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JMC Communication Module Overview

The Communication Module of JMC Next Gen Office Application gives your district the
ability to keep track of student communication records. The Module works in conjunction
with Online Teacher in acquiring information from teachers and saves a record of
information, if needed, for reference at a later date. This may include both positive and
negative observations/interactions about a student or their caregiver during school, as
well as communication or interaction with a student or caregiver outside of a school
setting.

Communication referrals may be submitted from Online Teacher and later processed by
JMC Office, which may accept the record, edit information or reject the communication
record outright.

At the discretion of the office staff, parents may be allowed to view communication
records through email, or printed copy.

The Communication module does not include any predefined actions, and it is up to the
user to decide what actions are documented.

The Communication module includes reports such as:
e Data — select student(s) and a list of their communication records.
e Reports-Student — summary of all records or for specified date range; summary
includes breakdowns by reporter, student information, date, and detail of
communication.
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How to Use This Document Efficiently

This document is designed to help JMC users understand how to manipulate the
module efficiently and effectively. While this document contains important
information, tips, and instructions on each function of the module, it may not be
necessary to read the entire document to get information necessary for efficient
use.

Table of Contents

Scan the table of contents to find the section which relates to your specific needs.

Search Using Find Feature
If you are looking for something specific you can do a search on one or more key
words. In Windows do a Ctrl-F, or with a Macintosh use Command-F, then enter
the key word(s) and click on the Find Next button to navigate the document.

Document is a “Living” Document

Since this document is likely to be updated with some regularity, it is
recommended that you not print the document — at least not every time it gets
updated. If you wish to print the document from time to time you may want to
refer to the Change Log at the end of the document to see what is new in the
recent updates.

Making Notes in This Document

As you read through this document online, you may wish to leave notes or
comments to come back to at a later time. This can be accomplished using a PDF
document. If you need assistant converting this document to a PDF, see directions
in Appendix B, at the end of this document.

Leaving Personal Notes in a PDF File

You can leave personal notes in a PDF easily using Sticky notes or Mark Up
editing features.

Sticky Notes
Using the Sticky-note features, add sticky-notes to the document.
Open your PDF document.

Right-click on the PDF document where you want to add the sticky-note.
Select Add Sticky-note from the right-click menu.
[
Note: This option is not available in edit mode. Click the €j) or IA icon in the
toolbar to switch to a compatible mode.

Within the Annotations Editor dialogue box, you can give the note a subject and select
the background color. Enter your comments in the available field.
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Note: Adding a Sticky-note is a permanent action upon saving the document. If you
change your mind after making the changes, close the document without saving the
changes, re-open it, and start over. We recommend that you save an original unmarked
PDF file for future reference.

5. Click OK to add the note to the PDF document.

Mark Up
Using the Mark-up features, highlight, underline, or strike out text, without
changing the original content.
1. Open your PDF document.

2. Click the Select Tool icon IA on the toolbar or right-click on the document and
choose the Select Tool from the right-click menu.
3. Select Text by left-clicking and dragging cursor over text in the document.

Note: Marking-up text is a permanent action upon saving the document. If you change
your mind after making the changes, close the document without saving the changes,
re-open it, and start over. If you wish to start over with a fresh copy just go to the IMC
website and download a new one.

4. Right-click on the selected text, and choose Highlight, Strikeout, or Underline from the
right-click menu.
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Student Scope

The Student Scope is a link found in the Quick Links on many of the main pages in
JMC’s Next Gen Office Application.

The Student Scope allows you to simultaneously view 6 different types of data for a
student from the JMC Next Gen database. Each individual user may specify which 6
types of data they wish to view in the Student Scope.

