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Class Roster (for Substitute Teachers) 
 
Short-term Substitute Teachers should use the printout from the following instructions to 
document attendance for the school office. 
 
Long-term Substitute Teachers should be trained by the school site to use the 
PowerGrade program for taking attendance. 
 
 

• From the Home screen, click Reports 
• Click on Run Reports 

 
• Click Class Rosters (PDF) 

 

• Select the Teacher Roster that 
needs to be printed. You may 
make multiple selections by 
holding down the Cmd (Mac) or 
Cntl (Win) key while clicking on a 
name. 

• Choose a control period, or leave blank for all periods. NOTE: Elementary classrooms 
should only print period 01 for daily attendance collection. 

 

• Click Submit. You will be taken to the Report Queue screen. If your processing options 
were left on ASAP, your report will start to be created. Click the “Refresh” link to see if the 
report is completed.  

 

• You may click in any other area of PowerSchool while the report is created. Click on the 
paper icon next to the log off button to return at any time to the Report Queue. When you 
see the word “Completed” under the status for your report, Click the word “Completed” to 
load the report into Acrobat Reader 

 
• If this report does not display correctly, please 

contact Technology Services to have it configured 
for your account. 

 


