Instructions for Printing Report Cards

Step 1: Return to the PowerTeacher Portal by clicking on Apps in
the left menu and selecting PowerTeacher Portal
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Step 2: Click on the printer icon to access the report function
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Step 3: Select the appropriate grade level report card from the drop-
down menu
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Step 4: Click the submit button on the bottom right and a PDF
document of your report cards will be generated.

Note* All other fields can remain unchanged
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Step 5: You will be taken to the report queue screen while your
report cards are being generated

Use the Refresh button to update the generation status of your
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Report cards are now complete! Click on View to open a PDF of

your report cards
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