The following is a list of the types of data that may be viewed within the Student Scope,
depending upon what access is assigned to your user account in JMC:

Attendance

Schedules

Student Lunch Transactions
Period Attendance

- Discipline
- Health Immunizations
- Report Cards
- Student Contacts
- Student Progress Report
- Student Transcript
An example of how to get to the Student Scope as shown here is Schedules — Student —
Edit Schedules.
Sunnyville High School - D;y: 177_— I]:/)l:l;l]ls - Thursday 014-2015 Logout
Grade: | Al[=]  Find: ] Switch Building:
Student ID: 569 Student Name: Adams, Carla Grade: 7 ISUFII'WV\"E HIE
dterms Quick Links:
Lock _[section __|Course ot | q2 [ni[w2[ralwa] si [wa[12] o3 | 4 |hs[n6[Ta] s2 | Ex |YNQom student Date
- StiEn. v ||567 BAND H X 5 .
FE[ St2En. v |[S7T3MATH7 xl_g |_||§[ I_E l_g I — Flgure‘ 1 .
- [el| st v[ssocuoepstuovy k[ | & = [« 3= Student SCOpe .hnk
- =] sizen. ~|ls70s0CIAL7 e e = [T TI| [ erint Transcript location on Edit
— [5]| steen. v |f71sciEnCE 7 [ & & [ el Student Schedules
[ [=]| sisen. - |[s7sPemeaLTH 7 el = e - Page.
- |e|| st7En. v |[s63ENGLISH 7 x| |l [ = =] Copy Schedule
] T T " mE e melmelE B
- [¢]| s2En. v |[s73IMATHT X =l = = =
[~ [2]| s22s5.. ~|[ssocuibEDSTUDY7 X e el
- [=]| s23en. v |[s7050CIALT X = = =l
l-_E S24En.. ¥ ||571 SCIENCE 7 X ,_E I_E I_E I_E I—
- [#]| s2sEn. v |[57SPEMHEALTHT X =l = = =
(- ]| se7en. ~|[ss3ENGLISH7 X e meElmEE

Notice the Student Scope link on the right of the page under Quick Links. 1f you click
on the Student Scope link you will get a page that pops up similar to the next figure.
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A Quick Link to Student Scope may also be found on Edit — Student Data and Grading —
Entry — Edit Grades.

Adams, Carla

Phone:

StatelD:
1234567890123

Stu Email:

cadams@someisp.net

Student Progress Report

Schedules

Course
BAND JH
MATH 7
SOCIAL7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7
BAND JH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7

Progress Term

Qtrz
Qtrz
Qtrz
Qrz
Qurz
Qrz

Qtré
Qtra
Qtra
Qtra
Qtra
Qtra

Teacher

D Schultz

1 Ashford

P Hughes

Q Neidermeier
M Kelsey

G Peterson

D Schultz

1 Ashford

P Hughes

Q Neidermeier
M Kelsey

G Paterson

Period Course

BAND JH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7
BAND JH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7

Days

Met

567 Sem1 12--- D Schultz

573 Sem1 12--- ] Ashford
Sem1 12-- P Hughes
Seml 12---  Q Neidermeier
Seml 12--- M Kelsey
Seml 12--- G Peterson
Sem2 12--- D Schultz
Semz 12--- ] Ashford
Sem2 12 P Hughes
Semz 12--- @ Neidermeier
Sem2 12--- M Kelsey
Sem2 12--- G Peterson

Course# Term Teacher

BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134
BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134

Student Lunch Transactions -

Period Attendance

Family Lunch Balance = $ -2.20

Deleted Date user Transaction Purchase Status AmountBalance
02/03/2015IMCADMIN Transfer:
02/03/2015 IMCADMIN Student Lunch
07/10/2014IMCAD  Deposit

P

$2.20 $0.00
$-2.20 §-2.20
$0.00 $0.00

Periods
for Day

2 3 4

No absences or tardies for this student.

Reason Code Reason

No Note or Call
Sent to Office

Sick

Appt-Other

Doctor

Dental-Ortho
Qverslept

Health Immunizations

Discipline

Immunization
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis

Date
(Age)
10/1/2001 -

Exemption Administered|_
Dosage 1

(oY 2M)  Full

12/3/2001 -

(ov am)  Ful

2/4/2002 -

(oY 6M)  Full

10/28/2002 -

{1y 3M)  Full

9/19/2005 -

(4¥ 1M)  Full

at School

Figure: 2
Example of Student
Scope

To change the type of data viewed in any of the 6 panels in the Student Scope, simply
click on the menu in the upper left corner of that panel and select a different data type.
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Communication Submission by Teacher from JMC Gradebook

Communication-Communication Submissions

Gradebook
This selection is used to enter and edit communication records for students in
Gradebook.

