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Printing A Class Roster 

 

1. Start on the Powerschool home page. Click on “System Reports”. 

 

 

 

2. You will see the following screen on the System Tab. Scroll to the bottom of the 

window. 
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3. At the bottom of the “Reports” menu click on “Class Rosters (PDF)”. 
 

 

 

4. The class rosters configuration window requires that you enter information in a 
minimum of three separate portions of the screen. 

a. The small window at the top that lets you select the teachers / classes you 
wish to print. 
b. The middle section that allows you to set print parameters and enter the code 
for the Header. 
c. The bottom section where you enter the codes for the fields you wish to 
display on the roster as well as some final formatting options. 

 
5. The top section - Select the teacher(s) that you wish to print rosters for. 
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6. The middle section - Enter the following text into the “Heading Text” field: 
 

This is ^(teachername)'s class roster or Teacher: ~(teachername) 
Total Students: ^(No_of_students) 
Period: ~(Expression) 
Course Title: ~(coursename) 
Course Number: ~(Course_Number) 

 
The headers that are listed above are just examples and can be edited to fit your 
schools criteria. 
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7. The bottom section - Enter the following text into the “Roster Columns” field: 

 
LastFirst\Student Name\2\L 
Grade_Level\Grade\.5\c 
LunchStatus\Lunch\.7\c 
Student_Number \ Student Number \ 1 \ R 
 
 

Format:   field name \ column title \ column width \ alignment 
Alignment:   L = Left; R = Right; C = Center 
 
The columns that are listed above are just examples and can be edited to fit your 
schools criteria. 
 
8. After entering all of the information click on submit. Note what happens on the print 

out when using a “custom” field that is not in use. 
 

 
 

9. You will be taken to the Report Queue. 
 
10.  Click on “View” to view the completed roster report. 


