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2016 Summer PowerSchool/PowerTeacher classes

PowerSchool Admin

Setting up your PS preferences, Alerts, Student Searches
Student Field Values, Student Lists Quick Export, Working
with Excel, Creating M ailing Label

** sgnupfor 1 time session only

June 15 8am-1lam
June 15 12pm-3pm
Aug 3  8am-llam

Immunizations Student Contacts Attendance

Informa ion, Scheduling aStudent, Scheduling astudent
in aclass & a different school

** sgnupfor 1 time session only

June 22 8am-11am
June 22 12pm-3pm

PowerTeacher
**Please consider signing up for both Part 1 & Part

2 of PowerTeacher Pro Gradebook

Historic Grades, Preparing for End of Term, Storing
Grades, Quick Lookup Preferences Current Grade Dsplay
** sgnup for 1 time session only

June 29 8am-11am
June 29 12pm-3pm

Scheduling Setup for Elementary Schools - Get ready for
the new schoolyear by updating your teacher schedules
and getting students placed into classes

** sgnup for 1 time session only

July 13 8am-11am
July13 12pm-3pm

PowerTeacher Tour, Seating Charts Setting up
Preferences, Changing a Password for asub or Student
Teacher, Setting up Gradebook, Setting up Final Grade
Calculations Creating Assgnments

** sign up for 1 time session only

July 27 12pm-3pm
Aug9 8am-l1lam
Aug 10 8am-11am
Aug 18 8am-llam

Working with Excel and P ot Tables, getting the most out
of your student data

Web Links for Assignments, Reports, Studentwho have
been exited, Score Inspector, Entering Scores, Final
Grades, Overriding Final Grades, Report Cards

** sign up for 1 time session only

Aug 3  12pm-3pm
Aug9 12pm-3pm
Aug 17 8am-11am

July 27 8am-11am

Html formatting, How to make your Daily Bulletin
organied and really POP!

Aug 10 12pm-3pm

**View dexcription on left

Aug 17 12pm-3pm

Access, Manzgement, mobile devices- This course s
suitable for both Admin and teachers. See what the
screens look likefor parents & sudents, wha
information they see!

Aug 17 12pm-3pm

PowerTeacher part 1 & 2 training - Elementary
designated teachers
Aug 11 8am-1lam & 12pm-3pm

PowerTeacher part 1 & 2 training - Middle School and
High School designated teachers

Aug 16 8am-12pm
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PowerSchool
Server

Parents & T
Students
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PowerSchool/PowerTeacher/ PowerParent
PowerTeacher
[teachers

» Access the system from any Internet-linked location
« Submit attendance

« View student information

« Make class recommendations

« Read the daily bulletin

e Access PowerTeacher Gradebook Pro

Welcome, Geneveve Henderson | Help Sign Out

3)
H 2 PowerSchool
School: Apple Grove High School = Term: 15-16 Semester 2

Navigation X
Current Classes

PowerTeacher Pro

I Start Page

Daily Bulleti i = = -

Sca;idut:ee m 8.B) v::::r::t::e: Pro ﬁ @ % x 8

Sty World History | = p -~ ‘

g‘:rasIZnahze 2(A8) PowerTeacher Pro ﬁ @ % >K & \"=—".’

izsz:q;enaauons 3(A.B) ::\;:rs:::;her Pro F:ﬁ @ % A @ =

o Gradebook | g LS - & 5 &
- 4A.B) PowelrsT:z:her Pro ﬁ @ F x & E

Launch -

District Code
NMHT

# Download on the

« App Store
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Parents and Students
/public

» Access the system from any Internet-linked
location

» View grades and attendance

« Email teachers

« View student graduation progress

 Request classes

G Welcome, Help Sign Out Server: PS1

H§>Powe60hod

If you have multiple W
students they are
istedatherop

Grades and Attendance:

Navigation
g‘ Grades and
'H Attendance

Grade History

Grades and Attendance

) 3 &

Attendance Attendance By Class
History
Last Week This Week
=) Email Exp Course $1 S2 Absences Tardies
= Notification M T WHFM T WHF
1A) ET |ET ET PRE-ALGEBRA 6 37
School Bulletin Taylor, By
[? e 2(A) CULINAR 0
Registration Mankip
3(A) HLTH EN 0
@ My Schedule S
School 4(A) u ART 2 0
oiFfid  Information E] Jette, Kimberly - Rm: 133
i?% P cCount 5(A) ENGLISH 1 A 9 1
Preferences Jochems, TerraBeth - Rm: 126 90
6(A) EARTH SCIENCE S2 B 10 0
District Code McNelly, Patrick - Rm: 306 84

NMHT OL(A) Activity = 0 0

# Download on the Lord, Sarah - Rm: 305
& Appstore Attendance Totals 46 38
GET ITON
P> Google play Current BPS GPA Added Value GPA (S2)

Show dropped classes also
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PowerSchool Administrator
/admin

Access the system from any Internet-linked location
View, add, and change student and staff information
Enroll students and create schedules

Print reports and forms

Getting Started
How to Iog in to PowerSchool, you need the following information from your PowerSchool support team:

» The address of your PowerSchool server:

PowerSchool x F

(- @ https://powerschool.billings.k12.mt.us/admin/pw.html
» Your username and password
Log in to PowerSchool as an administrative staff member;

Open a web browser such as Safari, Chrome, or Firefox, and enter the address of your PowerSchool
server

Billings Public
Schools

PowerSchool

Administrator Sign In

Username

Password
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Setting Preferences for your account
» Change Password
» Default Sign in page
» Initial Student Screen
» Interface — task navigator, Smart Search Options

Start Page > Setup: Personalize

From this area, you can change your password as well as decide what initial screen and initial student
screens you will see. There is also an option to enable the ‘Smart Search Options’ for your account.
Smart Search facilitates searching for students and staff. Once you start typing in the Search Students
field, the auto-completion feature suggests a list of possible student or staff names, student or staff
fields, and stored searches in a menu below the search field. In most cases, you would not have to type
in the complete word or name.

To select an item, click your choice from the options that appear. If you select a student’s name, his or
her student pages will appear. If you choose a field name, it will be inserted in the Search Students box.
You will then need to complete the search command.

The choices in the Smart Search menu are color-coded and labeled with an icon making it easy to

identify the item you are looking for within the list of results. Search results for student @ and staff
& names are represented in orange or and labeled with an icon that looks like a person. Search
results for student and staff fields are black and labeled with a database icon® . Stored searches are

green and labeled with a magnifying glassq .

Result Type Icon Text Color
Student Name B Orange
Inactive student Name ﬁ

Staff Name 8 Orange
Inactive Staff Name &

Student/Staff Field g Black
Stored Searches Q Green

1
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Initial sign in page & student page: Personalize - Default Sign In Page

© StartPage
~ StartPage
~ | Absentee Report

Chfi=a=iod Hown list
District Setup |
™! Enrollment Summary page
in t Master Schedule min/home.html
PowerLunch
PowerScheduler
i - Initi Reports
Personalize - Initial Student Screen o e IR
Special Functions
A Staff
Quick Lookup Ek‘ System Administrator
Quick Lookup
Activities
Attendance
Cumulative Info

Demographics (v)
Demographics (m)
Modify Info

Parents

Photo

Schedule

Teacher Comments

PowerSchool Start Page
The PowerSchool Start Page consists of four areas: the Navigation bar, Main Menu, ID Bar, and
student/Staff Search area.

The Navigation bar includes access to three important functions; the Report Queue, Online Help, and
Print — if you have permissions at multiple schools, this is also where you will switch between schools.

PowerSchool 1 Navgation gar |

Customization to
search for students
district wide

‘elcome, Tester PowerSchool Help Sign Out Server: PS1

School: Billings Senior HiZ/A School ~ Term: 14-15 Semester 2

Functions

Attendance
Daily Bulletin
Enrolment Summl S€arch |students | staff | Parents | District Search |
Master Schedule =
Dashboard [

Student

‘ [7] Advanced View Field List [?]

Special Functions ABCDEFGHI JKLMNOPQRSTU .\
Teacher Schedules

™ 10 11 12 M F Al Stored Searches Stored Selection

Reports

SleIREPOIE rrent Student Selection (0) alloxlj you tc‘; do

ReportWorks Bl The current selection is empty. vance
searches

V X Y Z

dary Students Pre-Registered

Student
Functions

People

Student Search
Staff Search
Parent Search

What's New

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

New Staff Entry

New Parent Entry

Setup

School
System
Personalize

Applications

PowerScheduler
PT Administrator
Enhanced CPM

Newest

release
information
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Browse Students
Click any of the blue links to conduct specific, single —criteria searches. These links will let you browse
students, by:

e First letter of the student’s last name

* Grade level

e Gender

e Current enrollment (All)

e Stored Searches

* Stored Selections

e Secondary Students (Students who are enrolled at another school but take a class at your
school)

* Pre-Registered

Search for students

Use the Student Search area to search for an individual student or groups of students. There are
several ways to search for students in PowerSchool. Click [?] for instructions about how to query the
database for information. In this search area you can do simple or compound searches by using search
commands. To view different field names to use in your search, click View Filed List on the start page.

A search command is a statement of search instructions and must contain 3 elements: a field name, a
comparator, and search argument. In the following example, the field search is First_Name, the
comparator is equals (=), and the information searched for is Rob. Thus, this search command searches
for all current students whose first name is Rob.

Field Name Comparator | Search Argument

First_Name = Rob

The search argument is the specific information for which you are searching. For example, if you are
searching for all of the students with the last name Smith, then Smith is the search argument. The
search argument is always the last part of the search command. Click View Field List on the Start Page
for a list of the student fields available in PowerSchool, including any custom fields your district/school
created. There is a search field to help you locate the field name you are searching for or you may
scroll through the list to locate the name of the field that contains the information you want. Click the
field to automatically enter it in the Search Students field.

1
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Class Activity -- Using the Field List — Students page, write down the field names for the following

student information:

Student Information Field Name Student Information Field Name
Last Name Street Address
Home Phone Number Gender
Grade Level Last Name, First Name
Mother’s Name Student Number
Mailing Address Entry Date
Enroliment Status Medical Alert
Comparator | Means this Does This Example
= Equals Searches for an exact match of the search First_Name=Robert
argument
< Is less than Searches for all matches less than the search Grade_Level<11
argument
> Is greater than Searches for all matches greater than the Grade_Level>3
search argument
<= Is less than or Searches for all matches less than or equal to Grade_Level<=10
equal to the search argument
>= Is greater than or | Searches for all matches greater than or equal | Grade_Level>=4
equal to to the search argument
# Does not equal Searches for all matches that are anything Football Varsity#
other than the search argument. The following
example reads, Football Varsity does not equal
blank
in One of the values Searches for all the matches that contain one Last_ Name in
is present in the of the search arguments. Additional search yang,holt (Searches
field arguments are separated with commas in the for the student whose
search command last name is Yang or
Holt)
contains The value is Searches for matches where the search street contains Grand
contained in the argument is anywhere in the field
field

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016
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lcontains The value is not Searches for matches where the search street Icontains Grand
contained in the argument is not anywhere in the field
field
@ Wildcard Replaces unknown information in the search First._ Name=rob@

argument

Using a Search Command,
Enter search commands in the Search Students field on the PowerSchool Start Page. For example, to
find all of the students who live in the 59106 zip code, enter Zip=59106 in the Search Students Field

and press Enter.

Additional Searches

Comparator | Means This Does This Example
You can search the database using
multiple search commands
simultaneously. When you enter more
than one search commend in the Search
Students field, separate the search
used for command with a semicolon (;). A
compound semicolon between search commands Last_Name is
; searches means and smith;street contains ave
When you do searches, PS only searches
active student records in your school. User
searches inactive | the / before the search command to
/ students search for inactive students /Last_Name is smith
primary search
You have found a group but want to *enrolled_in=MA110A
search within narrow it down to those who meet Secondary search
& results additional criteria from within this group &*enrolled_in=MAO005A
primary search
You have search for one group of students | *enrolled_in=EN150A
add results of and want to add an additional group of Secondary search
+ new search students +*enrolled_in=SC150A

Compound Searches
You can search the database using multiple search commands simultaneously. When you enter more
than one search command in the Search Students field, separate the search commands with a
semicolon (;). A semicolon between search commands means and. For example, to find all the student
in Mrs. Fullmer’s homeroom class who's street contains Ave., enter home_room=fullmer;street
contains ave in the Search Students field, press enter.

1
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Class Activity -- Using the Field List — Students page, write down the compound search statement you
would need to find the following group of students:

Student Information Compound Search

All girls in 4t grade

Students who enrolled between
6/1/2016 & 8/28/2016

Students who have a Medical
Alert that has expired

Students in the 2" grade who
are white

Student who were exited
between 1/30/2015 &
6/1/2015

Advanced Searches,
The Advanced search allows you another way to do compound searches in multiple steps as well as
search within a group or add or subtract students from a search group.

e Select ‘F’ or you can do the search ‘gender=F — this will show as ‘Current Student Selection’
* Check the box for Advanced
e Select a grade level or do the search ‘Grade_Level=3" — this will show as ‘Search Results’

The Current Student Selection is all of the female students at your school, the Search results are all of
the 3 grade students at your school.

1
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Start Page

Advanced

Students | Staff | Parents | District Search | Phone Search search is
selected
\grade_level=3 |IEM ¥ Advanced View Field List [?]

ABCDEFGHI JKLMNOPQRSTUVWXY
6

K 1 2 3 4 5

Search Results (55)

v Student students in the Student Number
v 3rd grade 10693

v 14358

v 10035942

v 10035844

Z 10026435

e choose the options 10036208

here to update your
current selection

Current Student Selection (175)
Student female students at
— the school

Select By Hand | Immunization Compliance ﬂ [?]

z

dent Number

10027234
10027847
10030191
13980
20671
10030349

4annnnnar

M F Al Stored Searches Stored Selections Secondary Students Pre-Registered

Grade Level

3

W W W W w

Current Selec ionmm Subtract | within Ji@|

Grade Level

6

s XN OO

Set: moves the Search Results to become the new Current Student Selection (current student selection

would now become all 3™ grade students at your school)

Add: adds the Search Results to the Current Student Selection (current student selection would now
become all female student at your school along will all the 3™ grade boys)

Subtract: removes the Search Results from the Current Student Selection (current student selection
would now become all female students at the school EXCEPT 3™ grade)

Within: finds the students in Search Results who are also in Current Student Selection (current student

selection would now become only the female students in 3™ grade)

Select By hand

Once you have a group as your current Student Selection, you have the option to ‘Select by Hand’ the

group of students that you want

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016

16



Searching for Inactive Students,

When you perform searches, PowerSchool only searches active student records in your school.
Students who are currently enrolled are considered active, this would not include exited or pre-
registered students. Occasionally you may need to search for students who preregistered for next year,
transferred or exited out of school midyear, or graduated early. Students in all of these classifications
are inactive. To access inactive student records, begin your search command with a forward slash (/).
Preceding a search command with a forward slash searches all student records.

For example, to find all active and inactive students with the last name Watson, enter
/Last_Name=Watson in the Search Students field and press Enter.

Once you have a group of students selected, there are over 30 different tasks that may be performed
for this group of students.
srotp Start Page

Stored Searches,

If you know you will be using a set of search commands often,
you can create a group of students from whom you and others \1
users can search. Stored Searches appear DISTRICT WIDE - If

Students l Staff l Parents District Sez

1

Q *7/8 no home room

you create a stored search, the search name must start with
your school initials (i.e. Senior — SR, Riverside RS). Do not
change or modify stored searches not belonging to you. You
are responsible for the management of your searches. Stored

Q *Junior not in English
Q *Junior not in Math

(C{ *juniors not in US History

Juniors with credit deficiency

searches find preset groups of students. You can set up and Native American No 506 Form

save the searches you use most or use a search that someone
else has already set up.

not_enrolled_in_period=1

]-
]-
]-
]-

Seniors with credit deficiency

How to Create a Stored Search
To create a stored search, click Stored Searches and click New. Then type the search command to get
the results you want.

Edit Stored Search

For example, if you wanted to
store a search for students what
have a birthday for today, you
would use the command
*birthday=today. Once it is
stored, you can run it daily
without having to type in the
command by clicking Stored
Searches. If you have enabled
your ‘Smart Search’, once you
start typing the name of the
Stored Search, the search will appear in the pull down menu. Stored searches appear in green with a

blue magnifying glass before it:
]

Option Value

Name *Seniors with credit deficiency

*cumulative_credit_hours <= 16
grace_level = 12
Exclude_fr_rank=1|

Search instructions
(one search
command

on each line) ( Fields)

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016 17



If your stored search has multiple criteria, each criteria is entered on a new line (unlike student
searches that are entered with a semi-colon between criteria). For additional instructions, select
‘Stored Searches’ and then select the ‘Help’ link at the top of the PowerSchool page.

——
Guick Lookup
Print A Report
Switch Student
List (3)

b
Information

Access Acoounts
Custom Screens
Demographics
Student Contacts
Ermergency/Medical
Maodify Info

Academics
Attendance

Enter Attendance
Cumulative Info
Historical Grades
Haonor Roll
Teacher Comments
Test Resulis

Administration
Log Entries

Net Access
Incidents

Enroliment

All Enrollments
Functions

Special Programs
Transfer Infa

Scheduling
List ‘iew
Matrix Wiew
Modify Schedule

A

Working with Students

When you select an individual student, the list of student pages appears in the student
pages menu. Use the student pages to view or enter demographic, parent/guardian,
and emergency/medical information. You can also perform a function for a student,
such as updating the student’s attendance record, print a report, or transferring the
student out of school.

Student Screens

o] Options on this screen are dependent upon the permission group you are in
0 The menu is broken into a top section (Quick Lookup, Print a Report, Switch
Student, List) that remains stationary and a bottom portion that can be scrolled up
and down.

Quick Lookup V=== _ Student Alerts }
Counsel w Student picture,
Quick Lookup | Stand3h name, ID -- this

information will

appear at the top of
most student pages Mbsences  Tanfias

Term information will
be dependent upon the
settings of the school

=

Last ¥Wasak Thiz ¥Week

Ex|
P M T WHFEMT WHF 1243 9243 1293 1243

Ay E o 7 ORCHESTRA 4 4 4 A =) g a o
Jackman, Rebeces {Lewes) OF 909598

208) O 7 HEALTH ENHANCEMENT -} 4| 4 A =} 9 1l o
Chirrick, Alina 1632 7 | 9F |93 |95

£ M O 7 PRE ALGEBRA 44 4 47| X i 1" i} 1]
Qualls, Mechaal 1632 o8 91 793,32

A M O f T LUNCH O 0| O 11 1" o o
Staff, stafl

Current and previous
week attendance

Y A+ 4+ & 3 a o
= og | o 85
A 0] 7 UFE SCIENCE F 3 |4 | D 10 10 a o
Loken, Patncis 1632 g2 B5 90 B4
By 7 TECHED 4 : i} 0 0 i}
Elason, Steven 1532
B 7 EXPLORATORY FOREIEHN | ARG IAGE 2 3 3 ] o
Moundasis, Tar
g5t AR AI_I writing in !l:__:;ht bl!.le are q_uu:k n
Anderson: Ed links to additional information
(A o 7 KEYBOARDING 0 o
Largen, Tracy 1632 oE
HRGA) 7 HOME RCOM o 0 | O 1] o a o
Chierick, Alina 163
CALA) TEAM a0 | = i 0 o n]
Team, 7 Haltleis
Attendance Totals| 80 | 80 o | o0
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Student Screen pages,

Student Page

Description

Notes

Quick Lookup

View a summary of the student's schedule,
teachers, current grades, standards, and
attendance. This page mirrors the page
parents and students view through the Parent
access and what teachers see on
PowerTeacher

Print a Report

View a menu of available reports. Types of
reports are separated by dashes. The first
group of reports if Form Letters. The second
group of report is Report Cards. The last
group of reports is Object Reports.

Switch Student

Quickly access another student's information
by entering the student's name in the field on
the dialog box

List

Return to the Student Selection page and
view the last group of student you selected.

Information

Annual Update

Custom Form - view and print an annual
update form for a single student.

Student Contacts

3 §

Custom Form - all contacts for a student - this
is the information used for the Annual Update
form. Guardian Alert may also be entered
from this screen.

Access Accounts

View both the student and guardian access
information. You can add and edit access
accounts.

Addresses

View and edit both the student's physical and
mailing address.

Attachments

Custom Screens

View a list of the custom student pages that
your district or school created.

Demographics

View and edit the student's basic
demographic information.

-

¥

Emergency/ Medical

View Emergency Contact and doctor
information; also add a Medical alert for a
student

Family

View and edit a list of the selected student's
siblings or relative who attend any school in
your district.
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View and edit the student's health and
Health immunization information.

View and edit student information such as
homeroom, locker combination and number,
date of entry into the district and school --
information recorded here is dependent upon
Modify Info your district setup.

Other Information
Other Alert is entered from this page -

' information on this page is dependent upon
° district setup.

Custom Form - this student's district email is
Student Email uploaded by technology department.

Parent information is populated through the
Student Contacts Screen. Guardian
information is entered on this page. Guardian

Parents Alerts may also be entered through this page.
View the student's photo. Also submit a new
Photo photo for the student using this page.
View and edit information for state reporting
State/Province- MT this is specific to Montana Requirements.
Use this page to log student transportation
Transportation information to and from school
Academics
Accommodations Custom Form - enter IEP and 504
accommodations and select labels pertaining
Q to the student's disability. You MUST enter

the date the IEP will expire.

Custom Form - Enter Graduation date and any

Transcript Info Notes to be printed on the transcript
Transcript Custom Form - BPS transcript

Use this page to view and change the
Attendance student's attendance record.

Use this page to change a student's meeting
Enter Attendance attendance for the current week.

View the student's GPA and class rank
information. Your school decides what
Cumulative info information appears on this page.

View the graduation plan(s) selected for his
student and the courses the student has
completed, or is currently enrolled in, to fulfill
Graduation Plan these requirements. Your district creates the
Progress requirements for this page.

1
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Use this page to select the graduation plan(s)
Graduation Plan and post-secondary plans(s) the student is
Selection trying to complete.

View and modify the student's academic
record. Use this page to enter historical
grades for students who transfer to your
school. Once a grade is stored, they will

Historical Grades appear on this page.
view a list of each time the student made the
Honor Roll honor roll

Use this page to access the student's progress
with specific standards outlined by your state,

Standards district and school. New look in PS version 9.0
View comments that teachers enter in
Teacher Comments PowerTeacher.

View the student's grades as they were stored
and reported on his or her report cards during
Term Grades the current year.

View and enter the student's test score on
standardized tests, such as the SAT, ACT, or
state norm-reference tests. Your school
determines what tests and score to track in
PowerSchool.

The 2" tab in this screen is a Custom Report
graph showing all NWEA scores for this

Test Results student
Use this page to log incident of student
Truancies truancy.
Administration
District Specific district information to track in PowerSchool

View the student's financial transaction
information, including the beginning and
current balances. Use this page to record new

Fee Transactions transactions.
View the log entries that have been entered
=iy, for the student. From this page, you can
"‘J;‘ create a new log entry or edit exiting ones.
Log Entries Use this page to add a Discipline alert.
View and edit the student's lunch status
Lunch — not used by information, lunch ID number, and current
our district lunch balance.
Lunch Transactions —
not used by our View all of the student's transactions in
district PowerLunch for the current year.

1
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View a summary of the number of times that
the parent and student have accessed

Net Access PowerSchool via the internet.

View Student Education Occupation Plan

information, most often entered and edited
SEOP Review by school counselors.

View a list of discipline incidents associated

with the student. Do Not use this page to add,
Incidents edit, or delete discipline incidents.
Enrollment

View and edit the activities in which the
Activities student is involved.

All Enrollments

View a list of every course in which the
student has been enrolled since your district
began using PowerSchool. From this page,
you can find the final letter grade and final
percent, as well as a list of the assignments
and score for each course. This page has been
customized to separate each school year into
a new tab and to display active classes in
black while classes a student has been exited
from are in gray.

Functions

View a list of functions that you can perform
for this student, including printing a report,
transferring out of school, reenrolling in
school, transferring to another schoal,
enrolling in a course at another school, and
recalculating lunch balance

Special Programs —
not used by our
district

Use this page to enroll the student in a special
program, such as a special education-related
or gifted and talented program — our district
does not use ‘Special Programs’ - a link has
been added to direct you to the
‘State/Province- MT’ page.

Transfer Info

view the student's current and previous
enrollments for each school year the student
has been enrolled in our district

Scheduling

Bell Schedule View

View the student's schedule for the current
week— This is the best viewing option for
schools using a block or multiday schedules.

View the student's schedule for the selected

List View term in list format
View the student's schedule for the selected
Matrix View term in a graphical format

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016

22




View and modify the student's schedule for
Modify Schedule the selected term in list format

Use this page to modify the student’s
schedule, override prerequisites, manage
course recommendations, and view or modify
course requests for the current or upcoming
Request Management | school year

View and edit the student’s scheduling
preferences for use with the PowerScheduler
Scheduling Setup and the End of Year process.

NOTE: Depending on your job functions and level of access to PowerSchool, you may not have
sufficient access privileges to view and make changes on some student pages. For more information
about your level of access, see your PowerSchool support team. Permissions are set by ‘Groups’ any
changes affect every person with that permission group.

Alerts
Birthday — Icon will appear 1 week prior to student’s birthday
-
'
- o
Med|ca| Alert Medical Alert x
v" Emergency Information ONLY P ——
v’ Allergies Allergy, Pollen/dust/hay
v" Medical conditions Scoliosis: please allow to stand as needed for discomfart
v" Medication
Alert Expires: Never
S
Discipline Alert
v'Severe or dangerous behavior
=== v Chronic behavior issues
- - rDiscipIine Alert
brought weapon to schoal 2/28/2013
has made threats to both fellow students and faculty
Alert Expires: MNever
"
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Guardian Alert (Parent Alert)

Alert Expires: Never

v Restraining order
4 People of concern
4 Contact Alert
Parent Alert x ) —
g c=m s Parent Alert
Please call mom at work 406-655= ™ for any and all
issues. Father, ! B is the 2nd call. If 3 s omm W
zzﬂlif";:i::in . thﬁma”” e Sl i Al pim RIO in Place againstes (M8 . until 6/3 hearing
Alert Expires, Never Alert Exqpires: 08/03/2013
i H ymo=m e .
MNeeds a note to go home with Dad
Alert Expires: Never
Other Alert B
! - Alert
Other Alert Student may excuse himself. 3-15-16
v’ Loss of parent Alert Expires: Never -
\/ |_ I h 3/2/2015-Legal name change from
egal name change t
' g g ] Other Alert [ x ) ’
. ‘/ Student excuse n0t|ce | Alert Expires: Never
v’ Carry-over of attendance from ‘ !
. ; Father, Greg . passed away in April,
previous school ‘ 2013
|

504/Special Education accommodations
v/ Must use expiration date - - should be the date the IEP expires or is up for renewal

Accommodations Alert B

> 504/SpEd Accommodations

(L] | :

- 504/SpEd Accommodations ¥ 4 Book icon will appear for
all students with current
Start Date: 02/01/2016 |EP/Accomodations
End Date: 01/31/2017 . = West 12
. State ID: Counselor: Spring
Labels: Most recent IEP
is at to "
= Speech or Language Impairment P
= Specific Learning Disabilities StartDate EndDate CD AU HI TBI SL OHI VI DB ED MD Ol SLD D DD Actions
i 02/01/2016 | 01/31/2017 Vi v View
Accommodations:
« Pref seating 02/05/2015  02/04/2016 v v
« Repeated/Clarified directions ECl
02/04/2014  02/03/2015 77 View
Speech Therapy 2 times per week Edit
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Edit Accommodation ¥ + & [

Enter date the

West 12
State ID: Counselor: Spring, Dave |EP starts

start Date! (2/01/2016 ' (Plan/IEP Start Date)

End Date: q1/31/2017 '(PIan!IEP End Date)
g = Labeis: | v :op - Cognitive Delay [
§ E § = [ HI - Hearing Impairment H
g % E g ¥l sL - Speech or Language Impairment [
E EE § [T VI - Visual Impairment =
@ 2 § @ [ ED - Emotional Disturbance |
— =

| ‘\\" . /

o Accommodations:
use an empty line for a new paragraph
- for a list
**pold™
_italicized

Accommodations Preview:

Created

Last Modified

Alert List Report

] ol - orthopedic Impairment
[l D-Deafness

- Pref seating
- Repeated/Clarified directions

**Speech Therapy 2 times per week™

= Pref seating
= Repeated/Clarified directions

Speech Therapy 2 times per week
On: 02/11/2016
By: Martin, Cheryl

On: 02/11/2016
By: Martin, Cheryl

Select the
appropriate labels

TBI - Traumatic Brain Injury

OHI - Other Health Impairments

DB - Deaf-Blindness

MD - Multiple Disabilities

SLD - Specific Learning Disabilities

DD - Developmentally Delayed

Enter Accommodations
- View how the
accommodations will
appear as you are
typing

Submit

You may print an ‘Alert List’ report by grade level. The report will only list Medical, Discipline, Guardian, and
Other Alerts — it will NOT list 504-Special Education accommodations.

Start Page > Reports: System Reports > Custom Reports > misc: Alert List — select grade level and uncheck
‘Pause’. Once the report is finished, you can choose to Show/hide columns, Copy, CSV, Tab, PDF.

The document lists all students in the grade, regardless if they have alerts.

Alert List

~ Filter Options

Pause

D

Show / hide columns

Select Grade

'

5 v

Can sort by
pressing arrows

Grade Discipline
Students Level Medical Alert Alert Alert Other Alert
5
5 ADD/ADHD: meds at home Hospital 11/05/2014  Per Parenting

1
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Working with Groups of Students

Once you have learned to search for a group of students, you can perform over 30 different tasks for
the group including List Students, Quick Export, changing Student Field values, changing attendance,

print reports, Immunization
Compliance, and Batch Address
Validations.

Group Functions

You can locate Group
Functions two different ways:
Start Page >

Functions: Special Functions >
Function: Group Functions

OR

Select a group of students and
use the pull-down menu at the
bottom right of your Start Page
to select the

Group Function you want to use
for the selected group. The
Group Function tab will default
to the last Group Function you
performed.

Start Page

Students | Staff | Parents

I J KLMN

PK4 K 1 2 3 4 5 6 7 8 9
Secondary Students Pre-Registered

10 11 12

Current Student Selection (1)

Student
Allen, Aaron Joseph

What's New

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

District Search [ Phone Search

Advanced View Field List [?]

OPQRSTUVW

Student Number
10033433

School
Poly Drive

Select By Hand | Student Screens ' [?]

