Creating a Roster Report within PowerGrade

1. From within PowerGrade, click Reports and select Create.
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2. Select Roster report from the drop-down menu.
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3. Next to Name of this report type Class List (or something similar).
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4. You may change the font size here as well. | have found size 14
to be a readable and manageable font size.




5. Click on the Options tab.

6. Click on Column 1.

7. Select Last name, First name from the drop-down menu.



8. Give the column atitle. | called my column Name. Expand the

10.

Column width to 2.5 inches (you can change this later if you'd like).
Click OK.

Now change “Width of Blank Column” to 0.25. Next to “# of Lines
at Bottom,” I've added two blank lines. | recommend typing in 17

next to “# of blank Columns.” You have the option of adding more
fields, such as grade, gender, home phone number, etc.

Click on the Header tab. By default, PowerGrade will add your
class name field; Expression (which describes your class); and the
date for you printed the report. You may remove any fields that
you don’t want, and you may type in text that you'd like to appear
on the top of the page. You may also change the font, font size
and text alignment. See illustration on the next page.



11. Now click on the tab entitled Which Students and select All
students currently enrolled in the class

12. You may then either click Preview or OK.

13. If you clicked OK, you were sent back to our main class list within
PowerGrade. Select Reports then Preview.



14. You will receive a list of all the reports you have created. These
reports should be available for all of your classes. Select your
Class List report and click OK.

15. Click on the magnifying glass to see a clearer view of your report.
Clicking the Printer icon will send your report to your default printer
(it won't allow to select a different printer).

16. Clicking Reports  then Print will bring you to printing dialog box
where you can select a different printer.



17. To edit the report click Reports  then Edit.

18. Then select the report from the drop-down window. Next to Name

of this report. From there, you may edit the report any way you
choose.

19. Here’s another look at my print preview window that | accessed by
clicking Reports  then preview.



