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This document will instruct you on how to set up a school-based message that will display on every report card 
printed.  NB: Please try to keep the message brief and generic 
 
Navigation:  School View>School Top Tab>Setup Side Tab>Preferences Leaf>Click on Category and 
choose Grade 

 
 
Report Card Message is the section you will be working in 
 
 

 
 

• Click in the Report Card message box and enter your school message. 
• Once complete please click Save. 

• Do not change any other fields in this section. 
 
Please note: 

• This is a free-form text box.  

• Entering hard carriage returns does not work here. 

• You may have to type your text in “Notepad” and then copy and paste it into this section. 

• Alternatively you can use Word, but save it as a text document only.  

• You can test how your message will display by running a mock report card displaying your School 
Message only (See document posted on our MyEdBC site on how to set up your report cards). 
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In this particular example, 
text has been moved to the 
left hand side of the text box 
in order to accommodate 
Honour Roll labels 
 


