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Printing Elementary Report Cards from PowerTeacher
Purpose: Instructions on printing report cards from PowerTeacher.

NOTE:  This cannot be done until grades have been stored by the PowerTeacher administrator.  Also Adobe reader must be installed on the machine the teacher is using.
1. Log into PowerTeacher using the teachers username and password.  http://powerschool.bedford.k12.va.us/teachers
2. From the main screen the teacher will select the printer icon [image: image4.jpg]


from the class they wish to print report cards for.  It is suggested that they only print for their homeroom class.

3. This will open a print report window and from the dropdown list of reports the teacher will select their appropriate report card to print.  Please note there is a separate report card for the 6th grade elementary school teachers.[image: image2.jpg]Which report vould you like to print? [Class Aendance AUdi
For vhich students? Class Attendance Audit

Test print?

“BCPS Elementary Report Card

BCPS 6th Grade Elem Report Card
Watarmark Text

Watermark Mode Overlay  ~
ASAP

When ta print




4. The teacher will then click on the “submit” button.

5. This will open the reports queue window and the report will be generated
6. Once the blue status wheel has stopped spinning and a the status of the report has changed to Completed, teachers will click on the View link.

7. A pdf window will open that shows a copy of what the report card will look like when printed.  Teachers will need to look over their report cards, making notes of errors, and then going back into the gradebook and making the necessary changes.
























































1
6
2

