
School Message For Secondary Report Cards 

 

A school or principal’s message can be included at the top of the report card. To access the 
School Report Card Message navigate, School > School Information > School Details 

At the bottom of the School Details screen, select Enter Adhoc Fields. 

 

 

 

From the Adhoc Fields screen, scroll to the Sub Category > School Level Fields. 

 

 

Click on the Change button for the School Report Card Message. 

 

 

 

 



Printing report cards to include the school message: 

When running your report cards, be sure to check, Display School Message. 

 

 

The school message will appear close to the top of the report card. 

 


