
Printing Progress Reports 
This guide will walk you through the steps to print 
progress reports. 
 
After logging into PS Admin change the term to the 
current quarter. 
 
Once you are in the correct term you will select the group 
of students you wish to run progress reports for.  HS 
students have a separate progress report from students in 
grades 3-8.  PK-2nd grade do their progress reports by 
hand. 
 
You can run progress reports for all students in grades 3-8 
at one time, or you can do each grade separately.  To do 
just one grade at a time click on the grade level. 
 
To search for a group of students type ‘grade_level in 
3,4,5,6,7,8’ in the search box.  For all HS students you 
can type ‘grade_level in 9,10,11,12’.  Then click the 
search button. 
 
 
 
You will then get the list of students, below that list click 
the empty drop down menu box, select ‘Print Report’. 
 
 
 
 
 
 
 
 
 
 
 
 
The report you select will depend on what 
grade levels you have selected.  In this case 
it is grades 3-8, so the 3-8th Progress Report 
will be used.  Select it, leave all other 
options as they are and click Submit. 
 
You will then see your Report Queue.  The 
report will take a minute or two to run, click 
View to open it.  Save a copy of it to your 
computer before printing it. 
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