
Printing Interim Reports

General Interim Reminders

• Interim reports will be sent home on the dates established by the District.  The 

dates are 9/11, 11/14, 2/8, and 4/22. 

• Principal should establish a cut-off date for the posting of assignments and 

grades in PowerGrade and communicate that date to teachers.  It is 

recommended this date be 2-3 days before the date on which the interims will 

be sent home.

• Due to the volume of report processing in a short amount of time, you should
schedule your interim reports to process  overnight or on the weekend if possible.

 
 
    •Schools may choose to print the interim reports in the office or have the the

Homeroom teachers print them through PowerSchool Teacher (see page 7) or
Powergrade. The report name in PowerGrade is SCS_PR_ClassQ1 (2,3 or 4).  

 

 

 

• Only one interim report will be printed per student.  This report contains Current 

Grade, Percent, and Conduct for posted grades at the time the reports are 

processed.  See p. 11 for an example.

• If a teacher has not entered any grades in PowerGrade, nothing will be 

displayed in the Current Grade column and a zero (0) will be displayed in the 

Percent column.

• Elementary schools will need to determine how they will handle conduct 

(whether through Homeroom or through each subject).

• Pre-K and Kindergarten students will not receive an interim report through 

PowerSchool.

• Interim reports will be printed on yellow paper.
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Printing Interim Reports In The Office (For Multiple Students)

1.  From the Start page, select the student(s) for which you need to print an interim 

report.

Browse by a grade level or 

select All for the entire 

school.

NOTE:  It is recommended that you select 

one grade level at a time to reduce the 

processing time needed for large schools.

2.  With a group of students displayed, from the function pop-up menu, select Print 

Report.
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3.  From the Which report would you like to print? pop-up menu, select the name of 

your school’s interim report.  NOTE:  All reports are named consistently with the 

name of the school, ES, PS, MS, or HS, and Interim Report (e.g., Bartlett ES 

Interim Report, Houston MS Interim Report, or Millington HS Interim Report).

If you’d like to run a test to see what it looks like (without processing 2,500 student 

reports), select Print only the first 2 pages box in the For which students? section.

In the In what order? section, you have 3 options:

• Alphabetical prints the selected group in alphabetical order

• By grade, then alphabetical will sort them from lowest to highest grade and

   then alphabetical within each grade.

• By period ___ class, as of this date where the blank is a pop-up menu that

   allows you to select one of your periods by which the report will be sorted.

No other adjustments are necessary.  Click Submit.

Will only print 2 

students for a test.

Choose the appropriate 

option.

Select your school’s report.
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4.  The reports will be sent to the Report Queue for processing.  NOTE:  Depending 

on the number of students you chose and the number of other reports being 

generated across the system, processing may take some time.  You may want 

to start this process before leaving school and let it run overnight.

In your Report Queue, the name of the report will display under the Job Name 

column.  It will show as Pending while it is processing.  In order to determine if the 

report is finished, you must click on the Refresh link next to My Jobs.

When it shows Completed under the Status column, you may click on the word 

Completed to see/print the report.

Reminder, if you leave the Report Queue to do something else while the report is 

processing, to return to the Queue, click on the piece of tablet paper next to the 

Logout button in the upper right corner of your screen.

5.  Once your report shows Completed, you may view or print.  NOTE:  Interim 

Reports will be printed on yellow paper.
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Printing Interim Reports In The Office (For Individual Students)

1.  From the Start page, select the student for which you need to print an interim 

report.

Anderson

2.  With a student displayed, from the left menu area under the Enrollment section, 

select Functions.  Then from the Functions menu, select Print Reports For This 

Student.

3.  From the Which report to print pop-up menu, select the name of your school’s 

interim report.  NOTE:  All reports are named consistently with the name of the 

school, ES, PS, MS, or HS, and Interim Report (e.g., Bartlett ES Interim Report, 

Houston MS Interim Report, or Millington HS Interim Report).

No other adjustments are necessary.  Click Submit.
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Select your school’s report.

4.  The reports will be sent to the Report Queue for processing.  NOTE:  Depending 

on the number of other reports being generated across the system, processing 

may take some time.

In your Report Queue, the name of the report will display under the Job Name 

column.  It will show as Pending while it is processing.  In order to determine if the 

report is finished, you must click on the Refresh link next to My Jobs.

When it shows Completed under the Status column, you may click on the word 

Completed to see/print the report.

Reminder, if you leave the Report Queue to do something else while the report is 

processing, to return to the Queue, click on the piece of tablet paper next to the 

Logout button in the upper right corner of your screen.

5.  Once your report shows Completed, you may view or print.  NOTE:  Interim 

Reports will be printed on yellow paper.
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Preparing For Homeroom Teachers To Print Interim Reports

NOTE:  An administrator with the appropriate security privileges will need to 

turn on this feature for the teachers.

1.  From the Start screen, select Reports from the left menu area.

2.  Choose Report Setup.

3.  Choose Report Cards.

1

2

3
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4.  Choose the name of your school’s interim report.  NOTE:  You should only be 

able to see your school’s interim report.  If you see others, contact Technology.

5.  Next to Teacher’s can print?, check Yes.  NOTE:  Make no other changes on 

this screen.  Click Submit.

NOTE:  MAKE NO CHANGES ON THIS SCREEN EXCEPT 

THE ONE TO ALLOW TEACHER’S TO PRINT.

6.  Homeroom teachers may now print interim reports for students in their 

homeroom.  NOTE:  Interim Reports will be printed on yellow paper.
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Printing Interim Reports By The Homeroom Teacher in PowerSchool 

NOTE:  This feature must be turned on by an administrator with the appropriate 

security privileges.

1.  Teacher should log in to PowerSchool Teacher, not PowerGrade to print interims.  

On the PowerSchool Teacher Start screen, the teacher will select the Printer Icon 

next to the name of his/her Homeroom class.

PowerSchool Teacher Start Screen
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2.  Next to the Which report would you like to print? pop-up menu, choose your 

school’s Interim Report.  There is no need to make any other adjustments on this 

screen.  Click Submit.

3.  The reports will be sent to the Report Queue for processing.  NOTE:  Depending 

on the number of other reports being generated across the system, processing 

may take some time.  You may want to start this process before leaving school 

and let it run overnight.

In your Report Queue, the name of the report will display under the Job Name 

column.  It will show as Pending while it is processing.  In order to determine if the 

report is finished, you must click on the Refresh link next to My Jobs.

When it shows Completed under the Status column, you may click on the word 

Completed to see/print the report.

Reminder, if you leave the Report Queue to do something else while the report is 

processing, to return to the Queue, click on the piece of tablet paper next to the 

Logout button in the upper right corner of your screen.

5.  Once your report shows Completed, you may view or print.  NOTE:  Interim 

Reports will be printed on yellow paper.
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Example Of An Interim Report
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