
1. In PowerGrade, choose Reports > Create

2. For Type of this Report (A), choose Roster Report and then give it a 
name. You may also wish to choose a larger font size.

3. Click on the Options Tab (B).  Here you choose the number of col-
umns and what field of data will ap-
pear in each column.  We just want 
the students’ names followed by a 
bunch of blank columns.  Choose 
the Width of Blank Columns, # of 
Blank Lines at Bottom, # of Col-
umns, and Height of the Title Area

4. Click on Column 1 (C) and 
choose the field (Last name, First 
Name)(D) from the pull-down list.

5. Type a title and choose a col-
umn width.

6. You can change the Header and 
Footer if you want.

7. For Which Students, choose 
All Students Currently Enrolled 
in Class.

8. Preview the report - if good, print it.

9. To print your report another time, 
choose Reports > Print.
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