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• This is the way WE use PowerSchool in my district. 

• It does not necessarily represent right or wrong.

• PowerSchool is a flexible tool allowing each district 
to customize and use in ways that works in each 
district.

• All names/data in screenshots are fictitious

DISCLAIMER
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Navigation – Home Page



Personalize



Personalize



Personalize – Default Login Screen



Personalize – Initial Student Screen



Personalize – Smart Search

Student 

Field 

Staff

Stored Search

Student (inactive)



Personalize – Smart Search

Use mouse 
or up/down 
arrow keys 
to select.



Searching Tips

Hidden tips
Sample Searches
Stored Searches

Search Parents/Guardians



Secret Hidden Searching Tips



Searching Tips



Searching Tips

• The general format is:

[field name] [comparator] [search argument]

• Use Forward Slash / to include students/staff who 

are not active.

• Use Semi colon to combine multiple searches



Searching Example….

0 Currently Enrolled (Active)

-1 Pre-Enrolled

2 Transferred Out

3 Graduated

Enroll_Status=



Combining Searches ;

Grade_Level=3;Gender=M

*birthday=today;Grade_Level>=4;Grade_Level<=6



Searching within a Search w/ &

Who is that student who’s mother came in 
yesterday?  I remember she was from 
Sunnyville and her name was Anne or Anna or 
Anna something.

Search 1 - City contains Sunny
Search 2 - &Mother contains Ann



Searching within a Search w/ +

Are you ever asked to locate students that are 
in two categories?  Example: Can I have a list 
of the Varsity Boys Football players and the 
Varsity Girls Basketball players?

Search 1 - Boys_FootballV=1  (I get 42 students)

Search 2 - +Girls_BasketballV=1 (I now get 63 on my list)

How has this changed with the introduction of PowerSearch?



Fields and Data Access Tags

• Fields List contains the fields in the Student Table 

• Data Access Tags are special search functions that will 
pull data from other tables for use in Form Letters, 
Mailing Labels, Object Reports, Report Cards. Some 
DAT’s can also function in DDE searches, Quick Exports, 
Reports or List Students. 



Fields and Special Search Codes

• *number_of_classes<1

• *not_enrolled_in_Period<8

• balance1<0

• *birthday>=1/1;*birthday<=1/31



Scheduling Search Command Samples

• How to search students not enrolled in a period: 
*not_enrolled_in_period=2 

• How to search students enrolled in a course number: 
*enrolled_in=9300 

• How to search students enrolled in a course and 
section: *enrolled_in=9300.5 

• How to search students not enrolled in a course 
number: *not_enrolled_in=9300



More Scheduling Search Samples

• How to search students who have completed a course 
number: *has_completed_course=9300 

• How to search students who have not completed a 
course number: *has_not_completed=9300 

• *hours_requested 

• *number_of_classes 



Are you frequently performing the SAME 
searches over and over again?



Stored Searches (Saving the criteria of the 
search)



Stored Searches



Stored Searches

Click Run 
Search to 
Perform 

Saved Search



1. Click NEW

2. Give it a name

3. Enter the search criteria/instructions

4. Stored Searches are not user specific but 
rather shared across the district/server

Creating a New Stored Search



New Stored Search Sample



Stored Selection
(Saving the results (list) of the query)



Stored Selection

• Snapshot in time – they don’t update

-Search for students
✦ From group function – select “Save Stored Selection”
✦ Title your selection
✦ Save

-Stored Selections are user specific 



This searches by 
parent name based 
on the logon names 
that parents have 
entered when setting 
up their single sign-
on account.

*NOT the guardian 
name entered by 
PowerSchool Admin*

Search Parents/Guardians



Parent Access Account



Parent Access Account - Add Student



Parent Access Account - Add Student



Attendance



Attendance

• Attendance Codes

• Entering Attendance

• Mass Attendance Changes

• Attendance for Subs



Attendance Codes – Setup By School



Attendance Codes

Each code is 
customized for 
ability for 
teachers to 
assign, count 
towards ADA, 
and whether it is 
a present or 
absent code.

Order of 
appearance is 
controlled by the 
sort order.



Enter Attendance

Use “Set All” to assign for 
all periods.



Attendance – Mass Changes
For Field Trips, Testing, Etc.

1. Select group of students to change

2. Select Attendance Change group function

3. Select the period/day 

4. Select the code you are changing it to



Attendance – Mass Changes
For Field Trips, Testing, Etc. Step 

1



Attendance – Mass Changes
For Field Trips, Testing, Etc. Step 

2



Attendance – Mass Changes
For Field Trips, Testing, Etc. Step 

3



Attendance – Mass Changes
For Field Trips, Testing, Etc. Step 

4

Select 
Period/Day

Select 
Attendanc
e Code to 
Change



Attendance for Subs



Attendance for Subs



Attendance for Subs



Attendance for Subs



But I don’t have a computer for Subs to take 
attendance.  Now what?



But I don’t have a computer for Subs to take 
attendance.  Now what?

