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This is a step-by-step guide on how to configure the watermark to show in a report card.  
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From the FACTS Home Menu, 
go to ‘System’ , then click on 
‘Configuration’. 
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Click on ‘School Configuration’, 
then click on ‘User Defined’. 
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From this page, the user can 
click on ‘Yes’ or ‘No’ to show the 
watermark or not (1), can 
change the text of watermark in 
the field (2) and change the 
opacity of the watermark (3). 
Don’t forget to click on ‘SAVE’ at 
the bottom of the page.  1 

2 

3 
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To be able to check how the 
watermark would look like, for 
example in a report card, go to: 
Main Menu > Report Manager > 
Academics > Report Card 
(Web) and select other fields 
like year, term, grade level, etc 
before clicking on 'View Report'. 
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Click on ‘View’, then ‘View 
Report Cards’ then choose the 
template. 

Then click on ‘View’ at the 
bottom of the Message field.  

 

Click ‘Continue’. 
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