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Class Roster Reports for Teachers 
 

The instructions below will guide you through printing Class Roster Reports in the PowerTeacher 
Portal.  Detailed descriptions of the class roster reports are available at the end of this step sheet. 

 
1. Log into the PowerTeacher Portal by typing your username and password.  Click Enter.  
 
 
 
 
 
 
 
 
 
 
 
 
2. If you are logging in for the first time that day you will need to click Start Page on the left side menu.  
 
 
 
 
 
 
 
 
 
 

3. Click the printer of the class for which you would like to print a class roster report. 
 
4. The Print Class Reports screen will be displayed.  Choose the appropriate report from the Which 
Report would you like to print? drop down menu.  Click Submit. 
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5. The reports queue screen will appear.  This screen will give you the status of your report.   
• Pending = Report is in the queue waiting to start. 
• Running = Report is currently running. 
• Completed = Report is complete and ready for you to view.  

 
To update the status of your report click the word Refresh. 
 
 

 
6. To view your report click View.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.  To return to the Report Queue screen at anytime click the sheet of paper icon next to the logout 
button.  
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Available Class Roster Reports  
 
Emergency Contacts Roster 
Lists demographic information, parent’s names, emergency contacts, allergy information, medical alert 
information, and medications for all students in your class. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ES / MS Class Roster 
Lists student name, student id, date of birth, home phone, parent’s names, and mailing address for all 
students in your class.  Also, provides a space to write in teacher’s name. 
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Field Trip Roster 
Lists student name, grade, gender, home phone, mother’s day phone, and father’s day phone for all 
students in your class.  Also, provides spaces to write in teacher name, destination, departure date, 
departure time, return date, and return time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HS Class Roster 
Lists student name, grade, gender, date of birth, home phone, parent’s names, and mailing address for 
all students in your class.  Also, provides a space to write in teacher’s name.  
 
 