Select Communication — Communication Submissions. The page will appear
similar to Figure 3.

¥ All Students

udent ID: Student Name: Grade: Birth Date:

fending ¢ icati issi )]

Figure 3:

Edit Student
Discipline
Records

Acchpted Communication Submissions

All Students Checkbox: By default, this is unchecked and means Teacher list of
students will include only students assigned to them. If checked, the list will include
all students in the district.

Note: This setting will not appear unless it is selected in JMC Office in File-Online
Settings Teacher Tab. See Figure 4.

Figure 4:
¥ Allow teachers to select 'All Students' on Homeroom Reports ThlS SeleCtiOﬂS aHOWS
Allow teachers to view all accepted student communication submissions teachers to Choose fr()m all
students in district when
submitting communication
reports

Allow Viewing of All Student Communication Reports
(JMC Gradebook)

To allow teachers to view communication submissions from ALL STUDENTS, both
boxes in JMC OFFICE at File-Online Settings teacher tab must be checked. If left
unchecked, teachers will only see students assigned to them.

JMC Communication Documentation Page 8 of 22



Student Drop Down List: To select a student, enter all or part of the student’s name.
While you type the name the list of students will be updated to match your entry.
Once you see the student you wish to select in the list, click on the student’s name.

To start a new record after choosing a student, select Add New icon and click on it.
Page will now appear similar to figure 5.

Teacher: Mr. Way (Term: Year) MN High School - 2018-2019

Student ID: 251 Student Name: Morton, Corton Grade: 11 Birth Date: ()

Pending Communication Submissions Send To Office

Date: ., Time: Reported By:
312/2018 | e 12:42 M. Way

Reason:

Action:

Detail:

Figure: 5 Communications page ready for data editing

Adding Data to Communications Page: Student name, ID, grade and birth date
will be displayed at the top of the page. Current time and date will be displayed.
These can both be edited, if desired.

Reported By: Cannot be changed, it will display the person who is logged into the
JMC account and is submitting the Communications Data.

Reason: The reason for this communication can be placed in this area. Some
examples could be observed behavior, communication, concerns, positive activity,
and negative activity which doesn’t require an immediate action or anything you want
to put in here, and keep a record.

Action: If an action has been performed, you may place it here.

Detail: This is where the description of the communication is placed. Use this box to
put as many details as desired to properly describe what the communication is about
and why it is being submitted. NOTE: Do not include names other than the one for
the student whose communication record is being recorded.
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Send to Office When sufficient data has been noted, communication is then sent to

JMC Office for acceptance, editing, or dismissing by clicking on the “Send To
Office” tab at the top of the document as shown in Figure: 6.

Student ID: 251 Student Name: Morton, Corton Grade: 11 Birth Date: ()
Pending Communication Submissions T oo
aate: ~ Time: Reported By:
/12/2010 | [12:42 Mr. Way
Reason:
Parent communication
4
Action:
Observation
A
Detail:

Corton's mother called and wanted me to know Corton has been complaining about another student possibly picking on him. She said the other
student and Corton often do things together outside of school, so she isn't sure what is going on. She would like all staff to be aware of this.

Figure: 6

Completed Communications Form Prior to Submission
(Teacher’s Gradebook View)

Pending Communication Submissions A dated note will be shown in the upper left

corner of submitted Communication, until the office accepts the communication
submission. Figure: 7

NOTE: Current communication can be Edited or Deleted by the teacher until the
office accepts it.

