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Introduction

Use PowerSchool Help to learn the PowerSchool Student Information System (SIS) and to serve as a
reference for your daily work. However, before you can begin using PowerSchool, the PowerSchool
administrator at your school must set up the system and import the data from your previous
system. Once those steps are complete, you can start using PowerSchool. Use PowerSchool Help to
assist you in navigating in PowerSchool.

PowerSchool Help is updated as PowerSchool is updated. Not all versions of PowerSchool Help are
available in a printable guide. For the most up-to-date information, click Help on any page in
PowerSchool.

There are user guides available that include the same information as PowerSchool Help for each
major release of PowerSchool. These user guides include instructions for certain user roles, though
these roles will vary depending on your school or district's circumstances. For the most recent
version of the printable guides, visit the PowerSchool Customer Support web site at
https://lwww.powerschool.com/support/documentation/userguides/. This URL is case-
sensitive.

Note: You need a username and password to view anything on the PowerSchool Customer Support
web site. Contact your PowerSchool administrator for access.

You are encouraged to read each section of the help that pertains to you. While the introductory
sections build a foundation of knowledge that you will use every time you log on to PowerSchool,
the remaining sections are independent of each other and can be read in any order. However, if
you have never used PowerSchool before, it will be most helpful if you start with the section
"Introduction to PowerSchool." Whenever you read this guide, keep the following points in
mind:

* The actions you can perform in PowerSchool depend on your job responsibilities and
subsequently on your level of access to PowerSchool. Some users only have viewing rights
to some pages. Others can view or edit any page. Still other users can view or edit any page,
and create new ones as well. Finally, some pages are view-only for everyone. This guide
outlines viewing, editing, and creating options for most pages. Depending on your needs
and your level of access, only certain options will be applicable and available to you. If you
find that your work requires a greater level of access, contact the system administrator at
your school.

* Almost all of the activities described in this guide begin by selecting the appropriate
student or group; thus, it is imperative that you understand how to search for and select a
student. For detailed instructions on how to do this, refer to the section "Search and
Select."

* The school and student records used in this guide differ from those displayed on your page
as you work. You will work with real data based on student records at your school. The
graphics in this guide are only examples.

* In PowerSchool, different pages provide some of the same information because you view
the same data from a different place each time. If you add, change, or delete data on one
page, it will be added, changed, or deleted on other pages that contain the same field(s) of
data.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 14
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* The reporting features described in this guide are some of the most important you will use
in the system. A PowerSchool report is a statement of student or staff records that is
produced for viewing or printing and can include information text in addition to the report
listings. PowerSchool reports include report cards, lists of class schedules, lunch balance
sheets, mailing labels, lists of current staff members, and attendance records.

* Use PowerSchool to create numerous types of reports that pull selected data quickly and
easily. Select from a list of pre-configured reports that have preset parameters or create a
custom report to include parameters needed for a specific task. You should read the
sections "Custom Reports" and "Pre-Configured Reports" before creating a report.

Legend

This guide uses the > symbol to move down a menu path. Thus, if instructed to Click File >
New > Window, begin by clicking the File menu. Then, click New and Window. The option
noted after the > symbol will always be on the menu that results from your previous
selection.

* Itis easy to identify notes because they are indented and prefaced by the text Notes:.

Audience
This document is intended for school system administrators.

Note: For district system administration, see the District System Administrator User Guide.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 15
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Security

Everyone who uses PowerSchool, PowerGrade, and PowerSchool Teacher must have a username
and confidential password. Users can belong to user groups to make page permissions easier to
manage. In addition, you can restrict access to PowerSchool by specific IP addresses to further
promote security.

For more information on PowerSchool security, see the following sections:
* "Security Permissions"
* "Substitute Login Settings"
* '"Login Attempts Restrictions"

e "IP Address Restrictions"

Security Permissions

In PowerSchool, system users are considered staff members. Add new staff members and assign
permissions to them, if necessary. You can assign permissions by user group or set permissions at
the page level.

Those using PowerSchool Teacher will need appropriate security permissions. Not every staff
member needs security permissions to PowerSchool. For example, maintenance workers must be
set up as staff members before you can enter their contact information. However, all PowerSchool
system users, including attendance clerks and teachers, must be set up as staff members before you
can assign security permissions.

How to Add a New User
Set up new system users by enrolling new staff members.
1. On the start page, click Staff.
2. On the Search Staff page, click New Staff Entry. The New Staff Member page appears.

Security © 2004 Apple Computer, Inc. All rights reserved. 16
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New Staft Member

Name (Last, First
M

Email Address
Title

Gender
Elhnicily

([
Homeroom
Schonl

Lunch 1D

Home Phone #
School Phone #
Etreat

City, Btate, fip
B8N

DoB

Statt Status

' Required

[Holiand [Robert

[tholland@school. edu

[Instructor

Male =

Caucasian (C)

15243

[123 Maint Street

[Amytown
555-55.5R55

974

[ Teacher

*)

[c7

00000

f submit ¥

3. Use the following table to enter information in the fields:

Field Description

Name Enter the user's last, first, and middle name.

Email Address Enter the user's email address.

Title Enter the user's user role or professional title.

Gender Choose Male or Female from the pop-up menu.

Ethnicity Choose the user's ethnicity from the pop-up menu.

ID Enter the user's identification number. This is a required field.
Homeroom Enter the user's homeroom number.

School The selected school appears.

Lunch ID The user's PowerlLunch identification number appears.

Security
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Field

Description

Home Phone #

The user's home telephone number appears.

School Phone #

The user's school telephone number appears.

Street

The user's address appears.

City, State, Zip

The user's city, state abbreviation, and postal code appear.

SSN The user's Social Security number appears.
DOB The user's birth date appears.
Staff Status Choose the user's status from the pop-up menu. It is
recommended that a status be assigned to each staff member.
This makes searching for and selecting staff members more
efficient.
4. Click Submit.

5. On the Staff page, assign permissions to the new user. For instructions and more
information, see the section "How to Edit Security Permissions."

How to Edit Security Permissions

Edit the permissions of staff members and PowerSchool users.

1. On the start page, click Staff.

2. On the Search Staff page, search for and select a staff member.

Note: For more information on selecting staff members, see the section "Select Staff."

3. On the Staff page, click Security Settings. The Security Settings page appears.

Security
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Security Settings - Holland, Robert 15243

Label Value

Admin Login ID Irhulland
Admin Password E.....

May switch to:
: Graduated Students
E ‘Washington Elementary
@ Jefferson Elementary
E Cherry Hill Middle School
@ &pple Grove High School § Default)

__ Taylor Middle School
E District Office

Group [ Teacher {13) =

IP Addresses [1.1.1.1

Log in to administrative

portion of PowerSchool?

Lunch 1D 4499

PowerGrade Connectivity

Key Emﬂnkﬁ‘:‘ (at least 5 characters)
Restrict Admin login t —

th?s:::imesr:mn et [ No restriction ¢] ta [ v
Status [ Current e ]

Teacher Login ID rhalland
Teacher Password E’FTST"’”""“""”"’

Leawe the |P Addresses field blank to allow user to log on from any 1P address allowed for the
server. Enter an |P address to allow this user to log ononly fram a computer with that [P address.
More than one |P address may be entered. Multiple |P addresses must be comma-separated  , .
This IP address restriction applies to browser access, not to PowerGrade access.

Delete Submit )

4. Use the following table to enter information in the fields:

School System Administrator User Guide

Field Description

Admin Login ID If you want this staff member to be able to access the entire
PowerSchool student information system, enter a login ID. If
you do not, leave this field blank.

Note: Usually, only school administrators, PowerSchool

Security
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Field Description

administrators, cafeteria personnel, guidance staff, and
administrative staff members have access to PowerSchool.
Teachers generally only have access to PowerSchool Teacher.

Admin Password If the staff member has access to the entire PowerSchool
system, enter his or her password.

May Switch To Use these checkboxes to indicate which schools you want this
staff member to be able to access. At the minimum, select the
staff member's default school, such as Hobble Creek High
School (Default).

Selecting more than one school activates the School link on the
navigation bar at the top of each page in PowerSchool. Click
the School link to display the Change Schools page. Only the
schools selected here appear in the pop-up menu. The staff
member can then choose from the pop-up menu and view
information about the selected school.

Do one of the following:

* Select only the checkbox indicating the staff member's
default school.

* Select the checkbox next to each additional school you
want this staff member to be able to access.

To submit a change, be sure that:

* If the staff member is permitted to switch schools,
select Yes for "Log in to administrative portion of
PowerSchool."

* If the staff member is not permitted to switch schools,
select No for "Log in to administrative portion of
PowerSchool."

* If you select one or more schools, also select the staff
member's default school.

Group To assign the staff member to a security group, choose the
appropriate group from the pop-up menu.

Note: Click the field name to view each group and its
permissions in PowerSchool. For more information, see the
section "How to Edit Security Groups."

IP Addresses If you want this staff member to be able to use PowerSchool
from certain computers only, enter the IP addresses of those
computers in this field.

Note: If you define more than one IP address, separate each
address with a comma.

Security © 2004 Apple Computer, Inc. All rights reserved. 20
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Field

Description

If you want this staff member to be able to access PowerSchool
from any computer, leave this field blank.

Log in to administrative
portion of PowerSchool?

If you want this staff member to be able to log in to
PowerSchool, choose Yes from the pop-up menu. Otherwise,
choose No.

Lunch ID

Enter the user's PowerLunch identification number.

PowerGrade
Connectivity Key

If this staff member is a teacher and uses PowerGrade, define a
connectivity key for PowerGrade.

Restrict Logon to These
Times

Either select No Restriction, or use the pop-up menus to choose
the time range that the user is allowed to log in to
PowerSchool.

Status

Choose whether the staff member is Current or "No longer
here" from the pop-up menu. If you choose "No longer here,"
the staff member’s PowerSchool account is inactive, and he or
she cannot access the system.

Teacher Login ID

If this staff member can use PowerSchool Teacher, define a
login ID.

Teacher Password

If this staff member can use PowerSchool Teacher, define a
password.

5. Click Submit. The Changes Recorded page appears.

How to Edit Security Permissions by Group

Edit the permissions of staff members and PowerSchool users. Though users have the default
permissions of the user group to which they belong, you can modify these permissions per user.

1. On the start page, choose System from the main menu.
2. Click Security.
3. On the Security page, click "Users by Group." The "Users by Group" page appears.

Security © 2004 Apple Computer, Inc. All rights reserved. 21
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4. Click the name of the user in the User Name column. The Edit Staff Security Info page

appears.
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Users By Group

|:|'||3,-'|.|l.l:-r La:l:h'wl“ll.,-JII:I|.|l.l4l.lln:|.-l.l::-:.,|..l Power3chool are listed.

Group User Name

'!'e:_r_.'l-d'fu nistrator Adams, Jomathan
o

Tec h Adrni ni strator
1o

Adams, YWendy

I'?g""";‘;; nistretor Alldredge, Jessics

Tech Admi nistrator len Je P
I'1-:I|::l AIERN , S22 ar e

o mstrator ailisgn, Marisss Marie
Teec b Admi ni strator - e
(190 10% fillphin, Tirmothy
Tech Admi nistrator

r 5 srderson . John F
(130100 '

School
Cherry Hill Middle
Schonl

Jefferson
Elermentary
apple Grove High
School

apple Growe High
Sichool

Apple Groe Higl
Sehool

Apple Grove Higl
Sahon|
‘Washington
Elemmentary

Security
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Edit Staff Security Info

Field Walwe

Name Allphin, Timothy

Admin Login 1D ta
lli

Admin Passwveord

Status | Current = |
Log in 1o

adminiztrative Y

por tion of res &

PowerSchool ?

Group [Tech.-’-‘-.-_."rmmsrramr (1) (10) #]

Hay svatch to:
'f washington Elementary
f Jefferson Elementary
rfl Cherry Hill Middle School
E fpple Grove High School {Default)
? District Office
IP Addresses |

Teacher Login 1D ta
Teacher Password [t

PovserGrade 17345
Pagzsword <=8

Lat least S characters)

Leave the | P Addresses field blank to allow user to log on from am 1P address

allowed for the server. Enter an 1P address to allow this us2r to log ononly
from a computer with that IP address. More than one |P address may be
antered. Multiple |P eddresses musat be cornme-saparated { , }. This IF

adirass restriction applies to browser sccess, not to Powerbrale access

 submiv ¥

5. Use the following table to enter information in the fields:

Field Description
Name The name of the selected staff member appears.
Admin Login ID If you want this staff member to be able to access the entire

PowerSchool student information system, enter a login ID. If
you do not, leave this field blank.

Note: Usually, only school administrators, PowerSchool
administrators, cafeteria personnel, guidance staff, and
administrative staff members have access to PowerSchool.

Teachers generally only have access to PowerSchool Teacher.

Admin Password

If the staff member has access to the entire PowerSchool
system, enter a password.

Security
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Field

Description

Status

Choose whether the staff member is Current or "No longer
here" from the pop-up menu. If you choose "No longer here,"
the staff member’s PowerSchool account is inactive, and he or
she cannot access PowerSchool.

Log in to administrative
portion of PowerSchool?

If you want this staff member to be able to log in to the
PowerSchool, choose Yes from the pop-up menu. Otherwise,
choose No.

Group

To assign the staff member to a security group, choose the
appropriate group from the pop-up menu.

Note: Click the field name to view each group and its
permissions in PowerSchool. For more information, see the
section "How to Edit Security Groups."

May Switch To

Use these checkboxes to indicate which schools you want this
staff member to be able to access. At the minimum, select the
staff member's default school, such as Hobble Creek High
School (Default).

Selecting more than one school activates the School link in the
navigation bar at the top of each page in PowerSchool. Click
the School link to display the Change Schools page. Only the
schools selected here appear in the pop-up menu. The staff
member can then choose from the pop-up menu and view
information about the selected school.

Do one of the following:

* Select only the checkbox indicating the staff member's
default school.

* Select the checkbox next to each additional school you
want this staff member to be able to access.

To submit a change, be sure that:

* If the staff member is permitted to switch schools,
select Yes for "Log in to administrative portion of
PowerSchool."

* If the staff member is not permitted to switch schools,
select No for "Log in to administrative portion of
PowerSchool."

* If you select one or more schools, also select the staff
member's default school.

IP Addresses

If you want this staff member to be able to use PowerSchool
only from certain computers, enter the IP addresses of those
computers in this field.

Note: If you define more than one IP address, separate each

Security
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Field

Description

address with a comma.

If you want this staff member to be able to access PowerSchool
from any computer, leave this field blank.

Teacher Login ID

If this staff member can use PowerSchool Teacher, define a
login ID.

Teacher Password

If this staff member can use PowerSchool Teacher, define a
password.

PowerGrade Password

If this staff member is a teacher and uses PowerGrade, define a
password for PowerGrade.

6. Click Submit. The Changes Recorded page appears.

How to Delete a User

Remove a PowerSchool user from the system.

1. On the start page, choose Staff from the main menu.

2. On the Search Staff page, search for and select a staff member.

Note: For more information on selecting staff members, see the section "Select Staff."

3. On the Staff page, click Security Settings. The Security Settings page appears.

Security
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Security Settings - Holland, Robert 15243

Label Value

Admin Login 1D

Admin Password
May switch to:
: Graduated Students
E ‘Washington Elementary
@ Jefferson Elementary

E Cherry Hill Middle School

@ &pple Grove High School § Default)

__ Taylor Middle School

E District Office

Group [ Teacher {13) =
IP Addresses [1.1.1.1

Log in to administrative

portion of PowerSchool?

Lunch 1D 4499

PowerGrade Connectivity

Key Ernc-nke:.f (at least 5 characters)
Restrict Admin login to P

Fhass times: [ Mo restriction ¢] to [ =
Status [ Current ¥ ]

Teacher Login ID

Irhulland
EPPPPP

Teacher Password

Leawe the |P Addresses field blank to allow user to log on from any 1P address allowed for the

server. Enter an |P address to allow this user to log ononly fram a computer with that [P address.
More than one |P address may be entered. Multiple |P addresses must be comma-separated  , .

This IP address restriction applies to browser access, not to PowerGrade access.

 Delete 1

£ Submit %

4. Click Delete. The Selection Deleted page appears.

How to Set Page-Level Permissions

To define each user group’s access to individual pages within PowerSchool, use this page to
activate the page permissions function. The "Modify Access Privileges for this Page" link appears on

every page when the page permissions are activated.

Security © 2004 Apple Computer, Inc. All rights reserved.
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Modify access privileges for this page

By clicking the link, you can define the access level for only that page (None, View Only, View and
Modify) for each user group. If you do not define the page-level access for each group, the system
uses the default access level you originally defined for the group on the Edit Group page. For more
information, see the section "How to Edit Security Permissions."

After defining the access level for every group on every page, return to this page to deactivate the
page permissions function.

1. On the start page, choose System from the main menu.

2. Click Security.

3. On the Security page, click "Access to Page Permissions." The "Access to Page Permissions"
page appears.

Access to Page Permissions

Turn modify permissions E]

£ Submit N

4. Choose On from the "Turn modify permissions" pop-up menu.
Click Submit.

6. On the Security page, click "Modify access privileges for this page" on each page for which
you want to define permissions. The Access Privileges page appears.

Access Privileges - admin/security/editfacsecurity.html

Groug Level of Aecess

1 AD - Admimistration D iroup default Oione O iew-on I Tl
2 Administrator W roup defauit & [T iew-an W l7
1 Conumsedors ";‘ Group default _\ Moz T"'I"\.-'- only _\ Full
4 Custodian - Group default =) Hone Dy sw=anly . Fu
5 Pusiness Manager D Croup dotsult D msne  )¥iew-an W Orun
B LR - Adminislralor W Croup detault TV Mone L) Yiew-on y Or

7. Select the option to determine the level of permissions:

* Group default: Level determined as the group default on the Edit Group page for

each group. For more information, see the section "How to Edit Security
Groups."

* None: No access to the page.
* View-only: Can read but not modify the information on the page.

* Full: Can read and modify information on the page.
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8. (Click Submit. The page reappears.

9. C(lick Home.

10. Click System Administrator.

11. Click Security. The Security page appears.

12. Click "Access to Page Permissions." The "Access to Page Permissions" page appears.

School System Administrator User Guide

Security

Function

Groups

Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

Access to Page Permissions

Turn modify permissions E]

£ Submit N

13. Choose Off from the "Turn modify permissions" pop-up menu.

14. Click Submit. The Security page appears.

How to Edit Security Groups

Use security groups to identify related users and their security permissions. You can set up to 50

user groups.

