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PowerSchool 

Communication Tools 

PowerSchool Communication Tools: HTML Tags 
Don’t let the thought of using HTML (Hypertext Markup Language) tags scare you if 
you don’t have any HTML experience.  This document will show you how to use 
some simple HTML tags to spice up your custom reports and daily bulletin.  

 

One way to think about HTML tags is to liken them to a light switch. You must first 
turn the formatting on with a switch (one HTML tag), type the text you wish to have 
formatted, and then turn the formatting switch off (with another HTML tag). 

 

For example, to center your school’s name and address at the top of your form 
letter, use the <center></center> tags to format the text. 

 

HTML Tags 
The following table provides information about some common HTML tags: 

HTML Tag 
(on) 

HTML Tag 
(off) 

Does This Example Prints This 

<center> </center> Centers 
the text 
on the 
page. 

<center>Apple 
Grove High 
School</center> 

Apple Grove 
High School 

<font 
size=16> 

</font> Changes 
the font 
size to 16 
points. 

<font 
size=16>123 
Maple 
Drive</font> 

123 Maple 
Drive 

<b> </b> Changes 
the style 
of the text 
to bold. 

Keep your 
username and 
password 
<b>private</b>. 

Keep your 
username and 
password 
private. 

<i> </i> Changes 
the style 
of the text 
to italic. 

Welcome to 
<i>Apple Grove 
High School</i>! 

Welcome to 
Apple Grove 
High School! 



 

    

 

 Copyright © 2008 Pearson  Page 2 

 Using HTML Tags 

HTML Tag 
(on) 

HTML Tag 
(off) 

Does This Example Prints This 

<u> </u> Changes 
the style 
of the text 
to under-
line. 

Report cards will 
be distributed this 
<u>Thursday</u
> to all students. 

Report cards 
will be 
distributed this 
Thursday to all 
students. 

<br /> 

(on and off 
is included in 
one tag) 

Not 
required 

Inserts a 
line break. 

Hello. <br />I am 
John. 

Hello. 

I am John. 

<font color= 

”#XXXXXX”
> 

</font> Changes 
the color 
of the 
font. 

<font color 

=”#FF0000”> 

Important 
Announcement 

</font> 

Important 
Announcement 
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 Using HTML Tags 

Major Hexadecimal Code Colors 
You can add a color attribute to HTML font tags to liven up your custom report or 
daily bulletin. One way to specify the color you want is to define the attribute with a 
value. Color codes in HTML are based on a numbering system with 16 values 
(hexadecimal).  

Values 10 - 15 are represented by letters: 0 1 2 3 4 5 6 7 8 9 A B C D E F 

 

The code gives two values to define how much red, green, and blue are in the color 
you want. Red is therefore, FF0000: Full value on the red component and zero 
green and blue. Orange (FF8040), on the other hand, is a mixture: Full red, partial 
green, and just a little blue. Hexidecimal color codes are used in this manner:  

<font color=”#800080”>Words to emphasize</font> 

 

Color Code  Color Code 

Red #FF0000  White #FFFFFF 

Turquoise #00FFFF  Light Grey #C0C0C0 

Light Blue #0000FF  Dark Grey #808080 

Dark Blue #0000A0  Black #000000 

Light Purple #FF0080  Orange #FF8040 

Dark Purple #800080  Brown #804000 

Yellow #FFFF00  Burgundy #800000 

Pastel Green #00FF00  Forest Green #808000 

Pink #FF00FF  Grass Green #408080 

 