Student ID: 251 Student Name: Morton, Corton

Grade: 11 Birth Date: ()
Pending Communication Submissions
03/12/19 (Parent communication)
Date: Time: Reported By:
3/12/2019 12:42 Mr. Way

Figure: 7

Communication waiting for Office to accept
(Teacher’s Gradebook View)

JMC Communication Documentation Page 10 of 22



Pending Communications in JMC Office

There are two ways office professionals can choose to read pending
communication submissions.

1. Office will have a notice on JMC homepage indicating a communication
submission is pending receipt. Figure: 8 clicking on the submission will open
the communication module for editing, rejection, or acceptance by JIMC
Office user.

Day: 127 - 03/12/2019 - Tuesday 2018-2019 Logout

Tuesday, March 12, 2019
Switch Building:

2018-2019 MN High Schot ¥

Pending Contact Submissions:
4 (since Apr 14, 2015) Switch Year:

Pending Student Submissions:
3 (since Jan 31, 2019) _
Pending Communication Submissions:
1 (since Mar 12, 2019) TR Y

Figure: 8
Pending submissions available for Office to view

2. The office can also see pending communications by choosing
Communication-Data-Merge Communication Submissions. Similar to

Figure: 9
WiVl

Previous Page MN High School Day: 128 - 02/13

fzt Home Pending Communication Records:
> File | =
» Edit Shelton, Riki - 03/13/19 (Theft)
} Attendance
b Schedules
» Grading .
» Period Attendance Flgure: 9
» Discipline Pendlng
b Activities . .
- Communication _ Communication

~ Data Records ready for
b Edit Student Records |23 15015 Office Revi
» fee Review
» Reports Reported By:

» Health Mr. Way
» Lunch
» Tuition/Fees gsg‘?%n‘;ad
» Minnesota
» Standards and Benchmarks  |Action:
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Communication Submission Options in JMC Office

To open a communication submission and view the details, hover over the
submission with computer mouse and click on submission. You will open a
window similar to Figure: 10. Click on the record to view and the information
will appear.

MN High School Day: 127 - 03/12/2019 - Tuesday 2018-2019 |
Pending Communication Records:
Morton, Corton - 03/12/19 (Parent communication)

Pending Files: 1
Submitted: 3/12/2019 2:50:53 PM

Date: Time:

3/12/2018 12:42 Figure: 10
Reported By: EXample Of
e Accepted,
PR:rZ\E\(t";:m1munication Pendlng
Action: Communication
QObservation Record by

. Office.

Detail:

Corton's mother called and wanted me to know Corton has been complaining about another student possibly picking on him.
She said the other student and Corton often do things together outside of school, so she isn't sure what is going on. She
would like all staff to be aware of this.

Reject Communication Report

Reject is clicked, communication record is deleted and is No Longer available,
and cannot be retrieved.

Accept Communication Report

Accept is clicked, communication record is saved, becomes linked to student’s
data, and can be viewed at any time.

Viewing Student Communication Reports in JMC Office

To view a report on a student using JMC Office, click on: Communication-Data-
Edit Student Records or Reports- Student.

Note: Communication may be edited by Office before accepting.
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Communication Report Data

The student(s) Communication Report Data is saved and may be used to record
and track non-discipline related information. This information may be viewed by
teachers who have access permissions from the JMC Administrator, in JMC
Gradebook and Personnel with permission in JMC Office.

Selecting Communication Report Data

Communication report data can be selected and sorted several ways.

e Sequence Figure: Al
e Random Figure: A2
e Grade level/Range Figure: A3
e Advisor ID Number Figure: A4

Previewing Communication Report Data

Appendix A
Appendix A
Appendix A
Appendix A

After selecting an option(s) for sorting student communication data, Preview is
chosen, and a report similar to the example in Figure 11 will be provided.

Select:

Grade:
From: KA ¥ To: 12 ¥

By Sequential
By Random

* By Grade
By Advisor

All Dates
From: 1/1/2019

H To:[3/29/2019

Email If Possible
Reply To

Email: randy@jmcinc.com

( Preview] ( Print] ( Export]

Figure: 11

From: 1/1/2019 Through: 3/26/2019

observe this behavior.

