Exporting Class Rosters to Excel

Launch your PowerTeacher
Gradebook and navigate to the
Reports too.
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You may want to adjust your
Term view so you’re not seeing
your 2" Semester classes.

Click on the Student Roster link.
It is the last one in the list.
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You may choose to print the
report as a .pdf file. But it will be
more useful is you export it as a
Comma Separated Value (CSV)
file and then tweak it in Excel.
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Click Run Report.
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| suggest you save it onto your Desktop, open in Excel and so
Eatsnartf:\\jsmlent Roster has been generated, Would you like bo open the report or save some fine-tuning.

% @ Dpen Report

() Save Report

Iy

{ @



e ™ 5
(Ca i
wd
< Home | Insert  Pagelayout

= Calibri -l - =

= 4
— G (|B Z U-|A |

Paste

- B S A
Clipboard ™ Font

F]

Formulas

View  Adddns  Acrobat @

G=nset= || E - W
5% Delete - || @]~ ﬁ

Sort & Find &

Styles ||,
- || B Format~ || 2~ Fitter~ seleat~

Cells Editing

AL -

%]

W 4 b M| Sheetl Sheet?

Sheet3

7]

mmm——

Ready

[T mlanasea =) [l (Fh

Start Microsoft Excel.

Resize Excel so that you can
see your Desktop.

Locate the Student Roster
icon on your Desktop. Then :

1. Single left-click, hold
and drag the icon

2. Dropitintocell Alin
Excel.