Group Functions
« Student Screens
Attendance
Attendance Change
Search By Grades/Attendance
Search For Perfect Attendance
Enroliment
Enroliment Summary

Grade Level

Mass Enroll Special Program

Re-Enroll in ¢
Transfer Out Of School
Export
Export Using Template
List Students
Quick Export
Functions
Fee Functions
Health Screenings
ID/Password Assignment
LDAP Directory Synchronization

Mace Craata Eamihs | inke

Group Function

Description

Notes

Select Student By hand

Group Functions Link Only — allows
you to edit the selected group

Student Screens

(formally known as Counselor
screen) View the same student page
you specify for each student in the
group you selected. To show the
page you specified for each student,
click the student's last name

Attendance

Description

Notes

Attendance Change

Use this function to enter or change
attendance for the student group
you selected

Search by
Grade/Attendance

Use this function to search for
students using grades, final grade
percent, citizenship marks, and
attendance
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Use this function to search for

Search for Perfect students who have perfect
Attendance attendance
Enroliment Description Notes

View the enrollment summary page
only for the student group you

Enrollment Summary selected
Mass Enroll Special Enrolls currently selected students
Program into a special program
Re-enroll students into the current
Re-Enroll in School school
Transfers currently selected students
Transfer Out of School out of a school
Export Description Notes

Use this function to export
information with a pre-defined
template for the specified group of
Export Using Template students

Use this function to view or print a
list of the student group you
selected. You can specify up to 10
List Students student fields you want to include
Use this function to export student
information from PowerSchool to a
spreadsheet application for the
Quick Export student group you selected
Functions Description Notes
Use these functions to add new fees
and new transactions for the student
Fee Functions group you selected

Health Screening Create and edit health screenings
Use this function to activate parent
and student login accounts for
PowerSchool and auto-generate
parent and student usernames and
passwords, and lunch ID numbers for
ID/Password Assignment | the student group you selected.
LDAP Directory Synchronize PowerSchool Sign In IDs
Synchronization with an LDAP directory server
Establish family relationships

Mass Create Family Links | between existing students

Use this function to enter or update
information in a single student field
Student Field Value for the student group you selected
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Graduation Description Notes
Use this function to add, replace, or
Graduation Plan remove graduation plans for the
Selection student group you selected
View and print the graduation
Graduation Progress progress plans for the student group
Report you selected
View the summary of specific
Graduation Progress graduation plan requirements for
Summary the student group you selected
Locker Management Description Notes
Group Functions Link Only- Use this
function to mass assign locker
assignments to the selected group of
Mass Assign Lockers students
Printing Description Notes
Use this function to Mass Print a
Mass Print A Student specific student screen for the
Screen selected group of students
Use this function to print mailing
labels for the student group you
Print Mailing Labels selected
Use this function to print a form
letter, report card template, or an
object report for the student group
Print Reports you selected
View the Reports page so you can
run a report for the student group
Reports Menu you selected
Scheduling Description Notes

Invalid Requests

Use this function to find invalid
course requests due to course
prerequisites for the specified group
of students

Mass Enroll

Use this function to enroll the
student group you selected into the
same course section. You specify
which section by teacher and
meeting or by course section
number

Next School Indicator

Use this function to set the next
school indicator for the specified
group of students - this may also be
done using 'Student Field Value' —
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Group functions can set only one
field of four fields that need to be
set

Student Schedule Report

Use this function to create a
printable schedule matrix report for
the specified group of students

Summer School Indicator

Set Summer School Indicator and
notes

Search Description Notes
Use this function the save the
specified group of students for later
Save Stored Selection use
Search Attachments Searching Student Attachments
Use this function to search for
students using cumulative, term, or
Search by GPA current GPA
Validation Description Notes

Batch Address Validation

Use this function to verify that the
specific group of student has valid
addresses

Batch Boundary
Validation

Use this function to find which
student from the specified group
have addresses within or outside of
the selected boundary — boundaries
must be put in by the PowerSchool
Support team

Data Validation Report

Use this function to run a report to
identify which student records
within a selection do not meet
current data validation requirements

Immunization
Compliance

DO NOT USE THIS VALIDATION —
custom report is located under
System Reports: BPS

Following are more specific instructions for some of the above group functions -
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Attendance Change
Use this when changing
attendance for a group of

Change Meeting Attendance

Meeting
students. Option Value
Change attendance for | Enter date(s) The selected 53 students
- | of absence S
Start Page > Functions: Special e it INCTT
. . To this Date 03/11/2015 B gammonryyy)
Functions > Function: Group eet : :
eetings to scan ‘ (‘Eﬁ
Functions > Attendance: 1 o p’;figgs';
Attendance Change 2 BB change
3 @ attendance
o | - J
OR " =
Select a group of students and 5 B
use the pull-down menu at the : E
. XD (]
bottom right of your Start Page = ——
to select Either choose all by selecting All or cc » o

Group Function: Attendance:
Attendance Change. The Group

select These codes and then choose
the attendance codes for which you
want to scan

oL

= em

: : ST
Function tab will default to the Caoda(sto scanfoy =0 Al
These codes
last Group Function you Present 7]
A - Absent
ET - Tardy-extended =
preformed. ET - Torty e |
C - Counselor
D - Deans
== E - Excused
H Select the attendance H - Homebound
If you are on a multi day schedule, code you want to enter o — - )
you may Sele(:t a” days - Attendance Code to Set A » O (School Related Activities) — ~
attendance will be changed for only If Other Than a Default Present (default presents will be overwritten @ Overwrite = bo you want
days the class is held. SIS N © Don't Overwite to overwrite
Comment Enter comment as to the >s1udem Mentor Activity | previously
reason for the absence - These entered
are viewable by teachers and code?
Admin staff e

Assigning IDs and Passwords:

=

L)

WARNING: IF YOU DO NOT FOLLOW THESE INSTRUCTIONS EXACTLY, YOU WILL CHANGE IDs AND
PASSWORDS FOR ALL STUDENTS AT YOUR SCHOOL.
Start Page > Functions: Special Functions > Function: Assign IDs & Passwords

OR

Select a group of students (or All students) and use the pull-down menu at the bottom right of your
Start Page to select Group Function: Function: Assign IDs & Passwords. The Group Function tab will

default to the last Group Function you preformed.
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Assign IDs & Passwords

For ALL CURRENTLYﬁi/fYou can Assign the |IDs & Passwords
for ALL currently enrolled, a group of

@ Forihie selected 24 stiaents only students, or an individual student
For only ' SmasSS

v Don't overwrite any existing IDs or passwords

In case of conflicts append: | a 3 digit random number v
—DO NOT ¥ Assign Student Usernames and passwords @ Assign Access IDs and passwords
change ANY
settings Each Username/Access ID | 3 v | characters long and is | Student's last name v
Each password is | 3 v | characters long and is| Random letters v

v/ Enable access accounts for processed students ¢ Enable access accounts for proj ed parents

nchIDis| 3 v | digits long and is| 3 random number v

DO NdT Assign
Lunch IDs - we do @

not use PS for lunch

Other than the first 3 options of selecting to assign for ALL CURRENTLY ENROLLED STUDNETS, For the

select XX students only, or For only — NO other settings should be changed. This function will

allow you to enable access for both the student and parent account as well as assign the needed ids

and passwords. You NEVER want to overwrite the existing IDs or passwords. If you have questions,
contact the PowerSchool support team before you run this function.

iberry, Elaina

List Students

You can list and print up to 10 different student fields — Creates a
clean printable report, but you are not able to adjust column width
or picture size if you add student photo.

Start Page > Functions: Special Functions > Function: Group
Functions > Export: List Students A |
OR

Select a group of students and use the pull-down menu at the
bottom right of your Start Page to select

Group Function: Export: List Students. The Group Function tab will
default to the last Group Function you preformed
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Student List - 27 students will be listed

Report Title (shown at top of pageHStudent List] -".r-, Name yOouE list ]

Col Field Name Column Title

1. Fields _) lastfirst | MName |
2. Fields |{schoolsiname | |Sc:huu:r| name |
3. Fields  |studentphoto | phato |
N,
4, Fields [DOB | DOB |
N, : i
5. Fields |Home Roo Home room
i Fields | { select tt:e ﬁelfds tg I_|5t |
-- most are found in "
7.  Fislds | B | Type the
Fields' but some have |-
8.  Fields | special formattin | Colimn
' pe 9 1 Title you
9.  Fields | H  want
10.  Fields | | |
Padding In Each Cell | | (in points)

# Rows In Between Breaks Additional | |

Other Options formatting ¥ Gridlines L Export

Optional: Sort Field Name Direction
“birthday \——quu have the > v|
| ™ option to sort 5 V|

| | > |
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Mass Enroll (in classes)

Start Page > Functions: Special Functions > Function: Group Functions > Scheduling: Mass Enroll
OR

Select a group of students and use the pull-down menu at the bottom right of your Start Page to select

Group Function: Scheduling: Mass Enroll. The Group Function tab will default to the last Group
Function you preformed

Mass Enroll

Enroll currently selecte@udems ntoasecton | 1T you know the specific
) section - you can enroll the
~ Quick Enroll students directly into the
desired class

Course.Section

ot S e R e
I
Zuse the 'Filter' to narrow your options
- Filter By -- fill in as few options as possible

Period Term Teacher Day Grade Credit Type Course
Al ~ All ~ All v Al ~ Al ~ Al ~

Show only classes with available seats

Oom

Double click on ‘Course Name’ to select the desired course

Mass Enroll Preview

Confirm Enrollment Date)

Entry Diate: 08/28/2013

Section Summary:

Course Name Course Number Section Term Fees Pending Enrollment Count

Health Enhancement k-3 ELHEALTHEKI Erickson 2013-2014 Mo 13430

English L Arts K KELA 3 2 Section found
nglish Langage ~Ans Confirm that all Dependent Brtar foun
hlath b KMATH 3 20 sections are found Section found
All-Day Kindergarten KD 3 20138 T T Section found

Music k-3 ELMUKS Erickson 2013-2014 Mo 13430

Student Enroliment Summary:

Student Number Student Name Action

12458 Allard, Cody Dale Enroll in ELHEALTHKI. Erickson on 08282013
Enroll in KELA.3 on 08/28/2013

Enroll in KMATH.3 on 03/28/2013

Enrall in KD.3 on 08/28,2013

Enroll in ELMUKZ. Erickson on 08/28/2013

Double check to make
sure ALL classes are
listed to be enrolled in
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Quick Export

Start Page > Functions: Special Functions > Function: Group Functions > Export: Quick Export

OR

Select a group of students and use the pull-down menu at the bottom right of your Start Page to select
Group Function: Export: Quick Export. The Group Function tab will default to the last Group Function
you preformed

Select your group of students and select Quick Export, select the fields you want to export

Quick Export

Export the 77 selected students

type the field
basifinst names or select

Last_Mama 3 Py :
First_Nama using 'Fields
Student_Web_ID

Studant_|Veb_Fassward

Field Delimiter Tab

Record Delimiter CR -

]I i [+ ’

L1 "Surround Fields’ ¥ Column titles on 12t row

D Export DCID

The export is a tab delimited — you will need to convert it to excel — please make notes below of how to
convert this document for the operating system and version of excel you are using:
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Student Field Value

Start Page > Functions: Special Functions > Function: Group Functions > Functions: Student Field Value
OR

Select a group of students and use the pull-down menu at the bottom right of your Start Page to select
Group Function: Student Field Value. The Group Function tab will default to the last Group Function
you preformed

» Find the field that you are wanting to change by selecting the blue ‘Fields’ link and enter the
name of the field to be changed into ‘Field to Change’

» In New Field Value, enter the new value of the field — this will depend on the type of field you
are changing — it could be a word, number, character, etc. — if you want the field cleared and
nothing new added, check ‘Clear Field Value’

» Submit

Review Data Carefully!

» The next screen will give you the option to review what information you are changing — review

this data carefully before you submit.

72 students are selected
Field To Change Home_Room

2mith

New Held vilue Clear Field Value is OFF

Options Do not overawtite existing data is Of

WARMIMNG: This change is irreversible.

Last, First Old Home _Room New Home_Room
i Dahl, Maces [ Baumann Smith
2. Har, Montana krystal Baumann Smith
3. Willis, Tamiah L Andersan Srmith
4. Diaz, Elian R Eliazon Smith
A Fitch, Adysen L Scheafer armith
f. Ries, Lane 5 kautr Srmith
i Myre, Kiria Denise-Rae Wilbert armith
a. Beckar, Amaya Baumann Smith
4. Becker, Jude L Andersan Smith
10, Lund, Addison Almeda Andersan Smith
11, Deputee, Mashantee ' Smith
12, Gaught, Trinity Jayde Baumann Smith

If all the data/corrections look correct — submit.
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Enrolling and Withdrawing Students

During the school year, you may need to enroll students who are new to your school, reenroll students
who return to your school, or transfer students out of your school. When you enroll or reenroll a
student, PowerSchool activates the student’s record. By default, inactive student records do not
appear in searches or lists. Student records are never deleted only changed to an inactive status.

Entry & Exit codes are listed in the Reference section of this manual

Enrolling a Student
¢ Try looking the student up under ‘District Search’ — you can use partial names or wildcards (%)
++ If the student is active at another school, you cannot enroll until student is dropped and
released to your school
++ If the student record is ‘owned’ by another school, you will need to contact the other school to
release the record to you before you can enroll the student
Once the student has been released to you — find the student > Enrollment: Functions > Re-

Enroll In School

X/
°

Re-Enroll Student

M 9 Senior  Transferred Out Screen when accessed
through Student screen

Counselor: Brook, Kevin Enter date the
student will
Student to re-enroll start /

menu to select

Date of re-enrolim=»=+ 3/12/2015 BB anuooryyyy
Use pull down
Entry code 04 (Xfer from public school in dist or state) -

Entry comment Entry Code Lake Qwasso MS If coming from outside of the
district, enter school name

Full-Time Equivale enter the FTE Full Time v ( use the pu" down

Grade Level and grade level 10 ~ menu to make sure

ek for the student you enroll using the
S correct DOR

District of Residence Billings High School District #2 (0966)

Restore ciass enroliments? Yes ~ If the student was enrolled at your school

this school year and you wish to re-enroll
them into the same classes they had when

they left, select 'Yes'

Note: Regardless of the date specified above, the student's records
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 Update the following pages

Demographics
Student Contacts
Health (Immunizations)

X/ X/ X/
L X X X4

«* Historic Grades (HS only)
< Alerts

% Access Accounts information

Student should now be ready to enroll in classes, programs/services.
If a student is Special Education: Start Page > Select student > Information: State/Province — MT >
Program/ Services > Check the box for Special Education

State |D: NEE—

Teacher: Voss

Montana State Information &

Washington 3

General Title | LEEY CTE Graduation

Service F

Special Program and PP

Special Education
Migrant
SPED Status

Section 504 Handicapped

Part B Early Intervening Services Start Date

Students New to the District
If you have verified the student has never
been enrolled in our district:
Start page > People: Enroll New student

v’ Enter first, last and full middle name
DOB
Gender
Phone #
Enrollment Date
FTE
Entry code
DOR
Check “Enroll without Linking or
Copying Information”
Select ‘Check for Duplicate Students’ —
this will give you a list of possible
matches — If you find the student you are

AN N N N NN

O

Omay not be checked if "Section 504 Handicapped" is checked
May not be checked if "SPED Status" is checked

" Enroll New Student

Student Information
Student's Name
(Last, First Middle}

DoB |jﬂfl995 iE(MMﬂDDNYYY\

[Female ]
] (If this field is left blank, the systerm will assign the Student Nurmber)

Social Security Number | |

4

Gender

Student number

656 W |

IE@ZM 3_:E (MMIDDACYY) &

Phone Number

Enrollment date

Full-Time Equivalency i_F Tmhl =

Grade Level E}

Leitry Cogde |04 p4fer from public school in dist or state) ¥

Track B

District of Residence | Custer K12 Schoals Distic #15 (0475) ~
Fee Exemption Status |StudemNol Exempted b |

School Billings West High School

Information for Family Match

Students may be linked to other family members in the school or district and their demographic information may be copied to
the student being enrolled. By creating a link between students, shared information can be synchronized so edits that occur
to one student can automatically be made to the linked students,

@ Enrall without Linking or Copying Infarmation
O Search Faor Farnily Mermbers to Link to and Copy Information fromm

Family ID | |
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enrolling, look at ‘Owned By’ and contact that school to release the student record to you. If a
match is not found, select ‘Submit’ above to create the new student.

**Do not use NMI or X for students who do not have a middle name

** Suffixes such as Jr, Il are entered at the bottom of the demographics page once a student is enrolled

Information to note

>

>

Address & Primary Phone on the student demographics page is the Students primary address and
primary phone contact number

If you enter the wrong start date, you can correct under ‘Transfer Info’ as long as the date falls within
the current school year — otherwise you must contact the PowerSchool support team.

District of Residence

DOR is used to bill tuition students, please make sure you keep this information accurate

Any student whose parent or guardian lives outside of SD2 boundaries —when in question,
contact the Financial Services Assistant at the Lincoln Center

Any student who is a ward of the state (Group Home, foster kids)

We also use DOR for Home school students & students who come from our feeder schools

Setting District of Residence
Start page > Find Student > Enrollment: Transfer Info > click on for Current Enrollment:
District of Residence

**Please mark ALL students who should be paying tuition --
-- If the parent is responsible for tuition costs -- the District of Residence is 'Parent Pay Tuition'
#0001, not the district(school) the student is coming from

-- If a student comes to our district from another district that has an agreement with our district
to provide services for the student, the DOR would be the sending district

-- Group Home or Foster kids are most often tuition students — most of these students are State
Pay and others may be Parent Pay

-- for Middle School the following districts have an agreement with SD2 to teach their students:
Morin, Independent, Blue Creek, their DOR would be the school they are coming from

**This field is also be used for students coming from our feeder schools (Lockwood, Elder
Grove, etc.) and Home School students

--to search for students who have a DOR other than SD2 --- in the student search field

enter: DistrictOfResidence#0965;DistrictOfResidence#0966

--to search for students by DOR enter: DistrictOfResidence= --followed by the district # --
you can find the district # by looking at the pull down menu for District of Residence — the
district # is the number in the parenthesis.
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Commonly used DOR:

District ID |District Name
0001 [Parent Pay Tuition
0002 |Home School (SD#2)
0003 [State Pay Tuition
0965 |Billings Elementary District #2
0966 |Billings High School District #2
0967 |Lockwood Elementary District #26
0968 |Blue Creek Elementary District #3
0969 |Canyon Creek Elementary District #4
0972 |Elder Grove Elementary District #8
0976 |Morin Elementary District #17
0981 |Elysian Elementary District #23
0987 |Pioneer Elementary District #41
0989 |Independent Elementary District #52
9999 |Private School

Tuition
Information regarding tuition students and tuition forms can be found at:
http://www.billingsschools.org/enrollment--registration.html

e Parents/Guardians can choose how to pay their tuition balance after the down-payment is
made. They will be sent monthly statements, but their account must be paid in full by May
(end of the school year)

e Tuition is billed on a pro-rated amount, based on actual days enrolled, and refunded if the
student exits during the school year.

* Lincoln Center will figure any pro-rated amounts, apply the $300 down-payment and send the
parent/guardian a confirmation letter letting them know their balance, how payments can be
made, and set up monthly statements.

e If a tuition student leaves the district during the school year — please inform Lincoln Center of
their exit date as soon as possible, so that the tuition balance can be refigured and billed or a
refund issued if necessary.

* If you have a Special Ed student: The Out of District Form needs be reviewed by the Special Ed
Department before we can approve enrollment of the student, to make sure we can provide for
the student’s needs. The SPED Dept. may also request additional information from the
parent/guardian in making this determination.
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If you have any questions please call the Lincoln Center

VOLUNTARY CURRENTLY ENROLLED GROUP/FOSTER
REQUEST STUDENT MOVES OUT OF HOME STUDENT
(PARENT PAID) DISTRICT MID-YEAR (STATE PAID)
(PARENT PAID)
|
v

PARENTS COMPLETE / SIGN
OUT OF DISTRICT FORM
**SIGNED BY PRINICPAL**

SCHOOLS COMPLETE / PARENTS SIGN
STUDENT ATTENDANCE AGREEMENT
Collect Down Payment ($300)

\4
SEND TO LINCOLN CENTER:

OUT OF DISTRICT FORM
STUDENT ATTENDANCE AGREEMENT
DOWN PAYMENT
Business Office will calculate, confirm, set
up account, and send monthly statements

v

MARK STUDENT IN POWERSCHOOL
1 - PARENT PAID
3 - STATE PAID

OTHER CONSIDERATIONS

= Residence is defined by where the legal guardian/student lives, sleeps at night, etc. - They
cannot use the address of a business or relative. Even if the student is living with an in-
district relative, if their legal guardian resides out of the district they must pay tuition. The
person living in the district must have full legal custody (temporary custody does not
count).

= Please make sure all forms are filled out completely and signed by all the required parties
= Please verify mid-year student address changes as soon as possible to ensure they are still
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within the district boundaries - if not, they need to pay tuition! The amount is prorated
from the date of their address change. (follow instructions above)

= *MIDDLE SCHOOLS: We have agreements with Independent (medicine Crow) and Blue
Creek/Morin (Riverside) - these districts pay the tuition for their students to attend 7-8
grade. Please ensure these students are marked District Paid (with their respective district
code) in PowerSchool, so we can bill these districts accurately at the end of the year.

Student Contacts page
It is important to fill in each field completely -

Name: Use proper name — NOT Nanna, Joe, or Uncle
Relationship type: use pull down menu — ‘Other’ is at the end of the list
Emergency Contact Priority: selects order contacts are displayed and used for priority of Auto-call
system — No 2 contacts can have the same Priority number
Address: Use proper USPS formatting on addresses
Lives with: Mark from the 3 options as to if the student lives with this contact or not
Mailing Address: mailing address even if it is the same as the Home address —an address MUST be
entered in this area if the contact is to receive ANY mailing
2" mailing -mark those contacts who are to receive secondary mailings — the contact must NOT have
the same address as the student, a mailing address MUST be entered in order for contact to receive
mailings
Phone Numbers: Enter FULL phone numbers including area code —formatting should be: XXX-XXX-XXXX —
you will just need to type the numbers - this field is formatted for 10-digit phone numbers

«»+ If the phone number has an extension number — enter it after the last 4 digits — these numbers

CANNOT be called with the Auto-Call system, so mark to Exclude from Auto-call
«» If the number goes to a main switchboard — mark to Exclude from Auto-call

~ ~

Phone Numbers & Auto - Call:
the auto-call will call up to 4 numbers - the
student's primary phone(demographics page)
and then up to 3 more numbers -- It will look at
your priority 1 contact and see if there are 3 more
unique numbers that do not have 'Exclude’
checked --if there are 3, it will stop there --if
there is only 1 or 2, it will move on to contact 2
and look for unique numbers that do not have
exclude checked -- once it has filled its quota of
numbers -- it stops.

S -
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Modify Contact Information

j Emergency Contact

@ ' (ﬁﬁf@ M Priority: pull down menu-
: N VERY IMPORTANT --
Relationship ZI Uss pull down this will determine the
Home Street menu to enter Lives with full-time .order Hiercomacts ap
e relationship type iyl displayed and the orerde
ST W e emergency calls go out
If the contacts home —
address is thfa same as i fill in the proper dot
Ithe Stluéent S seleCt Student Home Address Student Mailing Address as tO |f the Students
Copy'- if not enter in A lives with this contact
proper address J— r
Mailing Street An address MUS_T Copy THIS contact's home address to THIS
Address be entered heu;e in contact's mailing address
Tomroa < order to receive
: any mailings If the contact is to receive 'secondary mailings', i.e.

the contact lives at an address that is different than

It th_e contact's Stodeot Home Addess  Student Maling Address the student's primary address -- check this box --
;T:ig?: :se fhne The contact MUST have a mailing address entered
Guardian Email, : oo - 7 -
you can copy - if ~ Emal: | Receive Home Phone can be

nottypeinthe [ | Remosssones Guarsian Emas secondary copied if it is the same
correct email for CezD mailings? primary contact phor)e

9 this contact :::::: : Exclude from Auto-Call Cell Phone: OExclude from Auto-Call fr:r:gtze.-ci,fe:;??yrszr;:\cs
phone number(s) -- if the
_—— EE Auto-call should not use
400 {Cop] the number, check to
Employer: Work Phone: Exclude from Auto-Call 'Exclude’

E If known, fill in the contact's employer j @; Submit

Pre-Registering students

Use the guidelines above for students who are new to the district or returning to the district. If you are
registering a student for the following school year, make sure the correct start date is entered before saving. If
you save with the incorrect start date, you MUST contact the PowerSchool support team to correct the date.
Correcting the date in Transfer Info will NOT move the student to Pre-Registered status, this must be done by
the District Office.

If you have set the ‘Scheduling Setup’ for the students at your school, you will need to manually enter it for your
Pre-Registered students. The Next Year Grade will be the grade level the student will be in the upcoming school
year. Check the box to ‘Schedule This Student’, enter their Year of Graduation, and use the pull down menu to
enter your school name.

To check which student you have that are Pre-Registered, on the start page select Pre-Registered under the
student search box. You can also include Pre-Registered students on the Immunizations report, by checking the

b Include Pre-Registered Students?
ox to
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Transferring a student out of your school

When a student leaves your school — their exit day is the day after their last day of attendance, even if
it is a weekend or holiday. You should NEVER transfer a student out on a Monday since school is never
open on a Sunday.

Start page > Select the student > Enrollment: Functions > ‘Transfer Out of School’ — if the student is
leaving the district, enter where the student is going (i.e. Laurel Middle School, Central Elementary —
Roundup, Wyoming), enter the date to be exited the day after their last day of attendance, and use the
pull down menu to enter their exit code — submit. If there are future attendance records, you must
check the box in order to remove those records and proceed with exiting the student.

IF the student is Special Education — you will also need to exit them out of Special Education in AIM.

IF they are transferring to a school in district, you do not enter anything in the Transfer comment field
—you will ALSO need to select Functions and then ‘Transfer to Another School’, select the school the
student is transferring to and submit.

Students who transfer out of district will remain in your track as an inactive student — students
transferring to another school in the district will become ‘owned’ by the new school.

Transfer Student Out ¥ &

Senior 11
State ID 5 Counselor: Umemoto, Mackenzie

Once you have entered an exit date,
you will receive a warning asking if
you want to delete future attendance
records. You must check the box in
order to proceed with the exit.

Who will be transferred out

Transfer comment

Date of transfer 1/5/2016
(should be the day after the
student's last day in class)

Exit code
Also transfer out of selected programs:
[C] 506 Form

[C] Check here if student(s) intend to enroll in schogfitring next school year.*

* If the box is NOT checked, be advised tha
schedule this student indicator, and all

cheduling related data for next year will be cleared. The values cleared will be next school,
fite course requests

A\ There are 24 attendance rg
o (6) 1/11/2016
o (6) 1/12/2016
e (6) 1113120

d(s) for the current student. Listed below are the number of records per date

[T] Check to delete all future attendance records this student has listed above
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Releasing a student to another school - the student must be inactive. Find the student (may need
to add / before the name to find an inactive student). Once you have found the student, go to
‘Functions’ and select ‘Transfer To Another School’. Select the school the student will be attending and
submit. Once a student has been released to the new school, the new school can search for the
student (using a / if they do not have smart search enable and set to show inactive students). If you are
the new school, after you have located the student, go to Functions and select ‘Re-Enroll In School’
(instructions above), make sure you enroll the student using the date the student will start classes.

HS Students Transferring at Semester
* Students leaving your school:
= In PowerScheduler: print a copy of the requests and put with cumm file
= change their course requests school code to the school code the student is going to -
v Senior - 1250
v Skyview - 1628
v’ West - 1251
= In PowerSchool Admin: review S2 schedule and S2 course requests - make sure they match - if not

correct so they do match
= print a copy of the student S2 schedule and put with cumm file
= Drop student as of the day after the last day of S1 and transfer to new school
= send cumm & 2 printouts to new school

¢ When time to store grades:
= Include only enrollment records that are currently active and that were active on this date: (last day
of S1)
= Store grade for classes enrolled at: All schools
= Records the school name of: This school
= Go to the Historic Grades of the student and select 'Previous School Names' option
= Change the School Name of the grades that were just stored to reflect the name of the school the
student came from
v' Billings Senior High School
v Billings West High School
v Skyview High School

End of Year Exits and Summer Maintenance

If a student is leaving your school and moving to a school in our district — the Scheduling Setup (if
properly set up) will automatically transfer these students to their new school with the EQY process.
This usually happens the first week of July.

If a student is leaving our district and will not return the next year — you will exit them the day after
the last day of school. If the last day of school is 6/2/2017 — their exit date will be 6/3/2017. — Up to
when the EQY process is run. Their Scheduling Setup should not have ‘Schedule This Student’ checked
and have no school listed for Next School Indicator.
]
BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016 44



Once the EOY process has been run (usually the 1%t week of July) — you will exit students on July 1.
This is for both students moving within district and leaving the district. The technology staff will use
July 15t as the search date to manually go in and correct the enrollment records of students who do not
return to their previous school.

Once the new school year has started — you will still use the July 1%t exit date for students who do not
attend your school for the current year. Make sure you remove any attendance and classes prior to
dropping them with the July 1t date. This prevents orphaned attendance records and orphaned
enrollment records that must be cleaned up.

*** There are exceptions to this rule for Middle and High Schools where the student will become a
‘drop out’ or all schools in cases where there is truancy or custody issues. If you have questions, please
contact the PowerSchool support team.

Creating Mailing Labels

Create mailing labels layouts to easily print information on labels for several students at one time. For
example, mailing labels, report card labels, screening labels, etc. You can use the mailing label layouts
to print simple student information for several uses.

When you create mailing labels, you need to know the size of the label stock that you use. Refer to the

label stock box for this
information. If using the
following example does not line
up properly when printing the
label, check your printer
settings. DO NOT make changes
to any label you did not create,
any labels starting with a * are
created at the district office for
use by all schools — do not
change any settlings on these
labels. The sample mailing label
layout below is for Avery 5160
label stock:

Any mailing labels you create for
yourself, must be named with
your schools initials and be
marked for use by only your
school.

If you create a label for your school,
start the label name with your school
initials, also include the type of label to

be printed

New Mailing Label Layo

Layout Name “To the Parent or Guardian of AS6160 | Table .Studen_ts v

Font Timies 3 one p0|nt_|s

: : . 1/72 of an inch
Font Size 10 points Line Height 10 points
Page Left Margin 25 inches Page Top Margin 5 inches
Label Width 2.63 inches Label Height 1 inches
How Many How Many

3

Columns Of Labels Rows Of Labels

Space Between Space Between

0125 inches 0 inches

Each Row

" use the Fields
link to find proper
field names

Vertical Padding
For Label Text

02 inches 0.2 inches

TQ THE PARENTIGUARDIAN OF:
“ifirst_name) Mlast_name)
"{mailing_street)
“{mailing_city), "(mailing_state} *(mailing_zip}

if you create a label,
make it available and
viewable by only
your school

® users at all schools

Make this label accessible to

only users at District Office

Teachers can print? ]

Export as a template
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Here are the sample setting for 3 of the most popular labels:

Avery Avery
5160 Avery 5163 5371
Marker
Font Times Helvetica Felt
Font Size 10 14 16
Line Height 10 14 16
Page Left Margin 0.19 0.18 .75
Page Top Margin 0.5 0.5 .5
Label Width 2.63 4 3.5
Label Height 1 2 2
How Many
Columns of Labels 3 2 2
How Many Rows of
Labels 10 5 5
Space Between
Each Column 0.12 0.12 2
Space Between
Each Row 0 0 0
Horizontal Padding
For Label Text 0.2 0.6 .5
Vertical Padding for
Label Text 0.2 0.2 .25

1
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Creating Form Letters

You can create form letters to print letters for several students at one time or for an individual student.
For example, your school can create a letter to send to parents that includes the information they need
to log in to Parent Access and view their child’s progress.