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Security. The Security page appears.

Security
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Function

Groups

Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Security

Description

privileges.

security group.

Logan Attermpts
Restrictions
address.
PowerGrades
Porwe rSehonl passwords.

Connectivity

Define security group rights and
List all users and their associated
Turn page permissions on or off.
Restrict admin access toa setis) of
IP address rangeds).

Set the number of login attempts

allowed before locking out an [P

Force PowerGrade users to use

3. Click Groups. The Groups page appears.

Groups

Group
Mumber

o

DeTault Access

Group Name ral
Lewrel

A0 - Administeation  Wiew & Modify
Administrator Wiew & Modiny
unE=lors Wiew & Modify

1ztodian ¥iew & Modir

|
¥
Susiness Manager ¥iew & Modify

Report Qusue
Prinriy

4. Click a name in the Group Name column. The Edit Group page appears.

Security
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Edit Group
Option Value
Group Number 1%
Group Name |Teacher
Default Access [ View & Modify # ]
Can Hodify Schedules [ Mo, not at all = ]
laster Scheduler —
Access -
Report Gueue Priority

Attendance

Accessible Log Types — DISC”_‘I“I'IE
__ Medical
_ piscipline
g:::::::lﬂhle Student IE =
T Addresses
IE‘L&II Enrcllments
E Attendance
ED iy Attendance
TC imulative Info
EC Istom Screens
¥ el emographics (v)
ED emaographics (m)
¥ District Specific
EE'I'I-J'IQ-JI'II"'- Medical
E‘F mily
'f Fee Transactions
5. Use the following table to enter information in the fields:

Field Description

Group Number The number of the group appears.

Group Name Edit the name of the group.

Default Access Use the pop-up menu to choose a level of permission used as

the default permissions for users in this group:
* No Access
* View Only
* View & Modify

Can Modify Schedules Use the pop-up menu to choose a level of permission for
modifiina cecbhadilace
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Field

Description

modifying schedules:
* Yes, in any year
* No, not at all

* Only for [school years]

Master Scheduler Access

Select this checkbox if users in this group can use the master
scheduler features.

Report Queue Priority

Select the report queue priority level for this group. The report
queue priority determines which reports run first, based on the
user who submitted the report request.

For example, a group with the priority level of 10 is the near-
highest level of priority for running reports. Only groups with
the level of zero would have higher priority.

Accessible Log Types

Select the checkbox next to each log type that you want to be
accessible to users in this group.

Accessible Student
Screens

Select the checkbox next to each student screen that you want
to be accessible to users in this group.

The gateway to the student screens is the Quick Lookup page.
Only the student screen checkboxes selected here appear as
links in the main menu. If a user group is denied all access to
the student screens, then the system displays a message
indicating access denied.

If you disable access to a student screen, which a user has
already set as his or her default screen, the system generates an
error when the user navigates to the student area. He or she
can remedy this by selecting a new default screen using the
Personalize function.

If a security group was able to access certain student screens
prior to this software update, it will still be able to do so.

6. Click Submit. The Groups page appears.

Substitute Login Settings

Substitute teachers at your school can use PowerSchool Substitute to enter attendance and lunch
counts for the classes they are covering. Provide substitutes with a password so they can access the

system. For more information on PowerSchool Substitute, see the section "PowerSchool
Substitute."

Security
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How to Set Substitute Login Settings
1. On the start page, choose School from the main menu.

2. Click Sub Login Settings. The Substitute Login Settings page appears.

Substitute Login Settings

Substitute Login
Password |1 23

Include current date™s

Mate: This substitute login password applies to &dpple Grove High
Schaal only.

£ Submit
3. Use the following table to enter information in the fields:
Field Description
Sub Login Password Enter the substitute password.
Include current date? Select this checkbox if you want to include the current date as a
prefix to the password.

4. Click Submit. The School Setup page appears.

Login Attempts Restrictions

Restrict the number of times an administrative user can unsuccessfully attempt to log in to
PowerSchool. Restricting login attempts is a security precaution to minimize the risk of
unauthorized persons entering your PowerSchool system. To remove the restriction, reset the user's
disabled IP address.

How to Restrict Login Attempts
1. On the start page, choose System from the main menu.

2. Click Security. The Security page appears.
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Security

Function

Groups

Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

3. C(lick Logon Attempts Restrictions. The Logon Attempts Restrictions page appears.

Logon Attempts Restrictions

Miohe: Thase changes take affezt W hin the Prwsrschm] servar i3

anble | P address .-.rr--l_--ul-d mgnm attempts
[ Ehiz oplion is chechsd, any [P address 10! sxessds Lhe specifiad number of oo
gttempte uzing an incormact Ussr 1D anddor Pagsword (e disabled until if is re
nctivited b o agatem adminiateabor. Thia option applies shen sdmi nestrotor attempt

to aceess PowerSchoa! and when teac h=r= atfiempt to aocess PowerGrade

reatariag

Sand sEcurity e-mell nedificztion 1o

- mail notification will be serd 4o 16 address shovs when the maxci mum nuember of
won attempls iz exizedad

wrhlnd |F acdrnens

f submit Y

4. Use the following table to enter information in the fields:

Field

Description

Disable IP address

Select this checkbox to activate the feature.

failed logon attempts

Enter the number of failed login attempts possible.

Send security e-mail
notification to

Enter the email address of the person monitoring security.

5. Click Submit. The Logon Attempts Restrictions page displays the new settings.

Security
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Logon Attempts Restrictions

E anhle |F address after lq_ Tl led Dogom attempt

I Ehiz oplion is chechsd, any [P address 10t sxessds Lhe specifiad number of [ogur
attempts uzing an ingormaet Ussr 1D andAor Password (e disabled until if is re-

ot iwated b a apatem adminiateatar. Thiaaption sppliss sehen sdminostrators attempt
to aceess PowerSchoa! and when teac h=r= atfiempt to aocess PowerGrade

Miohe: Thass changes take affezt ' hin the Prevsrachm] servar 9 nestarhad

Sand sEcurity e-mell nedificztion 1o

E-mail notification will be 2erd fo 15e address shove when the meci mum number of

won attempls iz exizedad

Gl Dizanled |0 Acdreses

f Submit

6. Restart the server to activate the settings.

How to Reset Disabled IP Addresses

Reset a user's IP address after being disabled from too many unsuccessful login attempts.

1. On the start page, choose System from the main menu.

2. Click Security. The Security page appears.

Security

Function

Groups
Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

3. C(lick Logon Attempts Restrictions. The Logon Attempts Restrictions page appears.

Security
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4. Click View Disabled IP Addresses. The Disabled IP Addresses page appears.

5. Click an IP address to reset that address and enable additional login attempts. The Edit

Logon Attempts Restrictions

— Dzable | P address after l_ Tl led Ingom attem pt

I Ehiz oplion is chechsd, any [P address 10t sxessds Lhe specifiad number of [ogur
attempts using an incorrect Ussr [0 andAor Password (e disabled until of iz re-
nctivited b o agatem adminiateabor. Thia option applies shen sdmi nestrotor attempt

to aceess PowerSchoo! and when teac bers atiempt to sccess PowerGraie

Miohe: Thass changes take affezt ' hin the Prevsrachm] servar 9 nestarhad

Sand sEcurity e-mell nedificztion 1o

E-mail notification will be 2erd fo 15e address shove when the meci mum number of
won attempls iz exizedad

View sablad |P Addresies

f submit Y

Disabled IP Addresses

The following |P addresses have been disabled because they

exceeded the maximum number of invalid logon attempts. To
reinstate access fram an |P address, click on an address and
delete it from the list.

: Time
IP Address Date Disabled Dizabled
172.101.112.254 1423/2003 10:56 &M

Disabled IP Address page appears.

Edit Disabled IP Address

Option Value

IP Address 17.101.112.254
Date Disabled 1/23/2003
Time Disabled 10.56 &AM

r ™
' Delete

School System Administrator User Guide

6. Click Delete. The Selection Deleted page appears.

IP Address Restrictions

Use this feature to restrict PowerSchool permissions to certain IP addresses. Depending on the
network used to access PowerSchool, this can limit the PowerSchool permissions to only certain

computers.

Security
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1. On the start page, choose System from the main menu.

2. Click Security. The Security page appears.

Security

Function

Groups

Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

3. Click IP Address Restrictions. The IP Address Restrictions page appears.

IP Address Restrictions

- -
Mew

fsdrninistrators may connect only from [P addresses within

these ranges.

Mote: If no ranges are specified, adrinistrative connections
from any [P address are allowed.

Start of IP Range

End of IP Range

4. Click New. The Edit IP Address Range page appears.

Edit IP Address Range

Option
Start of IP Range |1 A1.0.1

End of IP Range |1 1.0.9

Value

f Submit ¥

Security
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5. Use the following table to enter information in the fields:

Field

Description

Start of IP Range

Enter the starting IP address in the range.

End of IP Range

Enter the ending IP address in the range.

6. Click Submit. The IP Address Restrictions page appears.

IP Address Restrictions

- -
Mew

adrministrators may connect only fram [P addresses within

these ranges.

MWote: If no ranges are specified, administrative connections
from any | P address are allowed.

Start of IP Range

1.1.0.1

End of IP Range
1.1.09

7. Repeat Step 4 through Step 6 for each IP address range.

How to Edit IP Address Restrictions

1. On the start page, choose System from the main menu.

2. Click Security. The Security page appears.

Security

Function

Groups
Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

3. Click IP Address Restrictions. The IP Address Restrictions page appears.

Security
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IP Address Restrictions

- -
Mew

adrministrators may connect only fram [P addresses within
these ranges.
MWote: If no ranges are specified, administrative connections
from any | P address are allowed.

Start of IP Range End of IP Range
1.1.01 1.1.09

4. Click the IP address to be edited in the "Start of IP Range" column. The Edit IP Address

Range page appears.

Edit IP Address Range

Option Value

Start of IP Range |1 1.01

End of IP Range |1 108

f pDelete ¥ f Submit ¥

5. Use the following table to edit information in the fields:

Field

Description

Start of IP Range

Edit the starting IP address in the range.

End of IP Range

Edit the ending IP address in the range.

6. Click Submit. The IP Address Restrictions page displays the edited IP address range.

IP Address Restrictions

- -
Mew

Administrators may connect only from |P addresses within
these ranges.
Mote: If no ranges are specified, administrative connections
from any [P address are allowed.

Start of IP BHange End of IP Range
1.1.0.1 1.1.0.5

Security
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1. On the start page, choose System from the main menu.

2. Click Security. The Security page appears.

Security

Function

Groups

Users By Group

dccess o Page
Permizsions

IP &ddress
Restrictions

Logan Attermpts
Restrictions

PowerGrades
Porwe rSehonl
Connectivity

Description

Define security group rights and
privileges.

List all users and their associated
security group.

Turn page permissions on or off.

Restrict admin access to a set(s) of
IP address rangeds).

Set the number of login attempts
allowed before locking out an [P
address.

Force PowerGrade users to use
passwords.

3. Click IP Address Restrictions. The IP Address Restrictions page appears.

IP Address Restrictions

- -
Mew

Administrators may connect only from |P addresses within

these ranges.

Mote: If no ranges are specified, administrative connections
from any [P address are allowed.

Start of IP BHange

1.1.0.1

End of IP Range
1.1.0.5

4. Click the IP address to be deleted in the "Start of IP Range" column. The Edit IP Address

Range page appears.

Security
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Option Value

Start of IP Range |1 1.01

End of IP Range |1 108

f pDelete ¥ f Submit ¥

School System Administrator User Guide

5. Click Delete. The IP Address Restrictions page displays without the deleted IP address range.

Current Users

IP Address Restrictions

- -
Mew

fsdrninistrators may connect only from [P addresses within
these ranges.
Mote: If no ranges are specified, adrinistrative connections
from any [P address are allowed.

Start of IP Range End of IP Range

The Current Users page displays information about users that are currently logged in to

PowerSchool, including their name, IP address, and time they last logged in to the system.

How to View a List of Current Users

The list of current users is view-only for all users.

1. On the start page, choose Special Functions from the main menu.

2. Click Current Users. The Current Users page appears.

Current Users - 11152002 2:08 PM

¥ Tyips Ui Legln  Hils Last ® Al Plallafn  Beowser
1 Faaie ~latin, Tirerks 5% FH A na =

@ Ml vlanans Ha vlararca AT R 4= 1O 117 254 diewn  Idarral Ezpo

3. Use the following table to understand the information in the fields:

Field

Description

Type

The user group that this user belongs to appears.

Security
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Field Description

User The name of the user appears.

Login The time the user last logged in to the system appears.

Hits The number of page item requests since the user last logged in
to the system appears.

Last The time of user's last hit appears.

IP Address The user's computer IP address appears. This field also displays

the user's operating system and web browser type and version.

Security
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Student Numbers

Assign new student ID numbers to a group of students. If you import student numbers from a
different system and want to change those numbers in PowerSchool, use this procedure.

Important: This process is not reversible.

How to Assign New Student Numbers
1. On the start page, select a group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page.

2. Click the PowerSchool logo.
On the PowerSchool start page, choose System from the main menu.

4. On the System Administrator page, click Assign New Student Numbers. The Assign New
Student Numbers page appears.

Assign New Student Numbers

This function will assign new student nurnbers for the 30
currently selected students.

Thiz aperation assigns new student numbers for the
currently selected students. It is not reversible.

Student numbers are generated
from this value: 25000

f Submit ¥

5. Enter the starting number from which you want the system to assign student numbers in
the "Student numbers are generated from this value" field.

6. Click Submit. The Operation Completed page appears.

Operation Completed

The aperation has been successfully completed.

Note: If the system displays the alert that some duplicates were found, click Back and start
the student numbering from a different number.

School System Administrator User Guide
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Alert: Alert

Some duplicates were found

f Back M

AutoComm Setup

Use AutoComm to synchronize the data in your system with that in another system, such as a
mainframe system. To synchronize your data, set up intervals at which PowerSchool automatically
imports files of data from the other system.

To use AutoComm, create an AutoComm record where you determine the synchronization
parameters for each of the following files:

e Courses

* Teachers
* Sections
* Students

e Student schedules

Note: When importing multiple section records, the sections' expressions as defined by your school
are required. An expression is the combination of the periods and days in which the section meets.
Though PowerSchool creates internal values for periods and days, you are to import the actual
values that you want to appear when the system displays expressions. Also, an invalid expression
causes an error for that record, which results in the record not being imported.

How to Add an AutoComm Record

PowerSchool uses the parameters that you define for the record on this page to import the
appropriate data at the dates and times you specify.

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

AutoComm Setup

- -
Mew

Name Time Dawylzl Execuie

3. Click New. The AutoComm Record page appears.
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AutoComm Record

Fiald

Name
Table to Import
When to Execute

Days to Execute

Turn Execution Off

use Fre L use Passive Mode

Path
Field Delimiter
Record Delimiter

Sort Order

Synchronize Mode (Important: Select this checkbox when
PowerSchool data is updated from another source, such as a
mainframe.)

Update existing records with
imported data (when applicable)

Mark students and their schedules inactive when their exitdate
is <=today.

First record of file is "number_of_records="**

E-Mail completion report te
[Separate multiple addresses with commas)

PowerSchool fields to import into:
Student field list

Value

EPhone number

[ Attendance

:]

[2am 3]

00 %]

I {MTWHFSUY

FTP host name:
FTP account name:

FTP password:

Timeout in seconds
{optional):

|
—
——

I Default is 10 seconds

Tab 5

3 & M@ _!

— { Recommended)

e Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

#**% The file will not be imported if the number of records inthe file do not match the number given in the first record of the file.

£ submit %

4. Use the following table to enter information in the fields:

Field

Description

Name

Enter the name of this record.

Table to Import

e Attendance
e Students

e Courses

Use the pop-up menu to choose the table into which you are
importing data with this record:

System Administrator
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Field

Description

e Sections
e Student schedules

e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically import data.

Days to Execute

Enter the days of the week you want the system to import
records. Starting with Monday, use the following abbreviations
for the days of the week: MTWHFSU.

Turn Execution Off

Do one of the following:

* Select this checkbox to stop the system from
automatically importing data.

e Deselect this checkbox to turn AutoComm on.

Use FTP

If you want to use the file transfer protocol (FTP) to import the
records from the other system, enter information in the
following fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional): Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path Enter the path to the folder of the file on your computer or
network.
Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the import file:
e Tab

¢ Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the import file:

* CRLF: Carriage return, line feed
* CR: Carriage return
e LF: Line feed

Sort Order

Enter the order that this record appears on the AutoComm
Setup page.

System Administrator
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Field

Description

Update existing records
with imported data
(when applicable)

Do one of the following:

* Select this checkbox if you want the system to update
existing student records with data from each import.
The system updates blank fields within records and
creates new records for those that do not exist.

* Deselect this checkbox if you do not want the system to
update any record that contains data.

Mark students and their
schedules inactive when
their exit date is <=
today.

If you want the system to automatically import a student record
as inactive if the student's exit date is earlier than today, select
this checkbox. Otherwise, deselect this checkbox.

First record of file is
number_of_records=

The system does not import the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

E-Mail completion report
to

Enter the email addresses of the people you want the system to
send a completion report to each time it imports this file.
Separate multiple addresses with commas.

PowerSchool fields to
import into

Enter the PowerSchool fields in which the system saves each
value in the import file. After you enter each field code, press
Return (Mac) or Enter (Windows).

Duplicate this
AutoComm record to all
schools on this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

5. Click Submit. The AutoComm Setup page displays the new record.

AutoComm Setup

- - -
Name Time Dayiz} Execute
Phane number 2:00 u Run Mow

How to Edit an AutoComm Record

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

System Administrator

© 2004 Apple Computer, Inc. All rights reserved. 46




s
. PowerSchool

School System Administrator User Guide

AutoComm Setup

Name

Phane number 2:00 u

- -
Mew

Time Dayiz} Execute

Run Mow

3. Click the name of the AutoComm record to be edited in the Name column. The AutoComm
Record page appears.

AutoComm Record

Field

Name
Table to Import
When to Execute

Days to Execute

Turn Execution Off

Cuse Fre ™ use passive Mode

Path
Field Delimiter
Record Delimiter

Sort Order

Synchronize Mode (Important: Select this checkbox when
PowerSchool data is updated from another source, such as a
mainframe.)

Update existing records with
imported data (when applicable)

Mark students and their schedules inactive when their exitdate
is <=today.

