
Report Cards: 

 

- Step 1: Select the current term for Report Cards you are running in upper right 

 

For example: High Schools and Middle Schools will select Semester 1 for S1 and 

Elementaries will select 16-17 2016-2017. 

- Step 2: Select the grade level you wish to print from the PS home page 

 
- Step 3: click the Functions button and select Print Report from the menu 

 
- Step 4: Select the name of the report card you are printing (**High Schools: remember 

for end of year select the one with EOY in the name) 

 
- Step 5: select Sort options 

- Step 6: select “Courses actively enrolled during current term (excludes dropped 

courses)” 

- Step 7: Enter watermark if desired 

- Step 8: click Submit 



- Step 9: this sends the report cards to the Report Queue 

 
- Step 10: click the Refresh button until you see Completed for the status. 

- Step 11: click the View link next to Completed to see your report cards. This will open 

the report cards inside your browser. The report cards are in PDF format.  

- Step 12: You can print from this window or download the PDF and open them in Adobe 

Acrobat Pro to print. 

- Step 13: Save your report card PDF file to a safe location (in Google Drive, etc.) 