You can include PowerSchool fields in a form letter so that each student’s current information prints
on his or her letter.

Form Letters use HTML Tags:

HTML Tag Does This Example Prints This
Centers the text on the <center>School District .
School District #2
<center></center> | page #2</center>
<font changes the font size to <font size=16>415 North 30th
size=16></font> 16 points St</font> 415 North 30th St
Keep your user
changes the style of the keep your username and name and password
<b></b> text to bold password <b>private.</b> private.
changes the style of the Welcome to <i>Billings Public | Welcome to Billings
<i></i> text to italic Schools</i> Public Schools

Report Cards will be
Report card will be distributed | distributed this

changes the style of the this <u>Thursday</u> to all Thursday to all
<u></u> text to underlined students. students.

PowerSchool fields and data codes to create a form letter

Customize your reports for each student by adding PowerSchool fields. For example, a school may send
a welcome back letter to each student at the beginning of the school year. You can use PowerSchool
fields to automatically print each student’s name and address, as well as other information, on the
form letter.

To include PowerSchool fields on a custom report, use this format: A(fieldname). For example, to print
each student’s first name on a form letter, enter A(first_name) in the body of the letter where you
want the name to appear.

You can also include additional information using data codes. For example, you can automatically
include the current date by using the code *[letter. Date] on a custom report. Data codes that include
an asterisk (*) completes a calculation and displays the result on the report.

1
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The following table lists some common PowerSchool report codes:

Code Does This Example Prints This

This report was printed This report was
Altime] Prints the current time at*[time] printed at 10:37 AM
A(He/She) Your daughter is
A(he/she) invited to make up
A(him/her) Your ~A(son/daughter) is her attendance
A(His/Her) Uses the Gender field to invited to make up ~(his/her) | points during our
A(his/her) print the correct pronoun | attendance points during the | Saturday school
A(son/daughter) | for each student Saturday school sessions. sessions.

A(schoolname) school

Prints the name of the

Welcome to The

Welcome to A(schoolname)! Lincoln Center!

A(yearname)

prints the name of the
school year

We are looking
forward to a great
2014-15 school
year!

We are looking forward to a
great A (yearname) school
year.

A(*credit_hours)

Prints the number of
cumulative credit hours
the student has earned

Your student has
earned a total of 20
credits.

Your student has earned a
total of A(*credit_hours)
credits.

To create a form letter — start page > Reports: System Reports > setup > Form Letters

New Form Letter

Option
Title of this form letter

Default font
Default font size
Default text line height

Page Size

Margins (inches)
Orientation
Scale

This report available to

Teachers can print?

/ ™
If you create a form |

letter for your school, |

Yalue start the title with the |
school initials, district ‘
|

. letters start with *

*Web ID and Password Letter ———

-

Times v
\'*f‘ g
12 v ‘
Set up the page
12 dimensions the same

as you would a word

Letter (8 1/2"x 11") document

Custom Size: Height

Left| 75 Top| 5 Right| 5 Bottom | 5
Portrait (vertical) v — —
5 if you create a form letter,

' make it available by ONLY your
e usersatallschools ___——— school - DO NOT change the
only users at District Office ™~ setting on district letters

Em

Once you have saved your setup, you then open the letter and add the Report Body. Following is a
sample of the District Web ID and Password letter for parents & the printed final copy:
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<B>7(schoolname)</B>

A([39]SchoolAddress)

A([39]schoolcity), A([39]schoolstate) A([39]schoolzip)
Phone: ~([39]schoolphone)

Aletter.date]

To the parents of: A(first_name) ~A(middle_name) ~(last_name)
Student Number: A(student_number)

Date of Birth: ~(dob)

<b><u>Parent Confidential Access ID</u> is: <font face="Courier">*(Web_ID)</font>
<u>Parent Access Password</u> is: <font face="Courier">*(Web_Password)</font></b>

The administration and staff at A(schoolname) are pleased to provide you and ~(First_name) with access to A(first_name)'s current grades
and attendance via the internet. To access or create your parent account, please follow these steps:

1. Open the internet browser on your computer
2. Visit http://www.billingsschools.org, go to the Parents tab, and click" PowerSchool for Parents".

3. <b><u>If you have previously created an account</b></u>, log into your account and use the Parent Access ID and Password above to
add this student to your existing account. - you now have access to this student
<tabl .75><b><u>If you have NOT previously created an account</b></u>,-- Select the "Create Account" tab

4. Enter your Name, Email Address and desired Username and Password - Your password will need to contain at least 7 characters -
including an upper and lower case letter, a number, and a special character suchas | @ #, etc.

5. At the bottom of the screen enter A(First_name)'s full name, then enter the <u>Parent Confidential Access ID</u> and <u>Parent
Access Password</u> exactly as they are printed above (both are case sensitive).

6. Click Enter and your account will be created. From now on, you can access your account using the username and password that you
chose. Remember to log off each time you are finished using your account.

You and ~(First_name) have separate accounts. A(First_name)'s username and password is below. Either you or A(First_name) may track
academic progress from any location that has internet access. Please keep your passwords confidential so only you can access the
information.

The Grades and Attendance tab will allow you to check assignments and scores by clicking on the blue grade or percentage across from a
class. To email the teacher a question or concern, please click the blue teacher's name link. The Grades History tab will show you the
grades your child received in previous grading periods. The Teacher Comments tab is used to access current teacher comments for your
student and the School Bulletin tab has current announcements for our school. You can also set up the account to send daily, weekly, or
monthly emails with your students’ updated grades and attendance, as well as the school bulletin.

Once you have set up your parent account, you may also install a mobile app on your Android or Apple phone -- the district code you will
need to do this is: <b> NMHT</b>

If you have any questions regarding the use of PowerSchool please contact the school office.

A(First_name)'s account has already been created using the ID and Password listed below. Please detach and give this to A(First_name).

A(First_name)'s User ID is: <font face="Courier">*(Student_Web_ID)</font>
A(First_name)'s Password is: <font face="Courier">"(Student_Web_Password)</font>
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Sandstone Elementary School
1400 Nutter Blvd.

Billings, MT 59105

Phone: (406) 281-6220

May 18,2016

To the parents of: Olivia
Student Number:

Date of Birth:

Parent Confidential Access ID is: B 7
Parent Access Password is: 700

The administration and staff at Sandstone Elementary School are pleased to provide you and Olivia with access
to Olivia's current grades and attendance via the internet. To access or create your parent account, please follow
these steps:

1. Open the internet browser on your computer
2. Visit http://www.billingsschools.org, go to the Parents tab, and click” PowerSchool for Parents".

. 8 i , log into your account and use the Parent Access ID and
Password above to add thls student to your exlstmg account. - you now have access to this student

If you have NOT previously created an account.-- Select the "Create Account” tab

4. Enter your Name, Email Address and desired Username and Password - Your password will need to contain
at least 7 characters - including an upper and lower case letter, a number, and a special character suchas ! @ #,
etc.

5. At the bottom of the screen enter Olivia's full name, then enter the Parent Confidential Access ID and Parent
Access Password exactly as they are printed above (both are case sensitive).

6. Click Enter and your account will be created. From now on, you can access your account using the username
and password that you chose. Remember to log off each time you are finished using your account.

You and Olivia have separate accounts. Olivia's username and password is below. Either you or Olivia may
track academic progress from any location that has internet access. Please keep your passwords confidential so
only you can access the information.

The Grades and Attendance tab will allow you to check assignments and scores by clicking on the blue grade
or percentage across from a class. To email the teacher a question or concern, please click the blue teacher's
name link. The Grades History tab will show you the grades your child received in previous grading periods.
The Teacher Comments tab is used to access current teacher comments for your student and the School
Bulletin tab has current announcements for our school. You can also set up the account to send daily, weekly,
or monthly emails with your students' updated grades and attendance, as well as the school bulletin.

Once you have set up your parent account, you may also install a mobile app on your Android or Apple phone -
- the district code you will need to do this is: NMHT

If you have any questions regarding the use of PowerSchool please contact the school office.

Olivia's account has already been created using the ID and Password listed below. Please detach and give this
to Olivia.

Olivia's User ID is:
Olivia's Password 1s: .._ .

1
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Class Roster
Start page > Reports: System Reports > System: Student Listings: Class Rosters (PDF)

This is a printable form you can run for one or all of your teachers. Once you enter the Heading text
and Roster columns, they will remain until you change the data — you cannot save multiple formats for
Class Roster.

Here is an example of a roster Heading text that contains, the teacher’s name, course name, period,
term, date the form was printed, and a signature line with teacher’s name:

Teacher: Ateachername)

Class: A(Coursename)

Period: A (Expression)

# of students: A(no_of students)
Term:~([Terms]Abbreviation)
~[letter.date]

~(teachername)

For the Roster columns, you must enter the data in the following format:

Field name\ column title \ column width \ alighment

LastFirst\Name\1.75\L — in this example the first column would have a title of Name, the information
pulled would be the student’s last name followed by their first name, the column would be 1.75 inches
wide and the text would be aligned on the left.

Once you have the Heading text and Roster columns formatted, select from the options as to which
teacher, period, and date you would like to print.
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® are currently enrolled in class

were enrolled on [8/28/2013 .m:r‘m-rc YY)
Include students who z
weere enrolled any time between B8 unooiry vy
and | B iy
Heading font Times ¥
Size, line height, style 18 | {points) Baold ltalic Underline
Print heading on |-.&I-I_qu_gs v
# of students: "(no_of_students) -
Heading text (Fields) Term:~{[TermsjAobreviation)
~[letter.date]
Enter *(teachername} to cause the teacher name to appear, and
*{class_expression) for the expression
[(tgachemame) 4
Column title font Helvetica ¥
Size, line height, style 12 {points) ¥ Bold ltalic Underline
Print column titles on Al pages T
Roster Font Times Y
Size, line height, style 10 (points) L) Bold U Italic Underline

Format: field name \ column title \ column width \ alignment
LastFirstiNamel1.75L
Home_PhoneiPhonei2iC
DOB\Birthday\1 5\C
Roster columns (Fields)

Rule width {points) Harizontal | 5 | vertical |1
Cell padding (points) Horizontal |4 Vertical |2
Letter (8 1/2"x11")  ~
Page size T .
Custom size:  Height Width
Margins (inches) Left .5 Top|5 Right |.5 Bottom .5
Orientation, Scale Portrait (vertical) ¥ | (100

Managing Student Attendance

** Attendance codes are listed in the reference section of this manual.

You can manage student attendance on a daily basis in PowerSchool, Search for students who have
been marked absent today (or for any specified date), update a student attendance when appropriate,
and access attendance reports. Because PowerSchool manages and shows information in real time,
you can access a list of students at your school who have been marked absent by teachers as soon as
they take attendance in PowerTeacher. You can even view a list of teachers who have not taken
attendance. Likewise, when you make a change to a student’s attendance in the office, the teachers
see the change you make the next time they open the attendance dialog in PowerTeacher. They can
also see comments entered pertaining to the attendance. Once an attendance code has been entered
by office staff, it CAN NOT be overridden by a teacher — this includes when the office staff has changed
the code to present and the student is then tardy for the class — the teacher will not be able to override
the present code to mark the student tardy — they must go to the office to have the code changed.
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Attendance Dashboard

The Attendance Dashboard was new with PowerSchool version 9.0.

How attendance codes are displayed within the tiles is determined by their setup in Attendance Code
Categories.

Attendance PS Attendance reports } Allows you to
select date to view

% and number of
sections that have
taken attendance

Reports rMeeting attendance

School Attendance Information for 5/26/2015

Student Counts Select Attendance Submission Stat
attendance

23 9 T 3 categories 86%

Prasant Status: Catagory: Category: Category:
Absent Excused Tardy liness 30/ 35 Section Meetings Incomplete Complete

allows you to filter by
- attendance code

Sections All Sections

Absent = X.S.W.E.L.ULAM
Search [ + |
Select which
students to work

with and make them
1-10 of 2

Name Current Grade Level Home Phone AM PM

2

allows you to set how
many rows to view on a

page

Page |1

Teacher Attendance Submission Status:

Use the Teacher Attendance Submission Status to view whether or not teachers have taken attendance
or are in the process of taking attendance for each of their classes.

Start Page > Functions: Attendance > Teacher Attendance Submission Status

|® Teacher has not submitted attendance for any classes

Teacher has submitted attendance for some e submission Status |
H Show: 1
of their classes | ttaque, charine !
¥" Teacher has submitted attendance for all / WAL R S )
| [~/ Aftendance Taken on: 5/20/2015
classes ‘_@ Browning vanessal/ [
. . . . ague, Charine ' 4 - 6-Six rade 6
If you click on the teacher’s name, it will list all of the :_& — I [’(‘;'N‘: "‘: "::ZJ ] {
~ Kimmel, Melanie o Attendance Taken
classes for that teacher and what the attendance status e l = [
|
is' et i i
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Entering Student Attendance

Student attendance may be entered by the teacher or a PowerSchool Administrator with attendance
permissions. To enter attendance for a single student, select a student, go to Academics: Attendance
or Enter Attendance for current week only. In Attendance, click on the blue link for the week in which
you are entering attendance, using the pull-down menu, select the attendance code you would like
entered, click on the box of the period you would like the attendance entered for OR Set All if for the

entire day. Once attendance is entered, a gray caption box appears = you may enter in a comment
— this comment will be visible by the teacher and will print on the custom reports ‘Attendance — One
Day All Students’ and ‘View All for Date Range’. Once a comment is entered, the icon turns blue. When
finished entering the attendance and comment, select submit.

/ If you wish to \ Meeting
enter an Current attendance code: I(III} e —

attendancg Week of 05/26/2014
comment click
on the caption

select
attendance

code you are
chaning to

box -- once a Tuesday Viednesday Thursday Friday
. 0B/2TI2014 0528/2014 05/28/2014 053042014
entereed - the  \= s

color changes 5-Fifth Grade 5-Fifth Grade E-Fifth Grade
dra 1268 Shawhan, Sandra 1268 e ame Enmadeand b Claamdagn  Sandra 1268
! click in the box for

blue

\ from gray to

M 08:20 AM - 11:20 AM 11:20 AM |

the date/period you

= S AMA) | o are changing -- if HANKA)
you are changing the -
11:00 AM
attedance code for
T 5-Fifth Grade 5-Fifth Grade the entire d:ay, YOUI : &
Shawhan, Sandra 1268  |Shawhan, Sandra 1268 \ May select 'Set Al andra 1268
7 7 i
GO0 FM 1150 AM-03:05 PM  |11:50 AM-03:05PM  |11:50 AM - 0305 PM | 11:50 AM - 03:05 PM
- G s s s |
02:00 PM
when finished, I
03:00 PM click submit

Entering Attendance for a group of students
This is covered under ‘Group Functions’
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Enter Attendance for a Class
Start Page > Functions; Teacher Schedules > select a teacher — from here you have 2 ways to enter

attendance, the chair %, which will allow you to enter the attendance for a single day OR the grid i

which allows you to enter attendance for an entire week.
The entering attendance for a single day screen is the same screen teachers see when they are

entering attendance from PowerTeacher.

Record Meeting Attendance: 7 MATH - 1(A)

& By submitting attendance on this page you are verifying that attendance has been taken for this entire class. Blank

attendance codes will count as (Present).

if there are multiple

classes offered the
same period, you can
take attendance for all

Attendance Code Date Classes
A (Absent) v Fri 3/13 (Today) ~ Show Multiple Sections

select the
attendance code you
would like to enter

L

if there are multiple
periods attached to the

class, you can select
the proper period here

_ When you
% f have
. once the attendance zgiﬁd
¥ code is selected, click g
; attendance
in the attendance box .
o 2 for the entire
k B to enter the code .
class, click
submit
)
=
You have the option to enter
o an attendance comment to
the record -- the caption box
will change from gray to blue
once a comment is entered
>

A (Absent) -
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To enter attendance on the multi day
grid, the instructions are the same as
entering the attendance for a single
day. In order to add comments from
this screen, select the ‘Comments’
option of ‘Display’.

Attendance Code

[A (;f%‘bsen.t_}.

Students (18)

& You have unsaved changes

Date Range Period
v| 06022014 - 06/06/2014 m Al

Student Attendance Reports
Start Page > Functions: Attendance > Reports tab >
Functions: Absentee Report (OR Start Page > Reports:
System Reports > System> Attendance: Absentee —
same report located 2 different ways)

B This is a single day report for absences
You may run this for the entire school or a group of
students (if the soccer team was being excused for a
game, you could run the report using the activity
group of soccer and then give the report to the soccer
coach. The coach could check that the proper
students have been marked and if any were marked
out for illness or suspension and so would not be at
the game).
If you are running the report for the entire school,
most fields will be left blank indicating to include all

Meeting Attendance
Codes: AEHLLM,MT,ST,UWX,

Student

Talked To:
Verify Date:

Talked To:
Verify Date:

Talked To:
Verify Date:

Talked To:_,

|~
s Record Meeting Attendance: 1-First Grade - AM-PM(A)

Comments

If you click on the
student's name, it
will take you to
their student pages

Relationshi
Employes:

4 e
Relationship: Reason:

Employee:

a T
Relationship: Fezson:

Employees:

= u

=T

Daloticoohin.

Verify Date: |

Talked To:_|
Verify Date: |

Talked To:_|

Verify Date:

To make the students from
this report your current v
selection - go to the bottom
of the page and select
'Functions’

information in that field. You also have an option to include a verification line if you are using this

report to contact parents about an absence.
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Attendance Count Report

Start page > Functions: Attendance > Reports tab> Functions: Attendance Count
OR the report is also in System Reports

Attendance Mode

Students to Include

Grades (leave
blank for all)

AMtendance Codes

Begin Date and Ending Date

O The sslected 377 students only
© Al students

Owe

01020304

Os0e

A (Absent)
T (Tardy)
E [Excused)

MT iMedical Tardy)

W (Medical Waiver)

(R {0} -
5 (Suspended (In Schoal))

* (Suspended (Out of School))

L (Truancy Center) v

logz012  [EE 05103 B omoosery

A
ANt
P
RE |
5P O

Consecutive Absences

Multi-day period by period attendance code report

Oeeurrences of these codes: AEHLLMMTS, TUMWX

Student Grade AM PM Total
Acheson, Grace Elizabeth 5 2 2 10
Adarnz, Cheradun Kathryn 4 2 2 5
Alefteras, Anton Alexander 1 56 7 B3
Aletteras, Rylin Monae 4 47 & 52
Allizon, Exzavior Jay 0 26 9 235
Allizon, Tyzon Lee 1 26 9 35
Almann, Andrew 5 9 9 1=
Alqudszi, Azzam & 2 & 14
Alqudszi, Shabrina Siti 1 2 & 14
Alqudszi, Shafivyah Siti 5 5 2 =
Aluarez, Rachel Elizabeth 3 1z 4 18
Andersan, Chasze Allan 5 14 11 25
Andersan, Myah Mckenna 0 9 7 1&
Ard, Gavin Xavier 3 1 1 =z

Start page > Functions: Attendance > Reports tab> Functions: Consecutive Absences

Report Name
Version
Description
Comments

Attendance Mode

Attendance Codes

Begin Date and Ending Date
Processing Options

Specific Date/ Time

Data to be filled

Number of Consecutive Days to Scan*
Scan®

Include Student Number

ltemize by Day

Report Gutput Locale

Consecutive Absences

3a

A report listing consecutive absences for one absence code

A (Absent)

T (Tardy)

E (Excused)

MT (Medical Tardy)

M (Medical Waiver)

1y |
S (Suspended (In School))
HiSuspended (Out of School))

L (Truancy Center) hd

logrezjen2 FEE (05312013 [ oumoreen

In Background Now v
T

(Check checkbox on the right to save as default value} ResetAll v

i

‘AH Enrollment Records v
O
3

O

Ooooao

OR the report is also in System Reports

* Report to find students who have consecutive
absences — this report may be used on or before
the count day to find students who may need
exited or to request a waiver for.
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Meeting

Codle(s): A,EHLLMMTS,TUWX,
Oecurrences of 5 consecutive absences of code(s) A,EH,ILM,MT.S, .U W%, from 08/22/2012 to 05/31/201
Student Grade Expression Course First Date  LastDate &
1 1-2(A) 1-First Grade 10/25/2012 11/01/2012 &
1 1-Z(A) 1-First Grade 11/14/2012 11/26/2012 &
4 1-2(A) 4-Faurth Grade 117142012 11/26/2012 &
5 1-2(A) 5-Fifth Grade 12/20/2012 01/07/2013 &
& 1-Z2(A) &-Sixth Grade 11/09/2012 11/16/2012 &
& 1-2(A) 6-Sixth Grade 11/29/2012 12/07/2012 7
& 1-2(A) &-Sinth Grade 1z2/18/2012 01/03/2013 &
& 1-Z2(A) &-Sixth Grade 0208/ 2013 02/20/201% &
& 1-2(A) 6-Sixth Grade 04/29/2013 05/10/2013 9
3 1-2(A) +Interrnediate Life Skills 08/28/2012 09/05/2012 &
1 1-2(A) 1-First Grade 05/01/2013 05/10/2013 7
2] 1-2(A) 3-Third Grade 05/14/2013 05/20/2013 5
2 1-2(A) +Rrirnary Life Skills 01/07/2013 01/11/2013 5
4 1-Z(A) 4-Fourth Grade 03012013 03/08/2013 &
4 1-2(A) 4-Fourth Grade 03/12/2013 03/19/2013 &
ch 1 1-2(A) 1-First Grade 02/07/2013 02/13/2013 5
1 1-Z(A) 1-First Grade 10/04/2012 10/10/2012 5
& 1-2(A) &-Sixth Grade 04/09/2012 0471772013 7

There are also 4 custom reports - Start Page > Reports: System Reports > sglReports 4 >

e Attendance — Attendance Counts for a Year
e Attendance- One Day All Students
e View All for Date Range (this report has been moved to the student Attendance page)
* Attendance — Students with Excessive Absences
B Attendance — Attendance Counts for a Year — allows you to compare attendance codes
used by comparing different years

Attendance Counts for a Year

Parameters -

[ Copy Jf csv | ab Jf erint Jf PoF |

Code Code Description Total Number
X Suspended (Out of School) 13

M Medical Waiver 102

T Tardy 839

U Unexcused-Truant 163

MT Medical Tardy 145

I 1l 2036

E Excused 1444

A Absent 504

S Suspended (In School) 16

B Attendance- One Day All Students will give you a single day attendance (you can select
the date) including the student’s name, the period gone, which class, the attendance
code, and any comment that has been entered by either the office staff or teacher.
From the report screen you can make the students listed your current selection, export
the data, or print the report. Some schools use this report to give to the principal for
review. This report is also found on the Attendance Reports tab.
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Day Attendance Report

Parameters - Effective Date: 6/6/2014

Student Period Course Attendance Code Comment
All-D
AM =7 E - Excused Teacher - 9-14 - Bozeman for Dr appt.
Kindergarten
AN 4-Fourth Grade E - Excused Mom - 6/4 - Portland for soccer
All-D
Al = T - Tardy Tardy - 8:32 - Getting dressed
Kindergarten
AN 6-Sixth Grade U - Unexcused-Truant
Al 2-Second Grade U - Unexcused-Truant
+ ;
AM Primary U - Unexcused-Truant
Independent Living
AM 1-First Grade T - Tardy Tardy - 8 28 - Strap broke on sun dress
i AN 6-Sixth Grade E - Excused Mom - 6/6 - Won't be here
AM £-Fifth Grade T - Tardy Tardy - 851 - Didn't have a good maorning.
Al 2-Second Grade T - Tardy Tardy - 8:51 - Didn't have a good maorning.
AN 2-Second Grade E - Excused Mom - 8:17 - Didn't sleep last night_
AN 4-Fourth Grade E - Excused Mom - /3 - Family vacation
AN 2-Second Grade E - Excused Dad - 5/29 - Moving to SD
AN &-Fifth Grade E - Excused Dad - 5/29 - Moving to SD
Al 1-First Grade E - Excused Dad - 6/3 - Out of Town
+P r
Al rmany I-1m Tami - 5/19 - Flown to Childrens Hospital in Denver
Independent Living
All-D
AM =7 T - Tardy
Kindergarten
X-8S ded (Out of
AM 3-Third Grade USPENaed ISUEOT out of School Suspension - Behavior Issues

School)

B View All for Date Range will give you a report for a single student for the date range that
you enter. If the student has come to you from another school, it will also list their
attendance at their previous school. Select the Student > Academics: Attendance >

Ml SISl > enter First Day and Last Day you want to view attendance

for the student > Retrieve Data

First Day | 1/1/2015
LastDay |3/21/2016

Only include Absences

Retrieve Data

School Date Period Course Attendance Code Comment
Rose Park 10/26/2015 AM 1-First Grade -1 Mom - 8:20 - sick
Rose Park 10/26/2015 PM 1-First Grade -1
Rose Park 11/04/2015 AM 1-First Grade -1 Mom - 8:05 - not in today; ill
Rose Park 12/14/2015 AM 1-First Grade -1 7:30 - mom - not feeling well
Rose Park 12/14/2015 PM 1-First Grade -1
Rose Park 02/01/2016 AM 1-First Grade I-11 dad - 8:27 - not feeling well today
Rose Park 02/01/2016 PM 1-First Grade -1
Rose Park 02/25/2016 PM 1-First Grade E - Excused

= Attendance — Students with Excessive Absences: This report allows you to enter a date range
and number of absences to find students with excessive absences. The report will give you the
student name, current school, course #, course name, periods, and days absent.
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Students with Excessive Absences

Parameters - Number of absences: 9 Start Date: 1/19/2015 End Date: 3/19/2015

o curent secton | cony | Gsv | ab | oot | Por

Student g:':::: ﬁ::::r Course Name Periods  Days Absent

i rD Senior BU100 COMPUTER APPS 3 29
rD Senior RR101B +MATH 1 6 11
rD Senior LS4008 +ENGLISH 4 5 1
rbD Senior AR215 DRAW/DESIGN 4 18
rD Senior NC112 GUIDANCE AIDE 2 33
hont Senior EN310B ENGLISH 3 1 19
aont Senior PE313B WEIGHT TRAINING 4 12
ont Senior SC1108 EARTH SCIENCE S2 2 1
ont Senior SS310B US HISTORY 3 10
ont Senior RR205B +LEARN STRAT 2 5 9
n Patrick  Senior BU116 DESKTOP PUB 1 12
n Patrick  Senior AR313 PHOTOGRAPHY 5 15
n Patrick  Senior EN419 WORLD LIT 2 2 12

Perfect Attendance Search

Start page > Functions: Special Functions > Function: Search for Perfect Attendance

OR Start Page > select a group of students > Group Functions> Attendance: Search for Perfect
Attendance

Perfect Attendance Search

select to scan for the

Option L entire school or the
Attendance mode to use Meeting v selected group of
students
Students to scan ® The selected 10 stu
Select date All 315 currently enrolled students

range to scan ; y v
Date range to scan 9 8/26/2015 -|6/312016
Disregard these codes when searching ‘C.D_N.Q,T.EH.Eq ‘
Note: This operation may take 20 minutes to complete. All en,w"m] el Laddssillloo

scanned. Any attendance record containing any attendance ( enter attendance codes you DO at
student to be excluded from the report output. NOT want counted as being
absent (attnd code list is included
in the Reference Material at the
end of this manual)
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Incentive Day Export/Report— High School Only
Start Page > Reports: System Reports > sqlReports 4 > Incentive Day >
day of reporting period > Submit

Enter first day of reporting period and last

“Make Current Selection” — Either select Quick Export from the Group Functions page, or go back to the

main screen and select Quick Export from the pull down menu.

Enter the following fields into the Quick Export field box:
student_number
grade_level
last_name
First_name

A(*period_info;1(A);teacher_|_last_name), A(*period_

A(*period_info;1(A);room)

A(*period_info;4(A);teacher_|_last_name), A(*period_

A(*period_info;4(A);room)
Quick Export

Export the 876 selected students

info;1(A);teacher_|_first_name)

info;4(A);teacher_|_first_name)

Exports the

student_number

grade_level

ast_name

First_name

*(*period_info;1(A)teacher_|_last_name), *(*period_info;1(A)teacher_|_first_name)
M(*period_info; 3

M(*period_info; . M*period_info HiANiSacherIiSEName)

" (*period_info; )

students 1st period
teacher name and

/\ room number

A

Exports the students
4th period teacher
name and room
number

Field Delimiter Tab

a

Record Delimiter CR v ‘

"Surround Fields"
Export DCID

Fields

¥/ Column titles on 1st row

(=

The next steps are dependent upon the setting of your computer and what version of Excel you are using — Refer

to Quick Export section of this manual as to how to open your export.

Once you have the data in an excel sheet — rename column E to 1 period, F to 1% period room, G to 4™ period,

H to 4" period room.

** if the teacher name displays as blank or as a comma, the student’s class is a class listed at the Lincoln Center

or the student does not have a class that period.

Sort excel sheet to meet your needs. Use Mail Merge to create your certificates.
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Scheduling Setup & Next School Indicator

Use the following instructions and ‘Student Field Value’ to change/correct ‘Next School Indicator’

The Next School Indicator is on the Scheduling Setup page for each student. This should be set to the
school the student will be attending the following year. You can mass fill the required information by
using Student Field Value. Any new students who enter after this process is done will need to be

updated individually.
Search Options:
+ To find students with no NSI:
+ To find students with NSI as a specific school:
« To find student with NSI not your school:
« To find students with no Next Year Grade:

Next_School=0

Next_School= (enter school ID here)
Next_School# (enter school ID here)
Sched_NextYearGrade=(blank spot)

+ To find students who are not marked to be scheduled: Sched_Scheduled=0

Mass filling using Student Field Value:
v You will use Student Field Value to mass fill theldis you need in Scheduling setup —
v start page > select a group of students> Grougtians: Functions: Student Field
Value
v" Once you have the Student Field Value page, useritiegia listed below to mass fill in
the fields for Scheduling Setup — the criteria yall need for each field is listed below
Student Field Value

1.Confirm you have
the appropriate # of
students selected

532 students are selected

Option Value

A0 T e ” (" 3.Enter the New Field

[ | value and deselect the

@Clear Fiald Value Clear Field _Value_ B}IDO
A . Not overwrite exisiting
Insert * to use the current field value with the

data
@ Do not overwrite existing data.

WARMIMG: This change is irreversible.

New Field Value

Options

2. Select the Field
you are updating
from the blue link

=

To set Schedule This Student: (Set for entire school at one time)
« In Search Students: select all >Student Field Value
« Field to Change: Sched_Scheduled
+ New Field Value: True
+ Deselect Clear Field Value & Do not overwrite existing data
«  Submit
« Review list —if it is correct, select ‘Submit’
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To set Next School Indicator: (depending on your school set up — you may want to set 1 grade level at
a time — see note below — the example below would select the group of current K-4 students)

+ In Search Students enter Grade_Level<5 (to find all students current grade K-4)>Student Field

Value

+ Field to Change: Next_School

+ New Field Value: Your School number or school number where student(s) will go(use state ID #)

+ Deselect Clear Field Value & Do not overwrite existing data

«  Submit

« Review list —if it is correct, select ‘Submit’
NOTE: If you have a large number of students going to a different school next year such as
Kindergarten or 5t grade, select this group in Search Students and repeat the steps above- after you
select a grade level of students, you may ‘Select Students By Hand’ prior to ‘Student Field Value’ if you
have students from the same grade level that will be attending different schools next year.

