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If you are interested in using additional codes, please take a look at the object report 
quick reference guide. You can also download the Data Access Tag Supplement 
document found on PowerSource at 
https://powersource.pearsonschoolsystems.com/d/data_access_tags_supplement 
 
 
 
 
 



 
 
 
The following table lists some common HTML Tags.  
 

 
Several websites provide templates schools can use to import form letters or reports into 
the school’s PowerSchool. Here are a few examples: 
http://www.edutech.nodak.edu/powerschool/templates/ 
 
http://www.gwaea.org/psusers/Reports.htm 
 
Once you download the file you want, in your Power School navigate to 
 Start Page > System Administrator > Import Report Template  
 
Import Report Template 
 
 
 

Character Set:  
File to Import:   

  

Mac Roman

http://www.edutech.nodak.edu/powerschool/templates/
http://www.gwaea.org/psusers/Reports.htm
http://68.250.159.24/admin/home.html
http://68.250.159.24/admin/tech/home.html


For the character set, choose, “Mac Roman” if you have a Mac server for your Power School  or 
“Windows ANSI” if you have a Windows server. Browse your desktop to find the file to import. 
Once imported navigate to  Start Page > Reports > Report Setup > Form Letters to find the file 
you would like  to modify.  

 
Option Value 

Title of this form letter Intro to PowerSchool Letter-CS
  Table Students 

Default font Palatino
 

Default font size 10
 

Default text line height 
 

 Page Size 

Custom Size:   Height Width  

Margins (inches) 
Left Top Right Bottom  

Orientation 
 

Scale 
 

This report available to users at all schools 

only users at Apple Grove High School 1 

Teachers can print? 
 

Report Body 

^[date] 
^(schoolname) 
 
To the Parent or Guardian of ^(First_Name) ^(Last_name) 
 
Welcome to PowerScho... 

Export this report as a template  
 

    
  

 

Edit Form Letter 
 
 
 

Letter (8 1/2" x 11")

0.75 0.5 0.5 0.5

Portrait (vertical)

100

 
Click on the Report Body to modify the body of the letter.  
 

http://68.250.159.24/admin/home.html
http://68.250.159.24/admin/reports/home.html
http://68.250.159.24/admin/reports/reportsetup.html
http://192.168.1.4/admin/formletters/editbody.html?frn=02271
http://192.168.1.4/admin/formletters/Intro_to_PowerSchool_Letter.pst?ac=exportreporttemplate&frn=02271

