
 

  

 

   PowerSchool 
Student Password Information Job Aid – for PowerSchool Admin Users • Page 1  

Student Password Information – for PowerSchool 

Admin Users 

Version 1.0 

The following PowerSchool reports can be used to provide student username and password 
information: 

• Password Handout for Secondary School Teachers - The Student Password Handout report 
generates username and password information and important guidelines for computer use on a 
separate page for each student for the selected class. IMPORTANT! Students should keep this 
information in a confidential place and never share it with anyone other than their 
parent/guardian. 

• Password Class Roster for Elementary School Teachers- The Student Password Roster report 
generates a class roster with username and password information for each student in class. 
IMPORTANT! Students should keep this information in a confidential place and never share it 
with anyone other than their parent/guardian. 

• Confidential Student List for School Office Staff – The List Students group function generates a 
school-wide roster with username and password information for all students actively enrolled at 
your school. IMPORTANT! This printed report must be kept in a confidential location so that 
usernames and passwords are not compromised. 

Student Password Handout – for Secondary School Teachers 

1. From the Start Page, under Reports on the left-side menu, select System Reports. 

2. On the System tab, under Student/Staff Listings, select Class Rosters (PDF). 

3. Expand the Load Report menu, select Student Password Handout. 
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4. Make the following selections: 

• Select All Teachers 

• Check the Meeting(s) box that corresponds to Period 1 

5. Click Submit. 

 

6. On the open report, hold the Ctrl key and type P (Ctrl + P) to open the browser’s print preview page. 

7. The following settings may need adjustment depending on the browser: 

• Select the printer from the Destination menu. 

• Set the page orientation to Portrait. 

• Turn off Print headers and footers. 

• Turn on Print backgrounds. 

8. Click Print. 
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Student Password Roster – For Elementary School Teachers 

1. From the Start Page, under Reports on the left-side menu, select System Reports. 

2. On the System tab, under Student/Staff Listings, select Class Rosters (PDF). 

3. From the Load Report menu, select Student Password Roster. 

 

4. Make the following selections: 

• Select All Teachers 

• Check the Meeting(s) box 

5. Click Submit. 
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6. On the open report, hold the Ctrl key and type P (Ctrl + P) to open the browser’s print preview page. 

7. The following settings may need adjustment depending on the browser: 

• Select the printer from the Destination menu. 

• Set the page orientation to Portrait. 

• Turn off Print headers and footers. 

• Turn on Print backgrounds. 

8. Click Print. 

Confidential Student List for School Office Staff 

1. From the Start Page, click All to select all students. 

2. Expand the Select Functions menu and select List Students. 
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3. Enter a Report Title. 

4. Type the following Field Names: 

• LastFirst 

• Student_Number 

• U_Students_AD.AD_login 

• U_Students_AD.AD_passwd 

5. Add the following Column Titles: 

• Student Name 

• Student ID 

• Username 

• Password 

6. Turn on the box to display Gridlines. 

7. Click Submit. 

 

8. Click the printer icon in the upper right of the page to print the report, or highlight and copy the 
report column headers and data, and paste to excel. 