To set Next Year Grade:

* You will need to do one grade level at a time. In Search Students, select a grade level>Student

Field Value

= Field to Change: Sched NextYearGrade

= New Field Value: 1-12 (enter proper grade level for the next school year)

= Deselect Clear Field Value & Do not overwrite existing data

=  Submit

= Review list —if it is correct, select ‘Submit’
**Note: you could update all graduation years at the same time as the Next year Grade — select Back,
make sure it is the same selected group (at the top is the # of students currently selected)

To set Year of Graduation:
+ Field to Change: Sched_YearofGraduation
+ New Field Value: 20XX (enter proper graduation year)
« Deselect Clear Field Value & Do not overwrite existing data
«  Submit
« Review list —if it is correct, select ‘Submit’

After you have mass updated the students at your school, you can then use the search codes above to
periodically check to make sure all students are up to date. If an individual student needs updated:
Start page > select student > Scheduling: Scheduling Setup

** \When Pre-Registering students for the next stlyear, remember to fill in the ‘Scheduling Setup’
for the student. Their ‘Next Year Grade’ will beetgrade level you are registering them for.
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Scheduling Setup ¥ #

—~
Next Year Grade will be 1 greater
than their current grade level -
except for pre-registered students
who will have the grade level you
are pre-registering them for

. - X Senior 10
State ID: 777777 Counselor: Kembel, Tunie

Required Settings

Next Year Grade

Priority
DO NOT fill in Priority'

Check 'Schedule This student'

Enter 'Year of Graduation'

DO NOT enter anything for Summer School

Schedule This Student

Year of Graduation

Summer School Indicator

Note for Summer School Admin | - -
-
=
- /
= -
80 characters left Use the drag down
_ menu to select the NSI

Next School Indicator Billings Senior High School ¥
Optional Settings

)
Next Year Campus/Building m

Next Year House | o ‘

Next Year Team P v
) Em

Use Quick Export with the following fields to view that your corrections have been made:
Grade_Level
student_number
lastfirst (or Last_Name and First_Name)
Next_School
Sched_NextYearGrade
Sched_Scheduled
Sched_YearofGraduation

*** Once Student requests have been made: Students moving from Elementary school to

Middle School OR Middle School To High School OR between Middle or High Schools
You MUST notify the school listed in the Next School Indicator before exiting the student OR switching the Next
School Indicator.
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If the student is leaving the district, prior
to exiting them, the current school will contact the
school listed as “Next School Indicator”
The Next School Indicator school must (In
PowerScheduler):

v' Remove requests

Priority

Remove schedule
Uncheck ‘Schedule This Student”
Change Next School Indicator to blank

AN NEANEAN

Notify the students current school that

Next School Ind

the student is ready to be exited
** |f the student is completing the school year but

Required Settings

Next Year Grade

Schedule This Student

Year of Graduation

Summer School Indicator
Note for Summer School Admin

Just change NSI
if transferring
within the district

Remove checkmark
and leave NSI blank

2017 if leaving district

None v

80 characters left

Billings West High School v

not returning the following year, follow the steps above and exit the student the day after the final day of the

school year.

Student must have a signed and approved “In-District Transfer Form” or proof of new address before the Next

School Indicator is changed

If the student is transferring within the district, prior to changing their ‘Next School Indicator’, contact

the school listed as “Next School Indicator”
Old Next School Indicator school must (In PowerScheduler):
v" Remove schedule

v' Change Next School Indicator to new school

v Notify New school the
student is ready to schedule

Constraints Demographics

Number Course Name

New school will (In PowerScheduler):

EN416 WORLDLIT 1

v Change course requests EN419  WORLD LIT 2

FL211A GERMAN 2

school code to the new

FL211B GERMAN 2

school’s ID # & correct any
. MA410A PRE CALCULUS
requests not offered at their

MA410B PRE CALCULUS

school
MU311A MEISTERSINGERS

v' Create a new schedule for MU311B MEISTERSINGERS

student SC310A PHYSICS 1

SC310B PHYSICS 1
§S410 US GOVERNMENT

S§S413  PSYCHOLOGY

Grad Planner

Note Ait Code

Grad Progr

"

Drop all scheduled
classes

Requests

~nedule Student New Request
Priority  Section Type Alternate 1 School

0

0

Change 'School’ to new
school code if transferring

with in district o
v 1251
- 1251
v 1251
v 1251
v 1251
v Associate [NRPIR
v Associate [BRPIR

Remove all
Requests &
Schedules if leaving
the district
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Elementary Scheduling Class Setup
— K-3 students have grade level specific Math & ELA (English Language Arts) classes

—  K-3 have a ELHEALTHK3 & ELMUK3 Grades 4-5
— 4-5have a ELHEALTH & ELMU Grade level
class
ELREAD
ELSPELL
Kindergarten || 1% Grade 2" Grade 3" Grade ELMATH
KD 1 5 3 ELHEALTH
KMATH 1MATH 2MATH SMATH ELSS
ELHEALTHKS 1| E{HEALTHK3 || ELHEALTHK3 || ELHEALTHK3 ) Elsci
ELMUK3 ELMUK3 ELMUK3 ELMUKS ELMU
ELART

Grade Level Class (Gr K-3)

* Attendance type: Meeting — Each Meeting Separately

* Exclude From Attendance - DO NOT check

e Exclude From Storing Final Grades, Grade Scale, Exclude from GPA, Class Rank, and Honor Roll
should all be ‘Same as course’

e Check your ‘Dependent Sections’ —an example of Dependent sections would be: Mrs. Jones is a
2nd grade teacher and her 2" grade class is section 3:
ELHEALTHK3.Jones,ELMUK3.Jones,2ELA.3,2MATH.3

Subject Classes (Gr K-3)
e Attendance type: Meeting — Each Meeting Separately
e Exclude From Attendance - checked

e Exclude From Storing Final Grades, Grade Scale, Exclude from GPA, Class Rank, and Honor Roll
should all be ‘Same as course’

Grade Level Class (4-5)

e Attendance type: Meeting — Each Meeting Separately

* Exclude From Attendance - DO NOT check

e Exclude From Storing Final Grades, Grade Scale, Exclude from GPA, Class Rank, and Honor Roll
should all be ‘Same as course’

e Check your ‘Dependent Sections’ —an example of Dependent sections would be: Mrs. Engel is a
4t grade teacher & her 4t grade class is section 1:
ELART.4Engel, ELHEALTH.4Engel, ELMU.4Engel ELLANG.41,ELMATH.41,ELREAD.41,ELSCI.41,ELS
S.41,ELSPELL.41

** NOTE: 5t grade teachers would not have ELMU as dependent sections because the students
choose between Chorus, Band, and Orchestra
]
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Subject Classes (Gr 4-5)
* Attendance type: Meeting — Each Meeting Separately
* Exclude From Attendance - checked

e Exclude From Storing Final Grades, Grade Scale, Exclude from GPA, Class Rank, and Honor Roll
should all be ‘Same as course’

Section numbers for Music, Art, Health PE — the section number should be the class level followed by
home room teacher’s last name. The section number CAN NOT start with the letter P. Type the section
numbers carefully and be consistent with naming your sections. This allows the specialists to display
their classes by section number and be able to distinguish between the classes. If there is a change in
home room teachers, you will need to update these courses to reflect the new teacher. You will also
need to correct the dependent sections in the grade level classes that correspond to these sections.

Preparing courses for the new school year
Step 1: Start Page > Setup: School > Scheduling: Sections > starting with Kindergarten:
e Are you going to have the same number of classes?
0 Yes—move to next step
0 No-
= We are going to have fewer classes — Remove/Delete extra classes
= We are going to have more classes — Select ‘Add’ (see instructions for ‘Adding a
New Section’)
* Are you getting a new teacher for this grade?
0 Yes—if thereis a section for a teacher who is not teaching this grade next year, click on
Sec #
= Scroll down to Teacher-Section Lead, click on the name of the teacher under
‘Staff’ and find the new teacher name using the pull down menu. IF the new
teacher is not listed, you may need to use your name or the principal’s name
until that staff member has an account for your school.
= Scroll down to Room and make sure the proper room number is entered
= Scroll down to

Dependent Sections ELHEALTHK3.0Munguia,ELM
Dept_andent - UK3.0Munguia KELA.1,KMATH
Section, use (course.section, 1

your curser to course.section, etc.) ®

enlarge the information box —

= Update any section using the teacher’s name as the section number

= Submit

=  When you have finished assigning all new teachers for this grade level — update
the subject level classes using the same steps (for K-3 this would be the Math &
ELA classes, for 4-5 this would be the ELMATH, ELREAD, ELSPELL, ELLANG, ELSCI,
ELSS classes). When you are finished with all of the subject level classes for this
grade, move onto the next grade level.
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**|f there are no classes to repurpose for the teacher, you should have added a new
section in the step above.
0 No— Move onto next grade level
Step 2: When you are finished with all of the grade level classes, continue with specialists:
ELArt:
e Are you going to have the same number of classes?
0 Yes—move to next step
0 No-
= We are going to have fewer classes — Remove/Delete extra classes
= We are going to have more classes — Select ‘Add’ (see instructions for ‘Adding a
New Section’)
e Update section numbers for any changes you made to the grade level classes?
0 If you have a change of teachers, go to the section number with the previous teachers
name, click on the sec #, scroll to Section Number* and type in the new teacher’s grade
level and name — this MUST match the section number you used in the ‘Dependent

Section Number*  4sanford
Sections’ from the earlier step.
** When completed, move on to the next specialist (PE/Health, Music). Below is a sample of how a
Music teacher schedule may look:
Teacher Schedule -

K-3 classes have K3 in
the course # & name

all Music classes
would be in the MU
Cu period/Expression

EXp) on Term Course # “Course Sec # Room Enroliment Att
MU(A) 15-16 ELMUKD) Musn@ OBarnett 18
MU(A) 1516 ELMUK3 Music K-3 2Costello 18
MU(A) 1516 ELMUK3  Music K-3 20

MU(A) 15-16 ELMU Music 4Lees Sec # denotes what
grade level &
MU(A) 15-16 ELMUK3 Music K-3 3Barkac Homeroom the

students are from
MU(A) 15-16 ELMU Music 4Auch

Resource Room, Read 180, or math 180:
e Update all sections associated with your Resource Room and Read 180 teachers. The teacher
should have 1 Underwriter class and 1 section of each subject for each grade level they teach,
below is a sample of how a Resource Room teacher’s schedule may look:
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Expression Term Course# Course Sec # i

OA(A) 15-16  UW100 UNDERWRITER SEEer
RE(A) 15-16 ELREAD Reading 4Reading
RE(A) 15-16 ELREAD Reading SReading
RE(A) 15-16 ELREAD Reading 6Reading
SP(A) 15-16 ELSPELL Spelling 6Spelling
SP(A) 15-16 ELSPELL Spelling 4Spelling
SP(A) 15-16 ELSPELL Spelling 5Spelling
MA(A) 15-16 ELMATH Mathematics 6Math
MA(A) 15-16 KMATH Math K KMath
MA(A) 15-16 ELMATH Mathematics 4Math
MA(A) 15-16 2MATH Math 2 2Math
MA(A) 15-16 3MATH Math 3 3Math
MA(A) 15-16  ELMATH Mathematics SMath
MA(A) 15-16 1MATH Math 1 1Math
LA(A) 15-16 3ELA English Language Arts 3 3Eng
LA(A) 15-16 ELLANG Language 6Language
LA(A) 15-16 KELA English Language Arts K KEng
LA(A) 15-16 1ELA English Language Arts 1 1Eng

Step 3: Double check to make sure you have deleted all of the unneeded sections and repurposed any
sections for next years teachers.

Start Page > Setup: School > Scheduling: Sections > starting with the 1t class on the list, click each class
name and review what sections — do they all look correct, are all the old ones deleted and new ones
created?

Step 4: Check the teacher schedules to make sure they are complete.
Start Page > Functions: Teacher Schedules> click on each teacher name and:
* review to make sure the teacher has the proper classes and all sections are properly
numbered/named
* home room teachers have a Grade Level class with the proper Dependent Sections (see
instructions on ‘Creating Dependent Sections’)
e specialists have the proper listing of classes and the section numbers have been updated
* there are no extra teachers listed (if so contact PowerSchool support to correct)
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Adding a New Section

» Start Page > Setup: School > Scheduling: Sections > select class > New
B A new link has been added under “Functions” as a short cut, from the start page >

Course Name 1-First Grade

Course Number 1

Functions: Courses and Sections > select class > New

Select the proper

\'Expression' for the class

term is set by default --

To selecta
teacher -

dependent upon the
current term set for PS

select Add

Schedule Expression:
AM
PM
RE @]
SP
MA
PE o
LA (]
SS
SCI
MU [
ART B
OA ]
Term :
2014-2015 ~
Teacher -
Section Lead

Room

Section Number*

field filled

Grade Level V

in by
Current Enroliment default or
Maximum Enroliment |eft b|ank

District Where Taught
(Enter District ID If Taught At Different District.
Otherwise, Leave Blank.)

School Where Taught
(Enter School ID If Taught At Different School.
Otherwise, Leave Blank.)

Dependent Sections

(course.section, course.section, etc.)
Program

(may be overriden by course setting)

Automated Walk-In Scheduling Program
Restrictions

Record Attendance Using Attendance Mode

Record Attendance
(only applicable if Record Attendance Using
Attendance Mode includes Meeting)

Exclude From Attendance
(Optional: Use only to exclude this section from
counting towards ADM/ADA for students.)

Start Date: 08/27/2014
End Date: 06/05/2015

'{if your school uses Room #, fill in here
2

! type in Section Number in order to
keep the #'s sequential

-

If class is grade
level specific,

enter 'Grade Level'

Fields filled in by

default or left blank

If it is a Grade Level
class, enterin
Dependent Sections --
NO spaces, case
sensative

if class runs multiple periods
(Expressions) select to
Record Attendance 'Each
Meeting Separately’

Meeting

© once for Al Meetings‘:-/ Each Meeting Separately

|f attendance is taken for the class, leave blank
If NO attendance is taken, check the box

B
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Creating Dependent Sections

AM-PM(A)  15-16 4-Fourth Grade

RE(A) 15-1 Reading

SP(A) 15-16 Spelliing

MA(A) 15- ELMATH | Mathematics

LA(A) 15-46 ELLANG | Langua

Here is an example of what
the list of dependent course
for this 4th grade class would

look like. There are NO
spaces between each entry

SS(A) 15-14 Social

SCI(A)

r

ELMU 4Smith ELHEALTH 4Smith ELREAD 42 ELMATH 42,
‘ELSPELLAZ.ELSSAZ,ELSCI.42.ELLANG.42.ELART.4Smim

In this example the 4th grade
teacher's name is Smith

Record Attendance © Once for All Meetings® Each Meeting Separately —

(only applicable if Record If a class runs Multiple Periods

Attendance Using (Expressions) select to 'Record

;ﬁendance Mode includes Attendance 'Each Meeting Separately’
eeting)

If attendance is taken for
Exclude From Attendance  (J the class- leave blank
(Optional: Use only to If no attendance is

excluc.!e this section from taken, check the box
counting towards ADM/ADA

for students.)

|Exc|ude From Storing Final @ Same as course O Include O Exclude (Course Value: Include )
Grades

(Use for Sections that are
not graded so blank records
are not stored with final

Select 'Same as Course' - there are very rare
cases in which the option to include or
exclude are different from the district default.

grades.)
Grade Scale Same as Course v ‘ (Course Vallie: Elem / MS Standardized Grading Scale )
Exclude from GPA? @® Same as course O Include O Exclude  (Course Value: Include )

Exclude from Class Rank? (@ Same as course () Include () Exclude (Course Value: Include )

Exclude from Honor Roll? @ Same as course O Include O Exclude  (Course Value: Include )

Section Type ‘ v ‘

House ‘ v ‘

pe— —_— When finished
| | entering, select

Close section at max @ 'Submit' at the

Maximum Load Status ‘ Non-Exempt v ’

1
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Final Check for Grades 4-5

All teacher schedules are updated

Dependent sections have been updated

Specialists sections/schedules have been updated

ELMU

ELART

ELHEALTH

Read 180 & Resource Room

Sections that will not be needed this year have been deleted

vooogOodyvyyvyy

Final check for Grade K-3

All teacher schedules are updated

Dependent sections have been updated

Specialists sections/schedules have been updated

ELMUK3

ELHEALTHK3

Read 180 & Resource Room

Sections that will not be needed this year have been deleted

voooOvy vy

Elementary School Scheduling Students
e Start page > select grade level of students to schedule > Select students by hand : select
students > Functions > Mass Enroll > use drop down menu to select course: search
(most often this is the ONLY filter option you will need)

~ Filter By
Period Term Teacher Day Grade Credit Type  Course
Al v Al v Al v All ¥ All_v All_v
Use pull down menu to
ShOW Only Classes Wlth available seats select a teacher OR
_ Off enter in a course #

If you know the course AND section number, you can also use Quick Enroll on the right side of the
screen.

Quick Enroll
Course.Section

enter the course
number . section

number
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Mass Enroll Preview

Confirm Enrollment Date I

Course Name Course Number Section Term Fees Pending Enrollment Count Clgss

Health Enhancement -3 ELHEALTHKS Erickson 2013-2014 Mo 1330

Entry Date: 08/28/2013

Section Summary:

ection found

English L Arts K KELA 3 Section found
nalish Language At Confirm that all Dependent Betien foun
hath b KMATH 3 21 sections are found Section found
All-Day Kindergarten KD 3 201 F =Ty Section found

Music k-3 ELMUKS Erickszon 20132014 No  13/30

Student Enroliment Summary:

Student Number Student Name Action

12455 Allard, Cody Dale Enrall in ELHEALTHES . Erickson on 03/23/2013
Double check to make Entall in KELA 3 on 08728/2013
sure ALL classes are Entall in KMATH 3 an 08,/28/2013
listed to be enrolled in Enrall in kD3 on 03/28/2013

Enrall in ELMUIKZ. Erickson on 082872013

At the bottom of the screen — submit

Elementary SE and Resource Room students

All Elementary students should have the classes listed in the above section. If a student receives their
math, reading, English Language Arts, spelling, etc. from a teacher other than their homeroom teacher,
exit the student out of the subject class (reading, math, etc.) with their homeroom teacher and enroll
them in the section of that subject assigned to the specialist.

Make sure each student is enrolled in only 1 subject class at a time — the entry and exit from a subject
class can be the same day but cannot overlap outside of the 1 day.

Students who are in Independent Living, Delta, or Life Skills classes should be enrolled in the same
classes as regular education students, including a grade level class.

For students who are in ‘Speech Only’ or have an Underwriter who is not assigned to your school, refer
to section: Enrolling in a class at a different school.

Setting Home Room (Elementary School Only)
Once you have enrolled all of your students, to set their Home_Room field, run the following report:
Start page > Reports: System Reports > BPS tab: Students: Update Home Rooms

* For K-5 select AM period, Teacher Last Name, and submit
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Middle School and High School Scheduling

MS and HS scheduling is done using Course Requests. The course requests can be entered through the
Request Management Screen, the student portal during registration times, PowerScheduler, or Modify
Schedule.

Mass adding course requests is done in PowerScheduler and is covered in the Prepare to Build and
Prepare to Load instructions. Most requests are entered one individual student at a time.

During an active school year: Start Page > select student > Scheduling: Modify Schedule > Requests tab
From this screen you will enter new requests and manage the requests for a student.

Requesting classes for future year: this information is covered in the Prepare to Build and Prepare to
Load instructions.

Enroliments Select New to enter a
new request
‘

Manually Schedule Student

Number Course Name Note IFlt Code Pri You may schedule Alternate 1 Delete
from this screen or
ARM0 ART 1 <50Ci Yes
E 0 the Enroliments Fgpocale
AR111  ART 2 E 0 screen Associate JEERCE
EN110A ENGLISH 1 0 Yes
EN110B ENGLISH 1 0 Yes
HE110 CULINARY ESSENT E 0 Yes
Not used in
HE210 CULINARY 1 0 our district Yes
MA100A PRE-ALGEBRA 0 Yes
MA1008 PRE-ALGEBRA 0 Yes
PE110A HLTH ENHANCE 1 0 Yes
PE110B HLTH ENHANCE 1 0 Associate [IRES
SC110A EARTH SCIENCE S1 0 Astociate [ERCH
Delete and
SC110B EARTH SCIENCE S2 0 individual Associate
request or All =
requests All

‘ Submit ’
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From the Enrollments tab, you can manage existing requests along with additional functions.

If there are prerequisites or notes
for a class, they appear here -
click to view the information

Enrollments

o (]

w' 2(A) 52 554172 MODWRLD ISSUES Vanatta, Duane 1250 212 0172172014 0807/2018 [

w' 3{A) 52 MA3508-2 >ALGEBRA 3H Pfeifle, Amy 1250 324 01212014 06072014 ||

m' 4(A) 52 ARI1-10  ARTZ2 EE Thayer Carolyn 1250 2318 D1/21/2014 08/07/2018 [

m' 5(A) 52 EN350B8-2 >ENGLISH 3H Barnes, Judy 219 01212014 06072014 [
52 SC250B-3  >CHEMISTRY H Talafuse, Nathan 1250 221 0172172014 0807/2018 [

Drop Selected Drop All Automated Schedule [ Manually Schedule Student
Togagle Locks

If you are going to use
Automated Schedule, you
can lock the classes you
do not want rescheduled

Enrolling in a class at a different school

If you have a student who will be taking a class at a different school, you must know the course
number and section number of the class to enroll them. We use this process to allow access to some
outside agencies who are monitoring students in our district and specialists that have students at

several locations.

Start page > select student > Enrollment: Functions > Enroll In A Class At Another School

Student

School where class is held -_ Student Services

. L]
Course.Section

Example: 53010.8

Enrollment date 5M2/2014 F (MM/DDAY YY)
Date the student

will start the
course

Use the pull down
menu to select the
school the class is at

Enter
couse.section
here
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Preparing for End of Term

It is up to each school if they want to verify with their teachers that they have finalized their grades for
the term.

Once all final grades have been entered:

Grade Verification Sheet
« Print Grade Verification Sheets: Distribute grade verification sheets to all teachers. Instruct
teachers to verify that each final grade is correct. If grades are missing or incorrect, teachers
need to correct them in the Gradebook and save again. Collect signed Grade Verification sheets
from teachers.
To Create Grade Verification Sheets:
Start page > Reports: System Reports > System tab >Student Listings: Class Roster (PDF)
« Set ‘Term’ to the term to be printed - this is by your school name at top right of the main page
« Select the teacher(s) for whom to print rosters
+ Select the Meetings
+ Use the following settings:
+ Heading Text:
Teacher: Ateachername)
Course: ACoursename)
Period: A (Expression)

A(teachername)

+ Roster Columns:
LastFirst\Name\1.75\L
Grade_Level\Grade\.5\C
N pg.final.grade;Q1)\Grade\.5\C
A pg.final.percent;Q1)\%\.5\C
A(att;abs;Q1)\Abs\.5\C
A(att;tar;Q1)\Tar\.5\C
A([PGFinalGrades]Comment)\Comment\1.5\L

1
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O are currently enralled in class

— o/az011
Include students who = senpled o E(MMIDDW
) were enrolled any time between | 't(mmmw‘r‘r‘m and
|E(MMIDD.|’YYYY‘|
Heading font _— |Times V|
Size, line height, style ————PEB | | (points) [ Bold [ italic [ Underline
Print heading on _— |First page of each class V|
— S T

eacher: ~eachername
Class: ~{Coursename)
Feriod; ~{Expression

Heading text (Fields)

May add a line and
*{teachername)
if you would like the
| teacher to sign and return

Enter ~ {teachername) to cause the teacher name to
appear, and *{class_expression) for the expression

Column title font —_— | Heletica V|

Size, line height, style ——+|i2 ||:| (paints) Bold [ ttalic [ Underline
Print column titles on —_— |AII pages ‘V|

Roster Font |Times V|

Size, line height, style —p 10 || |points) [ Bold [ italic [ Underline

Format—fetdmammerrootesatitle | calumn v

astFirsttamelt . 7ail

i"(Grade_LeveI)‘LGrade Lewveh 51C Make sure you have the
= g final.grade;@10Gradel S\C
Roster columns (Fields) %ﬂ(pg.ﬂnaLpercent;Q-I)1%1_510 proper term entered
izt abs: 01 bs| S1C Follow Roster Column

matttar @1 T an S0 above for formatting
Bl zommentil .Gt
=)
Rule width (points) p Horizontal |_5 |Vemcal| 1 !
Cell padding (points) ——e- Horizontal '4 |Vemca| '2 |
e | Letter (3 12" 1117 ¥
Page size
Custom size: Height| |Width| |

Margins (inches) — | it !.5 | Tap |l.5 i Right |.5 | Bottam |_5
Orientation, Scale —_— | Fortrait (vertical) V|ﬁ

« Gradebook Verification Report: You may also check this report to view which sections have
marked their ‘Grades Completed’ in Gradebook.
Start page > Reports: System Reports > Custom Reports tab> Grading tab >Gradebook
Verification Report
+ Select Only Unverified Sections, Only Verified Sections, or All Sections & then remove
the checkmark from ‘Pause’ to create the report.

1
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Permanently Store Grades

ALL grades must be stored before report cards can be printed.

« Store Grades: after teachers have reviewed the Grade Verification sheets and made any
necessary changes to the student’s grades, you will store grades for the term. Storing grades
copies each student’s final grade information and comments to the student’s historical grade
record. Think of storing grades as taking a snapshot of current gradebook. For High Schools,
Graduation credit will also be awarded when grades are stored.

Start Page > Setup: System > Grades: Permanently Store Grades

Every timeyou store grades.
Select the following Options:

Permanently Store Grades

Which Grades Enter term you would like

Use this Final Grade/Reporting Term: Q3 = to store: Q1, Q2, 51, etc.

Save with this Historical Store Code: | Q3

Exclude/Include Class Enroliments

Exclude enroliment records

® class after this date: | 00/00/0000 =
Check box and enter .

last day of term ~-nefore this date: | 00/00/0000

de only enroliment records that are currently active and that were active on this@a

/24/2017| =

If you are storing grades for specific groups, grade levels, or classes, you will need to enter options
using the ‘Additional Filter Options’. Those instructions are discussed later in this section.

Classes by term length Store % of course credit

2015-2016 (08/26/2015 - 06/03/2016) Store with credit v 100 %

All schools will

Semester 2 (01/19/2016 - 06/03/2016) 'h credi 1 % | 'Storewith
Store with credit v 00 o credit’ & 100%

Quarter 4 (03/29/2016 - 06/03/2016) Store with credit v 100 %

already stored, you will overwrite tf  in the above menu -- please contact redit, GPAs, and transcripts.

If you are storing grades for a ter If you need to store grade not shown F you may need to display all terms. If a term was
Show all terms? @ No O Yes your PowerSchool support team

rEL: select 'All Schools' and 'The Other School'
MS: when storing with a store code of Q_ (quarter)
select 'This School Only' and 'This School’

When storing with a store code of S_ (semester)
select 'All schools' and 'The Other School

HS: Select 'All Schools' and 'This School’

Options for classes enrolled at other schools

Store grades for classes enrolled at All schools

Record the school name of This school
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« The next 4 options do not apply to any schools in our district.
+ Select: Submit
** select a student and go to their ‘Historic Grades’ to confirm the grades have been stored.

**Middle schools storing grades for classes taken at another school — you will store the grades ONLY at
semester time. Select the group of students who are taking a course at the High School — Use the
instructions for ‘storing grades for just one student or a group of students’. After you have stored the
grades, you will need to go to historic grades and remove all grades for semester classes at your school
with a grade stored for S1 or S2.

If you are not storing grades for your entire school — you may select the following options - - You will
ALWAYS need to use the settings above, but with these additional filters you to store grades for a
group of student, a single student or a single section.

Use this option if storing grades for just one student or a group of students:

« If you have a student who is leaving prior to the end of a term and your school is awarding
credit for the student
+ Select student(s) from start page:

¥ Additional Filter Options
Store grades for currently selected

Request that grades be stored only for a specific section

Bfis only

check to store the grades for the
students you selected on the start page

[course section)

Student Grade Level O70s
Track Oa0Os 0OcOp O OF
Schoal Exit Date Fram | |E t|:|| |E(mwoowm

Use this option if storing grades for just one section:

« If you need to store grades for a single section — if several corrections need to be made to
grades from a class, the single section can be stored/updated — If all the classes (sections) for a
teacher needs to be stored/updated — each section will need to be stored individually:

Enter course number.section '

¥ Additional Filter Options

[ Store grades for currently selected (3) students only

Request that grades be stored anly for a specific section [course.section)

Student Grade Level O7Os

Track OO0 0OcOpOEOF

Schoaol Exit Date Fr0m| |E t0| |E. (MDD
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Use this option if storing grades for just one grade level:

If you need to store grades for a single grade level:

¥ Additional Filter Options Select grade level you
would like to store

(LS p=i=a =it e L) ]

O store grades far currently selected (3) students only

Request that grades be stored only for a specific section

Student Grade Level 708
Track Os0Oes0OcOp O€eOF
Schoal Exit Date Fr0m| |E.. to| |E(MWDDNWY)

Use this option if storing grades for a student or students who are leaving prior to the end of a term:

If you would like to store grades for students who have left/exited school during a specific time
period:

—
To filter by exit date range (first day the student's enroliment is

not active or the day after the student's last day in class), enter
the date range by which you want to filter storing selection in the
Request that grades be stored only fora |~ From and to fields, or click the Calendar icon to select a date.

~ Additional Filter Options
v/ Store grades for currently selected (2

section NOTE: This setting does not find student who were enrolled
Student Grade Level through specified range, but finds student's whose school exit
—— date falls within the specified range.

N e —

School Exit Date From| 5/4/2015 5/16/2015 B (MDD YY)

Calculate Honor Roll (Middle Schools Only) : Start page>Setup: System>Grades: Calculate Honor Roll

Calculate Honor Roll

Which Students @ Al 552 currently enrolled students

Store code & T2 Enter Store Code and

use the menu to
select HR method

Honor Roll method Middle School Honor Roll 31

fiddle School Honor Raoll G1

Middle School Honor Roll G2
Middle School Honor Roll Q3
Middle School Honor Roll G4 Submit

1
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« Run Honor Roll Report: Start Page > System Reports > Honor Roll

Honor Roll Report

Which Students
Report Title
Honor Roll Method
Store Code
School Year

Historical Grade Level

Leave blank unless

needed only for
specific period

If you would like report for specific
grade - select students from the main
screen before going to this report

® Al 552 currently enrolled students

o -
™~ Type in title for
your Report

|Quarter1 Honor Rall

(leave blank for a

(leave blank for current

If you would like HR for

just the specific term,

select term - other wise
leave on ALL

{leave blank for all)

Printing Report Cards

Elementary school teachers print their own report cards, the report cards for Middle and High Schools

are printed by the main office.

« Print Report Cards: Once you have successfully stored grades, you can print report cards.
Start Page > Select a group of students >Functions: Prinking: Print Reports>M.S @uarter X

Report Card

« Select the following options:

Print Reports

Option

Which report would you like to print?

For which students?

Select order in which
you want RC printed -
if printing by Period,
enter date you will be
distribuing report
cards

In what order

Select proper Report

Card from menu
Value

2

MS Quarter 1 Report Card

The selected 552 students You may print the report cards in

a single batch, preview 2 report
cards.