First record of file is "number_of_records="**

E-Mail completion report to
{Separate multiple addressas with commas)

PowerSchool fields to import into:
Student field list

Value

|Phone number

[ Students ¢]
[2AM s .00 2]
MTWHFE ¢ fe HFSL)

FTP host name: |

FTP account name: I

—

Timeout in seconds 0
{aptional }:

FTF passward:

Default is 10 seconds

Tab
CRLF =

00 @ ?il [ ]
Ak

_ {Recommmended

Home_Phone

o Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

% The file will not be imported if the number of records in the file do not match the number given inthe first record of the file.

[ Delete )

£ Submit 3

System Administrator
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4. Use the following table to edit information in the fields:

Field

Description

Name

Edit the name of this record.

Table to Import

Use the pop-up menu to choose the table into which you are
importing data with this record:

e Attendance

e Students
e Courses
e Sections

e Student schedules

e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically import data.

Days to Execute

Edit the days of the week you want the system to import
records. Starting with Monday, use the following abbreviations
for the days of the week: MTWHFSU.

Turn Execution Off

Select this checkbox to stop the system from automatically
importing data. To turn AutoComm on, deselect this checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to import the
records from the other system, edit information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path Edit the path to the folder of the file on your computer or
network.
Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the import file:
e Tab

¢ Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in

the import file:

System Administrator
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Field Description
* CRLF: Carriage return, line feed
* CR: Carriage return
* LF:Line feed
Sort Order Edit the order that this record appears on the AutoComm Setup

page.

Update existing records
with imported data
(when applicable)

Do one of the following:

* Select this checkbox if you want the system to update
existing student records with data from each import.
The system updates blank fields within records and
creates new records for those that do not exist.

* Deselect this checkbox if you do not want the system to
update any record that contains data.

Mark students and their
schedules inactive when
their exit date is <=
today.

If you want the system to automatically import a student record
as inactive if the student's exit date is earlier than today, select
this checkbox. Otherwise, leave this field blank.

First record of file is
number_of_records=

The system does not import the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

E-Mail completion report
to

Edit the email addresses of the people you want the system to
send a completion report to each time it imports this file.
Separate multiple addresses with commas.

PowerSchool fields to
import into

Edit the PowerSchool fields in which the system saves each
value in the import file. After you enter each field code, press
Return (Mac) or Enter (Windows).

Duplicate this
AutoComm record to all
schools on this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

System Administrator

5. Click Submit. The AutoComm Setup page displays the edited record.
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AutoComm Setup

Name

Phane number 2:00 u Run Mow

- -
Mew

Time Dayiz} Execute

How to Delete an AutoComm Record

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

AutoComm Setup

- - -
Name Time Dayiz} Execute
Phane number 2:00 u Run Mow

3. Click the name of the AutoComm record to be deleted in the Name column. The

AutoComm Record page appears.

System Administrator
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AutoComm Record

Field Value

Name |Phane number

Table to Import [ Students = ]
When to Execute [ 2 AM = I 00 % ]
Days to Execute MTWHE

{MTWHFSUY

Turn Execution Off -

FTP host name: |

- FTF account name: I
— Use FTP E Use Passive Mode
FTP password: I

Timeout in seconds 0

mainframe.)

Update axisting records with
imported data (when applicable)

{optionaly: Default is 10 secands
Path !
Field Delimiter
Record Delimiter
Sort Order l[-jm"m
Synchronize Mode (Important: Select this checkbox when
PowerSchool data is updated from another source, such as a @

Mark students and their schedules inactive when their exitdate —
is <=today. _

First record of file is "number_of records=""*" __{ Recommended )

E-Mail completion report to
{Separate multiple addresses with commas)

Home_FPhone

PowerSchool fields to import into:
Student field list

o Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

% The file will not be imparted if the number of records inthe file do not match the number given in the first record of the file.

£ Submit Y

4. Click Delete. The Selection Deleted page appears.

How to Run an AutoComm Record

Manually run an AutoComm record to avoid waiting for the process to automatically run on the
specified day and time.

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.
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AutoComm Setup

- - -
Name Time Dayiz} Execute
Phane number 2:00 u Run Mow

3. Click Run Now. The AutoComm record runs, and the AutoComm Setup page appears. If an
email address is specified in the "E-Mail completion report to" field, the system emails the

recipient the statu

s of the AutoComm process.

From: PS5 AutoCamm Report Sent: Fri 1122001 2:33 PM
To @apple, com
[aH

Subject:  AutoComm Student Overnight Unsuccessful: Copy Document Failed

Student Owernight for Apple Growve High School
Tinished executlon ac 3:32 PM on Fri, HMNov 2,
2001

Execution was unsuccesstul duse to the

Tollowing error: Copy Docwument Failed

The import file was not found in the expected
location: o

AutoSend Setup

Create AutoSend records to determine that your PowerSchool system can automatically create a
copy of the information you specify at the selected date and time intervals, and export the file to

another system.

When creating an AutoSend record, you can determine the export parameters for each of the

following types of data:
* Attendance
* Course
* Section

e Student schedule

* Student demographic

e Teacher

How to Add an AutoSend Record

1. On the start page,
2. Click AutoSendSet

choose System from the main menu.

up. The AutoSend Setup page appears.

System Administrator
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AutoSend Setup

- -
Mew

Hame Time Dayls) Execuie

fest 2:00 Run Mow

3. Click New. The AutoSend Record page appears.

AutoSend Record
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4. Use the following table to enter information in the fields:

Field

Description

Name

Enter the name of this record.

System Administrator

© 2004 Apple Computer, Inc. All rights reserved.

53




s
. PowerSchool

School System Administrator User Guide

Field

Description

Data to Send

Use the pop-up menu to choose the data you want to send
with this record:

e Attendance

* Courses

e Sections

* Student Schedules
e Students

* Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically export a copy of
the data.

Days to Execute

Enter the days of the week you want the system to export the
data. Starting with Monday, use the following abbreviations:
MTWHEFSU.

Turn Execution Off

Select this checkbox to stop the system from automatically
exporting data. To turn AutoSend on, deselect this checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to export the
data to the other system, enter information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path If you do not use FTP to send the export file to another system,
enter the path to the folder in which you want to save the file
on your PowerSchool server.

Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the export file:
e Tab

¢ Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the export file:

System Administrator
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Field Description
* CRLF: carriage return, line feed
* CR: carriage return
* LF:line feed
Sort Order Enter the order that this record appears on the AutoSend Setup

page.

First record of file is
number_of_records=

The system does not export the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

Include upload_type

If you select this checkbox, the first or second record of the
export includes the text "upload_type=", followed by the
upload type.

Attendance-Specific
Settings

If you chose Attendance from the "Data to Send" pop-up menu,
select one of the following options to indicate which
attendance data you want the system to include in the export
file:

* Send any attendance modified in the last 24 hours
* Send attendance modified since last upload

* Send attendance data modified between these dates:
Enter the date range using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert
appears. If you submit the date with an incorrect
format, the date field will be submitted as a blank entry.

¢ Send all attendance to date

Otherwise, leave this field blank.

Student-Specific Settings

If you chose Students from the "Data to Send" pop-up menu,
the page indicates that the system includes all students
currently enrolled at your school in the export file.

E-Mail completion report
to

Enter the email addresses of the people you want the system to
send a completion report to each time it exports this file.
Separate multiple addresses with commas.

Fields to export

Choose the PowerSchool fields to include in this export file
from the Field List pop-up menu.

Duplicate this AutoSend
record to all schools on
this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

System Administrator

5. (Click Submit. The AutoSend Setup page displays the new AutoSend record.
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AutoSend Setup

- - -
Name

Student attendance 2:00 o
test Z2:00

Time Dayis} Execute

Run Mow

Run Now

How to Edit an AutoSend Record
1. On the start page, choose System from the main menu.
2. Click AutoSend Setup. The AutoSend Setup page appears.

AutoSend Setup

- - -
Name

Student attendance 2:00 o
test Z2:00

Time Dayis} Execute

Run Mow

Run Now

3. Click the AutoSend record to be edited in the Name column. The AutoSend Record page

appears.

System Administrator
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AuteSend Recaord

Pk Vol
Harna Shoaden Wlsswinnce
Lala Iy Sl | Arrzndance #]
URien lu Exeabu [ 280 a3 B |
Caays 1o Enecabe [HP=HPR I
Temn Ceacition OfF
R
Uz FI P “lkl (LR TR T :, (s ’T _II_J I—
e T s 1= 1 Donrams
Pak
bk Dadiwle BE:] g _I
Haszord Ddird e [IZ'I' F t]
Buoib Cuder ¥
Frst iseoid af e i “sambe of recoeds-"
Isclmds vpinad_bpe=" '
'::"Crl-u whrce irsd dead i leet 24 ara
o eed attendence wdified lncy leal aployd

Atlendasce Specific Betlings

fNearimnk fnscie TAkiege: A1

E-Uail conpheiien mpoet io
IZaparsts matiple sddragses with commass

Fuuckib o apeerl:

:Ilnld a1

e Dppbeu bz e AuloEeed revond Lo sl roinssly oo ey aeioer e aely cdeen creulmy o mes abeilaed ieeuond|

& Tw et reoned o

et wtandanws wadified hebover Ihaws daw
Fro [00001 A [
el Al eteneceros b el

sarrernd s dasdn sl fhs ok srs sfvresiioy boasrk

sludn|_rumis
==

“unwzpert =1 0 dbe et noame of rewevis =" fnlle-ed b fw nveee of saeerds l

reErd o e e aplomd Vs

i Nl T

4. Use the following table to edit information in the fields:

Field

Description

Name

Edit the name of this record.

Data to Send

Use the pop-up menu to choose the data you want to send
with this record:

e Attendance
e Students
e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically export a copy of
the data.

Days to Execute

Edit the days of the week you want the system to export the
data. Starting with Monday, use the following abbreviations:
MTWHFSU.

System Administrator
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Field

Description

Turn Execution Off

Select this checkbox to stop the system from automatically
exporting data. To turn AutoSend on, deselect the checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to export the
data to the other system, edit information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path If you do not use FTP to send the export file to another system,
edit the path to the folder where you want to save the file on
your PowerSchool server.

Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the export file:
e Tab

e Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the export file:

* CRLF: carriage return, line feed
* CR: carriage return
e LF:line feed

Sort Order

Edit the order that this record appears on the AutoSend Setup
page.

First record of file is
number_of_records=

The system does not export the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

Include upload_type

If you select this checkbox, the first or second record of the
export includes the text "upload_type=", followed by the
upload type.

Attendance-Specific
Settings

If you chose Attendance from the "Data to Send" pop-up menu,
select one of the following options to indicate which
attendance data you want the system to include in the export
file:

System Administrator
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Field Description

* Send any attendance modified in the last 24 hours
* Send attendance modified since last upload

* Send attendance data modified between these dates:
Enter the date range using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert
appears. If you submit the date with an incorrect
format, the date field will be submitted as a blank entry.

¢ Send all attendance to date

Otherwise, leave this field blank.

Student-Specific Settings | If you chose Students from the "Data to Send" pop-up menu,
the page indicates that the system includes all students
currently enrolled at your school in the export file.

E-Mail completion report | Edit the email addresses of the people you want the system to
to send a completion report to each time it exports this file.
Separate multiple addresses with commas.

Fields to export Choose the PowerSchool fields to include in this export file
from the Field List pop-up menu.

Duplicate this AutoSend | If you are creating this record for the first time, you can select
record to all schools on this checkbox to make the record available to all schools that
this server use your PowerSchool system. Otherwise, deselect this
checkbox.

5. Click Submit. The AutoSend Setup page displays the edited AutoSend record.
AutoSend Setup

- - -
Name Time Dayis} Execute
Student attendance 2:00 o Run Mow
test Z2:00 Run Now

How to Delete an AutoSend Record
1. On the start page, choose System from the main menu.

2. Click AutoSendSetup. The AutoSend Setup page appears.
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AutoSend Setup

- - -
Name Time Dayis} Execute
Student attendance 2:00 o Run Mow
test Z2:00 Run Now

The AutoSend Record page
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4. Click Delete. The AutoSend Setup page displays without the deleted AutoSend record.
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AutoSend Setup

- -
Mew

Hame Time Dayls) Execuie

fest 2:00 Run Mow

How to Run an AutoSend Record

Manually run an AutoSend record to avoid waiting for the process to automatically run on the
specified day and time.

1. On the start page, choose System from the main menu.

2. Click AutoSend Setup. The AutoSend Setup page appears.
AutoSend Setup

- - -
Name Time Dayis} Execute
Student attendance 2:00 o Run Mow
test Z2:00 Run Now

3. Click Run Now. The AutoSend record runs and displays the results.

645236526 S/6/2001 A 2011 3 2106055 645236735
sf30/2001 A 8031 01 2106055 645236739 5/31/2001
A 5031 01 2106055 645236735 5/5/2001 A w0351 01
2106055 645236735 3/4/2001 A 8031 01 2106055
645236739 9752001 A 5031 01 2106055 645236735
S6/2001 A 5031 01 2106055 645236735 272001 A
5031 01 2106055 645236735 8/30/2001 A 2033 1
2106055 645236750 B/31/2001 A 2033 1 2106055
645236759 9/3/2001 A 2033 1 2106055 645236739
G42001 A 2033 1 2106055 645236735 9/5/2001 &

Average Final Grades

In most cases, final grades are determined by the classroom teacher based on rules defined in the
teacher's PowerGrade gradebook. This leaves the control over students' grade reporting, and the
calculation methodology of those grades, in the hands of the most authoritative source. However,
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there are times when PowerGrade cannot meet the requirements of special classes (such as those
taught by multiple teachers), or this kind of classroom control may not be appropriate. The final
grade averaging function provides school administrators an alternative means of calculating final
grades.

The Process

The final grade averaging function can be run periodically by the PowerSchool administrator after
storing grades. Final grades are calculated using up to six existing stored grades from each unique
course taken during the current school year. Unique courses are identified by course number, not
course name or section. Consequently, only grades that have been stored via the store grades
process or hand-entered with a course number may be used in the calculation.

Once the stored grades for each course have been identified, the GPA points from each grade are
averaged and the resulting value is used to create a new stored grade record. The averaging
method can either be a simple arithmetic average, which is used by default, or may be weighted
using a user-specified method. Each store code may receive a different weight. The weighting
scheme used (20/30/50, 1/1/2, 0.2/0.2/0.6) is left up to the user.

The GPA point value is compared against the grade scale for the course. If an exact match is found,
the letter grade corresponding to that value is used. For example, if the three grades A (4.0), B (3.0),
and C (2.0) are used, with each having a weight of 1, the result would be 3. This 3 is looked up in
the course's grade scale. An exact match of 3.000 is found, and a new stored grade is created using
the letter grade B. However, if the C had a weight of 2, the result would be 2.75. In this case, there
might not be an exact match, so the result would be rounded to the nearest value. In this case, 2.75
would be closer to 2.667 for a letter grade of B-. The user can change the rounding behavior to
always round up, always round down, or find the nearest value.

Since multiple letter grades may have identical GPA point values (for example F, I, NC, WF all have
zero GPA points), the user can exclude certain letter grades from being used. This prevents a zero
average from matching to NC on the grade scale. This is necessary because only the GPA point
values, not the letter grades themselves, are looked at. The list of excluded letter grades must be
recorded for each unique grade scale used.

Once the appropriate letter grade has been identified, absences, tardies, potential credit, earned
credit (if the letter grade earns graduation credit), and teacher comments are calculated based on
user-defined options. The resulting new grades are stored alongside the student's existing grades
and can be printed on report cards and transcripts.

How to Modify Average Final Grades Settings

1. On the start page, choose System from the main menu. The System Administrator page
appears.
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System Settings

Function

futo Backup

Auto Update

Backup PowerSchoal
Browser Timeout
CPU Uszage

[ata Yalidation
E-mail Setup

Mime Types
Reparting Engine
Scripts

Security

Select Student Options
Server Licenszing
Server Settings
Server Statistics
Server Tools

Styules

Test E-mail server
Update Pages
Update PowerSchool
Outgoing Mail Queue

Description
Setup and edit automatic backup procedures.
Setup and edit the automatic updating system.

Execute the automatic backup procedure now.

Manage Browser Timeout issues {such as those with Safari).

Display current CRU usage.

Setup and edit data walidation aptions.
Setup and edit server email settings.
Setup and edit web server mime types.
Setup and edit reporting engine preferences.
Manage startup scripts.

Manage server security settings.
Setup and edit select student options.
Yiew server |license information.
Setup and edit various server settings.
Yiew server statistics.

Setup and edit automatic ping aptions.
Setup and edit repart font styles.
Funa real time email server test,
Update PowerSchool pages.

Update the PowerSchool server.

Rewies outgaing ermail ressages.

Macz 05 % File Permizsion Settings Configure file permissions under Mac 05 5.

2. Click Final Average Grades. The Average Final Grades page appears.
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Average Final Grades
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3. Enter information based on the following table:

Field

Description

Which Students

The students for whom you want to calculate average final
grades.

Do one of the following:

* Select the single student option. This option is useful for
testing.

* Select the "current selection of students" option. This is
useful when calculating final grades for a specific group
of students, such as all current seniors.

¢ Select the "all enrolled students in the current school"
option.

New Store Code

Indicates the new store code to use when storing the resulting
final grade. Enter a valid store code (a letter followed by a
single number).

Note: The store code does not need to be defined in the Final
Grade Setup section of School Setup.

Use These Final Grades

Enter the store codes for up to six existing stored grades. You
may optionally enter a weight value for each grade in the
Weight field. This value is used in the calculation of the final
letter grade, but will not affect attendance or credit
calculations. If no value is entered, 1 is used.
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Field

Description

Absences and Tardies
Are

The method by which you want absences and tardies
calculated. Choose one of the following from the pop-up menu:

* '"Totals of values from historical grades" to record the
cumulative total of absences and tardies from all final
grades used.

* "Averages of values from historical grades" to record the
simple average of the absences and tardies from all final
grades used.

* "The value of the last record processed" to copy the
absence and tardy numbers from the last final grade in
the list.

¢ "Do not calculate attendance" to record zeros for
absences and tardies.

Potential Credit Is

The method by which you want potential credit hours
determined. Choose one of the following from the pop-up
menu:

* '"Total of potential credit from historical grades" to
record the cumulative total of potential credit from all
final grades used.

* "Average of potential credit from historical grades" to
record the simple average of the potential credit from
all final grades used.

* "The value of the last record processed" to copy the
potential credit amount from the last final grade in the
list.

* "Potential credit from course record" to record the
potential credit amount of the parent course record.

* "Do not award credit" to record zero for potential credit.

Teacher Comments Are

The method by which you want teacher comments to be
included. Choose one of the following from the pop-up menu:

* "Taken from all historical grades" to copy the teacher
comments from all final grades used. Comments are
prefixed with the store code.

