How to print a class roster in Skyward

You can generate, preview, and print a class roster from Skyward Educator
Access Plus. This guide shows you how to print a class roster in Skyward
for one class or all your classes. It also shows how to export the roster to
Excel instead.

Prerequisites
Before you begin, make sure you have:

e Alogin for Skyward Educator Access Plus
e Access to the Teacher Access tab and My Gradebook
e Atleast one class in your gradebook

Steps

1. Log in to Skyward Educator Access Plus
Log in and confirm that you are on the Educator Access Plus Home screen.
You should see your district information and your print queue.
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2. Go to your gradebook
Click the Teacher Access tab at the top of the screen. Then select My
Gradebook from the dropdown menu.
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Cursor hovering over the Teacher Access tab on the Skyward home screen

3. Select the class
In your gradebook, find the class you want to print a roster for and select it.
If you are prompted, choose the Standards Gradebook for that class.
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4. Open the Reports tab
Inside the gradebook, find the row of tabs along the top of the screen. Click
Reports.
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Gradebook tabs including Attendance, Grade Marks, Posting Status, Reports, Charts,
Display Options, Quick Scoring, and Export
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5. Open the Class Roster report
In the Reports dropdown menu, scroll down to the Class Information
section. Click Class Roster.
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6. Choose a report template and an output option

Reports dropdown menu with Class Roster highlighted under Class Information

In the Report Templates window, select the template you prefer, such as
Student Name & Student Info. Then choose how you want to output the

rost
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Click Export to Excel to save the roster as a spreadsheet. This saves
you from typing in all the names manually.
Click Print to print the roster directly.
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To print the roster, click Print.
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Report Templates window with options for Print, Export to Excel, View parameters of
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7. Select the classes to include
Choose which classes appear in the roster:

e To print rosters for all your classes, make sure all the boxes are
checked.
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e To print a roster for one class, click Clear All. Then check only the
box for the class you want.
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8. Send the roster to the print queue

After you select your classes, click Print. Skyward adds your print job to the
print queue, where you can also see other items you have printed.
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9. Wait for the report to finish processing
Watch the Status column in your print queue. The status shows Running

while Skyward generates the report. When processing finishes, the status
changes to Completed and the row turns blue.
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A Report Finished Processing dialog box also appears. It states that the

report Class Roster Report has finished processing.
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2 Vent 100.00% | S0.00% | o0.00% | 100.00% | 0.00%
1 i = > ¥ - =
14 Bamy 80.00% | 100.00% | 90.00% | 100.00% | 70.00%
IT Yoshi * 100.00% fad 90.00% 100.00%
16§ Herta. 90.00% | 100.00% | 100.00% * | 90.00%
17 cliffor 100.00% | 90.00% | 100.00% | 100.00% | 60.00%
IT Pattie 50.00% 80.00% 65.00% 70.00% 30.00%
198 Beme 60.00% | 100.00% | 95.00% | 100.00% | 90.00%
20 lanne * * | 8so0% | so.oo% | s0.00%
ZT Dexte 100.00% * 100.00% 95.00% 70.00%

»

Print queue with the Report Finished Processing dialog, Display Report and Back
buttons, and the Completed status highlighted in blue
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10. Display the completed report
In the Report Finished Processing dialog box, click Display Report. A print
preview of your class roster opens in a new window or tab.

powered by i E
Screencastify Lite

) https://www2.tlapreview.wa-k12.net;

Natake Fish  Account | Preferences | Bxt | | 2

My Print Queue & 2?2 |(Back
Z= Print Queue for Natalie Fish - .
Date ~ Tame | Report Description Class Wai List #| Stalus T Dt
03/16/2616 Fri | 9:57 PM|Cass Roster Report S0C 5/23 SOTIAL STUDIES I Corplated [ ~ | oot 84y Print Queue 4 Back
83/18/2016 Fri  9:54 PM Class Roster Report ELAS5/23 ELA Completed 00:t
83/18/2016 Fri  9:48 PM Custom Report Card ELA5/23 ELA Completed pox | Vv Status
83/18/2016 Fri 9:42 PM Custom Report - - o Completed 00:( Back |
3/18/2016 Fri  9:41 PM Custom Report IR I L] Completed’ 00:1 GK #1 GK £1 Gk #1 GK #1 GK #1
83/18/2016 Fri 8:58 PM Custom it 00
Report | The report Class Roster Report has finished processing Completed T S Ti20 e i

