
 

Report Card/Progress Report Process 

Whether your school uses quarters, semesters, or other term 

definitions, it uses the End of Term process to record enrollments 

and grades. Essentially, the End of Term process changes current 

student records into what PowerSchool calls historical, or stored, 

grades. Historical grades are printed on report cards and 

transcripts. Completing the End of Term process successfully 

requires the following steps. 

The Progress Report process is nearly the same as the Report 

Card process, the difference being that you are not storing the 

grades or pulling Honor Roll at Progress Report time. 
 

Step 1: Set and Announce a Final Grade 

Deadline 
Your first step in the End of Term process is to set and announce a 

final grade deadline. Grades will be stored by the Data Management 

Department at the end of each marking period, or term. That 

means teachers should finalize student grades as soon as they can 

after the grading period ends. 

1. Announce a date for report cards to be sent home 

2. Announce a deadline for teachers to finalize their grades 

3. Decide when Grade Verification Sheets will be distributed 

4. Announce a deadline for when grade Verification Sheets must 

be returned 

5. Inform Data Mgmt. (Betty Herron 283.8031) that you are 

ready to store grades and to calculate/store honor roll 

 

 

 

 

 

 

 

 

 

To announce a deadline for Grade Verification Sheets for teachers, 

use the Daily Bulletin. 

To add a new Daily Bulletin item: 

1. Navigate to Special Functions > Daily Bulletin Setup 

2. Click New 

3. Enter an Item Title 

4. Enter a Date Range 

5. Select the Target Audience 

6. Enter the Sort Order 

7. Type in the Item Body 

8. Click Submit 

9. Click Preview Bulletin 
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End of Term 

Step 2: Grade/Attendance/HR Verification 

As the deadline for End of Term approaches, you will need to 

print Grade/Attendance/Homeroom Verification sheets to verify 

that attendance and home room are correct and that grades 

are ready to store. 

To prepare Teachers, you can: 

1. Print Grade/Attendance/Home Room Verification sheets for all 

teachers 

2. Distribute Grade/Attendance and Home Room Verification 

sheets to all teachers 

a. Instruct teachers to verify that home room, 

attendance and each final grade is correct 

b. If grades are missing or incorrect, teachers need to 

correct them in the grade book and save again 

c. If attendance is incorrect the teacher should inform 

the school Attendance Secretary 

d. If the teacher notices the students home room is 

incorrect the he/she should notify the office 

3. Collect signed Grade/Attendance Verification sheets from 

teachers 

 

To create Grade/Attendance Verification 

Sheets using the Class Rosters (PDF) Report: 
see also the attached Grade/Attendance and Home 

Room Verification Sheet for more detailed 

instructions 

1. From the Start Page, navigate to Reports > System tab 

2. Click Class Rosters (PDF) 

3. Select the teacher(s) for whom to print rosters 

4. Select the Meetings 

5. Select which students to include 

6. Select the heading style parameters 

7. Select on which pages to print the heading 

8. Set up the Heading Text: 

a. Enter text 

b. Enter PowerSchool fields and data access tags 

 

9. Set the roster columns’ style parameters 

10. Set up the Roster columns using the format: 

field.name\column\title\column.width\alignment

 

11. Set the roster page dimensions 

12. Click Submit 
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Step 3: Honor Roll 

After grades are stored, many schools run the honor roll report. 

 

To run the honor roll report: 

1. From the Start Page, navigate to Reports > System tab 

2. Click Honor Roll 

3. Select the students for whom you want to run the honor roll  

 report 

4. Enter a Report Title 

5. Select the Honor Roll Method 

6. Enter the honor roll Store Code (i.e. Q1 or S1) 

7. Enter the School Year, or leave blank for the current school 

year 

8. Enter the Historical Grade Level, or leave blank for all 

9. Click Submit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

End of Term 

Step 4: Print Report Cards 

A report card marks a historical event in time. In the case of a 

report card, it marks a student’s historical grades. Once your grades 

have been successfully stored, you are able to print report cards. 

*Reminder; if you perform this step before storing grades, 

you will be printing progress reports, not report cards. 

To print report cards: 

1. On the Start Page, select a group of students 

2. Select Print Report from the Group Functions menu 

3. Select the report card to be printed 

4. Select which students to print the report for 

5. Select print order (applicable to student reports only) 

6. If printing student schedules, select enrollments to include 

(applicable to student reports only) 

7. Click Submit 
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Absence Corrections 

 

Keep in mind that only excused absences, unexcused absences and 

tardies will appear on the verification sheets and report cards.  

 

Hospitalizations, expulsions and suspensions will not appear on the 

verification sheets or report cards.  

 

If a teacher needs absences corrected verify that you have used the 

correct absence codes.  

 

*Any attendance code beginning with an H is a hospitalization code, 

i.e. H2 (viral) is an absence code for a child hospitalized for a viral 

infection. If you have mistakenly used an H code you will need to 

replace it with the appropriate I (illness) code. 

 

Modifying Home Rooms  

 

 You may need to change a students home room information if: 

 You have entered new students 

 Made changes with home rooms 

 Have a teacher inform you that they have a discrepancy in their 

Verification sheets 

 

If you should need to modify a home room please see the 

following directions 

 

1. From your Start page choose the student to be corrected 

2. On the students pages under Information choose Modify Info, 

(see the image in the next column) 

 

 

 

 

 

3. Click into the box for Home Room and type in the correct home 

room information.  

Be very careful here!  

*The Home Room information should match the other students 

in that room exactly, commas, spaces (or lack of), spelling and 

all! 

 

 

4. Click Submit and check your results 


