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BIS Help Guides

How to print out your class lists

Learn how to print out your own class lists.
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INTRODUCTION

This guide will show you how to generate your own class lists, so that you can save them as PDF
files, and print them out. This is particularly useful in the first few weeks of school. You can
customise your lists and show student photos, parent contact email, etc.
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Step 1 — Login to ePortal

Facility ePORTAL
hool.com/eportal /index.jsp

e Visit hitp://eportal.bis-
school.com/eportal/in...

Facility ePORTAL Login detalls serco e Enter your credentials

_Plaase snter vour Iogin detalls below. then click on the Login button.

‘ o Click 'Login'

Step 2 — Visit the main menu

‘@00

Facility ePORTAL

eportal.bis-school.com/ eportal /PortalSery e=h screen

o Click on 'Main menu'
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Step 3 — Visit the 'Students Lists' page

eo0o Facility ePORTAL

m@ m a epurta].bis—schuol.(om.’epurtalIPorts\Serv"reqtvpe:shuwc\assicview&sv=20k3.¥2014Ne&wpe=Lecti . Hover your mouse On 'Records‘

::User-Nevers, Frederi H

serco o Click on 'Students lists'

Home

Personal _J Welcome to Facility ePORTAL.

Timetable

Messaging

Assessment se rco

Roll Call E==1

Registration
g

—hg

This frame is user definable and can coniain any content required.
Flease see the documentation for more information.

Step 4 — Select your teaching group

:User-Nevers, Frederic ::Type-Lecturer ::Logged In-22:41 26-Jun-2014 ::Dataset-2013/2014

L vome | wamMenu ]| togow | e Use the drop down boxes to select
the teaching group you are
interested in

. Generate A Set List

Existing Setlist| None

Choose the filter(s) you wish to use Choose additional Columns J . Use this drop down bOX to SeleCt the
rrey— _ ﬂ;ﬂ:ﬁ ,‘ extra options you would like to see
e Your in the report. The 'Contacts email’
e will display the parent email details
s"ﬁ::c'r:g Teachinggroup Additional Columns | Contacts email [# I
e b i 0 —— e You can display the student photos
ey | by checking this box
Ganerats List H ] H ]
_ﬁ . e Click 'Generate List' when you are

happy with your settings
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Home || Main Menu || Logout
e Click on 'Generate PDF report'
List of students in IB Middle Years,Year 10, 10B
L Ganerats PDF Report ‘J CliCk on 'PDF DOCument Link‘ to
T open the PDF document

.= |(7) Should you wish to modify the
(suentProte  [Mare | T , ‘ ‘
i e PO | report, you can click on 'Back

|

|

|

e S S T

List of students in 1B Middle Years, Year 10, 10B

[ Student Photo [ Name

| . .
2= o Click on the necessary icons to
either print or save your document
to your hard drive

@ Depending on the PDF viewer that
you are using, it may look different
to the attached image
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