70.00% 40.00% 75.00% 100.00% 100.00% ~
100.00% 70.00% 50.00% | 100.00% 20.00%
80.00% 20.00% 85.00% 90.00% 60.00%
90.00% 90.00% 100.00% 100.00% 95.00%
90.00% | 100.00% | 100.00% 80.00% | 100.00%
90.00% 90.00% 100.00% 70.00% 100.00%
60.00% 80.00% 100.00% 100.00% 100.00%
100.00% 95.00% 95.00% 90.00% 90.00%
us - = o 80.00%
90.00% 90.00%: 100.00% 100.00% 70.00%
Y B - - -

6 records displays
Records above are automatically deleted after 2 days.

javascriptvaid(0)

._2_ @ 100.00% 50.00% 80.00% 100.00% 90.00%
1§ i = > - ¥ -
14 Berry 80.00% 100.00% 90.00% 100.00% 70.00%
15 Yoshi = | to0.00% -

90.00% | 100.00%
ad 90.00%

\

16 3 Herta 90.00% 100.00% 100.00%

17 liffor 100.00% 90.00% 100.00% 100.00% 60.00%
18 Pattie 50.00% 80.00% 65.00% 70.00% 30.00%
E o Beme 60.00% 100.00% 95.00% 100.00% 90.00%
20 Janne ® b 85.00% 50.00% 50.00%
713 Dexte 100.00% * | 100.00% 95.00% 70.00% .

Cursor clicking Display Report in the Report Finished Processing dialog box

11. Review and print your class roster
In the print preview, check that all the student information is correct. The
report shows these details:

e Teacher name

e Course and section

e School year, period, and room number

e Student names, grades, birth dates, phone numbers, gender, email
addresses, and graduation year

e Total number of students, with a breakdown by gender
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When everything looks right, use the print icon or your browser's print

function to print the roster.

! powered by
& https://www2.tlapreview.wa-k12.net/scripts/cgiip.exe/WService=w prntbrws002.w Scree ncasﬂfy Lite
Natake Fish Account | Preferences | Exit ?
My Print Queue = [ 2| MBack
L= Pprint Queue for Natalie Fish @ vew
Tame | Report Description Class Vied List #] Statu %O i )
G posmimon —socsjsomusoes | (o oo R ki A
©3/18/2016 F 9:54 PM Class Roser Report ELAS/23 ELA Completed 00:1
©3/18/2016 Fri  9:48 PM Custom Report Card ELAS/23 ELA Completed: 0o | View Status
93/18/2016 Fri 9:42 PM Custom Report Caud AELEE Completed 001 Back |
©3/18/2€16 Fri  9:41 PM Custom Report [t Eie] F’WC“SW Completed 001 GK #1 GK #1 Gk #1 GK #1 GK #1
03/18/2016 Fri  8:58 PM Custom Renort [ The report Class Roster Report has finished processing Completed  0o:t B Lot | el | MW | M |
70.00% | 40.00% | 75.00% | 100.00% | 100.00%
100.00% 70.00% 90.00% 100.00% 20.00%
80.00% | 20.00% | 85.00% | 90.00% | 60.00%
90.00% | 90.00% | 100.00% | 100.00% | 95.00%
90.00% 100.00% 100.00% 80.00% 100.00%
« I 1 I 90.00% | 90.00% | 100.00% | 70.00% | 100.00%
6 records displayed 60.00% | 80.00% | 100.00% | 100.00% | 100.00%
Records above are automatically deleted after 2 days. 100.00% 95.00% 95.00% 90.00% 90.00%
3 * C * | 80.00%
90.00% | 90.00% | 100.00% | 100.00% | 70.00%
javascriptvoid(o) - . - - F
1 % 100.00% 50.00% 90.00% 100.00% 90.00%
14 L] = n - 3 =
14 Bamy 80.00% | 100.00% | 90.00% | 100.00% | 70.00%
IT Yoshis b 100.00% fad 90.00% 100.00%
164 Herts. 90.00% | 100.00% | 100.00% * | 90.00%
17 cliffor 100.00% | 90.00% | 100.00% | 100.00% | 60.00%
18 Pattie 50.00% 80.00% 65.00% 70.00% 30.00%
184 pene 60.00% | 100.00% | 95.00% | 100.00% | 90.00%
20 lanne * * | 8so0% | so.oo% | s0.00%
Z_l Dexte 100.00% 100.00% 95.00% 70.00%

Class Roster Report print preview showing the teacher, course, student details, and
print controls

Summary

You can now print a class roster in Skyward for a single class or for all your
classes. Open the Class Roster report from the Reports tab in your
gradebook. Choose a template, select your classes, and click Print. When
the report finishes processing, click Display Report to preview and print it.
You can also use Export to Excel to save the roster as a spreadsheet.
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