You may also select to printin
'batches’ - please select 'Help' for
description - you are limited to no

more tha 4 batches

& All records in a single batch.
O Print only the first 2 | record

O Al records in batches of |

) Alphabetical
() By grade, then alphabetical

If printing student schedules, use...
If printing fee list, only include
transactions conducted during...
{may be overridden in report setup)
Watermark Text

Watermark Mode

When to print

@ enrallment as of [10/28/201 """

Enter last day of
term

| Current School Year v || o | |

¥

| ASAP

| i@
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Current Grade Display

The Current Grade Display determines the Active
Term for your school — this setting determines which
grade reports are emailed to parents who have
requested them. Please update this after each term.

Start page > Setup: School > Grading: Current Grade
Display

Quick Lookup Preferences

Current Grade Display - Lewis and Clark Middle School

The Active Term is used for:

« Calculating the Quick Lookup GPA from Gradebook grades
« The default term for current Gradebook grades when a term is not specified

To modify which terms appear, go to Quick Lookup Preferences.

Active Term

The Quick Lookup preferences

must be updated after
each term in order for
the proper grades to be

\
H H H This screen specifies which g ' Eq
Q .
viewed in Quick Lookup set to 'Gradebook(Current)'. appear
parents see when they aCCGSf\ /‘ e i3
The Enabled > [ = L
Parent/Student access Store Enabled Enabled Enabl_ed \\ S sort
Code Parent/Student Teacher Admin \
refers to both the portal = . - - \
. @ @] @ Historical N v
and PowerSchool Mobile. X \\ —— '
Q2 @ \\_\__;«: @ Hitorical (Stored)  ~ 2 ~
> : = R =
Start Page > Setup _ Q3 ) vl ~— @ Historical (Stored) v 3 ~+
School > General: Quick s | If you do not want Parents or @
W Gradebook (Current) + 4 ~
Lookup Preferences . Students to be able to see
grades at the end of a term or Gradebook (Current) ~ 5 ~
s2 classes for future terms, uncheck @ Gradebook (Current) ~ 6 ~
. the boxes for those terms under
*Middle Schools Only: Additional s{ 'Enabled Parent/Student’
After semester grades Count Multi-Pé\rlod VIEETING attendance once per aay ot O
have been stored for Show Citizenship Grade e ~_:,———\.'5&

High School classes
students have taken,
deselect the ‘Enabled’
boxes as no grades will

Quick Lookup Pi

~

p

After a term has been completed and
grades stored, the Source of Data

should be changed to 'Historical(Stored)'.

For current and future terms, it should be

We do not use Citizenship grades, do not check this box

Use 'Sort'to |

rc

appear for these classes after they are stored since the grades are stored as High School classes.

Stored grades Report

Gradebook vs. Stored Grades: Start page > Reports: System Reports > Custom Reports > Grading:

Gradebook vs. Stored Grades

order the
terms as you
want them to |

After grades are stored, you will need to periodically check to make sure no grades have been changed

since you stored the grades. If a grade is changed, verify with the teacher the new grade and then

manually change the grade & percentage in the Historic Grades section for the student OR store the
grades for the section that has grades changed in it (usually only if a teacher has changed the majority

of the grades for their class) The instructions for storing the grades for a single section are written

above.
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Historical Grades
Start Page > Select Student > Academics: Historical Grades

By default, the Historical Grades page will have the historic grades for the grade levels at your school.
You can view these grades in greater detail by selecting ‘Detail View’ or view grades for previous years
by selecting ‘Previous School Names’.

Grades that appears in light blue are links to more information about the grade. If you need to edit a
grade, you may do it from any of the following screens. You cannot edit the Year/Term for a grade — If
this information needs changed/corrected, please contact the PowerSchool support team.

Normal VIeW Multiple Mew Entries Single Mew Entry Previous School Mames Detail View
Year/Term Grd Lvl Course number Course Earned Credit S$1 52
13-14 YR 11 SC210B CR BIOLOGY (sem 2) 050 3
13-14 51 11 EN310 EMGLISH 3 1.00 2 2
13-14 82 11 ccuz12 ERLY CHLD EMDEV 0.00 . N
13-14 31 11 ccutn ERLYCHLD INTDEV 050 3
13-14 51 11 ccu1o ERLYCHLD PHYDEV 0.50 =k
13-14 82 i CCcuzo2 ERLYCHLD SOCDEV 0.00 . N
13-14 82 11 HE312 FAMILY LIFE 0.50 .4
13-14 51 i MAT12A GEOMETRY S1 0.50 2
13-14 82 11 MA1128 GEOMETRY 52 050 .2
Deta Il VIeW Multiple Mew Entries Single New Entry Previous School Names MNormal View
Year/Term Grd Crs # Course Name Store Grade Earned Pot. Earns Exclude from Credit
Lvl Code Credit Credit Grad GPA| Class Honor Transcripts Type
el Rank Roll
13-14 ¥R | 11 |SC210B |CR BIOLOGY (sem 2} S1 |3 0.5 05 Yes Yes BS
13-14 51 | 11 |EN310 ENGLISH 3 S1 |2 0.5 05 Yes Yes EN
13-14 81 | 11 [CCU111 |ERLYCHLD INTDEV 81 |3 05 05 Yes Yes PA
13-14 51 | 11 |CCU101 |ERLYCHLD PHYDEW §1 |3 0.5 05 Yes Yes PA
13-14 51 | 11 |MA112A |GEOMETRY S1 81 |2 05 05 Yes Yes EL
13-14 31 | 11 |CCAZTIA|US HISTORY s1 |1 0.5 05 Yes Yes AH
13-14 52 | 11 |[EN310B |ENGLISH 3 82 |2 05 05 Yes EN
13-14 52 11 |CCU212 |ERLY CHLD EMDEW 82 [N a X Yes Yes PA
13-14 52 | 11 |CCU202 |ERLYCHLD SOCDEWV €2 |N Q 05 Yes Yes PA
13-14 52 11 |HE312 FAMILY LIFE 52 |4 05 05 Yes Yes PA
13-14 52 | 11 |[MA112B |GEOMETRY S2 §2 |2 0.5 05 Yes Yes A,
13-14 52 | 11 |CCA311B|US HISTORY 82 |N 1] 05 Yes Yes AH
Previous School Names
Year/Term (L;\T Course Name (S:::;z Grade E?;:id School Name
13-14 YR 12 AMERICAM HISTORY | s1 2 05
13-14 YR 12 DISCOVER BIOLOGY 51 2 0.5 MSU-Billings
13-14 S1 12 ECOMOMICS 51 4 0.5 Billings Senior High School
13-14 YR 12 INTRO TO PSYCHOLOGY 51 4 0.5 MSU-Billings
13-14 31 12 US GOVERMNMENT S1 4 0.5 Billings Senior High School
13-14 51 12 WORLD LIT 1 51 4 0.5 Billings Senior High School
13-14 YR 12 COLLEGE WRITING | 52 3 05 MSU-Billings
13-14 YR 12 INTERMEDIATE ALGEBRA 52 01 0.5 MSU-Billings
13-14 YR 12 INTRODUCTION TO SOCIOLOGY sS2 2 0.5 MSU-Billings
13-14 YR 12 MICROBIOLOGY FOR HLTH SCIEMCES 52 2 0.5 MSU-Billings
13-14 52 12 WORLD LIT 2 52 2 05 Billings Senior High School
12-13 51 11 ACCOUNTING 1 51 2 0.5 Billings Senior High School
12-13 S1 11 EMNGLISH 3 S1 2 0.5 Billings Senior High School

1
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Manually entering a grade

If a student comes to you from outside of the district, you may enter their previous school grades. You
enter these grades exactly as the previous school has awarded them. If the school uses Trimesters, the
grades are entered by trimester -- we do not convert their grade scales or courses to conform to SD2
grades.

You may enter a single grade or multiple grades at one time.

Single New Ent
& ¥ Enter the name of

the school
assigning the grade

School name Lake Owasso Elemerntary School
School year 2010 ample: for 1998-1999 school year, e@
Store co Q2 Enter the date of the start of

Term the grade is the year - look at example

being awarded for
You must proviae € COUrse and section number of an existing S€
data for which no section record exists. If you provide a course and section, this grade
enroliment in that section and will print on report cards. If you supply only the course na
not on report cards since it is not associated with an actual section enroliment. In either cas
transcripts, the Previous Grades screen, and GPA calculations.

Student's grade level at time
they earned the grade

Type in the course
number, name, and

(a) Course number - Section number ELLANG - teacher if you Faive
(b) Course name 6th Grade English this information
Teacher name [Mrs. Jones

Grade >4

Grades can either be a letter or number
GPA points 4 depending on what the school awarded --
assigned the GPA points that correspond

Added value 0
Percent 97
Citizenship
Earned credit hours 0.0
Potential credit hours 0.0
Credit type
Grade Suppression Policy Override v
Grade Suppression Calculation ® Include © Exclude X X

. These options vary depending on
GPA Calculation ® Include () Exclude the course and the grade level - if
Class Rank Calculation Include @ Exclude you are unsure, look a a grade

) awarded by your school for a
Honor Roll Calculation ) Include @ Exclude o s
similar course

Display on Transcript ® Yes(O) No
Teacher comment Enjoy your move to Montana! Mrs. Jones
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Multiple New Entries

School name
School year

Hist. grade level

Course # - Section #
Course Name

Teacher name

Credit type

GPA Calculation

Class Rank Calculation
Honor Roll Calculation

Display on Transcript

Course # - Section #
Course Name

Teacher name

Credit type

GPA Calculation

Class Rank Calculation
Honor Roll Calculation

Display on Transcript

Course # - Section #
Course Name

Teacher name

Credit type

GPA Calculation

Class Rank Calculation
Honor Roll Calculation

Display on Transcript

Lake Owasso Elementary

2010 (example: for 1988-1989 school year, enter 1938)

s Store code

ELLANG - Grade

6th grade English GPA points

Mrs. Jones Added value
Percent

© Include © Exclude Citizenship
Earned credit

© Inciude @ Exciude
© Inciude @ Exciude

@YesONo

6th grade Science

Mrs. Jones

@ Incivde © Excivge
© Inciude @ Exciude
© Inciude @ Exciude

© ves © no

ELSS -

6th grade Social Studies

@ Inciude © Exciuge
© Include © exciuge
© Include @ Exciude

@YesONo

Potential credit

Grade

GPA points
Added value
Percent
Citizenship
Earned credit

Potential credit

Grade

GPA points
Added value
Percent
Citizenship
Earned credit

Potential credit

Q1 Q2 S1 Q3
4+ 2 4
4 3 4
102 85 97
ey With this example, you
' -~ | areenteringinQ1,Q2,
00 00 $1, and Q3 grade for 3
different classes -- all at
the same time. With this
1 method youdo not
* | have the option to enter
4 in the teacher's
| comments. Submit
& | whenyou are finished
1 entering in grades.
0.0
0.0
4 4 4
4 4 4
95 S8 52
0.0 0.0 0.0
0.0 0.0 0.0
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Immunizations

State of Montana Immunization Requirements

4 doses of Polio (IPV) (3 doses only if 3" dose is given on or after 4th
birthday)

5 doses of Diphtheria, Tetanus, and Pertussis (DTP/DT/DTaP/Td) (4 doses
only if 4" dose is given on or after 4" birthday)

e PLUS 1 dose of Tdap prior to starting 7™ grade if it has been 5 years
since last dose

=
2 dose of Measles, Mumps, and Rubella (MMR) (1% dose MUST be given on or .‘L
after the 1%t birthday)

2 doses of Varicella (Var) (1%t dose MUST be given on or after the 1 birthday)

**Please see reference sheet for immunizations at the end of this manual

Exemptions

Medical — A MD or DO must fill out Medical Exemption Statement Form HES101A. This form
must be renewed only when they are marked temporary with an ending date. Keep the form
with the state blue Certificate of Immunization card.

Religious — Parent or Guardian must fill out Affidavit of Exemption on Religious Grounds from
Montana School Immunization law and Rules Form HES-113 — must be signed by Parent or
Guardian or by student if over 18 years of age. Needs to be notarized. This form must be filled
out annually. Keep the forms with the state blue Certificate of Immunization card.

MD Proof of Chickenpox — MD, DO, NP, or PA must fill out Varicella History Documentation
Form DPHHS-115. Documentation will state that the child was diagnosed as having the
chickenpox or that they have been tested and test results confirmed they child has had
chickenpox. Keep the form with the state blue Certificate of Immunization card.

Conditional Attendance — Physician/Health Dept. Official must fill out Conditional Attendance —
Montana Child Care and School Conditional Attendance Form: Form HES 103. Documentation must
be signed by Parent or Guardian agreeing to vaccination schedule as stated on the form. Keep
the form with the state blue Certificate of Immunization card.

Completed using alternate shot/series — (This exemption type was created by our district in
order to accurately report immunizations that are not given as a combined shot) If a student
has received the series of shots such as MMR as individual shots and not as the combined shot
of MMR, the shots are entered under each separate shot (Measles, Mumps, and Rubella) and
the MMR Requires is marked with this exemption type.

1
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Immunization Entry

Start Page > Select Student > Information: Health > select Immunizations tab

| Immunizations | Screenings | Office Visits | Grade Level Entry Certifications |

Immunizations

Click on the box for the shot and dose you
are entering — enter immunization date — if

‘faccine

1st |2na

the Certificate Type is different from the

DTP Required 01/Z8/2008 EEE (s DOy vy

DTP EXTRA

default Certificate Type, use the pull down

Certificate Type:
Tdap

State School Immunization Record  w

menu to change it. Default Certificate Type

MMR Reguired T

MMR EXTRA

& !

is set by the district.

To View Description and requirement for vaccine, hover over the vaccine name.

MMR Required 01/11/2010 12/28/2006

MMR EXTRA

MMR Required Summary

Poliovirus Ri
Vaccine Code: MMR

Hover over Vaccine name to
view requirements

Required

Exemptions:

Vaccine Description: 2 doses (first dose must be given on or after 1st birthday)

You cannot exempt an individual dose; the exemption exempts the entire series of a vaccine. IF the
immunization requirements have been met, they are NOT to be marked as Exempt. Click on the

box where the shot name is —

ALL exemptions must be documented in
comments —

Medical — include dates, doctor’s name,
and medical notes

Religious — updated every year with date of
notarized exemption form

DTP Required
.

pIPRequires Use the drag down menu to

1 Out of compliance

select Exemption Type -- you

Exemption Type: must enter notes pertaining

to the exemption in the

Religious s
et Comment section of the

| Religious

None

Medical Exemption

MD proof of Chicken Pox
Conditional Attendance
| Completed usjgg a
7/30/15
485 characters left

ﬁ

Completed using Alternate shot series — list of shots and dates given

MD Proof of Chickenpox — include dates, doctor’s name, and medical notes

Conditional Attendance — include schedule shots and dates to be administered by
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——
\Varivax/Varicella (Chicken Pox) Required (2 doses)|

MMR Required (2/3 doses)

¢ Out of compliancel | i Out of compliancel
: Exemption Type: { Exemption Type:

Medical f MD proof of Chicken Pox v
{ cComment: | comment:

108/29/2012 - Catherine Clark -Liver/kidney

Frenaplarbeneriiaiin | Note signed by Dr. Guzman at Billings Clinic

stating diagnosed case of chickenpox - dated

{oras
n
1
DTP Required (4/5 doses - - = "
q ( ) \Varivax/Varicella (Chicken Pox) Required (2 doses)l
: Out of compliance! | 2
" i Out of compliancel )
xemption e:
| P Typ § Exemption Type:
1| Religious ¥ :
Medical v
| Comment: - c P
(82572015 SN .
101242014 11 9/29/15 Being treated for Leukemia. Dr. Paul
Ylor242013 < Kelker Billings Clinic
R19/7/2012

10/1/2010

Out of Compliance:

If a student has a shot that is Out of Compliance, click on the box where the shot name is and check
the box for Out of Compliance.

If the student is current on their shots or have a current Religious Exemption, Medical Exemption,
or Conditional Attendance form, they are NOT out of compliance.

Below is a screen shot showing the three options —the DTP Required shows all 4 required shots,
the MMR Required shows that the shot is Exempt, and Poliovirus Required has been marks as Out
of Compliance.

/M Your changes have not yet been saved. Click the Submit button.

I' Immunizations | Screenings | Office Visits | Grade Level Entry Certifications |

Immunizations

\accine Date each dose was given
1st Znd 3rd 4th Sth

DTP Regquired 01/28/2009 03/31/2009 06/08/2009 031172014

DTP EXTRA

Tdap

MMR: Required d

MMR EXTRA

Poliowvirus Required &

Poliovirus EXTRA
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Once you have entered all of the records, you will must enter a reason for the information you
have entered. The first time entering may be ‘New Student’ and ‘update’ for future shots as they
are entered. These notes can be viewed in ‘View Change History’ — listing date, time, who made
the change, and the reason.

I Changel History I I I 8.
¥ 06/10/2014 08:32:47 AM

Changed by: 5 |

Change Reason: updated shots
* 06/10/2014 08:32:19 AM 1

| Changed by: 5
= Change Reason: New Student

4 E

e —

Immunization Reports (Custom Report)
Start Page > Reports: System Reports > BPS > Immunization: Immunization Report

This custom report contains the statistical information on the current immunizations status as well
information needed for filing the state Annual School Immunization Survey Report. You have the
option to view by your currently active students Or to also include Pre-Registered students.

Immunizations

To include Pre-Registered
Students in your results,
check box

Hover over Vaccine name to

4 doses (3 doses only if 3rd view requirements

. dose given on or after 4th
Include Pre-Registere

birthday)
MMR DTAP Varicella

Grade  Number Enrolled

C ME RE CA Nc| ¢ ME RE cA Nc| ¢ ME RE CA Nc| ¢ ME RE CA NC PoD
0 125 125, 0 0| 0 0124/ 1|0 o o125/ 0 o 0| o121 0o 0| 0 4| o
1 60 60 0 60 o|o o o|s7 o0 0ol 2] 1
2 52 52 0 Click on Blue links to view 52 0|0 o |o|s |0o|lolol 1] 0

students included in

3 60 60 0 calculation 60 0| 0 o0 o|6 o o 0o 0o o
4 73 72 0 72| 0|1/ 0|o0o|e | 0|10 1] 3
5 59 59 | 0 58| 0 0| 0| 1]6s7] o0 0o 2 o0
6 60 60 0O 60 | o |o|o|o|s7|of|oflo] 3] o
Total 489 488 0 487 0 1 0 1|4 o 1 o 13 4

C: compliant, ME: medical exemptions, RE: religious exemptions, CA: conditional attendance, NC: not compliant, PoD: proof of disease
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State Report:

State Report

Number

Number of Number of Number of Number of Pupils ~ Numberof  Number Numberof Number
Number Number of of Pre-K
of Pupllswith & e PuPils Pupils upils with 2 doses Pupils with 2 of pupils  pupils of
crade o NO co:u oy With with "wi t':‘ T Varicella/1dosefor dosesMMR/ with23 with24  pupils
Em:“ oy Immunization 81¢° "% Medical  Religious "1 ' PreK/orhistoryof 1doesefor d dosesof  with
Record Exemption Exemption Hib varicella disease Pre-K IPVIOPV DTP/DTaP  Tdap
0 56 3 0 0 0 40 37 40 48
1 45 1 0 0 0 43 41 37 41
2 50 0 0 0 0 45 47 47 50
3 52 1 0 0 0 46 51 50 51
4 64 4 0 2 0 56 57 60 59
5 45 0 0 0 0 43 44 45 45

The Immunization Compliance report will only search by the number of shots a student has received of
a particular type of vaccine, if a student has been marked as Exempt (ME, RE, or POD), or if a student has
been marked as “Out of Compliance” it will NOT tell you if the shots received were within the date
guidelines directed by state law. IF you mark the check box for ‘Out of Compliance’, this report will give
you the list of students who are marked this way.

Start Page > Functions: Special Functions > Function: Group Functions >Validation: Immunizations
Compliance

OR

Select a group of students (or All students) and use the pulldown menu at the bottom right of your
Start Page to select Group Function: Validation: Immunization Compliance. The Group Function tab will
default to the last Group Function you preformed

Immunization Compliance Para

Select either your
entire school or the
selected group of

Option Value students

Students All active students
® The selected 516 students

Select '‘Any )

mandatory

Vaccine O ) i gl
Any mandatory vaccine vaccine

Only this vaccine: | BCG Immunizatio

Compliance Not Compliant
Compliant If searching for ' Not Compliant’, mark
- Not compliant for Compliance and Any
Any for Exemption
Exemption Not Exempt )
® Exempt If searching for 'Exempt’, mark Any for
N P compliant and Exempt for Exemption
ny

Doses fewer than: { Leave blank )

50 to the student Health screen for the first student in the Current Selection (9)

Select:
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State Immunization forms
Copies of these forms are located in the reference materials at the end of this manual.

Reference Materials and Forms
http://dphhs.mt.gov/publichealth/immunization/schoolresources

Certificate of Immunizations: Form No. 1Z HES101 (Blue card) (Revised 7/2015)
http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/2015/Final%20Copy%200f%20
HES101%20072015.pdf

Medical Exemption: Form No. IZ HES101A (Rev 7/2015)
http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/2015/HES101AMedicalExempti
onForm?2015.pdf

Religious Exemption: Form HES-113 (Rev 6/2015)
http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/School/ReligiousExemptionFor

m2015.pdf

MD Proof of Chickenpox — Varicella History Documentation: Form: DPHHS-115 (Rev 7/2015)
http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/2015/DPHHS-

115%20History%200f%20Varicella.pdf

Conditional Attendance — Montana Child Care and School Conditional Attendance Form: Form HES 103 (Rev
May 2012)

http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/School/Conditional%20Attenda
nce%20Form%20HES%20103.pdf

Vaccines Required for School Attendance, Preschool — 12" Grade as of October 2015
http://dphhs.mt.gov/Portals/85/publichealth/documents/Immunization/School/Vaccine%20Requireme
nts%200ct%202015.pdf

Discipline: Log Entry -vs- Incident
In order to better track behavior issues, starting in the 2015-16 school year, we
began using both Log Entries and Incident Management.

Incident Management will be used for items that are reportable to the state and
those discipline issues that are considered chronic or severe.

Log entries will be used for rule infractions, attendance, minor altercations that are
not needed to be reported to the state, etc.

If you enter an item under Log Entry, you would not enter the item under Incident
Management with the exception of HIB incidents that are determined to be true or

‘founded’.

I ————
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Entering a Log Entry
A separate Log Entry must be created for each student involved.
Start Page > Select Student >

Administration: Log Entries > New

New Log Entry ¥ &

Please fill out all fields that are

3 Senior 11 pertinent to the incident -
State ID: Counselor: Kembel, Tunie
Log Types & Sub Types P
> Attenda nce Subtype (optional for discipline)
. . . Use pull down menu to
= Attendance Policy Violation selectthe Log Type.
Title will Options are determined by
= Tard Y PSRRI opearin your permission group
bolc! on Log ‘
» Unexcused Entries page |
» Counselor Incident Date (MM/DDIYYYY) 120072015
> D | SC| pl | ne Consequence Please Select v
» Academic Insubordination i
. . ncident Location Please Select
» Code of Conduct Violation = | _....ccomn
ACthitleS Incident Type Please Select v
= Cheatin g /Pla giarism Catedony ﬁlliggtili the ineident il
. . automatically populate --
» Dress Code Violation Tﬁnc:»;%;cf%:‘c’gi:'gme
n D|SO rderly Conduct Date & Time 12/07/2015 @ 12:40 PM (s filledIn above

Author

= Electronic
Device/Acceptable Use
Violation
= Inappropriate Behavior
= Insubordination (Disobedience)
= Minor Altercation
= No PE Clothes
= Obscene Behavior/language
= Skipped Detention
» Other Rules Violation
= Tobacco/ E-Cig
> HIB
= Harassment/Intimidation/Bullying
= HIB Unfounded - HIB Report Unfounded
» Parent Contact
» SE Parent Contact

Author can be change to reflect the
person submitting/writing up the incident
-- it will auto fill with your name

Title: enter a title that will describe the reason for the log entry - the title will
appear in Bold Print on the Log Entries page.

Log Entry Text: enter the details/narrative for the incident

Incident Date: enter the date (MM/DD/YYYY) the incident occurred

1
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Consequence: enter the consequence for the incident, consequence options are:
+ Conference
« Conference with Principal
e Conflict Resolution
e Detention
e Documentation
e Friday School
e In School Detention - Full Day
e In School Detention - Partial Day
e Intervention
e Lunch Detention
* No Credit for Test/Assignment
« Parent Conference
« Parents Contacted by Phone
« Parents Letter Sent to
« Removed from Class
e Reprimand/Warning
» Restitution
e Saturday School
e Sent back to Home School
e Suspension from Activities
e Truancy Center
 Work Detail

Incident Context

e During School Hours

e During Class

e During Lunch

+ Between Classes

 On way to/from School

» Bus

e Qutside School Hours @ School Sponsored Activity

e Outside School Hours And Not At a School Sponsored Activity
Incident Location

e School Grounds Or On Campus

» School Sponsored Off-Campus Activity

e School Sponsored Transportation

« Off Campus way to/from school
Incident Location detail: enter further details if needed about the location of the
incident
Incident Type

+ Missed Bus
Category: enter further detail if needed
Date & Time: enter date & time of the incident is being recorded, this field will
auto fill
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Author: author or reporter of the incident, this will auto fill with your name but
may be changed if you are not the reporter

Edit Discipline Alert

Date Description

10/19/2015 - Unexcused Absence - Walked out of class. Will serve in his Friday School
10/23/15

10/13/2015 - Unexcused Absence - 6th period 10/13, 1-6 periods 10/14 & 1-2 on
10/19/15. Friday School 10/23/15

10/05/2015 1 - Unexcused Absence - Unexcused absence 1-6 periods 10/5, 6th period
10/6, 1-6 periods 10/7, 10/8 & 10/9/15. Also unexcused 10/10 periods 2,4,5 & 6. Friday School
10/14/15

10/01/2015 - Unexcused Absence - Unexcused 6th period 10/1/15 - detention 10/2/15

09/30/2015 - Unexcused Absence - Unexcused absence 1-6 periods on 9/30/15 & also

missed 2 detentions 9/30 & 10/1/15. Has Friday School 10/2/15

09/29/2015 - Skipped Detention - Skipped detention 9/29/15. Now has 2 more 10/1 &
10/2/15. Next miss will be Friday School

09/25/2015 - Unexcused Absence - Unexcused absence 6th period 9/25 & 1st period
9/28/15. 2 detentions 9/29 & 9/30/15

09/21/2015 Unexcused Absence - Unexcused absence 1-6 periods 9/21/15. Has a
Friday School 9/25/15

Log Reports: Start Page > Select Student > Administration: Log Entries — use Printer
icon at top right of screen

Entering an Incident

One Incident is created which includes all people involved.
Start Page > Functions: Special Functions > Function: Incident Management >
Create New Incident

Incident Type: Use pull down menu to enter the type of incident

» Felonies

« Weapons

e Fighting

e Offences Against Persons
 Drugs

« Offences Against Property

e Other Offences (Forgery, Fraud, Bribery)
» Disruptive Behavior

e Other Rule Violations (BPS)

Incident date: Auto fills with current date, correct to display date and time of the
incident

1
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Time Frame: use pull down menu
+ Before School
e During Class Time
e At Lunch
« After School
* During Recess

Title: enter a title which summarizes the incident, this is the only information for
this incident which displays on the student’s Incident List - if the student has
several incidents, an appropriate title will help a person reviewing the list find the
incident they are looking for without having to open each incident

Description: enter the information concerning this incident - provide details and
an accurate accounting of the incident

Location: use pull down menu
¢ On Campus
o On School Property
o Electronic
o On Campus
e Off Campus
Off School Property
Bus
Electronic
Off Campus
School Sponsored activity/even off school property

O O OO0 O

Location Description: If needed, enter further details to describe the location(s)
of the incident

Search for Student, Staff, or Other Participants

enter Last Name
of person you
are searching for

Incident Builder: The
Incident Builder links all
parties involved in the Last Name:

Search Filter

Select the Type

incident, any objects involved San: —— of porva Y
(weapon, drugs), the behavior — fot- Types
R . rade Level: include
involved, what action was - Students, Staff,
taken, and any attributes to @ oy Actie or Other

If you are
searching for
student who are
no long active,
uncheck box

the incident. It is important to Context?
fill in the Incident Builder
completely and to include all

Orchard Elementary School v

inci Results you can search for
elements of the incident. pJoucan search for
’ Type First Middle Last Schoo.L OR district wide
No records found. -
10 v
ﬂ ciose

1
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Participants: click on the &

Results will appear at the bottom - select the name of the person you are

-
searching for and select

« Add Attributes - attributes should be added for both the victims and the
offenders
o Regular Education
o Special Education
o Regular Education with 504 plan
0
0

Regular Education Limited English Proficiency
Special Education Limited English Proficiency
o Regular Education both 504 and LEP
» Select Role(s)
o Reporter
Student
Staff member
Parent Guardian
Administrator
Self-Reporting

= Other

o Victim - you may also type in a comment to further describe victim role
« Student
« School Personnel
e Other
 Non-School Personnel
* None

o Offenders

« Student

« Non-Student
e Unknown

o Withesses

@+ Add Participant Attributes

**IF you need to add a person who is not a student or staff member, select

@+ Create Other . . . .
and fill out the details concerning this person. Once a person has

been added, in the future they can be located under Type: Other when searching
for participants.
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Incident Elements: select '# to add the Incident Elements

 Action - Each action taken must be filled out for each individual Offender

= Action Code

o O OO

Expulsion

« Interim Alternate Setting

« Without Services
Suspension

e 0SS Interim Alternate Setting

 OSS No Services

« ISS, Partial Day

e ISS, Full Day
Detention

» Before School

» After School

 Lunch

e Friday/Saturday School

» Prohibited from Riding Bus
Parent Involvement

* Letter Sent

« Parent Conference

e Parent Contacted
Conference
Conference with Principal - comment may be added
Intervention- comment may be added
No Credit for Test/Assignment- comment may be added
Referred for Testing—- comment may be added
Removed From Class- comment may be added
Reprimand/ Warning- comment may be added
Restitution- comment may be added
Removal from Activities- comment may be added
Team Meeting— comment may be added
Time Out- comment may be added
Truancy- comment may be added
Work Detail- comment may be added

Action Date Range - Beginning & End Dates

Action Taken Detail

Actual Resolution Date - if different from Action Date Range
Duration Code

Period
Partial Day
Full Day

20 Days
School Year
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Further fields may be filled in as needed, then select

e Object
= Object Code
» Physical Evidence

o Graffiti

« Email

» Photo/Video

+ Website

* Notes

e Other

= Physical Injury

« No

* Yes, but did not require medical attention - comment may
be added

e Yes, and required medical attention - comment may be
added

o Description
o Quantity
Then select e

« Behavior - select Behavior Code and enter comment and mark if Primary
Behavior
o Felonies
» Homicide
» Kidnapping
= Sexual Battery
= Robbery
o Weapons
» Hand Gun
Shotgun/Rifle
Other Firearms
Knife, blade 2.5” or Greater
Dangerous Weapon
= Other Weapons
o Fighting
= Aggravated Assault (Battery)
= Fighting (Mutual Altercation)
» Physical Altercation, Minor
o Offences Against Persons
» Treat/Intimidation
» Other Sexual Offenses
» Harassment, Bullying, Intimidation

1
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o Drugs
= Drug
= Alcohol
= Tobacco
o Offences Against Property
» School Threat
* Breaking and Entering
» Threat
= Vandalism
» Trespassing
= Arson
Other Offences (Forgery, Fraud, Bribery)
o Disruptive Behavior
» Insubordination
= Disorderly Conduct
» Obscene Behavior
= Attendance Policy Violation
» Altering Attendance
» Tardies
= Truancy
= Unexcused Absences
o Other Rule Violations (BPS)
= Candy/ Gum
* Cheating
= Computer Misuse
= Disrespect
Electronic Device
Excessive Detention
Fake Phone Call
General Non Compliance
Inappropriate Behavior
Inappropriate Language
Matches/ Lighter
No PE Clothes
No Show to Office with Call Slip
No Work Complete
Parking /Traffic Violation
Skipped Detention
Sleeping in Class

o

Then Select
e Attribute
o Physical Injury — enter comment describing medical care
= No

* Yes, but did not require medical attention
* Yes, and required medical attention

1
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, -
Then Select b& Add Aftributes

~ Incident Builder

Participants % |ncident Elements L
Reporters Type - Description
Cheryl Martin & Object @ | [1] Physical Injury - Yes, and required J) (=
medical attention
Behavior & | [1] Felonies - Kidnapping Z (=
Behavior 7  [2] Weapons - Knife, Blade 2.5" or Z | (=
Victims Greater
A | o Attribute X\ Physical Injury - Yes, and required Z) (=
E o medical attention
L [1] Physical Injury - Yes, and required medical attention (5]

Offenders After Elements are

n o created, drag to
- Suspension - OSS, Interim Alt. Setting * ap;::iopnatte
L [1] Felonies - Kidnapping L) participan
o

L [2] Weapons - Knife, Blade 2.5" or Greater

Witnesses

Review your Incident Report to make sure all details are filled out and complete.
For Participants, please note the following icon descriptions:
Staff Member- icon is holding an apple &

Student - icon is wearing a hat & backpackﬁ
Other (icon created by “Create Other”) &

Incident Reports:
o Dashboard: Start Page > Functions: Special Functions > Functions:
Incident Management > Incident Counts by Action/Behavior
* You can select to view by different Time Frames
= View counts by Action or Behavior
» Click on the link (number) to view the incidents just associated
with the behavior or action type
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~ Incident Counts by Action  Time Frame: JeIUEIESNIREEIZRY  8/26/2015 to 12/8/2015

Incident Element B

1 Conference 19 Conference with Principal
699  oetention 2 Intervention
1 No Credit for Test/ Assignment 3 Parent Involvement
10 Removed from Class 108 Reprimand / Warning
e e

o Student Discipline Summary: Start Page > Reports: System
Reports > Custom Reports > Incidents> Student Discipline Summary
> select student name, date range (see notes). The “For transfer
Report” checkbox display the same information in a slightly different
format but will only print Row Count, Incident Date, School, Behaviors,
and Action - if you need a printed report with further details
(description), uncheck this box before printing.