* "Taken from the last record processed" to copy the
teacher comment from the last final grade in the list.

e "Do not include comments" to not include teacher
comments.

Determine Grade Points
By

The method by which you want grade points determined.
Choose one of the following from the pop-up menu:
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Field Description

* Rounding: To find the closest match for the calculated
value.

* Rounding up: To always round up to the nearest value.

* Rounding down: To always round down to the nearest
value.

For These Grade Scales, Enter a comma-separated list of letter grades that you want to
Do Not Assign These exclude from the calculation, such as WF (withdraw fail), |
Grades (incomplete), etc.

4. Click Submit. PowerSchool calculates the average final grades for the requested group of
students. Progress is indicated in the browser window.

Average Final Grades Progress

Creating Average Final Grades - Apple Grove High Schoo

Finding stored grades

Error: Movalld historical grades were found for the store codes specified
Errors were encountéred. No grades were stored

Average Final Grades complete

The system creates new historical grades for the selected students and stores them using
the specified store code.

Course Numbers

Change the number of an existing course in your master course list to another number in your
master course list. The master course list is the list of courses available to all schools on your
PowerSchool system. When changing a course number, the system updates that number in
courses, enrollments, sections, and historical data.

For example, assume two high schools on your server offer U.S. History. The course number for U.S.
History at School A is 1000; at School B, it is 2000. Assume your district decides that the two schools
should share the same course number. You need to change the course number for U.S. History at
both schools to 1200.

First, you must create the new course, 1200. Then, change both course 1000 and 2000 to 1200,
using the Change Course Number function.

Before changing a course number for a particular school, use the navigation bar at the top of the
page to be sure you are working in the school in which you want to change the course number. If
you are changing a course number for all schools on your system, it does not matter which school
is currently selected.

Prerequisites

* Import the data from both schools.
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How to Change a Course Number

Before changing a course number, retrieve the existing course number from the master course list.

For more information, see the section "Master Course List."

1. On the start page, choose System from the main menu.

2. Click Change Course Number. The Change Course Number page appears.

Change Course Number

Courses specified below must be already set up
in the master course list.

Current Course

MNumber: E1 031
Change To New 3
Course Number: E1 131

This function changes the course number
wherever it appears in the system. This affects
courses, enrollments, sections, and historical
data.

F;:?This change affects only Apple Grove High Schaol

—+ Thiz change affects all schoals on this server

£ Submit

3. Use the following table to enter information in the fields:

Field

Description

Current Course Number

Enter the existing course number.

Change to New Course
Number

Enter the new course number.

This change affects only
[school name]

This change
affects all schools
on this server

change.

created the new course number.

Note: If you are changing course numbers because of
duplicates, select the "This change affects only this school"
option. The school name displayed is the school for which you

Select an option to determine the scope of the course number

4. Click Submit.
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School Numbers

Change your school number only if your PowerSchool system is used by more than one school and
you need to change one of the school numbers. For example, assume your district numbered the
schools 1, 2, 3, and 4 during the initial installation. Change those numbers to state-specific numbers
mandated by the Department of Education.

Note: Back up all data on your PowerSchool system before changing a school number.

How to Change School Numbers
1. On the start page, choose System from the main menu.

2. (lick Change School Number. The Change School Number page appears.

Change School Number

This function will change a school number system-wide. It is
needed only if your PowerSchool server is managing multiple
schools and waou need to change ane of the schoal nurmbers. The
server will need to be restarted after this function has run.

Option Value
Current School Number: |4|:||:||:|
Change To New School

Number: | 1400

Mote: This procedure may take several minutes to complete.

— Check this box to confirm that you wish to change the
school number.

f submit ¥

3. Use the following table to enter information in the fields:

Field Description

Current School Number | Enter the school's existing number.

Change to New School Enter the school's new number.
Number
Check this box to Select this checkbox to confirm that you want to change the

confirm that you wish to | number.
change the school
number

4. Click Submit. The system displays the pages that are affected by the school number change.
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Suppon Procedure Status

Changing school number from 4000 to S000:

[Schanlz]Schoal _Humber: Querying
[Schoolz]Schonl _Mumber: 1 Records

[Schoolz] DfItHextSchool : Querying
[Schonls] DfItMextSchoal: 1 Records

[Schoolz]Alternate_Schanl _Nurmber: Querying
[Schoolz]dlter nate_School _Mumber: O Records

[Students]Mext_School: Querying
[Students]Mext_Schaol: 244 Records

[Students]Enrall ment _SchoallD: Querying
[Students]Enrallment _School | D: 784 Records

[Students]Graduated_School |D: Querying
[Students]Graduated_School ID: 309 Records

5. Click the PowerSchool logo after the process completes.

School -Specific Preferences: Querying
School-Specific Preferences: 129 Records

Writing Changes to Disk

Complete. Reinitializing Server.

Note: You may need to log in again after clicking the logo.

School Setup Information

Copy the master schedule within the same school or school setup information from one school to
another on your PowerSchool system to save time and minimize errors. Setup information includes

final grade setup information.

How to Copy the Master Schedule
1. On the start page, choose System from the main menu.
2. Click Copy Master Schedule. The Copy Master Schedule page appears.
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Copy Master Schedule

This function will duplicate the entire master schedule

from one wear into another.
Option

School

Source year (the school year
that the master schedule is
being copied from}

Target year (the school year
that the master schedule is
being copied to}

Confirm {click the checkbox to
confirm that you vwant to
proceed.)

Value

fapple Grove High
Schoal

[1997-1998 # |

[1998-1999 2|

£ Submit

3. Use the following table to enter information in the fields:

Field

Description

School

The school in which you are currently working appears. If this is
not the school into which you want to copy master schedule
information, change the school by clicking the School link at
the top of the page.

Source year

Choose the school year from which you want to copy from the
pop-up menu.

Target year

Choose the school year to which you want to copy from the
pop-up menu.

Confirm

Select this checkbox to confirm that you want to copy the
master schedule.

4. Click Submit. The Changes Recorded page appears.

How to Copy School Setup Information

1. On the start page, choose System from the main menu.

2. Click Copy School Setup Info. The Copy School Setup Info page appears.
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Copy School Setup Info

Option Walue

This
School

apple Grove High School

School to
Copy From

[ Apple Grove High Schoo

e
-

]

Setup

Information

[ Crade storage containers and dates ]

to Copy

AR R
il trll_' o

GRMING: This operation

schaol with information fro

e Tlad sk

information at the current

.".II .

f Submit y

3. Use the following table to enter information in the fields:

Field

Description

This School

page.

The school in which you are currently working appears. If this is
not the school into which you want to copy setup information,
change the school by clicking the School link at the top of the

School to Copy From

Choose the school from which you want to copy setup
information from the pop-up menu.

Copy

Setup Information to

Choose grade storage containers and dates from the pop-up
menu. This is the final grade setup information.

4. Click Submit. The system copies the information.

Custom Fields and Screens

Create custom fields to display a variety of information about students, staff, courses, and sections.
There is no limit to the number of custom fields that a school can create. You can also create
custom screens for students and staff. Include custom fields on those screens. For example, create a
page that includes vehicle-related information that you want to track for each student.

First, create the custom fields. Next, create the custom screen. Finally, add the custom fields to the
custom screen. For more information, see the sections "Custom Student Fields and Screens,"
"Custom Staff Fields and Screens," "Custom Course Fields," and "Custom Section

Fields."
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Custom Student Fields and Screens

Use custom fields and screens to display a variety of information about students. There is no limit to
the number of custom fields that a school can create. For example, create a page that includes
vehicle-related information that you want to track for each student.

First, create the custom fields. Next, create the custom screen. Finally, add the custom fields to the
custom screen you create.

How to Add Custom Student Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Fields Creaftes and edits custom fields.

Staff Description

Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fiel Createz and edits custom fields

Courses Description

Course Fields Creates and edits custom fields

Sections Description

section Fields Creates and edifs custom fields

3. (lick Student Fields. The Student Fields page appears.

Student Fields

- o

Name Description
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

4. Click New. The New Student Field page appears.
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New Student Field

Option Value

Field Name [ACT_composite

ACT composite test
Description |program

f Submit ¥

5. Use the following table to enter information in the fields:

Field Description
Field Name Enter the name of the field.
Description Enter an explanation of the field and its purpose.

6. Click Submit. The Student Fields page displays the new field.

Student Fields

- -
Mew

Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

How to Edit Custom Student Fields

1. On the start page, choose System.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creafes and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Student Field

4. Click the name of the field you want to edit. The Edit Student Field page appears.

s. The Student Fields page appears.

Student Fields

- -
Mew

Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science
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Edit Student Field

Option Value

Field Name  |ACT_composite

ACT composite test
Description  |program

': Check here towerify a delete command.
Deleting a custam field is irreversible. Pressing Delete

will permanently delete the field and all associated data
in the database. This process may take up to one minute.

" Delete € Submit ¥

5. Use the following table to edit information in the fields:

Field Description
Field Name Edit the name of the field.
Description Edit an explanation of the field and its purpose.

6. Click Submit. The Student Fields page displays the edited field.
Student Fields

- -
Mew

Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

How to Delete Custom Student Fields

Deleting a custom field also deletes the field from any custom pages and the values of that field. If
you manually entered the field on a PowerSchool page, you must manually remove the field from

the page.
1. On the start page, choose System from the main menu.
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2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens

page appears.
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Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creates and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Student Field

4. Click the name of the field you want to delete. The Edit Student Field page appears.

s. The Student Fields page appears.

Student Fields

- -
Mew

Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science
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Edit Student Field

Option Value

Field Name  |ACT_composite

ACT composite test
Description  |program

': Check here towerify a delete command.
Deleting a custam field is irreversible. Pressing Delete

will permanently delete the field and all associated data
in the database. This process may take up to one minute.

" Delete € Submit ¥

5. Select the checkbox to confirm that you want to delete the field.

Note: If you do not select the checkbox and click Delete, the system displays a message
indicating that the field was not deleted. Click Back to return to the previous page. Select
the checkbox, and then click Delete.

6. Click Delete. Do not leave the page until a message appears indicating that the process is
complete. The Student Field Deleted page appears.

Note: The system lists any PowerSchool pages that include the custom field. If any pages
appear, you must manually remove the fields from those pages.

7. Click "Return to Custom Fields." The Custom Fields page appears.

How to Add Custom Student Screens
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creates and edits customn Tields.
Staft Description
Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Student Screens. The Student Custom Screens page appears.

Custom Student Screens

- -
Mew

Screen Edit fields
Transportation Edit Fields

4. Click New. The Edit Custom Student Screen page appears.

Edit Custom Student Screen

Name |Secnnd Mailing

f Submit ¥

5. Enter the name of the screen in the Name field.

6. Click Submit. The Custom Student Screens page displays the new page.

School System Administrator User Guide
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Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

7. Click Edit Fields next to the new screen. The List Custom Student Screen Fields page
appears.

List Custom Student Screen Fields

o -
Mew

Screen: Second Mailing
Field

Expart this screen as a template

8. Click New. The Edit Field page appears.
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Edit Field
Option Value
Label | Zip

Field Hame {(Fields} |Secgnd_mai|ing_zip

‘entry field'and
‘entry box' types)

Height
{applies only to

‘entry box' type) |_{heu;|ht inlines)

Sort Order If_-.‘_

Input Type [ Entry field = ]
Width

{applies only to

IU_ Cwidth in characters)

Data for Popup or
Radio Buttons
{press return after
edach entryl

£ Submit 3
9. Use the following table to enter information in the fields:

Field Description

Label Enter the name you want to appear for the field on the custom
screen.

Field Name Define the internal PowerSchool field name, such as
License_Plate.
Note: To list the fields, click Fields. To create a custom field, see
the section "How to Add Custom Student Fields."

Sort Order Enter a number to indicate the order in which you want this
field to appear on the custom screen.

Input Type Use the pop-up menu to choose one of the following to

determine the type of field you are creating:

* Entry field: A small field in which the user enters free
text.
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Field Description
* Static field: A field in which you cannot change the text.
Use static fields to create headers above fields you want
to group together, or to explain a field you place below
it.
* Checkbox: A checkbox a user clicks to select.
* Pop-up menu: A pop-up menu from which a user
selects a value.
* Radio button: A small, round option button a user clicks
to select.
* Entry box: A large box in which users can enter multiple
lines of free text.
Width If you chose "Entry field" or "Entry box" at the Input Type field,
enter the width in characters of the field or box.
Height If you chose "Entry box" at the Input Type field, enter the height
of the box in lines.
Data for Popup or Radio | If you chose "Pop-up menu" or "Radio button" at the Input Type
Buttons field, enter the options the users can select at the field.

10. Click Submit. The List Custom Student Screen Fields page displays the field.

11. Repeat Step 8 through Step 10 for each field on the custom screen.

List Custom Student Screen Fields

- -
Mew

Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

Note: For more information on viewing the custom screen, see the section "Custom

Screens."
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How to Edit Custom Student Screens
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Flalds Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.

Staff Fial Creafasz and edits custom fields

Courses Description

Course Fields Creafes and edifs custom fields

Sections Description

section Fields Creates and edifs custom fields

3. Click Custom Student Screens. The Student Custom Screens page appears.

Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

4. Click the name of the custom screen in the Screen column. The Edit Custom Student Screen
page appears.

Edit Custom Student Screen

Hame [Second Mailing

'r.DeIete_\ f submit ¥

5. Edit the name of the custom student screen in the Name field.
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6. Click Submit. The Student Custom Screens page displays the edited screen.

School System Administrator User Guide

How to Delete Custom Student Screens

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens

page appears.

3. Click Custom Student Screens. The Student Custom Screens page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Fields Creates and edits customn Tields.

Staft Description

Cugtorn Stafm Scresns Provides quick setup of new stall scregns.

Staff Fiel Creafasz and edits custom fields

Courses Description

Course Fields Creates and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

4. Click the name of the custom screen in the Screen column. The Edit Custom Student Screen

page appears.
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Edit Custom Student Screen

Hame |[Second Mailing

“ Delete £ Submit ¥

5. Click Delete. The Selection Deleted page appears.

Selection Deleted

The selection(s) have been deleted.

f Back %

How to Edit Custom Student Screen Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Flalds Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fial Creafasz and edits custom fields

Courses Description

Course Fields Creafes and edifs custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Custom Student Screens. The Student Custom Screens page appears.

School System Administrator User Guide
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Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

4. Click Edit Fields next to the screen to be edited. The List Custom Student Screen Fields page

appears.

List Custom Student Screen Fields

- -
Mew

Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

5. Click the field to be edited. The Edit Field page appears.
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Edit Field

Option
Label

Value

|Zip

Field Hame (Fields) |secnnd_mai|ing_zip

Sort Order

Input Type

Wwidth

{applies only to
‘entry field'and
‘entry box' types)

Height
{applies only to
‘entry box' typel

Data for Popup or
Radio Buttons
{press return after
edach entryl

o

| Entry field

e
-

Iﬁ Cwidth incharacters)

|5_ Cheight in lines)

r Delete )

f Submit 3

6. Use the following table to edit information in the fields:

Field Description
Label Enter the name you want to appear for the field on the custom
screen.
Field Name Define the internal PowerSchool field name, such as
License_Plate.
Note: To list the fields, click Fields. To create a custom field, see
the section "How to Add Custom Student Fields."
Sort Order Enter a number to indicate the order in which you want this
field to appear on the custom screen.
Input Type Use the pop-up menu to choose one of the following to
determine the type of field you are creating:
* Entry field: A small field in which the user enters free
text.
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Field Description

* Static field: A field in which you cannot change the text.
Use static fields to create headers above fields you want
to group together, or to explain a field you place below
it.

* Checkbox: A checkbox a user clicks to select.

* Pop-up menu: A pop-up menu from which a user
selects a value.

* Radio button: A small, round option button a user clicks
to select.

* Entry box: A large box in which users can enter multiple
lines of free text.

Width If you chose "Entry field" or "Entry box" at the Input Type field,
enter the width in characters of the field or box.

Height If you chose "Entry box" at the Input Type field, enter the height
of the box in lines.

Data for Popup or Radio | If you chose "Pop-up menu" or "Radio button" at the Input Type
Buttons field, enter the options the users can select at the field.

7. Click Submit. The List Custom Student Screen Fields page displays the edited field.

List Custom Student Screen Fields

- -
Mew

Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

How to Delete Custom Student Screen Fields

1. On the start page, choose System from the main menu.
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2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creaftes and edits custom fields.
Staft Description
Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fields Creates and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Student Screens. The Student Custom Screens page appears.

Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

4. Click Edit Fields next to the screen to be edited. The List Custom Student Screen Fields page
appears.
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List Custom Student Screen Fields

- -
Mew

Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

5. Click the field to be edited. The Edit Field page appears.
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Edit Field
Option Value
Label |Zip
Field Name (Fields} |secnnd_mai|ing_zip
Sort Order Iﬁ_
Input Type [ Entry field -
Wwidth
{applies only to

‘entry field' and Iﬁ Cwidth incharacters)
‘entry box' types)

Height

{applies only to g S
‘entry box' type} I_{hen;ht inlinesh

Data for Popup or
Radio Buttons
{press return after
edach entryl

"'H_.I:'helnf:tne_"~ f Submit 3

6. Click Delete. The Selection Deleted page appears.

Selection Deleted

The selection(s) have been deleted.

f Back %

How to Export a Student Screen as a Template

Export a custom screen to share with other PowerSchool administrators or to save as a backup for
the custom screen. In addition, by exporting a custom screen and then deleting it, you can remove

a custom screen from the system without losing it permanently.

1. On the start page, choose System from the main menu.

System Administrator
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2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creaftes and edits custom fields.
Staft Description
Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fields Creates and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Student Screens. The Student Custom Screens page appears.

Custom Student Screens

F = N
Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

4. Click Edit Fields next to the screen to be exported as a template. The List Custom Student
Screen Fields page appears.
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Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

5. Click "Export this screen as a template." The File Download dialog appears.

Unhandled File Type

Internet Explorer doesn't know how to handle the type
of file you have selected.

You can choose to save this file to your disk or you
can configure a Helper Application far this file.

MIME Type: text/ps-save-to-disk
File Narme: Second_Mailing.pst

“cancel t { Save File As... " 7 Plugin " € application Y

6. Select Save File As... or "Save this file to disk."

7. Click OK. The Save As dialog appears.

Save

Save As: Second_Mailing.pst

Where: [@EDesktop ﬂ m

Select a file location.

