
Printing a Report Card for One Student or a Selected Group of 
Students

1. From the PowerSchool Start page, type last name, first name in the student 
search box.

2. When the student menu appears on the left of the screen, choose Functions 
in the Enrollment section of the menu.

          
3. When the Functions menu is displayed in the center of the screen, choose 

Print Reports for This Student.
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4. Use the drop-down menu next to Which report to print to select the 
appropriate report card report.

NOTE:  The report should match the student’s grade level.

b. Select the Report Card
report for the appropriate
grade level.

a. Click on the drop-
down menu.
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5. Complete the data for printing the report card.

a. For the If printing student schedule, use... option, choose 
enrollment as of and enter 10/5/2006.

b. Click Submit.

12/14/07                   

12/14/07. 

6. In the Reports Queue – My Jobs screen, the print job you just created will be 
at the top of the list. You may see Running or Pending under Status. To 
update the status of the job, click Refresh beside the Reports Queue – My 
Jobs heading at the top of the page.

7. Click Completed to view the PDF document(s). 

8. From the File menu, choose Print.

NOTE:  To print report cards for a group of students in the same grade
level, select the students and choose Print Report from the Functions menu.
Continue from Step 4 in the directions.
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