JMC Communication Documentation

Student: Branch, Maple StudentID: 254 Grade: 11 BirthDate:

Contact: Phone:

Date Reason Reporter Action

03/06/2019 Positive Principal Jones Act of kindness

Detail: Maple was observed helping several 7th grade students find their way through the H.S. hallways
to find a class which had been moved to a new location.

03/12/2019 Positive Mr. Way Good deead

Student: Brady, Zach StudentID: 4243 Grade: 1 BirthDate: 05/06/2011 Preview examp]e of
Contact: Phone: communication

Date Reason Reporter Action Report Grades KA-
02/27/2019 possible bullying Mr. Johnson none at the time 123

Detail: several students brought to my attention that Zach may be bullying another student. I did not Date range:

1/1/2019-3/29/2019

Page 13 of 22



Printing and Exporting Student Communication Reports in JMC Office

JMC Office allows student communication reports to be printed or exported to a
CSV file for viewing in Excel or other spreadsheet software.

Printing Communication Report
After selecting Preview, select Print to print report.

Emailing Communication Report
When Email If Possible is checked, any Primary Contacts connected with a
student’s information will be emailed, when Print is chosen.
Note: A Reply To Email address must be entered

Exporting Communication Report

After selecting Preview, select Export to create a CSV file to your download
folder.

Editing Student Communication Reports in JMC Office
Student reports may be edited in JMC Office at any time.

Editing Student Communication Report

To edit an existing Student Communication Report in JMC Office, choose:
Communication — Data — Edit Student Records. Search the student you want to
see by using the FIND dropdown or by typing part of the student’s name. You can
sort your search by using the dropdown menu labeled GRADE. Your view will be
similar to Figure: 13

Grade: All Active ¥ Find: [~
All Active
studen AIINAEIVETT student Name: Brady, Zach Grade: 1  Birth Date: 05/06/11 (7)
All
EC
Commi Add New
Record -
a
1
2
3
4 Mo communication records found.
5
7
g
9
10
11
12
Figure: 13

Example of Search options for Existing Student Communication Records
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Editing Student Communication Report

To edit an existing Student Communication Report in JMC Office, choose:
Communication — Data — Edit Student Records. After choosing the student by
name, a screen similar to Figure 14 will appear. After choosing the date of the
Record to edit, Choose EDIT and the following data may be changed: Date, Time,
Reported by, Reason, Action and Detail. After editing desired data, choosing
UPDATE will save the new report. Figure: 15

NOTE: once edited and saved, previous data is NO LONGER available, and the
new data will remain in the report.

Figure: 14
Example of Student Communications Report Prior to Editing

JMC Demo School Day: 160 - 04/01/2019 - Monday

Grade: All Active ¥ Find: v

Student ID: 45 Student Name: Bernadong, Francis M Grade: 10 Birth Date: 05/14/03 (153)

Communication Add New
Records:

g Delet:
07/02/18 (Student sai

2018-2019

07/03/18 (Francis talk Date: Time: Reported By:
7/2/2018 12:15 Coach Paul
Reason:

Student said they might guit school

Action:
Message Sent

Detail:

Francis was talking to me after practice and was discussing the option of quitting
school. 1 encouraged him to continue with school and to speak with the schoal councilor
and myself, I will be touching base with Francis daily to stay on top if his thoughts.

ICommunication Records from Prior Years:

Date Building Reason Action Detail
Francis aced

7/27/2017 JMC Demo School every test thisSent a certificate home Francis has been having a ¢
week
100% in all

7/31/2017 JMC Demo School his math sent home a letter kadsjflkjadgkjhs -
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Saving Edited Student Communication Report

After editing desired data, choosing UPDATE will save the new report. If you do
not wish to save edited information, choose CANCEL, and the report with revert
to original format and information. Figure: 15

lAdd New

Date: Time: Reported By:
7/2/2018 j 12:15 Coach Paul

Figure: 15
Shudant s Ty gt ahed Example of UPDATE screen
P : shot which will be chosen to
Hessage sent save edited Communication
Detail: Report.

