myMCPS Administrative Portal School Admin

Print Student Emergency Information

This guide contains instructions for school administrative staff to
print in the myMCPS Administrative Portal a report that includes
data that parents, guardians, or other authorized adults provide
on MCPS Form 565-1, Student Emergency Information and data
previously maintained in the Online Administrative Student Infor-
mation System (OASIS) Emergency Card module.

Search for a Student Record

The starting point for printing student emergency information is
searching for a student record.

1.

In Google Chrome, go to the myMCPS Administrative Portal
and sign in using your Outlook username and password.
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Setup

The Start Page opens when you first log in to the myMCPS
Administrative Portal, or you can open it to the Students tab
by selecting Student Search under People on the left naviga-
tion menu.

Do one of the following to search for the student whose
emergency information you are printing:

o Enter the student’s last name or ID, then click the Search

icon ().

e Click a letter to list students whose last name begins with
that letter.

e Click either a grade level or M (male) or F (female).

If multiple student records match your search criteria, they
will be listed under Current Student Selection. In the list, click
a name to open that student’s record. If only one student rec-
ord matches your search criteria, it will open directly.
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Print Student Emergency Information

You can print student emergency information for an individual
student or for a group of students.

Print Emergency Information for an Individual Student

1. Search for and select the record of the student whose emer-
gency information you are printing.
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2. At the top of the left navigation menu, select Print a Report.

Print A Report

Ullman, Tracey 12 101101 POOLESVILLE HS
Print the report (pdf) for Ullman, Tracey
Which report to print Student Emergency Information v |

If printing student schedule, use... ® courses actively enrolled in during current term (excludes dropped courses)
all courses enrolled in during current term (includes dropped courses)
enroliment as of | 09/11/2017

If printing fee list, only include Current School Year v || MM/DD/YYYY to MM/DDIYYYY
transactions conducted during...
(may be overridden in report setup)

Watermark Text v

‘Watermark Mode Overtay v

When to print ASAP v
MM/DD/YYYY . /

Report Output Locale English *

Legend

Icons @ - Time Entry (5 minute interval) | [jgg - Date Entry

3. On the Print A Report page, make sure that Student Emer-
gency Information is selected for Which report to print.

4. Click the Submit button.
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5. Inthe report queue, open a PDF of the reports for printing by

: right-clicking the View link and selecting Open in new tab.
Current Student Selection (2)

Student
Jones, James Earl
Jones, Tommy Lee

What's New

See what's new in the latest feature release of PowerSchool. Read more..

2. Click the Print Reports button.

If you see a EZETIM button instead, click that button’s
down arrow, then on the Group Functions menu, scroll down
and select Print Reports. The name and function of the but-
ton will change to allow you to print reports.
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