
PowerTeacher 2.3 – Email 
Sending Messages from the PowerTeacher Gradebook 

Once the Powerschool Parent Portal is active and parents have set up their accounts you can utilize the email 

features. This document provides an example on how you can send these messages. 

You can send email to all of your parents, one class or a selection of parents. 

Open your gradebook: 

Select Tools  

Email Students and Parents 

Select the term and the class or 

classes that you wish to email. 

Select Next. 

All of the students/parents in the selected classes are displayed. 

As parents create their portal account, then it will show a number next to the account in the parent/guardian list instead 

of saying (No Email). The number equates to how many different email addresses the parent has entered in their portal 

account. 

Student email addresses are not currently available 

as that is not something we have tracked or entered 

in PowerSchool to date. 

Select the top most checkbox in the parent 

column to send email to all parents who 

have an email address entered or place 

check marks next to selected parents. 

Enter your subject 

Enter your message (the +link option is not 

in use) 

Check the box to have a copy of the 

message sent to your email  

Enter your message and select Send Now 

Alexandra Student ( No Email) 

Jeffrey Student (No Email) 



If you wish to send an email message to just one parent, you can also access the email address by looking on the student 

information screen in the gradebook. 

Locate the student in the gradebook on your Scoresheet tab. 

Select the gray arrow next to the students name to open the student 

information screen. 

When the student information screen appears you will be able to see the email address(es) that the parent has entered 

in their portal account. 

Left click on an email address and you can select either email or 

copy. 

If you select copy you can open up an email in Outlook and paste 

the address(es) into the To: field of a message. If there are 

multiple email addresses and you select copy, it will select both of 

them at the same time. You do not need to copy them 

individually. 

If you select email, the window at the right will open and you can 

send an email to the parents. 

Please note, the gradebook does not keep copies of the messages 

you send. Select the box to have a copy sent to you, if you wish to 

have a record of the email message. 

Questions or Comments? 

Contact Pam Oien at poien@fcusd.org 
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