How to Find the Students you Need for COVID-19
For elementary:

-Go to the school, on the first page, left hand side, click teacher schedules.
-Click the teacher name
-Under enrollment Click the Attendance number, under Enrollment.  (This is important because if you have a multi grade classroom, this is the only place that the students are all listed.)
-Once you have the list of students, scroll down to the bottom and click "Make Current Student Selection"
-You will go to a Group Function page, we need to get to the first page, so click the PowerSchool SIS in the upper right corner.
-You should see the student all listed under current student selection. 
-You students are now selected.  From here, you can either send a message in school messenger or get the information for the SARA Alert.

For Middle or High School: 

-Go to the District Office site, not the school
-Choose the Student
-Under Reports on the start page, click on System Reports
-Scroll down to Contact Tracing
-Enter the start date and End date
-Click the include classes box
-Order by CSV
-Click Submit
-The report will export into excel
-Cut and paste the staff to another page 
-Choose the students that you want to contact
-Once you have the list down to the ones you need, copy column C the Student numbers
-Go to start page of PowerSchool and click on MultiSelect (underneath the search bar, letters and numbers)
-Make sure the Search Field is pulled down to Student Number then Paste the numbers from the spreadsheet into the box, then click Search. 
-You students are now selected.  From here, you can either send a message in school messenger or get the information for the SARA Alert.

For Bus Students: 
The find bus students enter the following information into the search bar once you have the bus information: AM BUS, PM BUS, AM Transfer Bus, PM Transfer Bus and number of each. After the equal sign enter the bus number, leave no spaces.

AM BUS:
U_StudentsUserFields.am_home=
PM BUS:
U_StudentsUserFields.pm_home=
AM TRANSFER BUS
U_StudentsUserFields.am_trans=
[bookmark: _GoBack]PM TRANSFER BUS
U_StudentsUserFields.pm_trans=

Once the search found your students, you can either send a message in school messenger or get the information for the SARA Alert.