Francis was talking to me after practice and was discussing the option of quitting
school. T encouraged him to continue with school and to speak with the school councilor
and myself. I will be touching base with Francis daily to stay on top if his thoughts.

Starting a New Communication Report

If a new report with a current date stamp is desired, ADD NEW may be chosen
and a new, blank report will be generated, and available for data entry. Current
Date and Time are automatically entered, but can be altered. All other fields are

editable as desired as well. Once UPDATE is chosen, a new Communication
Report will be generated.

_— O — e

JMC Demo School

Day: 115 - 04/01/2019 - Monday 2018-2019
Grade: |All Active ¥ Find: -
Student ID: 45 Student Name: Bernadone, Francis M Grade: 10 Birth Date: 05/14/14 (4)
Communication Records: U
pdate || Cancel
07/24/18 (Mom stopped
08/09/18 (Francis is Ups Date: Time: Reported By:
08/14/18 (Francis was st 4/1/2019 418:03 am
Reason:
#
Action:
4
Detail:
#
ICommunication Records from Prior Years:
Date Reason Action Detail
7/27/2017 Francis aced every test this week Sent a certificate home Francis has been having a ¢
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Appendix A

Viewing Student Communication Reports in JMC Gradebook

The teacher can find the report in JMC Gradebook by choosing Communication —
Communication Submissions and choosing the students’ communication which
they want to view. Figure: Al

Student ID: 251 Student Name: Morton, Corton

Pending Communication Submissions ' Add New

These are

prev19usly No pending c

submitted

communication

submissions Figure: Al
connected to this Example of
student which have Office accepted
been viewed and communication
accepted by the D551 (parent comariicationy o record in
Office. 3/IRS (Farent Contact Gradebook

View.
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Selecting Communication Report Data

Communication report data can be selected and sorted several ways.

Sequence
Sequential sorting will allow the user to search by using Student ID’s and a Date Range.
When using this method to find communication, A// Dates, or a From and To date must
be chosen, as well as a range of Student ID numbers. Figure: A2

Select:
* By Sequential Student ID:

By Random From: 201 To: 260

By Grade Figure: A2
By Advisor Example of Sequential sorting

All Dates : . being used to find
From: 1/1/2019 j To: |5/24/2019 :ﬁ

Email If Possible communication data

Reply To
Email:

( Preview] ( Print] ( Export]
|Fr0m: 1/1/2019 Through: 5/24/2019

Random
Random sorting will allow the user to search by using students’ name. Multiple
students can be searched at one time by clicking on more than one name.
NOTE: ALL DATES is chosen, so the search will look for ALL communication
involving these students, regardless of the calendar dates shown. Figure: A3

Select:
By Sequential| Find:|last Name or Student ID
* By Random Aasimav, Aabbee Aasimov, Ardis Figure' A3
By Grade Aasimov, Ardis Aasimov, Aabbes ’ .
. Aasimov, Arnold Anderson, Andy Example of Random SOI‘tlIlg
By Advisor Aasimov, Isaac being used to find
Anderson, Andy . .
Bender. Claus Tomas - communication data
¥ All Dates

From: |2/26/2019 i To: |3/26/2019 i
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Grade
Sorting communication reports using Grade. This example will search for
communication for ALL students in grades 9 through 12 which occurred between
the dates 1/1/2019 and 3/26/2019. Figure: A4

Select:
By Sequential Grade: Figure: Ad
By Random From:9 ¥ [To;12 v Example of By Grade

* By Grade sorting being used to find

By Advisor communication data.
All Dates ) )

From: 1/1/2019 :ﬁ To: |3/26/2019 :ﬁ

Advisor

Sorting communication reports by Advisor number, all dates. Figure A5

Select:
By Sequential Advisor Number
By Random From: 1 To: 12 Figure:lAst )
Example of Sortin
oy Grade Advisl())r for All Da%tesy
* By Advisor available
¥ All Dates
From: #H To: =
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Appendix B: Saving a Report as a PDF File

The following is an example of saving a report as a PDF file when using Google Chrome
as the browser in Windows 10. In this example, the Print option was selected while
viewing a JMC-generated report. After clicking the Print button a dialog will appear
similar to Figure B1.

