifier is required
ACIT Official Transeript from Banner is the only recognised official source of student final grades.

Home =My courses =eLearn theme =weekly =Grace administration = User report
User report - Admin User

Letter
Crade item Weight | Grade Range Percentage grade  Rank  Average Feedback

Then follow the steps in this guide to get your browser to print background images.
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Firefox
Edit View History Bookmarks Ton e
, , . New Tab Ctrl+T Format & Opt\onsl Margins & Headar,fFooter‘
1. Onany ‘grades’ page in eLearn New Window Ctl+N ot
(accessed through the New Private Window Ctrl+Shift+P Orentations | Bortait ®) | Landscape
Administration block), click on Qpen File.. cio
File in the browser's menu in Save Page As... Ctrl+S Scale: |125 % Shrink to fit Page Width

Email Link...

ptions

Print Background (colors & images)

the top left corner of the
Page Setup...

screen, and choose Print : _

Preview, (or the Print icon Print.. Ctrlep

through the menuicon in the Work Offline

Exit

top right of the screen = ).

OnCe the page has finished Grades:View-MoziHaW e
e = I

loading, click Page Setup (top left

corner of the screen).

In the box that pops up, click the checkbox under Options in order to Print Background (colors &
images)
Click OK.

You should now be able to see the auditing header and footer. You may need to adjust the
margins in order to fit the header and footer onto the page properly.

Print as usual.

Chrome

1.

On any ‘grades’ page in eLearn (accessed through the Administration block), click on the

browser’s menu in the top right corner of the screen = , and choose Print...
On the left of the page that appears, click More settings.
Next to Options, click the checkbox next to Background graphics.

You should now be able to see the auditing header and footer. You may need to adjust the
margins in order to fit the header and footer onto the page properly.

Adjust any other print settings that you desire and click Print.

Print s

Total: 1 sheet of paper (2 pages)

eTula]: 1 sheet of paper 2 pages) e
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= o
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¥ Background graphics

Print using system dialague... (Ctri+Shift+P]

—  Fewer settings

Print using system chalogue...(Ctrl+Shift+P)
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Internet Explorer

1. Onany ‘grades’ page in eLearn (accessed through the Administration block), click on File in the
browser’s menu in the top left corner of the screen, and choose Print Preview, OR, click the cog
icon in the top right of the window to access the Print > Print Preview... option.

On the page that appears, click the settings cog icon in the top menu (see image below).

In the box that pops up, click the checkbox next to Print Background Colors and Images.

You may need to adjust the Margins in order to fit the header and footer in. 10 is a good size.
Click OK.

You should now be able to see the auditing header and footer.

No wvewnbN

Print as usual.
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eLearn Support

elearn.Support@cit.edu.au http://elLearn.cit.edu.au
(02) 6207 3833
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