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PowerSchool 

Communication Tools 

PowerSchool Communication Tools: Custom 
Reports 
You can create custom reports, such as form letters, to print personalized letters for 
students and staff. Gone are the days of generic letters and manual personalization. 
With a form letter, you only need to create one letter and use PowerSchool fields, 
data access tags, and HTML tags to personalize and format the letter. 

 

PowerSchool Fields and Data Access Tags: Form Letters 
You can customize your reports by adding PowerSchool fields. For example, a 
school may send a welcome back letter to each student at the beginning of the 
school year. You can use PowerSchool fields to automatically print each student’s 
name and address, as well as other information, on the form letter. 

To include PowerSchool fields on a custom report, use this format: ^(fieldname). 

For example, to print each student’s first name on a form letter, enter 
^(first_name) in the body of the letter where you want the name to appear. 

You can also include additional information using data access tags. For example, 
you can automatically include the current date by using the code ^[letter.date] on 
a custom report. Data access tags that include an asterisk (*) complete a 
calculation and display the result on the report. 

 

The following table lists some common report fields and data access tags: 

Code Does This Example Prints This 

^(first_name) Prints the student’s 
first name. 

^(first_name) has 
earned the Perfect 
Attendance Award! 

John has earned 
the Perfect 
Attendance Award! 

^(LastFirst) Prints the student’s 
last name, first 
name. 

To the 
Parents/Guardians 
of ^(LastFirst): 

To the 
Parents/Guardians 
of Miller, John. 

^(grade_level) Prints the student’s 
current grade level. 

^(grade_level) 9 

^(mailing_street) Prints the student’s 
mailing street 
address. 

^(mailing_street) 123 Maple Drive 

^(mailing_city) Prints the student’s 
mailing city. 

^(mailing_city) Los Angeles 
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^(mailing_state) Prints the student’s 
mailing state. 

^(mailing_state) CA 

^(mailing_zip) Prints the student’s 
mailing zip code. 

^(mailing_zip) 90049 

^(He/She) 

^(he/she) 

^(him/her) 

^(His/Her) 

^(his/her) 

^(son/daughter) 

^(Son/Daughter) 

Uses the gender 
field to print the 
correct pronoun for 
each student. 

Your 
^(son/daughter) is 
invited to make up 
^(his/her) 
attendance points 
during Saturday 
school sessions. 

Your daughter is 
invited to make up 
her attendance 
points during 
Saturday school 
sessions. 

^(schoolname) Prints the name of 
the school. 

Welcome to 
^(schoolname)! 

Welcome to Apple 
Grove High School! 

^(yearname) Prints the name of 
the current school 
year. 

We are looking 
forward to a great 
^(yearname) 
school year! 

We are looking 
forward to a great 
2008-2009 school 
year! 

^(termname) Prints the name of 
the current term. 

Report cards will 
be sent home at 
the end of 
^(termname). 

Report cards will 
be sent home at 
the end of 
semester 1. 

^(*credit_hours) Prints the number 
of cumulative 
credit hours the 
student has 
earned. 

Your student has 
earned a total of 
^(*credit_hours) 
credits. 

Your student has 
earned a total of 
12 credits. 

^[time] Prints the current 
time. 

This report was 
printed at ^[time]. 

This report was 
printed at 10:37 
AM. 

^[letter.date] Prints the current 
letter date. 

This report was 
printed on 
^[letter.date]. 

This report was 
printed on June 2, 
2008. 

^[date] Prints the current 
numerical date. 

This report was 
printed on ^[date]. 

This report was 
printed on 
06/02/08. 
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PowerSchool Fields and Data Access Tags: Mailing Labels 
You can create mailing label layouts to easily print information on labels for several 
students at one time. For example, for a form letter that must be mailed to each 
student’s home, you can create a mailing label to print and adhere to the 
envelopes. 

 

The following table lists some common PowerSchool mailing label codes: 

Code Does This Example Prints This 

^(first_name;uppercase) Prints the 
student’s first 
name in capital 
letters. 

This book 
belongs to 
^(first_name;
uppercase). 

This book 
belongs to 
JOHN. 

^(last_name;uppercase) Prints the 
student’s last 
name in capital 
letters. 

His last name 
is 
^(last_name;u
ppercase). 

His last name is 
SMITH. 

^(mailing_street;uppercase) Prints the 
student’s mailing 
street address in 
capital letters. 

He lives at 
^(mailing_stre
et;uppercase). 

He lives at 123 
MAPLE DRIVE. 

^(mailing_city;uppercase) Prints the 
student’s mailing 
city address in 
capital letters. 

She lives in 
^(mailing_city
;uppercase). 

She lives in 
LOS ANGELES. 

^(locker_number) Prints the 
student’s locker 
number. 

Your locker 
number is 
^(locker_num
ber). 

Your locker 
number is 125. 

^(locker_combination) Prints the 
student’s locker 
combination 

Your locker 
combination is 
^(locker_com
bination). 

Your locker 
combination is 
25-16-21. 

 

 