9. Click Save. The custom screen saves as a template, and the List Custom Student Screen
Fields page appears.

School System Administrator User Guide
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List Custom Student Screen Fields

- -
Mew

Screen: Second Mailing
Field

Second Mailing
License Plate

Marme

Address

City

State

Zip

Expart this screen as a template

Custom Staff Fields and Screens

Use custom fields and screens to display a variety of information about staff. There is no limit to the
number of custom fields that a school can create. For example, create a page that includes teacher
certification fields to track this information for each teacher.

First, create the custom fields. Then, create the custom screen. Finally, add the custom fields to the
custom screen you created.

How to Add Custom Staff Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens

Students

Custorn Student Scres

Jtudent Fields

Staft

Custom Staff Screens
Staff Fields
Courses

Coursa Fields
Sections

Section Fields

e

Description
Provides quick setup of new studant screens

Creates and edits customn Tields.

Deszcription
Provides quick setup of new stafl screens.

Craafas and edits custom fields

Description

Creates and edits custom fields

Description

Creates and edits custom fields

3. Click Staff Fields. The Staff Fields page appears.

Staff Fields

= -
Mew

Name Description

dob Date of Birth

4. Click New. The New Staff Field page appears.

Label

Description

New Staff Field

Field Name Iaddress

Value

Street Address

£ Submit Y

5. Use the following table to enter information in the fields:

System Administrator
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Field Description
Field Name Enter the name of the field, such as DOE Certificate Number.
Description Enter an explanation of the field and its purpose.

6. Click Submit. The Staff Fields page displays the new field.

Staff Fields

- -
Mew

Hame Description
address Street Address
dob Date of Birth

How to Edit Custom Staff Fields

1. On the start page,

choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens

page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Fields Creaftes and edits custom fields.

Staff Description

Cugtorn Stafm Scresns Provides quick setup of new staTl scregns.
Staff Fiel Createz and edits custom fields

Courses Descriplion

Course Fields Creates and edits custom fields

Sections Description

section Fields Creates and edifs custom fields

3. Click Staff Fields. The Staff Fields page appears.

System Administrator
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Staff Fields

- -
Mew

Hame Description
address Street Address
dob Date of Birth

4. Click the name of the field you want to edit. The Edit Staff Field page appears.

Edit Staff Field

Label Value
Field Hame Iaddress

Street Address
Description

': Check here to verify a delete command.

Deleting a custam field is irreversible. Pressing
Delete will permanently delete the field and all
associated data in the database. This process may

take up to one minute.

f Submit ¥

f Delete

Use the following table to edit information in the fields:

Field

Description

Field Name

Edit the name of the field, such as DOE Certificate Number.

Description

Edit an explanation of the field and its purpose.

Click Submit. The Staff Fields page displays the edited field.

© 2004 Apple Computer, Inc. All rights reserved.
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Staff Fields

- -
Mew

Hame Description
address Street Address
dob Date of Birth

How to Delete Custom Staff Fields

Deleting a custom field also deletes that field and its values from any custom pages. If you manually
entered the field on a PowerSchool page, you must manually remove the field from the page.

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens
tudent Flalds Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.

Staff Fial Creafasz and edits custom fields

Courses Description

Course Fields Creafes and edifs custom fields

Sections Description

section Fields Creates and edifs custom fields

3. Click Staff Fields. The Staff Fields page appears.
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Staff Fields
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Mew

Hame Description
address Street Address
dob Date of Birth

4. Click the name of the field you want to delete. The Edit Staff Field page appears.

Edit Staff Field

Label Value
Field Hame Iaddress

Street Address
Description

': Check here to verify a delete command.

Deleting a custam field is irreversible. Pressing
Delete will permanently delete the field and all
associated data in the database. This process may

take up to one minute.

f Submit ¥

F ~
I Delete

5. Select the checkbox to confirm that you want to delete the field.

© 2004 Apple Computer, Inc. All rights reserved.
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Edit Staff Field

Label Value

Field Hame Iaddress

Street Address
Description

@Eheck here to verify a delete cammand.

Deleting a custom field is irreversible. Pressing
Delete will permanently delete the field and all
azzociated data in the databasze. This process may
take up to one minute.

" Delete f Submit

Note: If you do not select the checkbox and click Delete, the system displays a message
indicating that the field was not deleted. Click Back to return to the previous page. Select

the checkbox, and then click Delete.

6. Click Delete. Do not leave the page until a message indicates that the process is complete.
The Staff Field Deleted page appears.

Staff Fields

p -
Mew

Name Description

dob Date of Birth

Note: The system lists any PowerSchool pages that include the custom field. If any pages
appear, you must manually remove the fields from those pages.

7. Click "Return to Custom Fields." The Custom Fields page displays.

How to Add Custom Staff Screens
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creafes and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Custom Staff

Screens. The Custom Staff Screens page appears.

Custom Staff Screens

F = N
Mew

Screen Edit Fields

Certification Edit

4. Click New. The Edit Custom Staff Screen page appears.

5. Enter the name of

Edit Custom Staff Screen

Figld Walue

Mame |Emer1:;enr.1_.rlnfcnrmatiun

£ Submit ¥

the screen in the Name field.

6. Click Submit. The Custom Staff Screens page displays the new page.

System Administrator

© 2004 Apple Computer, Inc. All rights reserved.

100



s
' PowerSchool

School System Administrator User Guide

Scraen

Certification Edit

Custom Staff Screens

- o

Edit Fields

Emergency Infarmation Edit

7. Click Edit next to the new screen. The List Custom Staff Screen Fields page appears.

List Custom Staff Screen Fields

- -
Mew

Screen: Emergency Infarmation
Field

Export this screen as a template

8. Click New. The Edit Field page appears.

Edit Field

Option
Labe

Field Hame
Sart Order
Input Typa
Width

[applies only to "eniry field and
‘entry box' types)

Height
[mpplies only to "eniry box' type)

Data for Popup or Radio Buttons
(press return atter each awtry)

Value

I.-\::I-::lnxr.

[address
|2_
Entry field =

E [wldth imcharacters)

I_ [hilght in birea)

¢ Submiat ¥

9. Use the following table to enter information in the fields:
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Field

Description

Label

Enter the name you want to appear for the field on the custom
screen.

Field Name

Define the internal PowerSchool field name, such as
License_Plate.

Note: To list the fields, click Fields. To create a custom field, see
the section "How to Add Custom Staff Fields."

Sort Order

Enter a number to indicate the order in which you want this
field to appear on the custom screen.

Input Type

Use the pop-up menu to choose one of the following to
determine the type of field you are creating:

* Entry field: A small field in which the user enters free
text.

* Static field: A field in which you cannot change the text
that displays. Use static fields to create headers above
fields you want to group together, or to explain a field
you place below it.

¢ Checkbox: A checkbox a user clicks to check.

* Pop-up menu: A pop-up menu from which a user
selects a value.

* Radio button: Small, round option button a user clicks
to select.

* Entry box: A large box in which users can enter multiple
lines of free text.

Width

If you chose "Entry field" or "Entry box" at the Input Type field,
enter the width in characters of the field or box.

Height

If you chose "Entry box" at the Input Type field, enter the height
of the box in lines.

Data for Popup or Radio
Buttons

If you chose "Pop-up menu" or "Radio button" at the Input Type

field, enter the options the users can select at the field.

10. Click Submit. The List Custom Staff Screen Fields page displays the field.
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List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

11. Repeat Step 8 through Step 10 for each field on the custom screen.

Note: For more information on viewing the custom screen, see the section "How to Edit
Custom Staff Screens."

How to Edit Custom Staff Screens
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creaftes and edits custom fields.
Staft Description
Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fields Creates and edits custom fields
Courses Description
Course Fields Creates and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Staff Screens. The Custom Staff Screens page appears.
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Custom Staff Screens

- o

Scraen Edit Fields
Certification Edit

Emergency Infarmation Edit

4. Click the name of the custom screen in the Screen column. The Edit Custom Staff Screen
page appears.

Edit Custom Staff Screen

Figld WValue

Mame |Emergency Information

" Delete f submit %

5. Edit the name of the custom staff screen in the Name field.

6. Click Submit. The Custom Staff Screens page displays the edited screen.

Custom Faculty Screens

- -
Mew

Screen Edit Fields
Certification Edit Fields
Ermergency Information Edit Fields
Positions Edit Fields

Surnmer Term Edit Fields

How to Delete Custom Staff Screens
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creates and edits customn Tields.
Staft Description
Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Staff Screens. The Custom Staff Screens page appears.

Custom Staff Screens

- o

Scraen Edit Fields
Certification Edit

Emergency Infarmation Edit

4. Click the name of the custom screen in the Screen column. The Edit Custom Staff Screen
page appears.

Edit Custom Staff Screen

Figld WValue

Mame |Emergency Information

f Delete R fm\

5. Click Delete. The Staff Custom Screens page displays without the deleted screen.
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Custom Staff Screens

F = N
Mew

Screen Edit Fields
Certification Edit

How to Edit Custom Staff Screen Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creates and edits customn Tields.
Staft Description
Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Staff Screens. The Custom Staff Screens page appears.

Custom Staff Screens

- o

Scraen Edit Fields
Certification Edit

Emergency Infarmation Edit

4. Click Edit next to the screen to be edited. The List Custom Staff Screen Fields page appears.
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List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

5. Click the field to be edited. The Edit Field page appears.

Edit Field
Dption Walue
Label [Malling Address
Fiald Name |.'\r|r:rr~::=
Sort Order |_=-_
Inpul Typa | Entry field -
Width
(mpplies anly to 'entry field" and E Caridif haractsrs?
‘sniry box' types] ; .
Haight i) R
{applies only to 'entry box' type) | Cheight in lires)

Data tor Popup or Radio Buttons
[press retum alter each entry)

" Delete F submin 3

6. Use the following table to edit information in the fields:

Field Description

Label Enter the name you want to appear for the field on the custom
screen.

Field Name Define the internal PowerSchool field name, such as
License_Plate.
Note: To list the fields, click Fields. To create a custom field, see
the section "How to Add Custom Staff Fields."

Sort Order Enter a number to indicate the order in which you want this
finld +a nnnanr an tha clictom covann
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Field Description
field to appear on the custom screen.

Input Type Use the pop-up menu to choose one of the following to
determine the type of field you are creating:

* Entry field: A small field in which the user enters free
text.

* Static field: A field in which you cannot change the text
that displays. Use static fields to create headers above
fields you want to group together, or to explain a field
you place below it.

* Checkbox: A checkbox a user clicks to check.

* Pop-up menu: A pop-up menu from which a user
selects a value.

* Radio button: Small, round option button a user clicks
to select.

* Entry box: A large box in which users can enter multiple
lines of free text.

Width If you chose "Entry field" or "Entry box" at the Input Type field,
enter the width in characters of the field or box.

Height If you chose "Entry box" at the Input Type field, enter the height
of the box in lines.

Data for Popup or Radio | If you chose "Pop-up menu" or "Radio button" at the Input Type

Buttons field, enter the options the users can select at the field.

7. Click Submit. The List Custom Staff Screen Fields page displays the edited field.

List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

How to Delete Custom Staff Screen Fields

1. On the start page, choose System from the main menu.

System Administrator
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2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creaftes and edits custom fields.
Staft Description
Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fields Creates and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Staff Screens. The Custom Staff Screens page appears.

Custom Staff Screens

- o

Scraen Edit Fields
Certification Edit

Emergency Infarmation Edit

4. Click Edit next to the screen to be edited. The List Custom Staff Screen Fields page appears.

List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

5. Click the field to be edited. The Edit Field page appears.
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Edit Field
Dption Walue
Label [Malling Address
Fiald Name |.'\r|r:rr~::=
Sort Order F
Inpul Typa | Entry field -
Width
(mpplies anly to 'entry field" and E Cwridih harachersy
‘antry box' types]
Haight i) T R
{applies only to 'entry box' type) | Cheight in lires)

Data tor Popup or Radio Buttons
[press retum alter each entry)

" Delete F submin 3

6. Click Delete. The List Custom Staff Screen Fields page displays without the deleted field.

List Custom Staff Screen Fields

- -
Mew

Screen: Emergency Infarmation
Field

Export this screen as a template

How to Export a Staff Screen as a Template

Export a custom screen to share with other PowerSchool administrators or to save as a backup. In
addition, by exporting a custom screen and then deleting it, you can remove a custom screen from
the system without losing it permanently.

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creates and edits customn Tields.
Staft Description
Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. Click Custom Staff Screens. The Custom Staff Screens page appears.

Custom Staff Screens

- o

Scraen Edit Fields
Certification Edit

Emergency Infarmation Edit

4. Click Edit Fields next to the screen to be exported as a template. The List Custom Staff
Screen Fields page appears.

List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

5. Click "Export this screen as a template." The File Download dialog appears.
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Unhandled File Type

Internet Explorer doesn't know how to handle the type
of file you have selected.

You can choose to save this file to your disk or you
can configure a Helper Application far this file.

MIME Type: text/ps-save-to-disk
File Narme: Second_Mailing.pst

“cancel t { Save File As... " 7 Plugin " € application Y

6. Select "Save this file to disk."

7. Click OK. The Save As dialog appears.

Save

Save As: Second_Mailing.pst

Where: [@EDesktop ﬂ m

Select a file location.

9. C(lick Save. The custom screen saves as a template, and the List Custom Staff Screen Fields

page appears.

List Custom Staff Screen Fields

- -
Mew

Sereen: Emergency Information
Field

Address

Expart this screen as a template

Custom Course Fields

Use custom fields to display a variety of information about courses. There is no limit to the number

of custom fields that a school can create. For example, create a custom field called Demand to track

last year's demand for a particular course.

Create the custom course fields. Then, either add the custom fields to a page in PowerSchool or
enter values for the fields using the Direct Database Access function, also known as Universal

Search & Modify (USM).
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How to Add Custom Course Fields

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens

page appears.

Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creates and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Course Fields. The Course Fields page appears.

Course Fields

- -
Mew

Hame Description

ddditional course number used for

LB UTTAET state reparting or district purposes.

4. Click New. The New Course Field page appears.

System Administrator
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New Course Field

Label Value

Field Name |Demand

sual demand for this
Description |course.

f Submit

5. Use the following table to enter information in the fields:

Field Description

Field Name Enter the name of the field.

Description Enter an explanation of the field and its purpose.

6. Click Submit. The Course Fields page displays the new field.

Course Fields

- -
Mew

Name Dezcription

Additional course number used for
A BOLEE U EET state reporting or district purposes.

Dernand Uzual demand for this course.

How to Edit Custom Course Fields
1. On the start page, choose System from the main menu.
2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

114
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Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creafes and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Course Fields. The Course Fields page appears.

4. Click the name of the field you want to edit. The Edit Course Field page appears.

Course Fields

- -
Mew

Name Dezcription

gdditional course number used for

A BOLEE U EET state reporting or district purposes.

Dernand Uzual demand for this course.
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Edit Course Field

Label Value

Field Hame IDemand

Isual demand for this
Description course.

': Check here to werify a delete command.
Deleting a custam field is irreversible. Pressing Delete

will permanently delete the field and all associated data in
the database. This process may take up to one minute.

" Delete € Submit

5. Use the following table to edit information in the fields:

Field Description
Field Name Edit the name of the field.
Description Edit an explanation of the field and its purpose.

6. Click Submit. The Course Fields page displays the edited field.

Course Fields

- -
MeEw

Name Deszcription

Additional course number used for
Al BTG state reporting or district purposes.

Dernand Typical demand for this course.

How to Delete Custom Course Fields

Deleting a custom field deletes the field and its values. If you manually entered the field on a
PowerSchool page, you must manually remove the field from the page.

1. On the start page, choose System from the main menu.
2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens

Students Description

Cuatom Student Screans Provides guick setup of new student screens

Jtudent Fields Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields

Courses Description

Course Fields Creafes and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. Click Course Fields. The Course Fields page appears.

4. Click the name of the field you want to delete. The Edit Course Field page appears.

Course Fields

i Y
Mew

Name Description

Additional course number used for

Al PO UTHET state reporting or district purposes.

Dernand Typical demand for this course.
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Edit Course Field

Label Value

Field Hame IDemand

Typical demand for this
Description Course.

': Check here towerify a delete command.
Deleting a custom field is irreversible. Pressing Delete

will permanently delete the field and all associated data in
the database. This process may take up to ane minute.

(" Delete f Submit ¥

5. Select the checkbox to confirm that you want to delete the field.

Note: If you do not select the checkbox and click Delete, the system displays a message
indicating that the field was not deleted. Click Back to return to the previous page. Select

Edit Course Field

Label Value

Field Hame IDemand

Typical demand for this
Description Course.

@Eheck here to werify a delete command.
Deleting a custam field is irreversible. Pressing Delete

will permanently delete the field and all associated data in
the database. This process may take up to one minute.

" Delete f Submit ¥

the checkbox, and then click Delete.

6. Click Delete. Do not leave the page until a message appears indicating that the process is

complete. The Custom Field Deleted page appears.
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Custom Field Deleted

Customn field Dermand has been deleted.

Return to Custam Fields

Note: The system lists any PowerSchool pages that include the custom field. If any pages
appear, you must manually remove the fields from those pages.

7. Click "Return to Custom Fields." The Custom Fields page appears.

Custom Section Fields

Use custom fields to display a variety of information about sections. There is no limit to the number
of custom fields that a school can create. For example, create a custom field called Field Trip to
identify the field trips taken during a particular section.

Create the custom section fields. Then, either add the custom fields to a page in PowerSchool or
enter values for the fields using the Direct Database Access function, also known as Universal
Search & Modify (USM).

How to Add Custom Section Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens

Students Description
Cuatom Student Screans Provides guick setup of new student screens

tudent Fields Creates and edits customn Tields.

Staff Description

Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fiel Creates and edits custom fields

Courses Description

Course Fields Creates and edits custom fields

Sections Description

section Fields Creates and edifs custom fields

3. (lick Section Fields. The Section Fields page appears.
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Section Fields

F & 7
Mew

Custom Screen Menu
Name Description

section_no MNumber identifying the section.

4. Click New. The New Section Field page appears.

New Section Field

Label Value

Field Name |request_prev_term

Mumber of requests for this
Description |section from the previous
term.

£ Submit ¥

5. Use the following table to enter information in the fields:

Field Description
Field Name Enter the name of the field.
Description Enter an explanation of the field and its purpose.

6. Click Submit. The Section Fields page displays the new field.

Section Fields

= -
Mew

Custam Screen Menu
Name Description

Murber of requests far this

el ez section fram the previous term.

section_no Mumber identifying the section,
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How to Edit Custom Section Fields
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.

