P ower S Ch 0 Ol Teacher - Printing Reports in PowerTeacher

Printing reports is a function of PowerTeacher and can be for an individual student, a whole class or all of the
students a teacher teachers. The following document will outline how to do each.

In PowerTeacher (not Gradebook) on the Start Page, there is the option to choose a single student, a whole class
or all of the students taught. Once the selection has been made, printing the report is the same.

Choosing a Single Student
Under the Current Classes on the PowerTeacher Start Page, click on the Backpack for the class the student is
enrolled in.

Current Classes
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A list of the students in the class will appear on the left side menu. Click on a student and a Drop Down Menu
will appear in the right corner of the center of the screen. Choose Print A Report from the Drop Down Menu
and this will bring up a Print A Report screen. (From here the instruction will be the same)
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Choosing a Class of Students
Under the Current Classes on the PowerTeacher Start Page, click on the Printer icon beside the class a Report
is for. (From here the instruction will be the same)
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Choosing all Students Taught
On the left side Navigation Menu, click on Reports. (From here the instruction will be the same)
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Printing the Report (this is the same whether for a single student, a class or all students taught.)
Choose one of the Reports from the list. Leave all settings as they are and then Submit
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The Report Queue will come up and the report will be listed with the Status being Running or View. If the
report says running, click on the Refresh button to bring up the View once the report has finished running
(Running will not change to View without the Refresh).

Report Queue - My Jobs

MNE2016 CESD Computer Lngin Cards wih Enss| 011822016 09 58 AM

Chick on a job name 1o view he Job Delall page. which provides additional information about the job The Job Detall page can aisa be used 1o change the
schedused execulion lime of run 3 compieled of canceled Kb agan
If & job 15 runnng of 15 walting 1o be run, you can cancel #t by chicking the red cancel icon. You can also cancei a job on the Job Detail page. Note If you cancet a
nunning job, depending on fts complenty, @ may not be immediately marked as canceled. but will eventualy respond to the cancel request

Completed and canceled pbs wil automatic ally be defeted after 30 days Click.on the trash can on to immedately deiete an individual job. or you can desete all
compielad of canceled jobs
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01182016 CESD Computer Login Cards wih Eresl 01/18/2016 0958 AM 01182016 09:58 AM

Cikk on 3 job name to view the Job Detaf page, which provides adabonal Informaton about the job. The Job Detad page can aiso be used 1o change the
scheduied exaculion me or run a compieled o canceled b agamn
If & job 1s running or 15 waling 1o be run, you can cancel 1 by clicking the red cancel icon You can also tancel @ pb on the Job Detall page Note If you cancel 8
funning job dependng on ks compienty, it may not be immediatety markad as canceled, but wil eventually respand 10 Ihe cancel request

Compieted and canceled jobs wil automatically be deketed after 30 days: Click on the trash can kon to immediately delete an individual joD. O you can delese all
compieted or canceled jobs



Click on View to see the report card(s). From the PDF viewer the Report Cards can be proofed and if ready,
printed. If there are errors that need to be corrected prior to printing, click on the Trash Bin to delete the

report(s), correct the errors in Gradebook and repeat the printing process.
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Cik¥ on a job name o view the Job Detal page, which provides ad@bonal Informaton about he pb. The Job Detad page can aiso be used 1o change the

scheduied execulion Bme or run a compieted o canceled job agan
It a job 15 running of & walling to be run, you can cancel 1 by clickng the red cancel icon: You can also tancel & pb on the Job Detall page Note: If you tancel a
unaing job BEpendng on ks compiety, It may not be Immediatety mankad as canceled, but wil eventualy respond 10 Ihe cancel request
Compietad and canceled jobs wil automatically be deleted after 30 days: Click on the trash can kon to immediately delete an individual job. or you can delese all

compieted or canceled jobs



