
How to Find and Send Attendance Notices to Parents 

 

- Click on MBA Attendance Monitor 
- Click Process Attendance Rules 
- Complete the Attendance Rules Parameters for the report you are running. Click Process 

 
- You will get the following screen.  Now you can sort students.  Uncheck the box if you do 

not want the family to receive a report.  Under Mark as Notified and Print, pull down to 
make Current Selection.  

 
Return to the PowerSchool start page, click on MBA Report Creator, Click on Run Reports, 
pull down the report you want, Click Generate reports, Click Archive Reports.  Make sure  
The report is available for parents and that Request Digital Signature has been chosen.  
Once you hit Confirm, the letters will be sent to the parent’s Parent Portal. 

 
-Now back to the PowerSchool start page.  Your students will still be selected, now just 
click on Message Sender and send these chosen parents an email letting them know that 
an attendance notification has been sent to their Portal. 
 
-Done 