Custom Fields / Screens
Students Description
Cuatom Student Screans Provides guick setup of new student screens
Jtudent Fields Creates and edits customn Tields.
Staft Description
Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fields Craafas and edits custom fields
Courses Description
Course Fields Creafes and edits custom fields
Sections Description
Section Fields Creates and edits custom fields

3. C(lick Section Fields. The Section Fields page appears.

Section Fields

- -
Mew

Custam Screen Menu
Name Description

Murber of requests far this

e section fram the previous term.

section_no Mumber identifying the section,

4. Click the name of the field you want to edit. The Edit Section Field page appears.

System Administrator © 2004 Apple Computer, Inc. All rights reserved. 121



g
. POWEI‘SChOOl School System Administrator User Guide

Edit Section Field

Label Value

Field Name |request_prev_term

Mumber of requests for this
Description  |section from the previous
term.

': Check here to verify a delete command.

Deleting a custom field is irreversible. Pressing
Delete will permanently delete the field and all
azsociated data in the databaze. This process may take

up to one minute.

" Delete € Submit

5. Use the following table to edit information in the fields:

Field Description
Field Name Edit the name of the field.
Description Edit an explanation of the field and its purpose.

6. Click Submit. The Section Fields page displays the edited field.

Section Fields

- -
Mew

Custam Screen Menu
Name Description

Requests for this section from
request_prev_term thjprevinus term.

section_no Mumber identifying the section.

How to Delete Custom Section Fields

Deleting a custom field deletes the field and its values. If you manually entered the field on a
PowerSchool page, you must manually remove it from the page.

1. On the start page, choose System from the main menu.
2. On the System Administrator page, click Custom Fields/Screens. The Custom Fields/Screens
page appears.
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Custom Fields / Screens

Students

Custorn Student Scresns

Jtudent Fields

Staft

Custom Staff Screens
Staff Fields
Courses

Coursa Fields
Sections

Section Fields

Description
Provides quick setup of new studant screens

Creates and edits customn Tields.

Deszcription
Provides quick setup of new stafl screens.

Craafas and edits custom fields

Description

Creates and edits custom fields

Description

Creates and edits custom fields

3. Click Section Fields.

4. Click the name of the field you want to delete. The Edit Section Field page appears.

The Section Fields page appears.

Section Fields

Name

section_no

Custam Screen Menu

request_prev_term

- -
Mew

Deszcription

Requests for this section from
the previous term.

Mumber identifying the section.
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Edit Section Field

Label Value

Field Name |request_prev_term

Requests for this section
Description  (from the previous term.

:‘Eheck here to verify a delete command.

Deleting a custorn field is irreversible. Pressing
Delete will permanently delete the field and all
associated data in the database. This process may take
up toone minute.

r Delete R fm‘

5. Select the checkbox to confirm that you want to delete the field.

Note: If you do not select this checkbox and click Delete, the system displays a message
indicating that the field was not deleted. Click Back to return to the previous page. Select

Edit Section Field

Label Value

Field Name |request_prev_term

Requests for this section
Description  (from the previous term.

@Eheck here to werify a delete command.

Deleting a custorn field is irreversible. Pressing
Delete will permanently delete the field and all
associated data in the database. This process rmay take
up toone minute.

r Delete R fm\

the checkbox, and then click Delete.

6. Click Delete. Do not leave the page until a message indicates that the process is complete.

The Section Field Deleted page appears.
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Custom Field Deleted

Custom field request_prev_term has been deleted.

Feturn to Custom Fields

Note: The system lists any PowerSchool pages that include the custom field. If any pages
appear, you must manually remove the fields from those pages.

Direct Database Export

Direct Database Access (DDA), also called Universal Search & Modify (USM), is one of the most
versatile features of your PowerSchool system. Use DDA to search and match data in all of the
internal tables on your PowerSchool server.

Note: Depending on your security settings, you may not be able to perform all functions.

PowerSchool data is stored in a relational database of tables. Each table contains an unlimited
number of fields. When you use DDA, you directly access a table in the relational database.

Use PowerSchool's Direct Database Export (DDE) page when you need to create an export file or
report that contains records from the tables. Use another application, such as a spreadsheet
application, to view or organize the records. Unlike using the Export Using Template page, you can
match and export data from two related tables.

You do not have to access DDA to export data from it. You can export DDA data while you are
logged in to PowerSchool. When you export data from DDA, the system creates an independent
export file that you can open or update using any application you want.

For example, assume you want to export all ninth graders and their current grades to a software
application in which you can create a pie graph. Use the DDE function to match the records in the
student table to the current grades table; then, export both tables of data, open the export file in a
spreadsheet application, and create the graph.

How to Select Records for Export-List View

View a list of all records in a selected table or search for specific records in a table. You can also limit
the export to records for all schools on your system or for just one school. For example, export
student data about California residents in fourth grade or above who attend all schools on the
system.

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.
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Direct Database Expont (DDE)

Current Ta I-['.'athe-l'ntsl_:J 2|

Currend Records in Selection: 0 Table Wiews

Lizl View

Meleh Selection Table Wiew Set

Select all 1705 records in this tab -]

Seqrch Studznis
I 2]l = T
I :]( = 3 I
=) searcnonty in recards belonging o Apple Gruve High Sehos

[En-:::trl.'li 1705 records inthis table|

[5~-:a':"| within the currert O records only)|

3. Use the following table to enter information in the fields:

Field

Description

Current Table

Choose the table from which you want to export records from
the pop-up menu.

Note: For a complete list of PowerSchool tables and fields, see
http://lyour.school.address/admin/home?ac=structure.

Select all [x] records in
this table

To indicate the records to use in the export, do one of the
following:

Click "Select all [number of] records in this table" to
select all records and skip to Step 10.

Identify search criteria in the Search Students fields by
continuing to the next step.

Note: Search for students either on the Search Students
page before beginning this procedure or on the Direct
Database Export page. Repeat Step 5 through Step 7 to
use the second search field on the Direct Database
Export page, or repeat Step 5 through Step 9 to narrow
the search results even further.

Search Students

Choose a field from the first pop-up menu.

Choose an operator from the second pop-up menu:

Equals (=)

Less than (<)

Greater than (>)

Less than or equal to (<=)

Greater than or equal to (>=)

System Administrator
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Field

Description

* Does not equal (#)
* (Contains (contains)
* Does not contain (!Contain)
Enter the value for the field in the last field.

name]

Search only in records
belonging to [school

Select this checkbox to filter your school's records in the search.

4. Click "Search within the current [# of selected] records only." The Direct Database Export

(DDE) page displays the new number of current records in selection.

Direct Database Export (DDE)

Current Tab [ studerns (1) ¥
yrrerd Aecard in Selection 74 Jat yiew  Table Yiew
P — - -

Selecr all 1705 records inth sta:nle]

= =
( S [T | m—

Searchonly in recorcs belonging fo 4pple Grove High Schoo

[Zear:'l all 1705 records inthis tab a|

I";-;_'dr;_'l wilknn the current £4 records ml-,']

5. (Click List View to make sure you selected the records you want to export. The List Records:

[Table name] page appears with the fields separated by five periods.

List Records: Students

e rds A4
Do LestFlest Flest _Mame . Middie_Name. .. Last_Name. . Student_MNumber.. .
o Z416 , Waolstenkolme, daron. . Sarar waolstenholme | 25156
20 ZAT AL W, Eeltzon., Keltson...L L 0l 20 T 0T
3. Sdl6. Winder, Bretl. . Srelt Winder. . 2513535
4 5414 . Wieae, Johnny ohnny YWiese . 25160
B SATE L 2iting, Kriston o ERiEtin L Zeting L2506
6. Sd1Z .. Nawdrey, Hadley . Hadley Yawidrey. .. 25162
7 411 Thompaon, Nicholes . Hicholsa.. W, . Thompaon . 25163
8. 409 Taylor, Erie PoEFie. P Tayler . 25165
9, 5407, Spencer, Haglie, | Haylie Spencer ., Z5167
1 405 Shinsel, lan. . lane L Shenee] 2511
11, S402 . Pushion, Dandel. . Daniel ... Bughton. 25172
12 5400 . Rostrom, Denie Danie Rostrom,. . 25174
15 SEOO  Quikell, Crarles B Charles . B Ouibell. 25175
14, S398... . Powell, Jeasica... Jessica Piwe 25174
15 ? . Richards, Dillan Do, Dillon, . D Richarcs 75177
-3 596 Park, Brandie ... Brandie. . R Park... 25178
17, 5395 . 0stler, Ashley O &shley. . D ODaller . 25179
16 94 Olney, Eeemi. . Keemi. ... Ol;ew . 25180
19, 2325 . North, Eellizn..Eellian....... Horthe 25181
20, 5322, Pingel, Duatin.,, Dustin Pirgel, 25182

Note: Click the field value to link to the Display Record page.
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How to Select Records for Export-Table View

View a report in a table format of all records in a selected table, or search for specific records in a
table. You can also limit the export to records for all schools on your system or just one school. For
example, export student data about California residents in fourth grade or above who attend all

schools on the system.

To modify the format of the table view, see the section "How to Format the DDE Table View."

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)
Curre IT«.I-[Sthe-ntsljl] :]
Current Recards in Selection: 0 List View  Table Yiew
Export Records Halch Selection Table Wiew Set
_":.e ect all 1705 records in this tab -]
Search Studanis
._ Searchonly in records belonging o Apple Grove High Scho
[En-:::ul.'l all 1705 records inthis lHL—lEI
[5~-:a':"| within the currert O records only)|

3. Use the following table to enter information in the fields:

Field

Description

Current Table

Choose the table from which you want to export records from
the pop-up menu.

Note: For a complete list of PowerSchool tables and fields, see
http://lyour.school.address/admin/home?ac=structure.

Select all [x] records in
this table

To indicate the records to use in the export, do one of the
following:

Click "Select all [number of] records in this table" to
select all records and skip to Step 10.

Identify search criteria in the Search Students fields by
continuing to the next step.

Note: Search for students either on the Search Students
page before beginning this procedure or on the Direct
Database Export page. Repeat Step 5 through Step 7 to
use the second search field on the Direct Database
Export page, or repeat Step 5 through Step 9 to narrow
the search results even further.

System Administrator

© 2004 Apple Computer, Inc. All rights reserved. 128




s
. PowerSchool

School System Administrator User Guide

Field Description

Search Students Choose a field from the first pop-up menu.
Choose an operator from the second pop-up menu:
* Equals (=)
e Less than (<)
* Greater than (>)
* Less than or equal to (<=)
* Greater than or equal to (>=)
* Does not equal (#)
e (Contains (contains)
¢ Does not contain (!Contain)

Enter the value for the field in the last field.

Search only in records Select this checkbox to filter your school's records in the search.
belonging to [school
name]

4. Click "Search within the current [# of selected] records only." The Direct Database Export
(DDE) page displays the new number of current records in selection.

Direct Database Export (DDE)

Currant Tah [ studerns (1) ¥

urrend Aecords In Selection: ¥4 lat Wi ahiE Yiew

Selecr all 1705 records in this IZE:||E']

Searchonly in recorcs belonging fo 4pple Grove High Scho

[Saarch all 1705 racords inthis tak a|

l'lQ<Ir;'I within the current 74 records anly

5. Click Table View to make sure you selected the records you want to export. The List
Records: [Table name] page appears with the records in a table format.
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List Recards: Students moable Sriaek Hgh 2ol
4007 [401 [
wll n

Las by | Bl | k s | Exrbak
abouserd, SBlaku Ea 3 235359 2 S2372001 | BAERI200
acmrrr, Hichss! bradlsy I | cEEE E R ] mfzefioon | wirsiaoc
n, Encharing &nn am?o |3 ageana ] sfFafacal | Biemz0ns
1 aFalbzn acam Eidha 123m2 | % 355308 H SCRACACON | MAEREOC
affuliar Juvas 13411 | D L ik SrZES2002 | BASLr2003

Note: Click the field value to link to the Modify Record page.

How to Format the DDE Table View
1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)

Eu'lellelIr[SILCEHIS[l] ¢]
Currend Records in Selection: 0 Lizl View Table YWigw
Export Records MMt b Selection Tahle Wiew Setup

_":.ﬂ_ ect all 1705 records in this tab -]

— R E—
( 3 ) m—

! Searchonly in records belonging o Apple Grove High School

[Eearl.h all 1705 records inthis table|
[&u':"n within the current 0 records r.-r'nlw_.-|

3. C(lick Table View Setup. The DDA/DDE Table View Setup page appears.
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DDAMDDE Table View Setup
Gettings that opply to Table Wiewr
Ia ximuam number ol records per page IW
Maximum number ol Relds per Lable Iﬁ
Ida 2 imum namber of character per fhebd (deTaall is &0 char b Ii
Ilse font teg iunchecked is faster) kvl
Formal dala (umchecked is laster) B
Use gridines W
Alternote cobors (unchecked is fasterh -
Uge Cell padding (wsualhy 0 -3) |1_
Back i« Fect tabaza | r S
F Submir %

4. Use the following table to enter information in the fields:

Field

Description

Maximum number of
records per page

Enter the maximum number of records you want to appear on
each page of the table.

Maximum number of
fields per table

Enter the maximum number of fields you want the table to
display.

Maximum number of
character per field

Enter the maximum number of characters each field in the
table can display.

Use font tag

Select this checkbox to apply font formats. Otherwise, deselect
this checkbox.

Format data

Select this checkbox if you want the system to format the data
within the table. Otherwise, deselect this checkbox.

Use Gridlines

Select this checkbox if you want the table to separate each field
of data with gridlines. Otherwise, deselect this checkbox.

Alternate colors

Select this checkbox if you want the table to display each row
of data in a different color. Otherwise, deselect this checkbox.

Use Cell padding

Enter a number to indicate how much padding you want each
cell of the table to contain around the text. Most users enter a
number between 1 and 3.

System Administrator
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How to Match Selections for Export

Match the records you searched for and selected in one table to records in another table to gather
and select information so you can view what you need. For example, match records in the Students
table to records in the CC (current grades) table.

Note: You cannot match tables that do not have a relationship or shared field. For example, you
cannot match the Students table to the Teachers table.

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)

Eu'lellelIr[SILCEHIS[l] ¢]

Currend Records in Selection: 0 Lizl View Table YWigw

Export Records Metch Selection Tahle Wiew Setup

:’SE gct all 1705 records in this tab -]

Search Students

l == =
l = )
—! Searchonly in records belonging to Apple Grove High Schol

[Eearl.h all 1705 records inthis table|
[&u':"n within the current 0 records r.-r'nlw_.-|

3. Choose one of the tables to match from the Current Table pop-up menu.

4. Click "Select all [#] records in this table." The Direct Database Export (DDE) page displays the
new number of current records in selection.

Direct Database Export (DDE)

'.ur-:rulTa'.Ie[ Studants (1) 5 I

yrrent Recorda on Selegimnn: 1705 13t Wigsw Table ¥

[EEIELL all 1705 records in this '.dJ;.lIei

earch Students

= |
(B 2]

Search only in records belonging to&pple Grove High S hoo

-
-

L1

[5earch all 1705 records in this table |

[5-=-n|'rh within the currept 1705 records on -]-']

5. Click Match Selection. The Match USM Selection page appears.
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Match USM Selection
Currand Table: Stugends
Thiz Turetioncrestes a nes seleciion of recorda in this teble (S udentsy, Sased on 10 record
inthe iable s=lected Delow
| Studerts 2]
btz Mok all tables can be ussd o creabe sslectiom in 1his lakle; Lhere must be 2 relalion

tetiseen the tontables Forexample, racaeds (nthe Students fahle may be matched wits
regarde Tromn Ui CC Lalble, bevaire Lhe CC bzDla has g Cield called STadent @, Howsver,
abteempting oo msteh the Studends tab e with dke Teschers fable dees s work becsuse the
Stidents table does nol tave = Taacter 10 fMald ard the Teachars table dags mok hess o Student 1D
field

Bobe: This Tumction mey lzke seversl minubss lo compleie,

Back Ao Direck Dedabese Ecport Main Soree

Procesd to match BE|E:'.IL'I]

6. Choose the second table to match from the pop-up menu.

Click "Proceed to match selection."

The Direct Database Export page displays the total

number of records between the two matched tables that you can export. To export the
selected records, see the section "How to Export Records."

How to Export Records

Select records before exporting using the Direct Database Export function. For more information,
see "How to Select Records for Export-List View," "How to Select Records for Export-
Table View," or "How to Match Selections for Export."

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Export (DDE)

Search Jtudents

Currant Tab { studerns (1) ¥
erent Aecords in Selection 74 1at Vie Tahle Yigw
[ - .

Selecr all 1705 records inth sta:nle]

d= d

Searchenly in recores helonging to dpple Grove High Schos

[Sear:'l all 1705 records inthis tab a|

lhq<|r;'| within the current 74 records _|r|I-,'|

3. Select records for exporting. For more information, see "How to Select Records for
Export-List View," "How to Select Records for Export-Table View," or "How to

Match Selections for Export."

4. Click Export Records. The Export Records page appears.
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Export Records

Export the 263 selected records (Table: Students)

:)

Field Delimiter Tab

Record Delimiter CE =

Optional: Sort Field Name Direction

Student_MNumber
Last_Mame O
First_Mame

Middle_Mame
Grade_Level
Balancel

Lunch_ID ¥

L1

— "Surround felds" E‘ Column titles an 15t row

Last_Mame i

Back to Direct Database Export Main Screen

£ Submit Y

5. Use the following table to enter information in the fields:

Field Description
Fields Use the pop-up menu to choose the fields from which you
want to export a copy of the data. After you choose each field,
the system inserts the field name in the text box.
To include fields from another table, manually enter the name
of the table in brackets, then the field name in the field box. For
example, to export fields from the Sections table and include
teachers' names, enter [teachers]lastfirst.
Field Delimiter Use the pop-up menu to choose how you want the system to
separate each field in the export file:
e Tab
e Comma
* None
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Field

Description

e Other: Enter the delimiter in the blank field.

Record Delimiter

Use the pop-up menu to choose how you want the system to
separate each record in the export file:

* CR: Carriage return

* CRLF: Carriage return and line feed

* LF:Line feed

* Other: Enter the delimiter in the blank field.

Surround Fields

Select this checkbox if you want the system to surround each
field with quotation marks in the export file. Otherwise,
deselect this checkbox.

Column titles on 1st row

Select this checkbox if you want the first row of the export file
to have column titles indicating the fields included in each
column. Otherwise, deselect this checkbox.

