
Tips for Printing PowerSchool Report Cards Efficiently

1. Run the report at a non-peak time (remember, the job can be run from home, too).

2. When you are ready to actually print the report, click on the Com-
pleted link in the PowerSchool print queue, but do not print when 
the report appears. Instead, choose File > Save As and save it to 
your desktop (or wherever). Then open the file in Adobe Reader 
or Preview. This will allow for much quicker printing.

3. If you plan to print on Legal sized paper, choose File 
> Page Setup and set it to Legal. If you plan on us-
ing Letter sized paper, you can skip this step. When 
ready, choose File > Print. Make sure Page Scaling 
is set to Fit to Printable Area. 

4. One last tip to prevent having to print two full class 
loads (one in English, one in Spanish): Note which 
kids get the English report (kid #1,3,5,6...). Then 
when you print from Adobe Reader, list those num-
bers for the English kids in the Pages area (see at-
tached picture). When you press 
the Print button, only those 
pages will print. Then do the 
same for Spanish.
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