For Student:

Date Range: 02/18/1999 to 06/03/2016

LEL Lo CT School Behaviors Actions Attributes Description Eney Groated nchisnt
Count  Date Author By D
1 12/04/2015  West + Drugs « Suspension 2nd. offense tobacco. Yurian- 137206
02:08:00 (Tobacco) (0SS, E cig and possession Benzie,
PM Interim Alt. of pornographic DVD Rita
Setting) 12-4 Assigned TC 12-
8,910
2 08/28/2015  West « Disruptive « Detention Skipped a class last Yurian- 103675
09:01:00 Behavior (Lunch) day of school year Benzie.
AM (Unexcused 2014-2015 Assigned Rita
Absences) detention 8-31
« Disruptive
Behavior
(Attendance
Policy
Violation)
3 06/03/2015 West « Disruptive « Detention Skipped 3rd. per. 6-3 Yurian- 103339
12°41°00 Rehavinr {1 unehy Accinned detentinn R Renzie

o Incidents with either staff/Other Person Type as an Offender:
Start Page > Reports: System Reports > Custom Reports > Incidents

= Report used for cleaning up incidents that are not attached to a
student
o Incidents without Offenders: Start Page > Reports: System
Reports > Custom Reports > Incidents
= Report used for cleaning up incidents that are not attached to a
student
o There are other incident reports, but many do not work with our
district, if you have questions please contact your PowerSchool support
team.
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Parent/Student Access

Managing Parent and Student Access Portals

Each school must manage the access to the Parent and Student Portals. Each school will select the
Available Features that are appropriate to their school and when access to information is allowed or

disable for their school.

Start page > Setup: School > General: Parent/Student Access

Parent/Student Access

General Available Features

Function Value

Parent/Student Access Term v
(leave blank for default)

Default Student Matrix Term

Default Term Between Years

Leave Blank

Shortest Possible v

District Default (Currently - Closest Year) v

Determines which
terms are viewed
Determines which
year is displayed

©

The Parent

Disable Access To Public Portal

Custom Access Disabled Title

Custom Access Disabled Messag

Title and text of message
to be displayed

hese settings only apply for this school

If no Title or message is
entered, the 'Default
Message' is displayed.

londay August 22, 20

Check when ready
t Portal is closed for the Summer to disable portal

HOHR B HoB H B I & U IS Z - @ el [

16</h1>

/>

L

4

)

H@ PowerSchool

Navigation

Welcome, Help Sign Out Server: PS:
|2 Powerschool
Navigation J
The Parent Portal is closed for the Summer
I g_g Home
Account Access will be restored on Monday August 22, 2016

Preferences

Have a Fun Summer...

o ~—

gg Home

Account
Preferences

The formatting for both
the Parent/Student Portal
and Daily Bulletin are the
same.

Using html formatting, you portal
message can look like this:

Welcome, Help Sign Out Server: PS2

Information Temporarily Disabled

The PowerSchool Student and Parent portals for this school have been
temporarily disabled. Check with your school for more information
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Create a Parent Account
Schools can print the “*Web ID
and Password Letter’ to
distribute to parents. This form
has both the parent access
account information as well as
the student ID and Password —
some schools have also created
their own student password
letter to give to just students.

student Number: 'a#ey g
Date of Birth: 03/_ .. -

They will need \
their Parent
Confidential

Access ID and

Parent Access

Password from

the letter J

Parent Confidential Access IDis:

Parent Access Password is: %

The administration and staff at District Office an

Donnatella's current grades and attendance via th
fllaw these stens:

Most Screens are the same for Students and Parents.

The Parent Access ID and Access Password are used to CREATE an account, it is not connected to the parent’s
username or password they enter once the account has been created.

Billings Public
Schools

Once ALL information has been entered properly —
the screen will direct to the normal Parent Sign in

: screen for them to sign into their account.

Student and Parent Sign In

Sign In Create Account

Username

Password

If they forget their
Username or Password, s
have them select this link ~_~

— -/

L

If the parent already has an account, once
they log into the account, they can add
additional students as long as they have
the Web Access letter from their child’s

school.

Forgot Username or Password?

If a parent already has an

account, they can sign in and add

additional students if needed.

If a parent has never had an

account, they select the 'Create
Account' tab.

.

PowerSchool

Create Parent Account

If a parent has already\
created an account

First Name Cheryl : p
; using an email address,

Last Name Martin P x
e it will not allow a new

el £ P account to be created )
Desired Username Mom
Password sssssssee I:l Better
Re-enter Password sssssssss

User name must
be unique to the
district

Password must:
-Be atleast 7 characters long C Password mUSl have:

«Contain atleast one uppercase and one lowercase lefter
-Contain at least one letter and one number

«Contain atleast one special character

Link Students to Account

Enter the Access |D, Access Password, and Relationship for each student you wish to add to your Parent Account

Student Hame {coess ID Access ionshi
1. Y Daughter g
2 / A B .

7 L ~Choose

This is the Parent —
Confidential Access ID and |
Parent Access Password o
from the top of their letter jpose

Must be student's
full name

A 4 4 qfd
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Welcome, Help Sign Out Server: PS1

D) ————
ﬁ ») PowerSchool ﬁfyou have multiple ‘

students they are
x listed at the top —
- -~

<

Navigation
Grades and Attendance:
g‘ Grades and
“B Attendance
— Grades and Attendance
@ Grade History
Attendance Attendance By Class
History
Last Week This Week
=) Email EXp Course $1 S2 Absences Tardies
=] Notification M T WHFM T WHF
1(A) ET |ET ET PRE-ALGEBRA 6 37
School Bulletin B Toylor 5
Class 2A) CULINAR 0
Registration Mankip
3(A) HLTHEN 0
@ My Schedule B Hammd
Bpo School 4(A) u ART 2 0
piFfi Information 2l Jette, Kimberly - Rm: 133
Account S(A) ENGLISH 1 A 9 1
Preferences Jochems, TerraBeth - Rm: 126 90
6(A) EARTH SCIENCE S2 B 10 0
District Code McNelly, Patrick - Rm: 306 84
NMHT OL(A) Activity - 0 0

2 Download on the Lord, Sarah - Rm: 305
o App Store Attendance Totals 48 38
GETITON
> (]oox[c play Current BPS GPA Added Value GPA (S2).

Show dropped classes also

Grades and Attendance screen is above — it looks the same as the Quick Lookup screen for
PowerSchool Administrator and PowerTeacher.

Grade History: will display the stored grade for the current year

Attendance History: Same attendance grid as Academics: Attendance in PowerSchool but without links
to make changes.

Email Notification: This is where parents can sign up to receive email updates for their students on a
daily, weekly, or monthly basis for Attendance, Grades, and School Bulletin

What information would you like to receive?

Parent selects
the option of
what to receive

|:| Summary of current grades and attendance

Detail report showing assignment scores for each class.
I:‘ Detail report of attendance.
School announcements.

[ Balance Alert (Mote: will only be sentwhen student is low on fung -
How often to receive

How often? Weekly -

Email Address cmartinmt@excite.com They have an Optlon

to add additional
email addresses to
send to 4

Additional Email Addresses
(separate multiple email addresses with com

Apply these settings to all your students?
[] send now for Jared?

They can apply
these settings to all Subrmit
students on the
account and may
also have a report
sent immediately
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School Bulletin: If they school uses the Daily Bulletin, it may be viewed here.

Class Registration: If your school uses the Online Class registration, the student can register for their
classes here (only when registration window is open) and can also view the requested classes.

My Schedule: You can view your student’s schedule by the week or a single day

School Information: Contact information for the school

Account Preferences: This is where parents can change their Name, Email, Username, and password.

There is also a ‘Students’ tab where they can
add additional students. They will need the ~ Account Preferences - Students

Web Access letter for each one of their

students. Profile

My Students

@

To add a student to your Parent account, click the ADD button

1 |
2

YV OUY O DU IV UL T GIGHL GUL UL WL UG ML U

| Add Student

Enter Your x
relationship to
i the student
Student Name Access ID Access Pas Relationship
I 47 oo other  ~
1 Enter Parent Access ID and
T—

Parent Access Password from
LWeb ID and Password Letter J

PowerSchool Administrator access to Parent and student accounts

Maintaining parent and student access is done through the Access Accounts on the student screen. Start
Page > search for student > Information: Access Accounts.

*** Most all account management should be done by the parent -- When they are logged into their
account, they should go to Account Preferences or Email Notifications.

From this screen — you can click on the parent name to view the parent account, select ‘Edit’ to edit the
Email Notification for this parent, ‘Remove the parent account, or ‘Add’ a new parent account for this
student.

1
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Access can be

Enable Student Access disabled by removing
Student Username — the check mark
Student Password [
Enable Parent Access v

Shows all 'parent’
Access ID

accounts that are I — l
Access Password connected to the |

student

You may 'AutO'aSSign uto-assign IDs and Passwords for this student

IDs and Passwords' if the
fields above are blank

To mass Assign IDs and Passwords. Go to Group Functions > Assigning IDs & Passwords

Edit Email Preferences for selected student from the Student Account screen

Select the Edit icon 7 for the parent account you need to edit

Holly.  's E-mail Preferences for. x

Relationship to Student | Mother v |

What Information Would
You Like to Receive?

You can send

[ Summary of Current Grades and Atte checked
@ Detail Report Showing Assignment Sc _ notification
immediately to

Ky

Detail Report of Attendance. check the parent

account is working

(@]

School Announcements.

()]

Balance Alert (Note: will only be sent whe

funds).

c

Add or remove

Frequency of Emails Additional Email
addresses the

Send Now? information is
being sent to

Email Address @hotmail}

Additional Email @yahoo.com, @billing {

Addresses

1
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Unlock or Reset Password for a Parent Account

Start Page > Select Student> Information:
Access Account > Select parent name
under Parent Access Accounts

From the Parent account, you can unlock
a locked parent account, change account
information, set a new password (the
parent will be required to reset their
password the next time they log in), as
well as edit Email Notifications, remove a
student, or add a new student to this
parent account.

Edit Parent

If the parent has
locked their
account, click on
‘Unlock’

Account Acce, Disable Account

Please
confirm who
you are [Hoty |
speaking
with by
having them
verify their
email and —
username

First Name

Last Name
Email thotmail.com
Username
New Password

Confirm New Password

State Guardian Number

Students Relationship to Student
Mother

Mother

Edit Email Preferences for a Parent Account from the Parent Account Screen

If you select Edit 4 , you can edit the Email Preferences for the student selected:

Holly

Relationship to
Student

What Information

Receive?

on funds)

E-mail Preferences for | i x

Would You Like to

Summary of Current Grades and Attendance
¥ Detail Report Showing Assignment Scores for Each Class
¥ Detail Report of Attendance

School Announcements

Balance Alert (Note: will only be sent when student is low

Frequency of Emails

Mother x

Weekly v -

Submit for all Students

Add or Remove a student from the parent account

Select the Remove

Select Add +

are at your school)

to remove a student from the parent account

Search for Students

Type student’s last name into the search field:

smith|

Account is locked due to multiple failed sign in attempts. UnlGck

To reset a parent
password, type
temporary
passwords here --
once they log into
their account, they
will have to enter a

Edit Remove
7
7

Add &

to add a new student to the parent’s existing account (you can only add students who
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Search for Students

First Name Last Name Grade Relationship to Student Add
Find the student, select Smith 6 - Choose v
the relationship to the
student and check Add Smith 6 - Choose v

¢ | | ¢

Smith 6 -- Choose v

1 2 3 next> last>>

< | | »

sl el

Parent/Student mobile apps

Once the account is set up, a parent or student may also use their mobile devices to access their
PowerSchool account. They will need to know the District Code to find our school district — this code is
listed on the bottom of the main menu of the Parent Portal page —

Billings Public School’s District code is: NMHT

Slect the PowerSchool Mobile app from the app store on your device:
PowerSchool Mobile

PowerSchool Group LLC  Education *Ahkhh 3033 8

'€ Everyone

Add to Wishlist n

Follow the instructions for your device to download the PowerSchool Mobile app.

The app will have different features and have screens that appear slightly different on each device. Some
features that may be available on an iPhone may not be available on an android or an iPad.

1
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Tablet

Signing in:
** You can not log into the mobile apps until you
have an active account. Student accounts are actived
for them, parents must create a PowerSchool account
on a computer prior to using the PowerSchool mobile
app.

The green checkmark by District Code indicates you
have entered a valid code. If you get a red X, the code
is not valid.

Your username and password are both case sentative

T

—remember your password must contain 7 characters, have an upper and lower case letter, a number,
and a special character.

Dashboard

The Dashboard provides quick links to the most up-to-date student data. If you are signed in with a
parent account, tap the arrows to view data for other students associated to your account.
e Tap Filter to filter information
by perios, course name, and
terms. Tap Done when you have

Dashboard

finished If you have more than 1 ;
Exp  Course s1 Abs student in your account, tap [/
* Dragthe term column left or — @ 8 the arrows to move from
. . . A | cizabeth Heine <0 9 one student to the next
right to view addtional data \ ,
q(A)  PRE-ALGEBRA Indicates
* Pull-down to refresh the data on Brooke Taylor grade has
- gone up since
the screen. 1o Aty the last time
updated
Course 2(A)  HLTH ENHANCE 1 M—=
Kari Wagner tmeli
. g gray indicates class
e Tap acourse name to view the S F—" B (s notacive bis teom

Heide Mankin

Course Details screen. From this
screen you can also access the L et 8
Grades, Attendance, and Assignments screen
e Tap Back to return to the Dashboard
Grades
e Tap agrade to view the Course Details scree. From this screen you can also access Teacher
Details and Assignment Details screens
If the grade has gone up since the last time the grade was updated in the app, a green arrow
appears to the left of the grade. If the grade has gone down, a red arrow appears to the left of the
grade.
Attendance
* The Abs column displays the total count of absences that has been recorded for the course. Tap
the number to view the Attendance screen

1
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Grades
Grades to view the Grades Screen. Flick or drag to scroll through all grades.
0 If the grade has gone up since the last time the grade was
updated in the app, a green arrow appears to the left of the 0 E > grade.
If the grade has gone down, a red arrow appears to the left of the
grade

* Tap

Y Grada

Grades
o

Final Grades Standards Citizenshi

Display All Reporting Terms & Sorted by Reporting Term
Rep Term: S1 (08/26/2015 - 01/15/2016)

ART 1 -4(A) D
Kimberly Jette e
CULINARY ESSENT - 5(A) FB 9 )
Mary Mcrae Grat
EARTH SCIENCE S1 - 6(A) 9 )

Patrick McNelly

e Tap a grade to view the Grade Details screen
* The Grade Details screen displays:

0 Class name T oradeces
0 Teacher name N teachr doie o 0
0 Grade =Ty
0 Percent e
0 Reporting Term ke
While in the Grades Details screen: R :
View Teacher Details .
* Tap the course name to view the Teacher Details Screen :;:mmm
* Tap the teacher’s email to send an email to the teacher sw i

* Tap Back to return to the main grades screen
E & B T . so%m 221 PM

Teacher Details
gl Phone app

Heather I se=s Teacher Details
elle T
@(wh@bllllngsschools.org @ - Tablet app
C;)UI'SGS t@billingsschools.org
Courses
ENGLISH 1 HLTH ENHANCE 1 - 3(A)
S1-Semester 1 S2 - Semester 2

View Assignment Details
e Tap an assighment to view the Assignment Details screen
* Tap Back to return to the main grades screen

1
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Assignment Details

Short Story

8 ENGLISH - 6(A-E)
Bodine

Due Date Fri October 30; 2
Letter Grade

Score

Collected

Category Assessments )
Abbrev.

Go to Edmodo for complete instructions

One-page short story that is either a mystery or horror story Grad?s
— BPS does not use
. . . . Citizenship grades
While in the Grades Screen Switch Grade View Q
* Onthe Grades screen tap Final Grades to view
. . . Dispgay All'Reporting Terms & Sorted by Reportina Te
traditional final grades. Tap Standards to view Rep Term: 01 (08/26/2(  ~10/30/2015) Use the > o view
Receives additional s/ “~ing the school day more details
H HH H 1-First Grade - 1-2(a1J N\ - bout th Yes )
t':]e flnal St.a.ndard? grades' Tap CltlzenShlp to z;:::c::;;;i Allows you to switch between Final || aSt::darz [
view the citizenship grade nristorade: 1 | e e (_seeeeement J No )
. . ; 4-5 use Standards & Final Grades e
e Onthe Grades screen, tap Filter to filter the Sdence | .12 use only Final Grades S\@
Melanie Kimmel -
grades by terms or groups. Tap Done when you  socaisudes s
are ﬁnished' Melanie Kimmel
Assignments
Work with Assignments
* Tap @ Assignments to view the Assigments screen
* Flick or drag to scroll through all assigments.
Q3 B+
Cancert Chaoir gang )
Peariod: 4(A-EB] Heamaratrk
L ] FY-]
* The Assignments screen displays:
0 Assignment name
0 Class period
0 Assignment category
0 Assignment score and poins possible
0 The following assignment attribures may also appear:
] Collected
= A late
- [ Missing
- K Excluded from final grade
- N Comment entered
e Tap Filter to filter the assigments by group or reporting term. Tap the sort options(s) you want.
Tap Done whe you are finished
[ ]

Tap an assigment to view the Assignment Details screen. Tap Back to return to the
Assignments screen

1
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The Assignment Details screen provides more detailed information about the assignment and

desplays any teacher comments

Assignments
.

@

GPA(S1)
Display All Reporting Terms & Sorted by Due Date
Tue January 19, 2016
eltic knott
ART 2

eriod: 4(A)

Fri January 15,2016~

Assignments ]
sorted by due
date

1st Fall Semester Final ™,
EARTH SCIENCE S1
Period: 6(A)

Thu January 14, 2016
Final

PRE-ALGEBRA
Period: 1(A)

Attendance

Tap é E Attendance to view the Attendance screen. Flick or drag to scroll through all attendance

information.
* The Attendance screen displays:
0 Attendance code
0 Class name
0 Class period
(0}

Attendance codes that appear in Black do not count against
the student’s attendance tracking — attendance in Red does

count against student’s attendance tracking

e Tap Filter to filter to filter attendance. Tap the sort option(s) you

want. Tap Done when you are finished
* Toview a list of attendance codes, Tap More > Settings >
Attendance Codes

Schedule

e Tap @ Schedule to view the schedule

e Tap Filter to filter informatin by period or
course name, and filter informatin by terms.
Done when you are finished select the
display settings

PRE-ALGEBRA - 1(A)
Elizabeth Heine

PRE-ALGEBRA-1(A)
Brooke Taylor

e Tap any course to view the Course Details
scree. Flick or drag to scroll through the
course information, including desciption,
grades, attendance, and assignments

Activity - 10(A)
Sarah Lord

CULINARY 1 - 2(A)
Heide Mankin

HLTH ENHANCE 1 - 2(A)
Kari Wagner

ENGLISH 1 - 3(A)
Heather Peers

e Tap Back to return to the Schedule screen

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016

Mon January 4, 2016

Tardy-extended (ET)

PRE-ALGEBRA
Period: 1(A)

Mon December 21, 2015

Excused (E)
PRE-ALGEBRA
Period: 1(A)

Excused (E)

LT CRILIA RIS 4

Schedule

GPA(S1):

®

Display All Terms & Sorted by Period

Set your Filter N
options if you are

., seeing more than y

one term
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Fee/Meals — not used by Billings Public
Schools (,)
Teachers

Teachers
Ll

Torey Hammer
HLTH ENHANCE 1

* Tap @ Teachers to view the Teacher scree. Flick or & Elizabeth Heine

drag to scroll through all teacher listings e

Kimberly Jette
ART 1, ART 2

® Tap ateacher listing to view the Teacher Details
screen

® Tap the email address to send an email to the teacher
® Tap a course name ot view the Course Detials screen
® Tap Back to return to the Teachers screen @ Brign Shoen

) Brian. Sheen@powerschool.com }

Courses

Botany - 2(A-B)

31 - Semester 1 !

Activities — not used by Billings Public Schools

Email Alerts

* Tap [ l Email Alerts to view the Email
Alerts screen

Email Alerts
.

B

(]

' [N Setalerts for
each student
individually

® Tap the switch controls to select the N—
notification emails you want to receive @hotmail.com

Messages to Receive

® Tap Email Alerts to select when you will Giedosand shenednce Rapiabibos o =
. e . . Detailed Assignments iled t - A
receive notification emails " | emaledtoyow =
Detailed Attendance = g L
® Tap Email Distribution List to add/remove Sehool Announcements S
email addresses fromt eh distribution list Balance Aers NN
A Frequency of Messages Sent ‘ Adq additional i \k\”.‘ O
® Your cahnges are automatically saved e Distbuiontist | "t amailalee |3 rccouns )
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Live Feed
PowerSchool mobile provides a Live Feed of various items related to each student

— E0| .. . .
e Fes e ¢ Tap |EE Live Feed to view the Live Feed screen
Ive Fee:

=l Ll ® Tap Refresh to update the screens as needed. Content

PRE-ALGEBRA announcement . .

) ; automatically updates every 30 minutes
[ Q. » , . i . )
S Foroa 14 Soel sumred 5 : ® Tap an item listed to view the details screen
 Voconotes detai about the ftem

8 FOREIGN LANG r—— .
B Peroci4A) ) s ® Tap the Back button to return to the Live Feed screen
Wed - Jan 13, 2016
B e When more than one student diplays on this screen, data is
Tuesday, January 19 SENIOR HS library

BRING YOU AND YOUR CHILD'S SOCIAL SECURITY NUMBER AND ESTIMATED 2015 TAXES IF AV. So rted by d ate, th e n by a n n Ou n Ce m e nts’ a n d grou ps by

5 .
Lunch & Learn

Wednestay,damiary 20 student (Oldest to youngest)

Summaries

The studen Summaries screen displays the current absences, GPA, and fees for each student(BPS does
not use fees).

a L%
e Tap Student Summaries to veiw summary information for each student, including the
number of absences, total fee(not used by BPS), the meal balance (not used by BPS) and he
current GPA.

e Tap on a student photo to change or view the photo, or set the preferred name for the student.

Student Summaries

. Absences: 52 GPA(S1):

Fees: -

I
Absences: 78

Fees: -

5 Absences: 3 GPA(Q2):

Fees: -

Announcements

e Tap ”ﬁg Announcemtns to view all current

Announcements

bulletins. Flick or drag to scroll through all o cllegecarer s
announcements G i

« Tap adate link to create a calendar event on o the
native iPhone calendar i — :

Scholarship money & door pri

® Tap a hyperlink to open Safari and view the
linked content

Swipe the screen to move
from one announcement

to the next
b

2200 place opy overst
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Calendar

e Tap Calendar to view the Calendar. Use the arrows to navigate to a different month

e ‘Add’ dot on a date indicates an item is associated with that date. Tap the date to viewt the
item(s). Tap the item(s) to view details. Tap Back to reutrn to the Calendar screen

e Tap Filter & a Filter Settings screen appears. Tap the control switch for the item you want to

display on the calend. Tap Done when finished

8:50 AM 847, (=)
Calendar
( January 2016 )
27 |28 (29|30 |31 1] 2
34 s E ( January 2016
10 |11 |12 |13 27 |28 29|30 |31 1 2
9 |20 3(4(5|/6(7|8|9
Shows - z % . . . . .
assignments due pg 27 Calendar 10 |11 (12 |13 KEM 15 |16
by due date will show 0 . - .

I o2 | 3 youschool | 17 (k] ' 9(20|21 |22 |23
Ve i holidays by i
. Tardy-¢/_cfided (ET) school 25|26 (27 |28 |29 |30
PRE-ACGEBRA S
Period: 1(A) |/ 31| 1 2 3 4 5 6

[ PIR Stag#Development Days - No School for All Stu

0008
338
Billings Senior High School
. MobyMax Language 20 Minutes--Q2-4

™ PIR Staff Development Days - No School for All Stu
8 ENGLISH 2938
Period: 6(A-E) ooo
Lewis and Clark Middle SchogDD>

PIR Staff Development Days - No School for All Stu
ooo
0998
333

WOW 1.6.15
BB 7+ enHANGE 1
Period: 2(A)

School Map - not used by Billings Public Schools
Settings
e Tap {@}' Settings to view the Settings
settings screen. Through Settings you "o st
p Enable Passcode Lock
can: -
0 Enable Passcode Lock L ntteatons >
{$} Disabled Features >

0 Enable Notifications for Final
Grand and/or Attendance

Student Settings

%w Attendance Codes )
0 Disable Features 0 Stdent Photos )
0 View Attendance Codes and
& Preferred Name >
What they mean Other Settings
0 Add or Delete Student Photos System Logs N
(on your device) () raas )
0 Change Student name (on <~ Rate Our App )
your device) @ Avout )
0 View SyStem Logs, [&) Acknowledgements )
0 View FAQs
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Help Center

8:51AM 83% -]

Help

* Tap @ Help Center to view help options for this  acwies

app. Of particular interest would be the Getting AogRCHmarts
Around the App option. :gdm
®* |ncluded in this sections is information about Tab Calendar
Bar: -
0 The tab bar provides quick navigation links Email s

to various screen in the app Feesieas

Getting Around the App.

L Grades

0 Taponanicon to display the corresponding >
app scree. Tap More to navigate to other P
screens Jo—
0 By default, Grades, Assigments, and Anttendance appear on the tab bar. You can
customize which icons appear on the bar
0 Depending on how you have customized the tab bar, a red circle appears next to the
icon to nofify you of updated information tha is available sinc the last date update from
F oY o
PowerSchool. The number displays the numbe rof updateditems
available to viw. Tap the icon to view the upadted items. When yo tap another icon to
vie a different screen, e circle disappears from the icon on the tab bar
0 Toview the latest data from pwoerSchool, tap and drag the screen toward you
* Customize the Tab Bar
0 You can add icons to the tab bar to provide shortucts to anywhere in the app
0 Tap More. On the More screen drag and drp any icon t the tab bar. The More icon
cannot be removed from the tab bar
0 When finished customizing the tab bar, tap Done
* Parent View
0 Parents usign the PowerSchool Mobile app may have more than one studenin a
PowerSchool district

0 If you see your student’s name with ( Jeremy Watkins B arrow
on each side, swipe left or right to view ‘

additional students

Schedule

v iviviviviv viviviv i vy v v >

Logout IE_}
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Phone

Many screens and options are the same for both Tablets and - Phones.
PowerSchool Logging In:
Sign In . .
e ——— Once logged in, to navigate between screens, select the
NMHT H :
Where is my district code? - in the top right corner of the screeen. A Soltare 360 Securty 3 S menu will
bsemame drop down for you to select which screen to ®) . view.
Password
Billings Magnifier hotos Altana
Forgot Username or . Mobse
Password? gesdnments
- Attendance
BT e

FINAL
GRADES Fees/Meals

Contacts  Message+

Display All Report[Jil (SRR
Rep Term: S1(t

ART 1-4(A)
Kimberly Jette Email Alerts

Activities

Live Feed
CULINARY ES¢

Summaries
Mary Mcrae

Announcements

EARTH SCIEN( Calendar
Patrick McNelly

Dashboard

* Clicking on the ﬂ icon returns you to the Dashboard screen
Q
9

Dashboard

Dashboard

GPA not available

&  GPA not available

Course S1

PRE-ALGEB.. B
Elizabeth H... p
PRE-ALGEB...

1(A)

Switch to a new

_ Use arrow to
Sar{ student by tapping i )
28) HLTL on student banner swm;h: et\tNeen
Kari ¥ 2(A) stcens 10
CULINARY 1 e
28) e e a(a) CULINARY 1 0
Heide Mank...

LA AL A -

1
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Grades

® Clicking on the to view the Grades screen (also Standards

for K-5)

® [fit has ared badge, it is indicating there is updated grade
informatin since the last update from PowerSchool.

Assignments

e Assisnments include:

apuare e
HLTH ENHANCE
Period: 3(A)

Capture the Flag 1.26....

HLTH ENHANCE 1

=  GPAnot avi

FINAL
GRADES

Display AII ;eponing Tel;na
Rep Term: $1(08/26/207

ailable GPA not available

STANDARD
S

Display All Re;;oning Term: and Sorted...
-_Rep Term: Q1(08/26/2015 -...

