
How to Take Attendance in PowerSchool SIS 

 

1.​ Access the Single Day Attendance Icon 

Locate the "Take Attendance" icon, which resembles a person at a podium, within the navigation bar under 
"Take Attendance". 

 

 

2.​ Choose the appropriate attendance code from the dropdown, then click on each student's box where 
the code applies. Leave the box blank if the student is present. Once finished, submit the page. 
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3.​ Add Comments 

Click the bubble icon next to a student’s name if you wish to leave a comment. The bubble will change 
from gray to blue once a comment is added. 
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4.​ Submit the Attendance 

After entering the attendance, submit the page. Even if all students are present (boxes left blank), 
submission is required to record the attendance. 
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5.​Verify Attendance Completion 

Once attendance is submitted, a green checkmark will appear in the attendance status 
column, confirming completion. 

 

 
 
 
 
 
 

 


