
 
How To Produce Eligibility Reports 

1. Click on the “System Reports” link on the left hand side of the main PowerSchool page. 

 

2. Click on “Engine” link on the top of the Reports menu page. 

 

3. Lick on the “Low Current Grades Export” link on the Engine menu page. 

 

4. Insert the various report settings as pictured below: 
 

 



 
 

5. Click the submit button. 
 

6. When you can view the report in the “Report Queue” screen, click on the “Page” menu located in your browser 
menu bar and choose the “Save As…” options. Save the report to a folder stored either on your desk top or 
home folder with the Name indicating the date of the export. 

 

 

7. Open the Excel program, click on the data tap and choose the Get Text function from the Get External Data 
group. Follow the wizard instructions to import to your Low Current Grades data. 
 

8. Add a column header on the far right hand side of your imported data labeled Eligibility Status. Insert a P 
(probationary) or an I (ineligible) in this column as you compare the current weeks’ data to the previous weeks’ 
data. 
 

9. Insert a Header identifying your report and save the report into the same folder used previously. 
 

10. Print and/or e-mail the current weeks excel spreadsheet to appropriate staff. 
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