.

0 Assignment Name

Period: 3(A)

Mon Jan 25,2016

0 Due Date CCSS9.L.5 Figurative...

0 Class el 5A)

0 Class period CCSS9LS Figurative.

O Letter grade arioc 54

0 Assignment scor and points possible oo 02

0 Assignment category B
Attendance

Schedule

Fees/Meals — not used by Billings Public Schools

Teachers

Activities — not used by Billings Public Schools

Email Alerts

Live Feed

Summaries
Announcements
Calendar

School Map - not used by
Billings Public Schools
Settings

ART 1-4(A) fe..
Kimbrly Jatis You can view Final No
Grades or Standards
CULINARY ESSENT -.. |__ Jy..
Mary Mcrae T-Firs - 1-2(A) N
10/10 : S Mel Kimmel
PE Day Grade
A EARTH SCIENCEST-.. C TS e ons "
Patrick McNelly e
10/10 > Melanie Kimmel
Graj
PE Day
o Follows school rules o
A
65/40
Common
A
65/40
Common
A

Email Alerts

‘_‘_ Tr=w Eelimal
j GPA(S2): 1.8333

Primary Email
hlssgrmam@hotmail.com

Messages to Receive

Grades and Attendance O
Detailed Assignments
O — - Detailed Attendance
= Q0 0 B 3 School Announcements O
W Locaion Sond S Biioon Balance Alerts O
»* ————o E, Frequency of Messages Sent We
Email Distrit ARSI

PowerSchool

's 8 HEALTH ENHANCEMENT 7(A-E) Q

Announcements

10:51 AM

Girls BB-Open Gym

PowerSchool
's ART 1 4(A) S1 grade is now D.
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Apr19,2016-Jun 03, 2016
Billings Senior High School

Girls Basketball:
Open gyms will be starting next
Monday the 25th from 6:30 to 8.

They will continue on Sundays from
3:30 to 5.

So our open gyms will be Mondays
from 6:30 to 8 and Sundays from
3:30 to 5 starting the 25th.

Scroll to get from
one announcement
to another



Student Lockers
Setup

Start Page > Setup: School > General: Locker Management
You will find a complete ‘User Guide’ along with the basic functions for this program. Each
school has chosen how they set up locker groups and parameters for their school.

Locker Groups: groups a set of lockers for a specific
teacher or group of students — lockers can be
moved in and out of groups. Lockers that are
broken or out of service should be moved to an
‘Inactive’ group so they are not assigned to a
student.
Locker Locks: this is where you will manage the
different combinations for a lock and which
combination the lock is currently using.

Lockers: lists the information concerning each
locker including any notes.

Lockers

Edit Locker Lock

Lock Serial Number
Max Combos

Current Combination
In Sequence

Combination 1
Combination 2
Combination 3
Combination 4

Combination 5

B310001
5 v

5 (Current) v

48-00-26
40-42-18
33-35-11
28-30-06

22-24-00

" Search

Name Group Lock Combination
310001 O B310001 22-24-00
310002 O B310002 47-11-21
310003 O B310003 05-15-11
310004 O B310004 11-31-01

A
v

;
1
1
1

_

# of Students per locker

Note

A
v

Note

Synchronize Combinations: as defined by the parameters set by your school — this would only
work IF all combinations at your school are on the same combination number.

Clear Lockers: This allows you to clear the lockers for different groups of students: no longer
enrolled, who have a locker at another school, by grade level, or by locker group.

Clear Lockers

This page will allow you to clear out previous Locker Information.
Please synchronize lockers before attempting to clear a group.

Selection to Clear: | Select One

1l
]

Select One
Students no longer Enrolled

|
\v Show lockers to clear

Students who have a locker at a different School

Students who have a combo but no locker numner/‘ \

Grade (6)

Grade (7)

Grade (8)

Locker Group (0)
Locker Group (105)
Locker Group (202)

L

se the pull down menu

]

to select group to clear

This will produce a list of lockers that will be cleared — you must click ‘Submit’ in order to complete

the process.
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Management

Start page > Functions: Special Functions> Function: Locker Management
From this area you are able to Mass Assign lockers, run reports, and search for lockers
Mass Assign: will pull up a report of all sStudents ... wansgement sass 2ssignment

at your school who are not assigned lockers. "

You filter the information if you need to narrow ="

groups — if you want only a specific group of e [::]

lockers, select the locker group and select — M
‘Filter’. The top portion of the page gives you =S

filter options, middle portion gives the names & Green + -

grades of students who are not assigned i =

lockers, the bottom portion gives a list of
available lockers.

Sortarse Javdlves

Home Room Report: printable report which includes the student name, locker number, and
combination - you must enter the filter criteria in order to create the report

Student Name Locker Number Current Combination

A A
- v v

310986
310984
O =] i 310981
310991
310992

PRI L AV AL 21N4QqQ2

1
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Graduating Student: creates a list of students who are graduating or whose ‘Next year School’ is
not set to their current school. Lists locker name, which group the locker is in, lock, current
combination, and the possible combinations for this lock.

Graduating Student Report

Current Possible Combinations

Name Group Lock e
Combination

310041 Grimm101 B310041 28-34-30 04-10-06 47-03-49 42-48-44 36-42-38 28-34-30

310043 Grimm101 B310043 39-27-15 15-03-41 07-45-33 00-38-26 45-33-21 39-27-15

310044 Grimm101 B310044 22-06-40 48-32-16 42-25-09 36-20-04 30-14-48 22-06-40

310047 Grimm101 B310047 26-48-20 02-24-46 45-17-39 40-12-34 34-06-28 26-48-20

2M1N2AN Qundetranm111 RR1N2AEN 2A_A428 N2_20.NA AAA2.AR R7_NA_.2G 20_.NN_-2A 2R_A4.28

Locker Usage: report giving the status of each locker group.

Locker Usage

Group Name Active ? Locker Count In Use Percent Used
FRESHMAN ACADEMY Yes 547 456 83.36%
Hallway Yes 1637 1286 78.56%

LIFE SKILLS Yes 16 2 56.25%

OUT OF SERVICE No 33 0 0%

REPAIRS No 26 0 0%

SPECIAL ED Yes 19 9 47.37%

Previously Used Lockers: lists lockers that have been used — you need to edit these to submit the
locker back into the locker pool to allow it to be assigned to a new student. A customization
has been done to this page which allows you to return all excluded lockers back into the
available pool — the is a glitch in the program that requires you to run the process twice, but it
is faster than updating each locker separately. Select:

when completed, check to make sure all ‘excluded from pool’ show No — if not rerun this
procedure.

Lockers to be emptied

_

LAocker CAombination sAtudent :)r::mesfered szzllt;ded from
1-0011 DB O il Wm T 04/11/2015 Yes
1-0031 03/21/2015 Yes
1-0436 DB 03/28/2015 Yes
1-0556 03/11/2015 Yes
1-0681 DB E=sam: - T, NEe. 04/01/2015 Yes
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Search Lockers: allows you to search by locker number, group, student, etc. — this is a great
report to print or copy to excel to have a hard copy of your lockers.

Search Lockers

oo TTE—

Locker ey Student
NoreBor (‘?roup C.ombmatlon S:equence §(udent e G:rade
1-0010 DB Hallway 5 = 3 10

Showing 1 to 1 of 1 entries (filtered from 2,278 total entries)

Make these the active selection of students

Usage/Combination: this report will show the locker name, group, lock, current combination, and
possible combinations for the lock — this is a great report to print or copy to excel to have a
hard copy of lock combinations.

Usage / Combination Report

Current

Name Group Lock Cocination Possible Combinations \
1- LIFE SKILLS B1-0001 0-36-48 0-36-48 45-31-43 39-25-37 31-17-29 24-10-22
1- !DB Hallway B1-0002 DB 0-36-8 19-5-27 14-0-22 8-44-16 0-36-8 43-291
14 LIFE SKILLS B1-0003 07-17-39 22-324  14-24-46 07-17-39 02-12-34 46-6-28
1 -DB Hallway B1-0004 DB 16-48-36 31131 23-543 16-48-36 11-43-31 5-37-25
155 DB LIFE SKILLS B1-0005 DB 31-39-25 36-44-30 31-39-25 25-33-19 17-25-11 10-18-04
1- i DB Hallway B1-0006 DB 40-26-38 16-2-14 8-44-6  1-37-49 46-32-44 40-26-38
1+ LIFE SKILLS B1-0007 33-35-19 09-11-45 04-06-40 48-00-34 40-42-26 33-35-19
1- OUT OF B1-0008 14-28-12 14-28-12 07-21-05 02-16-0 46-10-44 38-2-36
SERVICE
12 IIFF QKIS RANNNG  3RN23R AQA347 AANRAD RRNIAR MNAIR 23371

End of year Process
Start Page > Setup: School > General: Locker Management

Advance Locker/Lock Sequence: select Locker/Lock Group To Advance> Show Lockers >look over list — if
OK > Submit — will give you a page listing Student Name, Locker, Seq #, Combination, New Seq #, New
Combination --- PRINT THIS PAGE FOR REFERENCE > Submit

Adavance Locker Sequence Synchronization

This page will ensure your students locker combinations are synchronized with
the correct combination after running Adavance Locker Sequence.

Name Locker Seq# Combination New Combination
= 2 15-20-21 10-24-16
¢ ) | 2 42-28-06 34-20-48
S Shxeme 2 14-20-38 09-15-33
""""" P2 01-27-41 43-19-33
2 48-08-46 41-01-39
1 2 27-49-09 20-42-02
r e 2 16-46-14 08-38-06

Tirmmiiint Deam Clina A4nnna A A4 A4 an Peidie: L

Synchronize Combinations: This page will ensure your students locker combinations are synchronized

with the correct combination in the sequence defined in the locker setup.
|
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Clear Lockers: You can clear a locker group, grade  ¢jear Lockers
level, students who are no longer Enrolled,

This page will allow you to clear out previous Locker Information.

students, who have a locker at another school, Please synchronize lockers before attempting to clear.a gfoup,
students who have a combo but no locker
Selection to Clear: l Select One g
number.
Students no longer Enrolled ‘w’
Students who have a locker at a different School
Select from the pull down menu > Show Lockers e
. . L . Grade (7)
to Clear > review list — print if needed > submit Grade (8)
Locker Group (0)
Locker Group (105)
Locker Group (202)
Locker Group (Alie208)
Loc!(er Group (Bodine2_25)

Clear Lockers for ‘Current Selected Students’:

From the start page, select a group of students > Setup: School > General: Locker Management > Clear
Lockers. The option: “Current Selected Students” now displays in the drop down menu > Show Lockers
to Clear > review list — print if needed (you may need this list in order to advance the combinations on
these lockers) > submit

Example of selecting a group of students who exited on the last day of school: On the start page enter:
/exitdate=6/3/2017;exitcode>0 (this will select all of your students who have been exited as of the
last day of school — if you want ONLY Seniors, add ;grade_level=12 to the end of the above
statement)

*** you have now removed the lockers from the above list of students who exited on the last day of
school — IF your building advances the combinations on lockers after a student has left, you will need to
select each locker individually to change the combination on the locker.

Locker Locks: Type locker number into ‘Search’ > select blue link with locker number > use pull down
menu for ‘Current Combination In Sequence > advance to new sequence # > submit

Daily Bulletin

Bulletin Reference

You select the dates that the bulletin will show (a person viewing the bulletin can select a date to see
what was posted for that day).

You can post a bulletin for Admins, Teachers, or the ‘Public’

--Public includes: Admins, Teachers, Parents, Students and anyone who goes to
https://powerschool.billings.k12.mt.us/bulletin/1234.html (replacing 1234 with your school number)

Formatting HL H2 H3 H¢ HS H6 | B 7 S U = = -— [m e (™M
The editor gives you a number of f f
buttons to make formatting easier. s Bold i
. . Headings Italic Image
Start Page >Functions: Special Stikathrough R S Text Box

Functions > Daily Bulletin Setup Paragraph Underline

Unordered Ordered

\N /

Lists

BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016 123



View Daily Bulletin (%]

Alkali Creek Elementary School Bulletin for Wednesday, August 07, 2013 &2
This is the Bulletin Title

This is some stuff in the bulletin.
I am able to make headings:

heading 1

heading 2
heading 3
heading 4
heading 5

heading 6
bold
italic
underline
unordered list:
* blue
+ green
» red
+ yellow
ordered list:
1. first item

2. second item

3. third item

Start page
A PowerSchool Box

with some text inside.

This is a table caption that appears above the table

Heading row 2nd header 3rd header
row 1 - column 1 content row 1 - column 2 content row 1 - column 3 content

row 2 - column 1 content row 2 - column 2 content row 2 - column 3 content

This will display at the bottom of the table. Ideal for legends.

Comments? Something to put in the bulletin? Email to poncem@billingsschools.org

View other dates: B
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New Bulletin Item
Start Page > Functions: Special Functions > Daily Bulletin Setup

General Bulletin Settings
Enter dates
for Bulletin

Date Range t .
g 03/21/2016 0|03/21/2016 to display

Target Audience Admin Users v

Sort Order 10 (Determines the order that the bulletin items appear)
V¥:o:a|r|1 ?_ee The order for the
English ebulictin bulletins to display in
Item Title Today's Bulletin
Item Body HH H H Ht B5 H6 J | B I § U |:= = — | &

Items may be typed @ | O H

or pasted into the ;
Item Body. You may
then format the text You (can pick
Audience ( c, Teacher Users,

to display as you b

display for, and what Order the bul.
want

fonday March 21, 2
g Reference</,
ne date that ¢

s will appear in.

Once you have submitted your bulletin item, you can view them by going to ‘Daily Bulletin Setup’ or
Daily Bulletin on the start page.

The Daily Bulletin Setup will show you the date range the bulletin is to post for, the title, the audience,
and the formatting for the bulletin.

You may also view all bulletin items, including expired ones, or Preview the Bulletin.

Daily Bulletin Setup enter new

bulletin items

ate flange ltem , Languages Audience
U6/017201%- Sample ltem BOdy English Public
Tuesday June 10, 2014}
Who the

Bulletin Reference

bulletin

You can pick the dates that the bulletin will show (a person viewing the dlSp'EYS for
bulletins can go back to a certain day to see what was posted for that

day). You can post a bulletin for Admins, Teachers, or the ‘Public’

- Show all bulletin items, including expired terms
Bulletin HTML formatting preferences

. Preview Bulletin
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Reference Material

Absence Codes

o Categ | Countas
Code | Description Notes ory Absence
Present EL/MS/HS P
EL/MS/HS - temporary code
pending parent contact & then
assigned the appropriate code
A | Absent U A
C | Counselor MS/HS use only E P
D |Deans MS/HS use only E P
EL/MS/HS - when parent/guardian
has excused student from school -
E Excused for something other than illness E A
Extended
Help(Eagle Café,
EH Cougar Café) MS - lunch time academic help E P
EO | Early Out early pickup from day or class E P
HS only - student is
ET |Extended Tardy |tardy >5 min but <15 T P
Out of School
G | Activity HS only E A
EL/MS/HS students who are
approved for homebound
H |Homebound classes E P
EL/MS/HS - student is excused due
| 1 to them being ill E A
EL/MS/HS students assigned to
L Truancy Center |the Lincoln Truancy Center S
EL/MS/HS student must
M | Medical Waiver |have doctors note E A
EL students who are tardy, must
have doctors note and be in
; _ attendance the majority of the
Medical Tardy class. This code will show as
MT | Only present T P
N Nurse MS/HS use only E P
School Related
O | Activity MS/HS use only E P
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Absence HS only - student is tardy and

R | Suspension not allowed into classroom S P
Suspended(In
S | School) EL/MS/HS S P

EL/MS/HS Use
determined by each

T | Tardy building T P
EL/MS/HS Use
Unexcused - determined by each
U |truant building U A

EL/MS/HS If this occurs
during the state count dates -
prior approval must be
requested from OPI though
the Business office *non-
medical related, i.e. Funerals,
absences approved by
building administrator,
student staying with sick
parent receiving out of state

W | Waiver treatment E A
Suspended(Out
X | of School) EL/MS/HS S A
NOTES: Most codes are used by Middle School and High
School Only
W_ Must be approved prior to the absence, student must
Wavie be continuing their course studies (i.e. teacher is Attendance
r sending work to the student). Categories
1. note needed from parent/guardian requesting the
waiver U Uncleared
2. must be approved by building administrator T Tardy
3. school will need to send documentation to the
Business office to contact OPI for approval E Excused
Revised 10/20/2015 cm I lliness

UE Unexcused

S Suspended

1
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Entry Codes

Code | Start Status Examples NOTES:
A student's first entry into school. Example: | Used only by elementary
o L kindergarteners, 1st grade students with no | schools - preschool or
First time receiving . - . -
01 . . prior home, private or public school Kindergarten only
educational services ; .
experience. Also Pre-kindergarten students
receiving services provided by the school
Continued enrollment This is only entered by Lincoln Center Not used by schools
02 | same school, no
interruption
A student re-enters a school after a When a student has left your
voluntary or involuntary withdrawal. school AND has not received
Examples: absent for over 10 days and did any educational services
03 Re-entry to the same not transfer, dropped out, extended illness, before returning to the same
school after withdrawal temporary disability, suspension, expulsion, | school they were exited from
return of early graduate to participate in
graduation, foreign exchange student
returning, return from drug treatment facility
04 Transfer from public A student entering from any public school in | Yellowstone Academy K-8
school in district or state the state or district
VERY few schools would qualify under this This would be for In-district
Transfer from public entry code. The Parent/Guardian MUST students only
05 | school under NCLB school | indicate that the student is transferring under
choice the federal law AND has cited the No Child
Left Behind as the reason for the transfer
06 Transfer from an out of A student entering from any school outside
state school of Montana
07 Transfer from a school A student entering from any school outside
from out of the country of the United States
A student entering from any private high St. Labre, Billings Central,
08 Transfer from a private school from within the state Butte Central, KBH (Acadia),
school within the state Yellowstone Academy 9-12,
Shodair, New Day, etc.
A student who has been being
homeschooled and is now enrolling in
Transfer from home school . .
09 o school - this would include Homeschool
within the state : ;
students who are attending on a part-time
basis
Montana State School for the
10 lﬁ:jsefgrsf:%rgo? MT State A student who has been in a State Funded Deaf and Blind, Pine Hills,
institution/School Riverside Correctional Facility
Only students who are attending MYC and
Transfer from Montana .
20 are accepted back into our school
Youth Challenge
enrollment
Military Connected: St_u_dent s parent/guardian is connected to
military and student transfers from a school
4(Q | transfer from a school s o
- within the same district or from another
within state o
Montana school district.
Military Connected: St_u_dent s parent/guardian is connected to
military and student transfers from an out of
60 | Transfer from a school out
state school. Includes out of state and
of state .
previous home school students.
Military Connected: Student’s parent/guardian is connected to
80 | Transfer from Out of military and student transfers from outside of
Country the country.

Rvsd 01/12/2016cm
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Exit Codes Exit Codes (Enrollment)

OPI End Status Dropou Dropout Reason | Examples
Code t Code
S
End of year, __ e Code only used by Lincoln Center
100 | returning to same
school Next year
Change in grade . o When a student's grade level changes during
105 | level during regular the school year - student must be excited one
school year day and then re-enrolled starting the next day
Promoted to __ o Code only used by Lincoln Center
110 | another school in
the same district
Transfer to a __ o
120 | public school in the
same district
Transfer to a __ e This code would be used ONLY for schools
130 public school that have not passed AYP - and the
under NCLB parents/guardian site this as the reason for
school choice moving the student to another school
Transfer to a __ e Please note school transferring to when
140 public school in withdrawing (Yellowstone Acad K-8)
another district in
MT
Military A student whose family is connected to the
Connected: military and who transfers to a public school in
145 | transfer to public another district in MT
school in another
district in MT
150 Transfer to a state __ o Montana State School for the Deaf and Blind,
funded school Pinehills, Riverside Correctional Facility
Military A student whose family is connected to the
Connected: military and who transfers to a school out of the
155 | Transferto a USA
school out of the
country
Transfer to a __ e New Day, St. Labre, Northern Cheyne Tribal
private school in School (Bushby),Yellowstone Academy 9-12,
160 | the state Billings Central, Billings Christian School, KBH
- Kids Behavioral Health (now Acadia), Summit
Prep, St. Charles Mission School
Transfer to a home
170 school in the state
Transfer to __ o Montana Youth Challenge students only
175 | Montana Youth
Challenge
180 Transfer to a __ e this would include Normative Services in
school out of state Sheridan, WY
Military A student whose family is connected to the
185 Connected: military and who transfers to a school out of MT
Transfer to a
school of state
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Transfer to a
school out of the

190 country
__ o ONLY when a student is leaving for medical
treatment and will not be receiving any
Medical care or educational services. If the student does not
treatment. Eligible return, their exit code/reason is changed to -
210 to return 300-06 lliness
Enrolled in foreign __ e
220 exchange program
Enrolled in an __ e this would be for students who DID NOT
early admissions graduate but have been accepted into a
230 college program college program
Withdrawn, under - ——
age for compulsory
240 attendance Code used ONLY by elementary schools
__ o If the student does not return at the end of their
Expelled, Eligible suspension, their code is changed to 300-05
250 to Return removed/no return/expelled
__ o Used by Elementary schools only- High
Unknown (EL Schools and Middle Schools will continue to
260 ONLY) use code 340 - Unknown
__ e If a student has been withdrawn(dropped) for
any of the '300' drop out codes, when they re-
Dropped out, enroll, their former exit reason needs changed
Subsequent Re- in the Transfer Info page - not the previous
295 enroll drop reason in exit comment
Drop codes: those starting with
300/310/320/330/340 are used ONLY by
300 Dropped out 01 Academic Difficulty | Middle and High Schools.
Attendance
02 | pifficulty
03 Economic Reasons
04 Employment
06 lliness
08 Language Difficulty
09 Marriage
11 Needed at Home
Over Compulsory
12 Age Student has turned 16 & completed 8th grade
13 Pregnancy
Poor Personal
14 Relations
Other Known
16 Reason
Harassment/Feelin
g Unsafe at Schoo
20 | g unsafe at School
Entered Adult
Correctional
21 | Eacility
22 Lack of Childcare
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Student is enrolled for 90 or less school days.
This would include students who are in state

24 Transient licensed group homes
Student resides in someone else's home or not
25 Homeless in a home.
Exceeded
310 Maximum Age 15 Reached Maximum Age Set by District Policy
Removed or
Expelled without
320 option to return 05 Expelled
Other Known
16 Reason
Suspended, did not
19 return

Enrolled in adult
educ or military, no Job Corps or
330 diploma* 07 Similar Program Job Corps, Youth Challenge

10 Military
18 | HisET (Pursuing) | Adult Ed.
23 Completed HISET

340 Unknown* 17 Unknown Reason MS & HS only
Four years or with
IEP allowing for

400 Graduated longer High Schools Only
Early Graduate
01 less than 7
semesters High Schools Only
02 Early Graduate - 7
semesters High Schools Only

04 | more than 4 year High Schools Only

500 Student died - oo
Student is

permanently
510 incapacitated

Rvsd
01/12/2016cm

Drop codes: those starting with 300/310/320/330/340 are used ONLY by Middle and High
Schools. If a student re-enrolls after having any of these codes - please update the exit
code to 295 Dropped out, subsequent re-enroll when the student returns to school

1
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Certificate of Immunizations: Form No. IZ HES101 (blue card) (Revised 7/2015)

STATE OF MONTANA— CHILD CARE FACILITY/SCHOOL
CERTIFICATE OF IMMUNIZATION
Complete immunization requirements and penalties for those who fail to meet the requirements are referenced in Section V.

This form is required for ALL persons attending school or child care. See the reverse side for information about EXEMPTIONS and
INSTRUCTIONS.

SECTION I PLEASE PRINT CLEARLY

Child/Student’s Name Birth Date Sex Primary Provider

Name of Parent/Guardian Address City Telephone
Home
Work

SECTION 11 IMMUNIZATION HISTORY

Valid only when filled out by School, Child Care or Medical Personnel (NOT to be filled out by the parent).
Required Vaccines Month, Day & Year of Each Dose
(CC= Child Care Requirement; SR=School Requirement) v - !
Diphtheria/Tetanus/Pertussis (DTaP)

Booster Dose Tdap required prior to 7™ grade entry

Haemophilus Influenzae Type B (Hib)

(Only children less than 5 years)
Measles/Mumps/Rubella (MMR)

or

Measles vaccine only

Mumps vaccine only
Rubella vaccine only

Polio (IPV or OPY)

Varicella (Chickenpox) [VZV or VAR]
O Check here if child has documentation of disease

ACIP* Recommended Vaccines Month, Day & Year of Each Dose
*Advisory Committee on Immunization Practices, 1 2 3 4 5
U.S. Centers for Discase Control and Prevention

Hepatitis A

Hepatitis B

Human Papillomavirus (HPV) - for adolescents

Influenza- recommended annually for all over 6 mos.
Meningococcal Conjugate Vaccine (MCV4) (Ages 11-12 & later)
Pneumococcal Conjugate vaccine (PCV)

Rotavirus
NOT A COMPLETE IMMUNIZATION RECORD- CONTACT YOUR PROVIDER OR PUBLIC HEALTH AGENCY FOR MORE INFORMATION

If filled out by health department or health care provider: If filled out by school or child care personnel:
To the best of my knowledge, this child has received the above 1 CERTIFY this information has been transferred from supportin;
immunizations. documentation as stated in the Ad ive Rules of M 4
Signed: Signed:
(Health Department/Health Care Provider) Date (School or Child Care Official and title) Date
Signed: Signed:
(Health Department/Health Care Provider) Date (School or Child Care Official and title) Date
Signed: Signed:
(Health Department/Health Care Provider) Date (School or Child Care Official and Title) Date
Signed: Signed:
(Health Department/Health Care Provider) Date (School or Child Care Official and Title) Date

FORM No. IZ HES101 (Revised 07/2015)

1
BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016 132



SECTION III INSTRUCTIONS

Health Department or Physician

dical 3
. For puion purposes, a phy
th d practity h

P , Urse p or phy
2. InSection II, please include vaccine doses with month, day and year for each administered dose. Immunization dates, as specified in the administrative rules, are necessary.
Please sign and date the form.
4 Ifﬂetmht-ﬂcﬂgnvmhuﬂt&.acwnmﬂlAncnhul’otmcmbﬂmd The physician or health d will d ine the date of each dose to be
i d and put the schedule on the Conditional Attendance form. He&snp\ﬂncmwnwdmfmldmmdtmdacmumbmlny
4.  Immunization forms can be obtained directly from the local health department or the Montana Immunization Program at www.immmunization.mt.gov.

is a person li d to practi di in any junsdiction of the U.S. or Canada. This does not include chiropractic or

School and Child Care Official
I Priorlonund-,allm)dcnandchldm&cllnymmmlnvcnﬂﬂl)dn quired & ions and d tion o b) have completed the appropriate
exemption or conditional da This i
2. Documentation must meet the criteria of the Administrative Rules of My This 1s limited to other school health ds and certain d from health
and physicians.

3. Transferring information from supporting documentation to this form must be done by a school or child care official. The school or child care official must then sign
mddxcthefum(%ccmnll)mdamchmcnmu documentation.

4. Conditional Attendance form, once comp hed to this d allows d so long as i 1 as scheduled

5. School Transfer Students.

There is no fer period allowed. Transfer students must provide ad d ion of i i PRlORlommdmgsdlool

a) Transferring In: Stud who fer into M fmmomofmnunha\tvhelr ded on this form (See number 2 above
regarding acceptable documentation.) Students must meet M
b) Transferring Out: lanemmfuanofymusdmLatopyomedmube i d for one year following the fer. The M law requi
schools to forward the onginal Certificate of Immunization to the school to which students transfer.
¢) Homeless Stud All homel dents must be i diately lled in a M schoollomtounplla\cemdnhcl\khmey-v:mom Students should
be assigned a liaison who can assist them in ob g either appropriate d ion of i or in ob g the req

Parent

L. M law i fi ion be ded on this d for p to attend M hools, preschools and child care facilities.

2. ONLY ulool.tlldnnndhnlttollkhkulu-plﬁnwbm School and child care officials need d ion from physicians or health departments as
descnbed by the Admini Rules of M ( Veted M Certificate of I : A signed I record card). Itis the parent’s
responsibility to provide these documents to the ubeolotdld care facility.

3. Rzlkhueu-pdclnd«ﬂdonlnmldammlybemedm d with the | 1 Law and Administrative rules. The Religious Exemption may be used
msehoolumnpmdnunbc 1gi pti forchlldmaﬂypphuloﬂacnwphnhsmﬂmtypeb(Hnb),mdnunbcruwwdunﬂly

4. hibits children from ding any M school or child care facility prior to g

S ll'youduld fers to another M school, a copy of this completed form will allow your child to enter that school. Ho“t\u,tha'lgmalCauﬁcueof
Immunization must be provided to the new school within 30 days of transfer in order for the child to attend.

SECTION IV EXEMPTIONS
Please refer to the form HES101A at
http://www.dphhs.mt.gov/publichealth/immunization/documents/NewMedicalExemptionForm08 132012.pdf
SECTION YV LEGAL REFERENCES
Montana Codes Annotated Administrative Rules of Montana
20-5-101 - 410: Montana Immunization Law 37.114.701-721: Immunization of K-12, Preschool and
52-2-735: Day Care Certification Post sccondary Schools

37.95.140: Day Care Center Inmumizations
Group Day Care Homes — Health
Family Day Care Homes — Health

If you have any questions about: 1) the use of this form; 2) obtaining copies of immunization forms, laws, or rules; or 3) whether or not a person meets attendance
q please your local health dep or the M Immunization Program, DPHHS, Cogswell Building, Helena, MT 59620. Phone (406)444-5580.

www.immunization.mt.gov

FORM No. IZ HES101 (Revised 07/2015)

1
BPS POWERSCHOOL ADMINISTRATOR TRAINING SUMMER 2016 133




Medical Exemption: Form No. IZ HES101A (Rev 7/2015)

Montana Department of Public Health and Human Services (DPHHS)
Communicable Disease Control and Prevention Bureau « Immunization Program

Medical Exemption Statement

Physician: Please mark the contraindications/precautions that apply to this patient, then sign and date the back of the form. The signed
Medical Exemption Statement verifying true contraindications/precautions is submitted to and accepted by schools, childcare

facilities, and other agencies that require proof of immunization. For medical exemptions for conditions not listed below, please note
the vaccine(s) that is contraindicated and a description of the medical condition in the space provided at the end of the form. The State

Medical Officer may request to review medical exemptions.
Attach a copy of the most current immunization record

Name of patient DOB

Name of parent/guardian

Address (patient/parent)

School/child care facility

For official use only:
D Check if reviewed by public health ~ Name/credentials of reviewer: Date of review:

Medical contraindications for immunizations are determined by the most recent General Recommendations of the Advisory Committee on
Immunization Practices (ACIP), U.S. Department of Health and Human Services, published in the Centers for Disease Control and Prevention’s
publication, the Morbidity and Mortality Weekly Report.

A contraindication is a condition in a recipient that increases the risk for a serious adverse reaction. A vaccine will not be administered when a
contraindication exists.

A precaution is a condition in a recipient that might increase the risk for a serious adverse reaction or that might compromise the ability of the vaccine
to produce immunity. Under normal conditions, vaccinations should be deferred when a precaution is present.