Sorting Records

Determine the order of the records in the export file. Define a
primary, secondary, and tertiary sort. In the first field in the Sort
Field Name column, enter the field name by which you want to
primarily sort the records in the file. Then, select one of the
following to determine if you want to sort records by this field
in ascending or descending order:

* < (descending)

* > (ascending)

6. Click Submit. For Mac users, the results of the export appear. For Windows users, continue

to the next step.

7. Choose File > Save As....

8. In the Save dialog, specify a name, location, and file type.

9. Click Save. Open the file using a spreadsheet or other application.

End-of-Year Process

As the end of the school year approaches, the process of ending the year in PowerSchool becomes
significant. To prepare for the upcoming school year, review PowerSchool's entire end-of-year
process, including the procedures that must be performed before actually executing the end-of-

year function.

Performing the end-of-year function:

* Validates that students have Next School set for the current year prior to running this

function.
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Note: If students do not have these values set, use the Set Next School Group Function to
enter the values.
Validates that a school year term for the next school year has been set up in all schools.
Promotes, retains, or demotes students according to each students Next Grade Level.

Transfers students from one school to another (in multi-school environments) according to
each student's Next School Indicator.

Graduates students from district if Next Grade Level is set to 99 and their Next School is set
to 999999 (Graduating Students School).

Sets each student's Exit Date according to the last day of the school year for that school.
Sets the Next Grade for the new enrollment to the next highest grade level.

Sets the Next School for the new enrollment to the current school for all students not in the
highest grade at the school.

Sets the Next School for the new enrollment to the school's default graduating school if
student is enrolled in the school's Highest Grade.

Carries forward lunch balances while clearing out all financial lunch activity records,
including:

¢ Removes all lunch transactions for all students and staff members

* Moves the current balances for students and staff into the previous balance field,
and sets the current balance to $0.00

Note: The end-of-year process does not change fee balances and transactions.

Removes all records of parental access to student records via Internet and telephone, such
as:

e Lunch transaction records
* DBLog records
* Login records

e Bulletin records

Enroll Status

When an enrollment record is created, it is assigned one of the following Enroll Status codes:

Pre-Registered (-1)
Active (0)

Inactive (1)
Transferred Out (2)
Graduated (3)

Imported as Historical (4)
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Performing the end-of-year function processes all students with an Enroll Status of Pre-Registered (-
1) and Active (0). It does not process students with an Enroll Status of Inactive (1), Transferred Out
(2), Graduated (3), or Imported as Historical (4).

Important Notes

* This function processes all students in all schools on your system, not just students in the
current school.

* This process is irreversible.

*  Your PowerSchool system can become slow or unresponsive at times while performing this
process, which can take up to four hours.

Prepare for End-of-Year Process
Before using this function:

1. Complete the SAIS End-of-Year process. For more information, see section "End-of-Year
Process" in the "Arizona SAIS Membership State Reporting Instruction Guide."

2. Set up your next school year using valid dates for each school.

3. Verify that students graduating from the district have their Next Grade Level set to 99 and
their Next School set to 999999 (Graduating Students School).

4. Shut your PowerSchool server down and make a backup copy of the data file
(PowerSchool.data). Then, store this backup data file in a safe place so it can be accessed if
needed in coming years.

* Make an initial backup: Either manually back up the PowerSchool data file or use
PowerSchool to force a backup. Though the end-of-year process requires multiple
backups to be made, starting with a backup file helps with the process.

Note: It is suggested that you create a log file to track changes as they are made to
the data file. Include all changes and indicate when backups are made so that if you
are required to use a backup file, you will know the changes that were made.

It is important to note the location of the backup file when you back up your data.
After the backup is made, navigate to that location and verify that the backup file
was created properly. For more information, see the section "How to Manually
Back Up PowerSchool."

* Correct and verify data: It is recommended that you run two reports that check for
possible conflicts with your student data. One is the "Enrollment by Grade" report
and the other is "Enrollment by Section." For more information, see the section
"Enrollment Reports."

Note: You may also want counselors and other staff members to verify stored
grades and student information.

* Make complete backups: Copy the PowerSchool folder on your server so that you
can restore all of the parameters that were last used to run PowerSchool, if
necessary. By making these complete backups, you will ensure that you can return
to the exact state you left your data before running the end-of-year process.
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On your PowerSchool server, copy the entire PowerSchool folder onto a disk, such
as a CD. If necessary, compress the file before copying.

Included in the PowerSchool folder is the PowerSchool and PowerGrade Backups
folder. Encourage teachers to make a final PowerGrade backup. To use the
PowerGrade backup files, you will need a password; contact PowerSchool Technical
Support for a daily password.

* Print student reports: Print reports you need, such as report cards, transcripts, and
form letters, for the current students you want to archive. For example, print a copy
or save a PDF file of your school's transcripts for this year's graduates.

Note: Some items, such as class rank, cannot be recalculated for graduates. Ensure
that you print and back up appropriate information as described above before
running the end-of-year process.

Produce PDFs of and verify every student report for the previous year. If corrections
are made, make a new backup of the data file and log the changes.

* Print school, district, and state reports: Run all school, district, and state reports and
make any necessary corrections or additions before running the end-of-year
process. Other reports you may want to copy or print include those concerning
teacher gradebooks, attendance audits, and ADA/ADM. These reports are very
helpful for auditors, even if they are not required at your school. Additionally, print
any available state reports, regardless of when they are due to the state.

You may want to print or export the final lunch balances for students and faculty,
though this information is carried forward by the end-of-year process. Also, since
the end-of-year process removes all parent and student login information, you may
want to print the Parent Access report.

As usual, any changes to the data should be logged and verified.

Note: If you make changes to student data, it is critical that you make backups that
have the same results as any printed reports.

If you want a separate, ASCll-export archive copy of your lunch transactions and/or
historical grades, go to Export Data Archives (recommended).

Clear all non-essential fields.

Determine which student fields are not essential and clear the values of those fields. For
example, the student Activities field may not be essential since many students’ activities,
such as basketball, do not carry over from year to year. Therefore, you need to clear the
values in these fields at the end of each year. For more information, see the section "How
to Clear Non-Essential Fields."

Complete scheduling.

Though it is possible to perform the end-of-year process without a complete schedule for
the following school year, it is recommended that you complete scheduling for students
attending during the next school year. For example, if you complete your schedule for the
next school year, students will use the course request page that is appropriate to their
grade levels.

For more information, see the section "Checklist to Know Your Student Schedules
are Complete."
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Note: You must define the first and last days of school before running the end-of-year
process. For more information, see the section “Schedule Years and Terms.”

Enter data in the Next Grade Level and Next School Indicator fields.

Before running the end-of-year process, it is critical that you set the Next School Indicator
field for all students. PowerSchool automatically sets students’ next year grade levels.

By default, each student's Next Grade Level Indicator field is set to one grade level higher
than the current grade level. Use the Scheduling Setup Screen on an individual student’s
page to either promote a student that is graduating early or hold him or her back. For
example, in the latter case, the grade level for next year is the same as the grade level for
this year.

Students in the highest grade level on your server will be automatically set to have their
next grade level as “99”. This includes students who may exit your district from grades other
than grade 12. PowerSchool uses this number to indicate that these students are finished
with school and should be moved to the Graduated Students school. For more information,
see the section "Next School Indicator."

Make a data backup for the new year.

Make another backup of your PowerSchool data file. For more information, see the section
"How to Manually Back Up PowerSchool."

Clear PowerGrade fields.

Remove PowerGrade data files from your PowerSchool server. Be sure you made a complete
backup of the files. Teachers must create new data files after you perform the end-of-year
process.

Run process without selecting the "Check here to confirm that you really want to do this."
checkbox to make sure no validation errors occur.

Be sure that the server is able to run uninterrupted (without being shut down) while this
process runs through to completion (up to 4 hours).

How to Clear Non-Essential Fields

Consider performing this procedure while logged in to the district office to clear fields for all
schools. Also, consider including inactive students in the student selection.

1.

o U oA~ W N

On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

Click Quick Export.

On the Quick Export page, export the student_number field and any non-essential fields.
Use a spreadsheet program to open the exported file.

Clear the values of all fields except student_number and the column headings.

On the start page, choose Special Functions from the main menu.
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On the Special Functions page, click Importing & Exporting.
8. On the Importing & Exporting page, click Quick Import.

On the Quick Import page, import the previously exported file. The non-essential fields are
now blank for all active students.

How to Perform the End-of-Year Process

Each school specifies a grade level that appears in the first column of the End-of-Year Process page;
see the section "School Information" to change the grade level. Students at each school who are
below this specified grade level remain at their current school and have their grade level increased
by one. Students who are currently at or above this grade level in that school graduate. The
graduating students' records are either moved to another school on this server or simply moved
out of the current student status, depending on each student's Next School Indicator.

Note: The Next School Indicator field applies only to graduating students and is ignored for all
others. For more information, see the section "Next School."

If a student's next school specifies another school on your PowerSchool system, his or her records
are automatically moved to that school and the student is automatically enrolled there. If a
student's next school is not set, PowerSchool uses the default next school specified in the second
column of the End-of-Year Process page. To save time by not specifying a next school per student,
specify the default next school for all graduating students.

For example, if all middle school students graduate to the same high school, set that school as the
middle school's default next school. Then, the system moves all students graduating from the
middle school to the high school.

If a student's Next School Indicator is not set and the Default Next School is 999999, that student
simply graduates and is not sent to another school. Typically, a high school sets its graduate grade
level as 12 and its Default Next School as 999999.

If any of the graduate grade levels or default next school settings are not correct, see the section
"Next School."

1. Log on at the district level.

Note: To use the end-of-year process, you must log on at the district level. If accessing the
End-of-Year Process page at the school level, the message “This function can only be
performed from District mode.” appears.

2. On the start page, choose System from the main menu.

3. Click "End-of-year process." The End-of-Year Process page appears.
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Type of Replace

styupdem Exit Code for Current Enrollment Entry Code for New Enroliment Exit Commant Existing
Values?

Graduating [ CR (Graduation) 3 ] M [Graduated (]

Promoted

to next [ PRS (Promoted To Next School) 4 | | RE (Retained) 4 | [Promoted Next School O

schoo

Promoted

ol [ PRG (Promoted To Next Grade) # ] [ TOS (Transfered from out-of-state) ¢ | [Promote Same School ]

schoaol

Retained | RE (Retained) 4 ] [ Ol (Optioned In) # | [Retained B

Demoted [ DE (Demoted) % ] [ PWS (Promoted within School) * ] [Demnted ]

Fees: Transfer Method '?‘ Roll over the current balance ) Zero the current balance

:Check here to confirm that you really want to do this.

£ Perform End-of-Year Processing

4. Use the following table to enter information in the fields:

Note: Values must be entered for all fields to insure that students receive the appropriate
codes/comments in their enrollment records.

Field

Description

School

Displays the full name of each school on the PowerSchool
server.

School Number

Displays the identification number for each school on the
PowerSchool server.

(1) High Grade for each
School

Displays the highest-grade level specified by each school.
Students at each school who are below this specified grade
level remain at their current school and have their grade level
increased by 1. Students at each school who are currently at
this grade level will be graduated to the next school.

Note: If any of the highest-grade levels are not correct, you may
modify them using the School Setup pages.

(2) Default Next School
for Students in High
Grade

Displays the default next school for students who are in the
highest-grade level. Students at each school who are currently
at this grade level will be graduated to the default next school.

Note: If any of the default next school settings are not correct,
you may modify them using the School Setup pages.

Type of Student

Displays the categories by which you can process students:

* Graduating: Student is graduating from the highest
grade level on the server. These students need to have
their Next Grade Level set to 99 and their Next School
to 999999 (Graduating Students School). Option to
record Exit Code (current enrollment record) and Exit
Comment (re-enrollment record).

* Promoted to next school: Student is being promoted
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Field

Description

(Next Grade Level is greater than Current Grade Level)
and is transferring to another school (Next School
Indicator). Option to record Exit Code (current
enrollment record), Entry Code (re-enrollment record),
and Exit Comment.

* Promoted within same school: Student is being
promoted (Next Grade Level is greater than Current
Grade Level) but is staying in the current school. Option
to record Exit Code (current enrollment record), Entry
Code (re-enrollment record), and Exit Comment.

* Retained: Student is being retained (Next Grade Level is
equal to Current Grade Level) and (Next School
Indicator is equal to Current School). Option to record
Exit Code (current enrollment record), Entry Code (re-
enrollment record), and Exit Comment.

* Demoted: Student is being demoted (Next Grade Level
is less than Current Grade Level). Option to record Exit
Code (current enrollment record), Entry Code (re-
enrollment record), and Exit Comment.

Note: If any of the graduate grade levels or default next school
settings are not correct, you may modify them using the School
Setup pages.

Exit Code for Current
Enrollment

Choose the appropriate exit code from the pop-up menu, such
as:

* AP (Alternative Placement)
e DE (Death)
* DO (Dropout)
* EX (Expulsion)
* GR (Graduated from HS)
* PR (Promoted to next year)
e TO (Transfer Out of State)
e TS (Transfer within State)
e P (Promoted)
* R (Retained)
* G (Graduated at year end)
C (Completed course of study at year end)
* A (Attended, not expecting reenrollment)
e SA (Still Enrolled - AIMS)
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Field

Description

e SC (Still Enrolled - Course Study)

SE (Still Enrolled - Met No Requirements)
* PS (PowerSchool enrollment status change)
* SS (Summer School)

* NS (No show)

For more information, see the section "Exit Codes."

Entry Code for New
Enrollment

Choose the appropriate entry code from the pop-up menu,
such as:

e AP (Alternative Placement)
* DO (Previous Drop Out)
* HS (Home School)
PR (Promoted from previous year)
* TO (Transfer from out of State)
e TS (Transfer from within State)
* PS (PowerSchool enrollment status change)
eSS (Summer School)

For more information, see the section "Entry Codes."

Exit Comment

Enter a note for the student record affected by the end-of-year
process.

Replace Existing Values?

Because student records may already contain an existing Exit
Code in the current enrollment, you may or may not want to
overwrite the value(s). Do one of the following:

* Select this checkbox to replace any existing exit codes.

* Leave the checkbox blank to as to not overwrite any
existing exit codes.

Note: Regardless of the checkbox selected, if any exit code
fields are blank, the end-of-year function populates those fields
with the information entered on this page.

Fees Transfer Method

At the end of the year, students may have fee balances
remaining. Use this option to indicate to the system how you
want balances handled at the end of the year.

e Select the "Roll over the current balance" to roll over the
balance as the new balance for the following year.

When rolling over current balances, students with a balance of

zero are not affected. Students with a balance greater than zero

System Administrator

© 2004 Apple Computer, Inc. All rights reserved. 143




s
. PowerSchool

School System Administrator User Guide

Field Description

(student owes money) or less than zero (school owes money),
receive a SOY Balance. This information appears on the student
Fee Transactions page.

* Select "Zero the current balance" to not roll over any
remaining fee balances and start with a balance of zero
for the next school year.

Remaining balances for the ending school year are kept
unmodified so that administrators can collect/distribute money
owed in order to reach a zero balance.

Note: Fees and balances remain in the system as
historic records and are available to view based on term
selection (at the top of the page).

For more information, see the section "Transfer Fees."

Check here to confirm Use this checkbox to confirm whether or not you want the end-
that you really want to of-year process to do one of the following:
do this.

* Select this checkbox to validate your data and perform
the end-of-year process.

* Leave the checkbox blank to validate your data and
make any corrections before actually performing the
end-of-year process.

5. Click Perform End-of-Year Processing. The end-of-year process begins.

If any of the prerequisites have not been met, an alert displays summarizing the error(s). If
all of the prerequisites have been met, the end-of-year process proceeds. A message
displays indicating that the end-of-year process is being performed.

After the process completes, verify that the information in the data file is correct. For
example, be sure the current eleventh graders were promoted to the twelfth grade level.
Make a backup of the data file.

Note: At this point, you have made backup files of all PowerSchool data. Therefore, this is an
ideal time to perform server tasks such as installing additional memory or changing
operating systems.

Prepare for the Upcoming School Year

The following is a list of tasks that you may want to perform in preparation for the upcoming school
year. If you need to make any system-wide changes, such as modifying course numbers, this is a
good time to perform those tasks.

* Perform PowerGrade final grade setups at all schools on the server.
* Verify or create the calendar at all schools and adjust any attendance issues.

* Prepare for state reporting by entering any required information.
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* (Create custom pages or reports as needed.

* Evaluate what you can improve for next year and make a plan for implementing those
improvements.

* Begin implementing a process for all teachers to create a new PowerGrade data file for the
upcoming year, including the use of the PowerSchool/PowerGrade connectivity key.

* Make a final backup of the PowerSchool folder after completing all steps. Remove the
backup from the server and store in a secure location.

Transfer Fees

During the end-of-year process, school enroliment fees are not assessed even if students are re-
enrolled or transferred to a school. This is done so that the school enrollment fees, course
enrollment fees, and calendar can be set correctly for the new year. Once the end-of-year process is
done, you can assess fees using this procedure.

How to Assess Fees After End-of-Year Process
1. Set up the calendar.
2. Set up school enrollment fees for each school.
3. Set up course enrollment fees for each course.
4. Assess school enrollment fees manually for all students (or some of them at a time).
5. When adding new students, school enrollment fees will be assessed automatically.

Note: If you assess school enrollment fees for students more than once, the students will
have multiple copies of the fees.

Export Historical Grades

Create an export file that contains the historical grades for a specific term. Use this procedure to
save a backup file of each term's historical grades or to maintain a record of historical grades
outside of PowerSchool, such as in a spreadsheet program.

How to Export Historical Grades
1. On the start page, choose System from the main menu.

2. Click Export Historical Grades. The Export Historical Grades page appears.
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Expor Historical Grades

Option Walue:
Sehowl Apple Grove High Sehog
Gichool Year Z00Z=-Z003 School Year

Store Code

iterm abbrevialionk a1

Field Delimiter [ Tab &
Record Delimiter CRLF il

[studems] student_number
grads_|avel

Feelds fo E wport:

Al historical grades for the school wear with the specified 3ore coe Wil D2 exported

 Submit

3. Use the following table to enter information in the fields:

Field Description

School The page displays the school in which you are currently
working. To change the school, click School in the navigation
bar.

School Year The current school year appears.

Store Code Enter the store code of the term for which you want to export
historical grades.

Field Delimiter Use the pop-up menu to indicate how you want the system to

separate fields in the export file:
e Tab

e Comma

Record Delimiter

Use the pop-up menu to indicate how you want the system to
separate records in the export file:

* CRLF: carriage return and line feed
* CR: carriage return
* LF:line feed

Fields to Export

Enter the internal PowerSchool field names of the fields you
want to export.

