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ESY Letters and ESY Student Photo Labels are created by the Home School and delivered to the 
parent/guardian. 

ESY Letters notify parent/guardian that their student has been assigned to Extended School Year (ESY). 
This letter includes the assigned ESY school name, address and bell time. 

ESY Student Photo Labels are used for transportation services and other school needs. These labels 
must be printed on Avery 5163 labels and includes the student’s picture and ESY School. It also includes 
a place to write in the classroom and bus information. 

ESY Letters 

1. From the PowerSchool Admin Start Page, under Reports on the left-side menu, select sqlReports. 

2. Expand the Summer School reports and select the ESY Assigned Student List. 

3. Click Submit. 

 

4. After the report opens, click Make Current Selection. 
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5. On the Group Functions page, under the Printing heading, select Print Reports. 

 
6. On the Print Report page, select ESY Letter_English, or ESY Letter_Spanish from the drop-down 

menu. 

7. Leave all other fields set on their default values. 

8. Click Submit. 
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9. On the Report Queue (System) page, click the Refresh button until you get a Completed status. 

Right-click the View link and select “Open Link in New Tab”. 

 

ESY Letter_English 

 



PowerSchool Job Aid 

 

 

PowerSchool 
Printing ESY Letters and Student Photo Labels • Page 4  

ESY Student Photo Labels 

1. After you have printed both the English and Spanish ESY Letters, return back to the Start Page. 
Notice the selected students are still the Current Student Selection. 

2. Click the Select Function button. 

 

3. From the Group Functions menu, select Print Reports under the Printing heading. 
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4. On the Print Report page, select ESY Student Photo Labels Avery 5163 from the drop-down menu. 

5. Leave all other fields set on their default values. 

6. Click Submit. 

 
7. On the Report Queue (System) page, click the Refresh button until you get a Completed status. 

Right-click the View link and select “Open Link in New Tab”. 
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ESY Student Photo Labels Avery 5163 

 