Contraindications and Precautions

Vaccine X

Hepatitis B Contraindications

(not currently o | « Serious allergic reaction (e.g., anaphylaxis) after a previous vaccine dose or vaccine component
required by Precautions

Administrative O [« Moderate or severe acute illness with or without fever

Rule of Montana

[ARM])

DTaP Contraindications

O | « Severe allergic reaction (e.g., anaphylaxis) after a previous dose or to a vaccine component

o | « Encephalopathy within 7 days after receiving previous dose of DTP or DTaP

Precautions

o | « Progressive neurologic disorder, including infantile spasms, uncontrolled

epilepsy, progressive encephalopathy; defer DTaP until neurological status

has clarified and stabilized

Fever >40.5°C (105°F) within 48 hours after vaccination with previous dose of DTP or DTaP

Guillain-Barre’ syndrome <6 weeks after a previous dose of tetanus toxoid-containing vaccine

Seizure <3 days after vaccination with previous dose of DTP or DTaP

Persistent, inconsolable crying lasting >3 hours within 48 hours after vaccination with previous

dose of DTP/ DTaP

« History of arthus-type hypersensitivity reactions after a previous dose of tetanus toxoid-
containing vaccine

O |« Moderate or severe acute illness with or without fever

IPV Contraindications

o | Severe allergic reaction (e.g., anaphylaxis) after a previous dose or to a vaccine component

Precautions

O | « Pregnancy

O | « Moderate or severe acute illness with or without fever

Form No. IZ HES101A (Rev 7/2015)
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Vaccine X

PCV Contraindications
(not currently required O | e Severe allergic reaction (e.g., anaphylaxis) after a previous dose (of PCV7, PCV13, or any diphtheria toxoid--contain
by ARM) vaccine) or to a component of a vaccine (PCV7, PCV13, or any diphtheria toxoid-containing vaccine)
Precautions
O | e Moderate or severe acute illness with or without fever
Hib Contraindications

O | e Severe allergic reaction (e.g., anaphylaxis) after a previous dose or to a vaccine component
O | e Age<6weeks

Precautions

0 | e Moderate or severe acute illness with or without fever

MMR Contraindications

o Severe allergic reaction (e.g., anaphylaxis) after a previous dose or to a vaccine component

* Known severe immunodeficiency (e.g., hematologic and solid tumors, chemotherapy, congenital immunodeficiency,
long-term immunosuppressive therapy, or patients with HIV infection who are severely immunocompromised )

e Pregnancy

Precautions

e Recent (<11 months) receipt of antibody-containing blood product (specific interval depends on the product)

* History of thrombocytopenia or thrombocytopenic purpura

e Need for wberculin skin testing

e Moderate or severe acute illness with or without fever

Varicella Contraindications

e Severe allergic reaction (e.g., anaphylaxis) after a previous dose or to a vaccine component

¢ Known severe immunodeficiency (e.g., hematologic and solid tumors, chemotherapy, congenital immunodeficiency,
long-term immunosuppressive therapy, or patients with HIV infection who are severely immunocompromised )

o | e Pregnancy

Precautions

o | e Recent (<11 months) receipt of antibody-containing blood products (interval depends on product)

o | ® Moderate or severe acute illness with or without fever

o oo

000D

0O0

For medical conditions not listed, please note the vaccine(s) that is contraindicated and a description of the condition

Instructions

Name of Student

Purpose: To provide Montana physicians with a mechanism to document
true medical exemptions to vaccinations
Date Exemption Ends

Preparation: 1. Complete patient information (name, DOB, address, and
school/childcare facility)
2. Check applicable vaccine(s) and exemption(s)
3. Complete date exemption ends and physician information
4. Attach a copy of the most current immunization record
5. Retain a copy for file

Completing physician’s name (please print)

Address 6. Return original to person requesting form
Reorder: Immunization Program
Phone 1400 Broadway, Room C-211
Helena, MT 59620
(406) 444-5580

http://www.dphhs mt. gov/publichealth/immunization/
Questions?  Call (406) 444-5580

Completing physician’s signature (only licensed

physicians may sign)
Montana Code Annotated Administrative Rules of Montana
20-5-101-410: Montana Immunization Law 37.114.701-721: Immunization of K-12, Preschool, and Post-secondary schools
52-2-735: Daycare certification 37.95.140: Daycare Center Immunizations, Group Daycare Homes, Family Day

Care Homes

MONTANA

Form No. IZ HES101A (Rev 72015)
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Religious Exemption: Form HES-113 (Rev 6/2015)

AFFIDAVIT OF EXEMPTION ON RELIGIOUS GROUNDS FROM MONTANA
SCHOOL IMMUNIZATION LAW AND RULES

Student's Full Name Birth Date Age Sex

School:

If student is under 18, name of parent, guardian, or other person responsible for student’s care and custody:

Street address and city:

Telephone:

I, the undersigned, swear or affirm that immunization against
(O Diphtheria, Pertussis, Tetanus (DTaP, DT, Tdap)  [] Polio

[0 Measles, Mumps and Rubella (MMR) (O varicella (chickenpox)

[0 Haemophilus Influenzae Type b (Hib)
1s contrary to my religious tenets and practices.

I also understand that:

(1) I am subject to the penalty for false swearing if I falsely claim a religious exemption for the above-named
student [i.e. a fine of up to $500, up to 6 months in jail, or both (Sec. 45-7-202, MCA)];

(2) In the event of an outbreak of one of the diseases listed above, the above-exempted student may be
excluded from school by the local health officer or the Department of Public Health and Human Services
until the student is no longer at risk for contracting or transmitting that disease; and

(3) A new affidavit of exemption for the above student must be signed, sworn to, and notarized yearly,
before the start of the school year and kept together with the State of Montana Certificate of
Immunization (HES-101) in the school’s records.

Signature of parent, guardian, or other person Date
responsible for the above student’s care and
custody; or of the student, if 18 or older.

Subscribed and sworn to before me this day of

>

Signature: Notary Public for the State of Montana

Print Name: Notary Public for the State of Montana

Residing in
My commission expires

HES-113 MONTANA

revied 06/ 2015 DPHHS
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MD Proof of Chickenpox — Varicella History Documentation: Form: DPHHS-115 (Rev
7/2015)

MONTANA
Varicella History Documentation np““s
Child Care And School Attendance

Child’s Name: Date of Birth:

To attend child care, preschool, or kindergarten through twelfth grade in Montana, children must have age
appropriate vaccination, proof of immunity to varicella disease through confirmation of history of disease,
or an exemption. The purpose of this form is to document immunity to varicella disease due to history of
disease in lieu of receiving the vaccine.

There are two ways to document immunity to varicella disease through confirmation of history of disease.

e Diagnosis or verification of a history of varicella disease (chickenpox) or herpes zoster (shingles) by
a healthcare provider (MD, DO, NP, PA)

e Laboratory evidence of immunity or laboratory confirmation of disease

I do hereby affirm that this child meets the criteria above and is protected against varicella
(chickenpox) disease.
Date child was diagnosed with varicella disease:
or

Date of confirmatory laboratory test:

Signature of Health Care Provider Date

Print Name

Clinic Name

Clinic Address

DPHHS — 115 (revised 7/2015)

________________________________________________________________________________________________________|
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Conditional Attendance — Montana Child Care and School Conditional Attendance Form:
Form HES 103 (Rev May 2012)

MONTANA CHILD CARE AND SCHOOL
CONDITIONAL ATTENDANCE FORM
MONTANA CHILD CARE AND SCHOOL IMMUNIZATION LAWS
Child Care Facility Rules, Revised Sept 1, 2006 (ARM 37.95.106 through 37.95.214)
Montana School Immunization Law (MCA 20-5-402 through 410)
School Immunization Rules, Revised July 1, 2005 (ARM 37.114.701 through 37.114.721)

L. This section to be filled out by child care or school official.

Child/Pupil Name: Date of Birth:

Parent/Guardian Name:

I certify the above named child/pupil has received at least one or more doses of the required vaccine(s) and legally is
eligible for conditional attendance at this time. Child/Pupil will remain in a conditional attendance status for each of the
required immunizations until they have completed the child care/ school immunization requirements and remain compliant
with the schedule listed below.

Signature (Child Care or School Official): Date:

IL. This section to be filled out by phvsician/health department official

Please enter the information related to the next vaccine dose(s) due, by vaccine type and date in the spaces below.

VACCINE TYPE(S) NEEDED DOSES DUE/EXCLUSION DATE
Example: MMR. Polio 12/20/12

I certify that I have established an immunization schedule for the required vaccine(s) for the above named child/pupil and the
schedule follows the minimum intervals set by ACIP (Advisory Committee on Immunizations Practices) to bring this child up-to-date
according to the child care or school requirements.

Signature (Physician/Health Dept Official): Date:

II1. This section to be signed by parent/guardian.

I understand that my child is allowed to attend child care or school on a conditional basis and agree to have my child
vaccinated, meeting the above deadlines. I also understand that due to Montana Law and Administrative Rule my child will not be
allowed to attend child care/school in Montana if I do not agree to this condition and provide the required documentation within the
required deadlines.

Signature (Parent/Guardian): Date:

A child/pupil may be allowed to conditionally attend a child care facility or school if he/she has:

1. Received one or more doses of each of the required vaccine(s) and
2. Will continue to receive the remaining doses on the schedule set above by the physician or health department in accordance
with the child care or school requirements.

The immunization schedule for completion of the required vaccinations is to be established by a physician or health department
documenting the type of vaccine(s) and the date(s) the next dose is due. This is to be documented on this form and on the
immunization record card. It is the parent/guardian’s responsibility to ensure each vaccine deadline is met and provide documented
proof to the child care facility or school.

If a child conditionally attending a child care facility or school fails to complete the immunization(s) within the time period indicated,
he/she will be immediately excluded from the child care facility or school.

HES 103 (Revised May 2012)
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INSTRUCTIONS

L. Child Care, Preschool, K-12 School:

I Prior to child care and school attendance, all children/pupils must have:
a) Documentation of the required immunizations, or
b) An appropriate exemption.
2. Request documentation of the child's/pupil’s immunization status.
3 Transfer the child’s/pupil’s immunization information to the State of Montana-Certificate of Immunization
(HES 101).
4. Return the child's/pupil’s immunization record to the parent/guardian. The HES 101 stays on file in the
child care facility/school.

5. Section I of this form (HES 103) needs to be completed by the child care or school official.

6. Have parent/guardian read and sign Section III of this form.

7 Give this form to the parent/guardian with instructions to have the immunization schedule established for
the missing vaccine dose(s) and signed by the physician/health department official.

8. When this form is completed it is to be returned to the child care or school by the parent/guardian. This form
is to be attached to the HES 101 and kept in the child's/pupil’s permanent record. The parent/guardian is to
be provided with a copy of this form (HES 103). Child care providers must submit a copy of this form
(HES 103) to the County Health Department.

9 The HES 101 needs to be updated as the vaccine dose(s) are given in compliance with the established
immunization schedule.

10. A child/pupil failing to complete the immunization(s) as scheduled:

a) Must qualify for and claim an exemption, or
b) Immediately be excluded by the child care director or school administrator/designee.

IL. Physician or Health Department:

I The physician/health department will establish the immunization schedule for the missing vaccine dose(s)
and enter the schedule in Section II on this form (HES 103). Vaccine type and date the dose(s) are due must
be noted on this form and on the Official Montana Immunization Record. Physician/health department will
follow ACIP recommended catch up schedule to bring a child up-to-date to meet the immunization
requirements in a child care or school setting. After the immunization schedule has been established and
signed by the physician/health department this form is to be returned to the child care facility/school by the
parent/guardian.

IIL. Parent or Guardian:

1. It is the parent/guardian's responsibility to provide documentation of the child's immunization status to the
child care facility/school.

2 If the parent/guardian does not have a personal copy of the Official Montana Immunization Card they
should contact the physician/health department to obtain one. It is the parent/guardian's responsibility to
permanently retain the child's/pupil’s immunization record card. This record card should be updated each
time the pupil receives an immunization and kept permanently to expedite child care/school entry.

3i After Section I of this form has been completed by the child care/school official, please read and sign
Section 111

4. Immunizations are available either from private physicians or public clinics. It is the parent/guardian’s
responsibility to contact the physician/health department for establishing the immunization schedule and/or
receive the missing immunization(s).

5 When Section II of this form has been completed and signed by the physician/health department it is to be
returned to the child care facility/school by the parent/guardian.

6. Obtain a copy of this completed form from the child care/school for ready reference and compliance with
the established immunization schedule.

7 Each time the child/pupil receives the required vaccine(s) the parent/guardian is to bring the signed/stamped
immunization record from the physician/health department to the child care facility/school for the record to
be updated.

8. It 1s important to comply with the established immunization schedule to avoid any interruption in child
care/school attendance, i.e., possible exclusion.

NOTE: Questions regarding the use of this form should be directed to the Local Health Department or the
Montana Immunization Program (406-444-5580).
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Vaccines Required for School Attendance Pre K-12
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Notice of Immunizations Needed — Sample letter
NOTICE OF IMMUNIZATIONS NEEDED

Date
Dear Parent or Guardian:

Vaccinations are important in the prevention oéatfous disease and may save your child’s liferduan
outbreak. Your child hasnattthe minimum immunization requirements for stho
entry.

Our records show that your child needsthe following immunization(s):

D DTap Dose Number 1 2 3 4 5
| Polio Dose Number 1 2 3 4

| MMR Dose Number 1 2

a Varicella Dose Number 1 2

D Tdap Booster Dose Number 1

*One dose of DTaP and one dose of Polio must bengafter the % birthday

According to state law, we cannot allow your child to attend school unless we receive evidence that the
above requirementsare met by this date:

YOU NEED TO DO ONE OF THE FOLLOWING IMMEDIATELY:

1. Take this form along with your child’s immunizatioecord to your medical provider or the local healt
department to get needed immunization(s). Therghreyour child’s updated immunization record.

2. If your copy of your child’s immunization recordesh he or she already received these immunizathmirsy
us the record so we can update our files. Youdthrecord must include a date for the immunizagion
circled above and the medical provider’'s signaturstamp.

3. If your child needs more than one dose of any @oeine; the series must be started by the datevizeid a
Conditional Attendance form must be completed. Yahild will be permitted to attend school on the
condition that they will receive still-needed dosestime, as scheduled on the conditional form.

Failure to receive the above vaccinations befogedtadline could result in your child being exchliffem
school in accordance with Administrative Rules ajrivhna, 37.114.701-721.

Thank you for your cooperation,

School Administrator
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School ID Numbers

School - alphabetical PS/state ID PowerSchool/State ID
Alkali Creek 1597 Senior 1250
Arrowhead 1585 ‘West 1251
Beartooth 1559 Broadwater 1255
Ben Steele Burlington 1256
Bench 1272 Highland 1260
Big Sky 1638 McKinley 1262
Bitterroot 1471 Miles 1263
Boulder 1307 Orchard 1265
Broadwater 1255 Poly Drive 1266
Burlington 1256 Rose Park 1268
Career Center 2100 ‘Washington 1270
Castle Rock 1631 Bench 1272
Central Heights 1308 Newman 1275
Eagle Chffs 1639 Boulder 1307
Highland 1260 Central Heights 1308
Lewis & Clark 1632 Meadowlark 1439
McKinley 1262 Bitterroot 1471
Meadowlark 1439 Ponderosa 1480
Medicine Crow 1851 Beartooth 1559
Miles 1263 Sandstone 1584
Newman 1275 Arrowhead 1585
Orchard 1265 Alkali Creek 1597
Poly Drive 1266 Skyview 1628
Ponderosa 1480 Castle Rock 1631
Riverside 1645 Lewis & Clark 1632
Rose Park 1268 Big Sky 1638
Sandstone 1584 Eagle Cliffs 1639
Senior 1250 Riverside 1645
Skyview 1628 _ | Will James 1646
Student Services 6200 Medicine Crow 1851
Washington 1270 Career Center 2100
West 1251 Student Services 6200
Will James 1646 Ben Steele

1
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School Calendar
2016-2017

BILLINGS PUBLIC SCHOOLS

2016-2017

APPROVED - 4/20/15

su/M|T|w|Th| F|sa| |su[M|T|w|[Th| F|sa sulM|T|w|Th| F|sa

1| 2]3]4]5]s 1|23 1
789 fw]11]12]13 2 BEEBRERER 2] 3[4]s5]6|¢]s
1415|1617 18] 19| 20| [11]|12]13]14]15[16]17 9 [10|11]12]13[14] 15
21 [P P PIGD| 26| 27] [18]19[M8] 21 [[E] 23] 24 16| 17| 18 [TE PP 22
28] 29| 30 31 25| 26| 27] 28] 29[ 30] 1 23] 24| 25] 26| 27 [28]] 29

Su

4 15| 6|7

2nd Sem =91 days

22| 23[ 24|25 26| 27| 28

29| 30 31 9 [11

1st Sem = 89 days @ 20
sulM|[T|[w|Th| F|sa| [sulM|T|w/|Th| F|sa su/M|T|w|Th| F|sa
1] 2[3]4 1] 2|4 4 1
s 6] 7] s E N1t 56| 7] 8] 9]10]11 2P| 455|678
12 [l 14| 15]16[ 17 18 1213141516 17] 18 9 | 10|11 E 15
192021 22] 23] 24 25 19| 20| 2122 23[[za] 25 16! 18] 19| 20 22
26| 27| 28 26 | 27 28| 29 30] 31 23] 24| 25|26 27| 28] 29

18 30 18

Graduation Dates

Skyview - 10:00 - May 28
Senior - 2:00 - May 28
West - 6:00 - May 28

F

Billings

PUBLIC=SEHOOLS

First and Last Day of School

August 25, June 2

Early Release - All Students June 2
E Elementary Early Outs Sept. 22, Oct. 19, Now. 22, Feb. 9, Apr. 12,
MS Niddle Schoul Early Outs Sept. 20, Dec. 8 -9
P PIR Days Aug, 22 - 24, Oct. 20-21, Jan. 16, Apr. 3
T Llementary Parent Teacher Conf. Nov. 2,3, 4

End uf Quarter

Oct. 28, Jan. 13, Mar. 24, June 2

Vacation or Ioliday

Sept. 5, Now. 23-25, Dice. 23, 24-30, Jan 2, Feb. 10 & 13, Apr. 13-
14, 17, May 5, May 29 {Total = 18 days)

Six-Week Grading

Oct. 7, Now. 22, Jan. 13, Mar. 3, Apr, 21, June 2

IIigh School Early Outs

Jan. 12 - 13, Junc 1 -2
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2017-2018

Billings Public Schools APPROVED - 4/20/1:
2017 - 2018

[ aueust2017 | [ ocroser2017 |
Sul|M| T|W|Th| F|[sa SulM| T|W|[Th| F|sa Su/M|T|W|Th| F|sa
12]3]4]s 1] 2 1] 2|3[4]5 |7
6| 7|8 9|10]11]12 3 BHEBREEBEE 8| 9 |10]11]12]13]14
13[14]15[16]17] 18] 19 101112 13[14] 15[ 16 15(16|17[E[ P[P 21
200 PP | P|Q29 25]26 17| 18|Ms | 20| E | 22] 23 22| 23] 24| 25|26 [27] 28

2627]128|29]| 30 24 30 2829|3031

19 31 16 8 12
1st Sem = 89 days 20
[ FeBRUARY2018 | [ March201s |
SUuM|[T|W|Th| F [Sa SulM| T|W|Th| F |Sa SuyM[T|W|[Th| F | Sa
1(2]3 1< 3 1 314|567
45|67 EN 10 41567 9 |10 g8 [ P[10]11]12]13]14
11 [l 13]14] 15 16[17 1112 13]14] 15[ 16] 17 15[ 16[17] 18] 19]de | 21
18] 19]20]21[22] 23] 24 18] 19]20] 21 223] 24 22[ 23] 24] 25|26 27] 28
25[26]27] 28 25[26]27] E 31 29[ 30
18

2nd Sem =91 days

First and Last Day of School Aug. 24, June ]
Q Larly Release - All Students June 1
E Elementary Early Release Sept. 21, Oct. 18, Nowv. 21, Feb. 3, Mar. 28
MS Middle School Farly Relfease Sepl. 19, Dee. 7, 8
P PIR Days Aug. 21 -23, Oct. 19 - 20, Jan. 15, Apr. 9
B 1 | | - T Elementary Parent Teacher Cont. Nov. 1-3
I I n g S End of Quarter Oct. 27, Jan. 12, Mar. 23, Jun. 1
PUBLIC.SCHOOLS Vacation or Huliday A B \ing 5, oy T 15 dagy
Six-week Grading Periods Oct. 6, Nov. 21, Jan. 12, Mar. 2, Apr. 20, June 1
11igh School Early Release Jan. 11, 12, May 31, June 1
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AbSENCE COES ..oovuriiieiiiiiee et 126
account preferences.......ccccveeeeciieeecciiee e 10
Attendance
Absence COdES .....cvuvrririirieiiiiiee et 126
Absence CoUNt......ccveeeecieee e 57
Attendance Change — group of students............ 30
Consecutive AbSENCES.......ccccvveeeeeeeveciiiieeeee e, 57
Daily Report with Comments .......cccccceeeennrneeennn. 58
Dashboard .....cccceeeecciiiieeee e, 53
Date Range for 1 Student ........cccccveeeeeeiicinnnneennn. 59
Enter Attendance for a Class......ccccceeeeeeennvnneennn. 55
Entering Student Attendance.......cccccceeeuunvnneennn. 54
Excessive AbSENCES........ceveeeieecciiiieeee e, 59
Incentive Day Export/ Report HS only................. 61
Managing Student Attendance ..........cccuvvneeeeen. 52
Perfect Attendance.........cccceeevciveeiiiiiee e 60
REPOIS oo, 56
School Count for Year......cccoceveeeeciveeeeciiee e, 58
Teacher Attendance Submission..........ccccueenne. 53
Auto call SyStem ....coeeviiiieecee e 41
Bulletin
Formatting.......oooeeeveieeeii, 123
New Bulletin Item.......cccoccveeeiiciieieieee e, 125
Calendars
School Calendar 2016-17.......ccccccevveeeecrveeeennen. 143
School Calendar 2017-18.......ccccceeeeecvvvveeeeeeenn. 144
Class ROSLEN ......uuviiiiieeee ettt 51
Contact Page (Student).......cccceeeeccrieeeeciieeeeecieeeeene 41
Current Grade Display ......ccccveeeeeeiicciiieeeee e 82
Discipline
Incident Management ........ccoeccciveeeeeeeecccnvneeennn. 94
Incident REPOrtS ....ccccvvveeeeieeiccirieeee e, 100
LogENtry. oo, 92
Log Entry Report....ccooveeeeieeeei, 94
Should | use Log Entry or Incident...................... 91
District of Residence.......cccceeeecvveeeeciieeeeciee e, 38
End of Term
Curent Grade Display......cccccccveeivcvieeeeciieeeeenen, 82
Grade Calculate Honor Roll .........cccceeeeiieeeennnen. 80
Grade Verification Sheet ........cccoceveeeiiiieeeennen. 76
Gradebook Verification Report ........cccccuveeeenneen. 77
Permanently Store Grades .........cccocevveeeeeiveennnns 78
Print Report Cards ......cccccovveeeeiiieeecciiee e 81
Quick Lookup Display .....cccceecuveeeecvieeeeiiieeeeenen, 82
Stored Grades Report.......cccovveeeeeiivccciiiieeeeeeen, 82
Enrolling Students
District of Residence........cccccceeveviiiiiiinnnnnnnnn. 38, 39
Entry Codes...uuumiimiiiiiiiieeeee e, 128
New to district.....cccccviieeeeeiiicceeeee e, 37

Pre-Registering students .........cccevveeeevvveeeennen, 42
Returning to school or district.........ccccccuveeenneee. 36
Entry Codes (Enrollment)......ccccceeevveeincieeeecnnnnn. 128
Exiting Students
After Course Requests have been made............ 64
End of Year Exits & Maintenance ........cc............ 44
EXit COAES woviiiieieee et 129
o (] D - | =TSP 43
HS transfers at semester ......ccccceveecivieeeeeeeeenns 44
Releasing a student to another schooal.............. 44
Transfer in district........ooocciiieeeiiiiceeee e, 43
FOrm Letters ...ooviiiiieeiiicceeiiee e 47
Getting Started
N L] o U URUR 23
Browse for students..........ccccceeeeeiecciinieeeee e, 12
Inactive Students ........cccveeeeciieeecciiee e 17
Logging into PowerSchool Administrator............. 9
Search Advanced ........cccccovveeiiiiiee e 15
Search Commands......c.cccoveeeieiieeeiiieee e 14
Search Compound ......cccoccveeiiiiiie e 14
Search for students........ccoceeviiviieicciiee e, 12
STart Page..ccoie e 11
Stored Searches.......cccceecvveeiiciiee e 17
Student Screen Pages .....cccceeevceveeeeeciieeeeeieee e 19
Historical Grades
Detailed VIEW.......uueeeeeeicciieeeeee et 83
Manually Entering Grades .........ccccccvvieeeeeeeeennns 84
Multiple New ENtry.......ccccoeeeeeeeiicciiiieeee e 85
NOrmMal VIeW ......uvvveeeeeieciiieee e ee e 83
Previous School Name View .........ccccoveeeeeeeennns 83
Single New Entry.....cccooveeeeiiiiicceeee e, 84
[ o 0TI 0o T o SRS 73
Honor ROl e, 80
Immunizations
Certificate of Immunizations Form 1Z HES101. 132
Compliance Report (Old) ....ccooevveeeiiiiieeeiiiieeens 90
Conditional Enrollment Form HES 103 ............ 138
DPHHS GUIdIINES....vevvvieiieeiiieciieeniee e 140
o 0L YOO PP PPPPPPPPPPRS 87
Exemption Descriptions............eeevvevevevveeveeneennnns 86
Exemption ENtry ......eevveveiviviiiiiiiiiiieiieeeeeeeeeneennnns 87
Medical Exeption Form No. IZ HES101A.......... 134
Notice of Immunizations Needed — Sample letter
..................................................................... 141
Out of Compliance Entry .......ccccovvveveeeeeeccnninen, 88
Proof Of Chickenpox Form DPHHS 115 ........... 137
Religious Exemption Fomr HES-113 ................ 136
Report Shot Status & State Report.................... 89

State Immunization Forms (URLS) .........ccueeee.e. 91



State of MT Requirments .......ccccceeevecvivieeeeeeenn. 86

Inactive Students.......ccccceeeeiiiciiieeee e, 17
List StUeNtS .eeeeeeeeeiiieeee e 31
Lockers
End of Year Process .....ccccceeevvcvvvieeeeeceeecireeeen. 122
Management .......cccceeviiiiiii, 120
SETUP ittt e 119
Mailing Labels......cccccvveeieiiiiieciee e, 45
Next School Indicator ......ccceeeeciieeeecieeeecee e, 62

Parent/Student Access
Add or Remove Student from Parent Account.107

Edit Parent ACCOUNt.....cevveiiiiiiiriieeeeeceeeirreeene. 106
Email Preferences (edit) ......cccovvvveveeeieeennnnnnnnnn. 107
Managing ACCESS ..coeevvvieieiiiiieieieeeeeeeeeeeeeee e, 102
V] o1 LI Y o] o 1 108
PS Administrator ACCesS........ccceeveviiiiiiiiiieennnn. 105
Reset Password.......cccccoceeeiiiiiiiiiiiieee, 107
) =4 0 1 N 102
Unlock Parent Account.........cccoeeeeeiiiiiininnnnnnnnn. 107
What Parents/Students can see.......cceeevuueeene... 103
Perfect Attendance........ccccoceviiiiiiiii, 60
QUICK EXPOTt ...eeeeiiiieieec ettt e e e 34
Quick LOOKUP PABE ..oveeeeeeiiiieieee e ecrteeee e 18
Quick Lookup Preferences......ccccceeccuvvieeeeeeeeeccnnns 82
Report
Attendance CoUNt ....eeeeeeevieciiieeeeeeeeeciieeeee e 57
Consecutive ADSENCES .....cccvvveeeeeeeeeeirieeeeeeeeenn, 57
REPOIt Cards.......ceeeccvieeeeiiiee e e 81
Reports
F N =] o 1 RO PUTN 25
ALEENAANCE oot 56
Attendance One Day All Students...................... 58
Attendance Perfect Attendance........ccccveeveeenn. 60
Attendance School count for year...................... 58
Attendance Students with Excessive Absences..59
Discipline Incidents........ccccooveeciiieeeeeieeccireeeen. 100
Discipline LOg ENtry .....ceeveeeeeecciiiiieeee e, 94
Gradebook Verification - End of Term................ 77
Immunization Report (Old)......ccceeeeevveeiecineeennes 90
Immunization Shot Status .........ccceeeeeeieiieennnnnnnn. 89
Immunization State Report............ccccevvvvnnennnn. 90
Incentive Day Report- HSonly.....ccccoeevennnineenen. 61
Stored Grades vs Gradebook..........cccccevvveveveeennens 82
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Scheduling (Enrolling) in Classes

At another school .........ccovcviiiiiciiieiec e, 75

Middle & High School students ..........ccccc......... 74
Scheduling (Enrolling) inClasses

Elementary SE & RESOUICe ......cccevcuvrrieeeeeeeeenns 73
Scheduling (Enrolling) in Classes

Elementary students........ccccccveeeeiiieeeeciiee e, 72
Scheduling Classes

Mass Enroll Group of students into a class ....... 33
Scheduling Elementary

4-5 ClasSeS...cuiieeiniienieeniee ettt 66

Adding a new section.........ccceeeeiveeeeiciieeencineenn, 70

Class SetUP K-5....ccceiiiieiiiiieeieciiee e 66

Dependent SEcCtions.........ccccccvueeeeecveeeescveeeennnnn, 71

K-3 ClasSeS...uuiiriiiiiiiiiie ettt 66

Music, Art, Health PE.........cevvvvvvevvieveveveeereeeeennnns 67

Preparing courses for the new school year....... 67
Scheduling Elemntary

Resource Room, Read 180, Math 180............... 68
Scheduling Setup

Next School Indicator ......cceecvveevviiieeiiiiee e, 62

Next School Indicator-Student moves............... 64
School ID NUMDbErs .....coovciiviiriieieeee e 142
Storing Grades

All StUAENTS ..veiiviiieeeeee e 78

Grade [eVel....uovveenciiiieciceee e 80

ONe SECLION....ciiiiiiiiiieeeeee e 79

One student.....coccuvevcieeiiieeiie e 79

Students leaving before end of term................. 80
Student Contacts .....ceevveerieiirieeniecee e 41
Student Field Value.......cccoocvevivieiniiinnieiniee e 35
Tuition

Guidelines/Reference information ........ccuuee..... 39

Marking DOR.......ccuvveeeiiiee et 38
Working with Groups of Students

Assigning IDs & Passwords .........cccccvvvveeeeeeenennns 30

Attendance change.......cccoocceeeeieeecciiieeeee e, 30

(01 F 1 00 1 1 =T U 51

(C] o8] o JN U1 T o o -3 26

List StUDENtS ..eevvviiieeiiiee e 31

Mass Enroll in classes .....ccccecvveeervieeeinniienennnnen, 33

QUICK EXPOTt woveeeeeeecciiieeee et 34

Student Field Value........ccooveeivciieiiiiiieec e 35
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