Use the Old Fashioned 
Method……Paper Roster



Attendance for Subs



Attendance for Subs- Class Roster



Class Roster Keep paper copy on file.



Enter Attendance On Behalf of a Teacher



Attendance Reports
and Searches



Attendance Reports



Teacher Attendance Submission Status

*Doesn’t work well for block scheduling.  Looks for attendance taken in 
all periods regardless of what periods are scheduled this day.  



PowerTeacher Attendance



PowerTeacher Attendance 



Absentee Report

Select Absent codes 
here by holding 

down control key



Reports – Absentee Report 
Sample w/Tardy Code

With verification lines



Reports – Absentee Report 
Sample w/Absences

Without 
verification 

lines



Weekly Attendance Summary



Weekly Attendance Summary - Meeting
Report: Weekly Meeting Attendance





Weekly Attendance Summary Daily



Attendance Count



Attendance Count –> Tardy Letter



Attendance Count–> Tardy Letter



Search by Grades/Attendance



Search by Grades/Attendance



Attendance Count



Consecutive Absences Report



Consecutive Absences



Scheduling



Scheduling



Scheduling – One student

• Modify Schedule

- Quick Enroll
✦Need to know course and section number

- Search Available Classes
✦ Provides class sizes and seats available

✦ *** Be cautious of term and enrollment dates



Scheduling – Group of Students



Scheduling – Group of Students



Reports



Reports



ADA/ADM – Avg. Daily Attendance / Avg. 
Daily Membership



ADA/ADM



ADA/ADM Results



Enrollment Summary by Date



Enrollment Summary by Date

• Can be run through System Reports or from Enrollment Summary



Daily Bulletin



Daily Bulletin



Daily Bulletin



Daily Bulletin



Daily Bulletin

Who’s your target audience?



Daily Bulletin



Daily Bulletin



Daily Bulletin



Daily Bulletin (to view your work)



Daily Bulletin



Log Entries
and

Incident Management



Log Entries



Log Entries



Log Entries



Log Entries – Discipline Alerts



Log Entries – Additional types

- Attendance letters

- Counseling Office Visits 

- Changes in Demographics

Subtypes:
Special Education: In School Suspension
Special Education: Out of School Suspension



Incident Management



PowerLunch



PowerLunch



PowerLunch



Lunch Status

• Free/Reduced Lunch status is located on the student 
“Lunch” screen



Exporting Information



Exporting
Information



Why Export Data ?

• List of Title One students for Admin Report

• Phone number of basketball students for coach

• Password list to enter into new software

• GPA list for Athletics ^(*gpa method="Q1")

• Spreadsheet view of data

• Fix data to re-import



Quick Exports

Student_Number
Last_Name
First_Name
Grade_Level
^(*gpa method="Q1")

Enter all fields for export here.

TIP: Always include Student_Number!

Click here for 
field list pop up.



Quick Exports TIP:  
Use the filter to easily find
the field you want.



Opening Quick Exports



Quick Export Data



Why Use Export Templates?

• Export same data over and over again

• Quick export field list remembers only last exported list

• Quicker than quick export

• Easy as Pie!



Export Templates



Sample Templates for Exporting



Creating Template for Exporting
Name your template



Creating Template for Exporting
Click on number of columns listed to add fields to the 

export template or edit existing fields.



Creating Template for Exporting



Creating Template for Exporting

Keep adding 
fields by 
clicking the 
New button.



Search Tags in Exports

Example:  *credit_hours



Export Using Template

Choose the type here

Most often it will be 
STUDENTS



Export Using Template

1. Choose which Export Template you want

2. Select for which records



Easy as Pie Export Templates!



Export – List Students

• Can add up to 10 fields

• Direct export into Excel



Daily Inquiries



Daily Inquiries



Daily Inquiries – 
I lost my password to PowerSchool

If you use Parent 
Single Sign-On 
(SSO) then this is 
not the parent 
password.



Password Change - Parents

Search for parent account



Password change - Parents

You can define your 
district password rules 
under System Setup > 
Security > Password 
Rules Management



Daily Inquiries – 
I lost my password to PowerSchool



Daily Inquiries – Was my child in school?
Parent Portal- once a parent has access they can 
answer some of these questions themselves !



Daily Inquiries – 
How much do I owe?



Daily Inquiries – Teacher Email ?

Teacher 
photo here 
if loaded.

Direct Email Link



Daily Inquiries – Missing Assignments?



Don’t Be Taken By Surprise



Net Access

Would you like some direction to help guide your 
conversations on the phone with parents?



Net Access



PowerSource

Getting help from PowerSource

https://support.powerschool.com/

https://support.powerschool.com
https://support.powerschool.com


PowerSource



http://tech.groups.yahoo.com/group/PSUG/

http://tech.groups.yahoo.com/group/PSUG/
http://tech.groups.yahoo.com/group/PSUG/


What did we learn?

• Navigation & Personalization

• Searching

• Attendance

• Scheduling

• Reports

• Daily Bulletin

• Log Entries

• PowerLunch

• Exporting Information

• Daily Inquiries