€ Untitled - Google Chrome - O X
g

@ zboutblank
Boy

Print

Wit Total: 3 sheets of paper Figure B 1 .

WIS
EdF £l

Clas
Clas

Step 1 — Click
Print button to
get to Print

Dialog

Clod  Destination Canon MF810/820 P...
Clas

Clag Change...
Clas

Clas

Clad  Pages o Al
Clas

Clas

Clas.

Clas . .

o Copies

Clas

Clas Layout Landscape -
Clas

Clas ™

Clas
Clas
Clas
Clas
Clag  UPTO

Color Black and white =

= Two-sided

Clas
Clas
Clas
Clag

Clas  pyint using system dialog... (Ctrl+Shift-P)

Clas.
Classroom: 183 School: 15432 200 OK -

Typically you would have a printer selected here, such as the Canon printer selected in
Figure B1. But rather than print to the printer, we want to save the report as a PDF file.
To do so, click on the Change button in the Destination section of the print dialog. A
new dialog will pop up on your screen prompting you to select a different destination, as

in Figure B2.
Select a destination *
Showing destinations for | greg@jmeinccom ¥
R Scarchdesiratons Figure B2:
Recent Destinations
Save as PDF Step 2 _

Canon MF810/820 PCL5c

Selecting Save
Local Destinations v awj/ o PDF = the
Save as PDF

Destination

Microsaft XPS Document Writer
Microsoft Print to PDF
Show All... | (8 tota
Goagle Cloud Print  Set up to add printers

Save to Google Drive
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From the Local Destinations select Save as PDF. The dialog will then appear similar to Figure

B3.

@ Untitled - Google Chrome

® about:blank

Boy .
Print

wr  Tota:3 pages
WIS

Clag
Clag

Clag  Destination U
Clag

Clag Change...
Clag

Clag

Clay  Pages
Clas

Save as PDF

Al

Clag

Clag

Cad  Layout
Clag
Clas.
Clas.
Clas.
Clas.
Clas
Clas
Clas
Clas
Clag
Clag
Clag
Clag
Clag
Clag.
Classroom: 183 School: 15432

Landscape

+  More settings

EdF Cancel

Clad eg.1-5,8, 111

200 0K

Figure B3:

Step 3 — Save as
PDF is now the
Destination

Click the Save button to save your file. A Save As dialog box will appear prompting you to

select the location and specify the name of the file, as in Figure B4.

3 Quick access
47 My Dropbox
IMC 1A SIF Ac
| Desktop
IMC_SIF Age # ¥ €

G‘ Save As
&« « 4 Bl » ThisPC » Desktop » v &
Organize » MNew folder

(] Mame

7 Logs - Shorteut

@ ‘WlSEdataVenderConferenceCallAgenda
@ ‘WISEdata Vendor Project Status - 12_1_20...
7 WI'WISEData - Shortcut

Search Desktop

Date modified

31472017 11:12 AM

X

»p
= @
Type

Shortcut
Adobe Acrobat D
Adobe Acrobat D

Shortcut
>

~

W

File name: | unt\tledl

~ Hide Folders

Save as type: | Adobe Acrobat Decument

Save

Cancel

Figure B4:

Step 4 —
Specifying the
Location and
File Name for
your PDF file

Once you have the location and name specified you may click the Save button.
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Why save as a PDF file?

You have some options as to what to do with a JMC report. You can print it to your printer, you
can save it as a PDF file, or you can simply preview the report and not print it or save it as a PDF
file. Some reports may also include an option to Export to a Test File and perhaps other options

as well.

Saving as a PDF file can make sense for several reasons:

1. Maintain a record of some process that you completed
2. Saving as a file instead of printing saves paper
3. A PDF file can be easily emailed as an attachment
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