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Handout can also be found under 
“Teacher Resources”



Adding Student Accounts with Powerschool
Log Into Powerschool/ 
Powerteacher

1. Click REPORTS
2. Click STUDENT ROSTER
3. OutPut: Click Export (CSV)
4. Layout/Format 
5. Check the Student Information 

you would like included
6. Run Report

Creating Excel Spreadsheet

1. Highlight the column with both (Last, 
First Name)

2. Choose Data
3. Choose: Text to Columns

a. Make sure it is Delimited (hit next)
b. Click Comma (hit next)
c. Data Preview (hit finish)
d. There is DATA in Column A is it “OK” 

click “OK” we want to replace it.
4. Now you should now have a column for 

“Last Name” and “First Name”



This student Profile checklist can be found under “Teacher Help” #2 Getting Students 
Started.



Creating WBL Projects
Teacher Created: Accounts Tab

1.  

2.

3. Choose All students that you want to 
assign this project to. Then hit Add 
Project.

4. Then you can add the details of that 
project and click 

Student Created: Profile Tab

1.   

2.

3. The students can then add the details, school 
supervisor(s), and experience categories. Then 
they will hit SAVE to add  and track their WBL. 
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Building Employer/Supervisor List:

1. Click on the TRACKER tab at the top.

2.  

3.  Click 

4.  Add New Supervisor/Employer Detail and then click 



Teacher and Student Help Icons 
(top right hand corner of your screen)

Access to the 
Calendar.

Inbox
Messages Ask AET a 

Question
Learning 
Resources

Log Out