Note: If you include a field from another table, enter the table
name in brackets first, such as [students]student_number. Press
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Field

Description

Return (Mac) or Enter (Windows) after each field name.

4. Click Submit. The exported historical grades appear.

Note: To save the file, choose File > Save As from your web browser. Select a file location

25827 Coz=zens
25827 Coz=zens
25827 Coz=zens
25827 Cozzens
25827 Coz=zens
25827 Coz=zens
25827 Coz=zens
25825 Duran 9
25825 Duran
25825 Duran
25825 Duran
25825 Duran
25825 Duran 9

25822 Gregorio ©
25822 Gregorio ©

U QN I Y T o Y R |

EUn I RN N

and type, such as a text file. Click Save.

Report Templates

Import report templates from another school that uses PowerSchool. For example, if a PowerSchool
administrator from another school already created a report you need, that administrator can attach
and send the report template file to you in an email message. When you receive the file, import the
template into your PowerSchool system.

Export report templates to share with other PowerSchool administrators or to save as a backup for

the template. In addition, by exporting a template and then deleting it, you can remove a template
from the system without losing it permanently.

How to Import a Report Template

1. On the start page, choose System from the main menu.

2. Click Import Report Template. The Import Report Template page appears.

Import Report Template

File Lo . .
import: |2enior_Scheduling_Form, pst " Browse,,,

f import %
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3. Enter the file path and name of the template in the "File to Import" field or click Browse... to
select the template file.

4. Click Import. The Alert: Template Successfully Imported page appears.

Alert: Template Successfully Imported

The abject repart is named: Senior Scheduling Form. i

f Back M

How to Export a Report Template

Export a report template to import into another PowerSchool system or to save as a backup. Report

templates can be exported for custom reports only: form letters, mailing labels, object reports, or
report cards.

1. On the start page, choose Reports from the main menu.
2. On the Reports page, click Report Setup.

3. On the Report Setup page, click Form Letters, Mailing Labels, Object Reports, or Report
Cards.

Reporn Setup

Funt:tion [Dessrption

Far CIET Design and edil simgle gage Mres-Torm report flemplales,

Mailing Latels  [ezign and edit cuztorn mailing label templates.

Ibject Beports Design and edit multi=object, multi=- page, free=form report templates

Report Cards  Design and edif siudend schedule li=ting report femplates
Picture Manege pictures Mr w@e inobiect Feporis

Shirles Manage Tort afyles for we in report temp labes

4. Select the report to be exported as a template. The Edit Form Letter, Edit Mailing Label
Layout, Object Report: [report name], or Report Card page appears.
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Report Card

Dptian

Template Hame

Walue

|AGHS Pregress Repon

Printed Report Tite  [Report Card: *{lastfirst)

Title Skyle

Title Justification
Heading
Schaduli Listing

Footer

This repart awailad

Teachers can print?

[Helvetica 12 B} 2]

[ Center =

T lathar datal

cour s, pg T nel grade " atl als

s users a7 all schoals

E!-:-r- u wmersal apple Grove High Schoal

ble to

-
Har 5 5 FEge Cely
ipez ial Printing Ogdinns

Export Ramirt as Template

&

“Delete ) Submi

5. Click "Export Report as Template." The File Download dialog appears.

Note: Depending on the type of report template, the link can be "Export this report as a

template" or "Export as a Template."

Unhandled File Type

Internet Explorer doesn’t know how to handle the type
of file you have selected.

You can choose to save this file to your disk or you
can configure a Helper Application for this file.

MIME Type: text/ps-save-to-disk
File Name: Sample_-_M5_Report_Card.pst

“cancel ) (saveFile As.. "  Pplugin  (EApplication )

6. Select "Save this file to disk."

7. Click OK. The Save As dialog appears.

Save As

Where: ¥ Deskt

Sample_-_M5_Repart_Card psl

o= nm

Cancel ) m

8. Select a file location.

9. (lick Save. The system exports the report template.
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Permanently Store Grades

At the end of each grading term, use the Permanently Store Grades function to copy and store the
students’ current grades in PowerGrade as historical grades.

Before permanently storing grades, be sure that you set up grade scales, final grades, and the
current grade display. For more information, see the sections "Grade Scales," "Final Grades

Setup,” and "Current Grade Display."

How to Permanently Store Grades

It is recommended that you run several reports before permanently storing grades. The Student
Schedule Listing report lists the current grades and any missing grades for selected students. Print

School System Administrator User Guide

the Class Rosters report for teachers to verify that all the grades are correct.

1. On the start page,

2. Click Permanently Store Grades. The Permanently Store Grades page appears.

choose System from the main menu.

Permanently Store Grades
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Shore qradzs for classz: earal led of All schools S

Fescard the schoal rame of This schoao =

Qptione lor withhe

If mors 1hs

T of cowrze credit 1o e=ard ritw I =

ng «redit - omly thaes Beme checked an cases credil bo b withhald

sitardance painss havs scamuletsc betosen Lre dales of [COTOD 4y

[T
juoian then qlue the stacers a graze of | and slore The real grade 15 Ehe “eacher

=  cammernt” field wiih bhs camme

]

3. Use the following table to enter information in the fields:

Field

Description

Store Code

Note: Do not use the same store code twice in one year. The

Use a two-digit code to indicate the term in which the students
earned the grades, such as Q1 or S1. The first character must be
a letter, and the second character must be a number.
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Field

Description

system will overwrite the grades you stored under the store
code the first time with the grades you store the second time.

Use this final grade

Enter the term code from which you want to save the grades.
The term code is usually the same as the store code, such as Q1
or S1. For more information on defining term codes, see the

section "Final Grades Setup."

Exclude and Include
Enrollment Records

You do not have to store current grades for all students. If you
want to store current grades based on students' enrollment or
dropped class dates, select any combination of the following
checkboxes to filter the selected students:

* Exclude enrollment records where the student enrolled
in the class after this date: Enter the date using the
format mm/dd/yyyy or mm-dd-yyyy. If you do not use
this format, an alert appears. If you submit the date with
an incorrect format, the date field will be submitted as a
blank entry.

* Exclude enrollment records where the student dropped
the class before this date: Enter the date using the
format mm/dd/yyyy or mm-dd-yyyy. If you do not use
this format, an alert appears. If you submit the date with
an incorrect format, the date field will be submitted as a
blank entry.

* Include only enrollment records that are currently active
and that were active on this date: Enter the date using
the format mm/dd/yyyy or mm-dd-yyyy. If you do not
use this format, an alert appears. If you submit the date
with an incorrect format, the date field will be
submitted as a blank entry. To be included in the grade
storing process for a class, a student must have enrolled
in a class on or before the date you enter and cannot
have dropped the course until or after the date.

Note: If you leave the date-related fields blank,
PowerSchool stores a grade for every enrollment record,
including classes that students dropped during the
term. Most schools enter a two-week grace period at
both the beginning and end of the term. This allows for
all of the add/drop procedures at the beginning of the
term to be ignored in the store grades process. Also,
PowerSchool does not store grades for students who
enroll in your school during the last two weeks of the
term.

Request that grades be
stored only for a specific

If you want to store grades for students in a specific course

section only, enter the course and section numbers, separated
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Field

Description

section

by a period. For example, enter 113.04 for Course 113, Section
04. You can do this when teachers are late in entering their final
grades or when testing the process of storing grades. Store
grades for one course section before you store grades for all
course sections. Leave this field blank to store grades for all
course sections.

Percent of Credits to be
awarded each term

For each term, specify the percent of possible credits each
student can earn. For example, if you store grades for Q1 in a
school year with four quarters, students earn 25% of the
possible credits they can earn in a yearlong course. The terms
listed refer to the courses, such as courses that are one year
long, or courses that are one semester long. If you want to store
grades and you do not want to award credit, enter 0 in these
fields.

Note: Be sure you define the proper amount of credits for all
courses. Also, define that the appropriate grades earn
graduation credit on the Gradescale page.

Options for classes
enrolled at other schools

Use the pop-up menus to indicate the options you want to
apply for storing grades for classes that students take at other
schools:

* Store grades for classes enrolled at: Select whether you
want to store grades for all schools or for the selected
school only. If storing for the selected school only,
PowerSchool will not store grades for the other schools
at which students may take classes.

* Record the school name of: Select which school name
to use when storing grades. Select either the other
school or the current school.

Options for Withholding
Credit

You can determine that all students who receive a specific
number of attendance points during the date range you enter
do not receive credit for the course and earn an entirely
different grade. For example, the student originally receives a C;
however, due to excessive absences, the student receives a WC
and no credit for this course.

Complete the following steps:
Select the checkbox.

b. Enter the number of attendance points the student
must have received and the date range during which he
or she received them to earn the grade you enter.

c. Enter a comment in the teacher comment field if you
want the original grade the student earned before

counting the attendance points to appear with the

System Administrator

© 2004 Apple Computer, Inc. All rights reserved. 152




s
. PowerSchool

School System Administrator User Guide

Field Description

comment.

4. Click Store Current Grades. The "Alert: Storing Grades" page displays the status of the
storing grades process.

Alert: Storing Grades

Storing grades into container Q1
Fleaze allow 20 minutes for this operation to complete.

f Back N

Note: If you notice that you entered incorrect data after storing grades, repeat this
procedure for the same store code. PowerSchool overwrites the existing grades with the
new ones.

PowerGrade Settings

Use this page to edit PowerGrade settings. PowerSchool and the PowerGrade application on each
teacher's computer constantly send data back and forth to keep data current.

For example, after enrolling a new student in a class using PowerSchool, PowerSchool sends the
new student schedule information to the appropriate teacher's PowerGrade application.
Alternatively, when a teacher enters a new assignment grade, PowerGrade sends the grade to
PowerSchool, where the student's current grade is adjusted.

How to View Current PowerGrade Backups

Display any current PowerGrade grade backups. Teachers use PowerGrade to make backup files of
students' grades.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings
Function Buescription
(EI ,'”"' ALILL: Vizt current PineerGrade bk s
Backups
L el ]
vniload | Specifies the sdditioral fields to be =ent o PowerGrsde
uerbirade Foster Forces PowerGrade to check roskers next time they're apensd
This takea effect | mmedietely afar ol leking here
iz Pl e ke ndy e et 1he nupmbes af dnes before and after the corresd dabe 1hat
Satting teahers canalter athondanzz in Frvarbrade.
Fovarbrade Bacl Sed 10e numbars of PowarGrads fackups 1o keap an the
Saktime PawerZchoal ==rver
FingErarace ownload Davwnload 1he labesl wersion of PowsrGrade
Firgnrlrade Regorl: Uplasds Tram and digls ibules 10 PowsrGrads reporls,
Fhrade/PowsrSc o Paquire Powverhrade users b uss g securify kay for connecting 1o
Canrecirviby the Fowerichaol server
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3. (Click Current PowerGrade Backups. The Current PowerGrade Backups page appears.

Current PowerGrade Backups

Teacher
Alldredge, Jessica PG3.datal[2002.10.30] 10.30.2002

Allphin, Timothy  PG3.data[2002.10.10] 10.10.2002

Greene, Todd D PG3.data[2002.06.18] 06.18.2002

BackupMHame Date

PG3.data[2002.10.31] 10.31.2002
PG3.data[2002.11.07] 11.07.2002

PG3.data[2002.10.11] 10.11.2002
PG3.data[2002.10.25] 10.25.2002
PG3.data[2002.10.29] 10.29.2002
PG3.data[2002.10.31] 10.31.2002
PG3.data[2002.11.04] 11.04.2002

How to Add Extra PowerGrade Download Fields

Teachers can use PowerSchool fields that you send to PowerGrade to view student information,
including guardian names, daytime phone numbers, and allergies. In PowerSchool, use the fields to
search for students or to include on custom reports.

Note: You can create up to ten extra PowerSchool fields to download.

The list of extra PowerGrade fields displays any fields previously created. These fields appear on the
Class Roster page in each teacher's PowerGrade application. You can create PowerGrade fields only
when logged in to a specific school.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings
Function Buescription
I.-"I A (AL R Vigw currenl PienrGrade beckupm
Backups
n'““" Specifies the sddificnal fields o be sent b PowerGrade
= Prwerbrade Roster Forces PowerGrade to check roskers next time they're apensd
prlede This takes effect | mmedietely amer ¢l leking here
Pt el Sttendan: et b number of dees before ond ofter the corresd date that
Sattime teahers canalter athondanzz in Frvarbrade.
Fovarhrade Backi Sed 10e numbars of PowarGrads fackups 1o keap an the
Sattimgs PawerSchoal server
Frwerkrade Downlosd Davwnload 1he labesl wersion of PowsrGrade
Firgnrlrade Regarl: Uplasds Tram and digls ibules 10 PowsrGrads reporls,
Firganr bradag Posis 5 b Paquire Powverhrade users b uss g securify kay for connecting 1o
Canre the Fowerichaol server
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3. Click Extra PowerGrade Download Fields. The Extra PowerGrade Download Fields page

appears.

Extra PowerGrade Download Fields

- -
Mew

& Field Name That PowerSchool
Teachers See Field Hame

1. Mother mother
Mother's Phone ot her _day__phone
Father Father

B iy M

Father's Phone Father_day_phone
(Maximum 10 Fields)

4. Click New. The Edit PowerGrade Field page appears.

Edit PowerGrade Field

Option Value

Field Name {(Field=)
tactual PowerSchool field |Ethnicity

name }

Field Hame

{what shows in |Ethnicity

PowvrerGradel

Sort Order |5 {a number fromone to 100

f Submit ¥

5. Use the following table to enter information in the fields:

Field

Description

Field Name (Fields)

Enter the internal PowerSchool field name, such as
student_nickname. Click Fields to view the PowerSchool field

list.

Field Name Enter the field name that appears on the Class Roster page in
PowerGrade, such as Nickname.

Sort Order Enter a number between 1 and 10 to indicate the order in

which you want this field to appear with the other extra
PowerGrade fields on the Class Roster page.

6. Click Submit. The Extra PowerGrade Download Fields page displays the new field.
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Extra PowerGrade Download Fields

T el @ W

- -
Mew

Field Name That PowerSchool

Teachers See Field Hame
Mother ot her

Mother's Phone ot her _day_phone
Father Father

Father's Phone Father _day_phane
Ethnicity Ethnicity
CMaximum 10 Fields)

How to Edit Extra PowerGrade Download Fields

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function

CUFF

oac

nk PoyarGratk

Gt Ghtendy e

arhrade Backi

brade [awnlosd

Buescription

Yigw current PinedrGrade backus

apecibies the sdditioral figlds o be =ent b Howersrsde
Forces Powerfirede to check rosbers nest time they*re apensd
Thiz take effect | mmediately afer el leking here

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.

Sed 10e numbars of PowarGrads fackups 1o keap an the

PawerSchoal server
Davwnload 1he labesl wersion of PowsrGrade
Uplasds Tram and digls ibules 10 PowsrGrads reporls,

Paquire Powverhrade users b uss g securify kay for connecting 1o
the Powerichool server

3. Click Extra PowerGrade Download Fields. The Extra PowerGrade Download Fields page

appears.
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Extra PowerGrade Download Fields

- -
Mew

& Field Name That PowerSchool
Teachers See Field HName

1. Mother ot her

2. Mother's Phone ot her _day_phone
3. Father Father

4, Father’s Phone Father _day_phane
5. Ethnicity Ethnicity

CMaxinum 10 Fields)

4. Click the field to edit in the Field Name That Teachers See column. The Edit PowerGrade

Field page appears.

Edit PowerGrade Field

Option Value

Field Name (Fields)
{actual PowerSchool field |Ethni|:i’[’5f

name }

Field Name

{what shows in | Ethnicity

PowerGrade)

Sort Order |5 ia number fromone to 10}

“ Delete f Submit ¥

5. Use the following table to edit information in the fields:

Field

Description

Field Name(Fields)

Enter the internal PowerSchool field name, such as
student_nickname. Click Fields to view the PowerSchool field

list.

Field Name Enter the field name that appears on the Class Roster page in
PowerGrade, such as Nickname.

Sort Order Enter a number between 1 and 10 to indicate the order in

which you want this field to appear with the other extra
PowerGrade fields on the Class Roster page.

6. Click Submit. The Extra PowerGrade Download Fields page displays the edited fields.
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Extra PowerGrade Download Fields

- -
Mew

» Field Name That PowerSchool
Teacherz See Field Hame

1. Mather mother
Mother's Phone ot her _dav_phone
Father Father
Father's Phone Father _day_phone

T el @ W

Ethnic Background Ethnicity
[ Maximurm 10 Fields)

How to Delete Extra PowerGrade Download Fields

1. On the start page,

choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

I.-"I A0 AL LT Vigw currenl PienrGrade beckupm
Backups

apecibies the sdditioral figlds o be =ent b Howersrsde
Prwerbrade Roster Forces Powerfirede to check rosbers nest time they*re apensd
et Thiz take effect | mmediately afer el leking here

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.

Sed 10e numbars of PowarGrads fackups 1o keap an the

PawarSchoal s=rver

[ nload fhe latest wersion of PowerGrade

Uplasds Tram and digls ibules 10 PowsrGrads reporls,
;i Paquire Powverhrade users b uss g securify kay for connecting 1o
Canmeciivity the Fowerichaol server

3. Click Extra PowerG
appears.

rade Download Fields. The Extra PowerGrade Download Fields page
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Extra PowerGrade Download Fields

- -
Mew

» Field Name That PowerSchool
Teacherz See Field Hame

1. Mather mother
Mother's Phone ot her _dav_phone
Father Father
Father's Phone Father _day_phone

T el @ W

Ethnic Background Ethnicity
[ Maximurm 10 Fields)

Field page appears.

Edit PowerGrade Field

Option Value

Field Name (Fields)
{actual PowerSchool field |Ethni|:i’[’5f

name }

Field Name

{what shows in IEthnil:itY

PowerGrade)

Sort Order |5 ia number fromone to 10}

7 Delete f Submit ¥

5. Click Delete. The Extra PowerGrade Download Fields page displays without the deleted

field.
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Extra PowerGrade Download Fields

- -
Mew

& Field Name That PowerSchool
Teachers See Field Hame

1. Mother mother
2. Mother's Phone ot her _day__phone
3. Father Father
4. Father's Phone Father_day_phone

CMaximum 10 Fields)

How to Force PowerGrade Roster Updates
Use this feature to force teachers to update their rosters the next time they open PowerGrade.
1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

Current PocarGram

- Yigw current PinedrGrade backus

n““ Specifies the sdditioral fields o be sent o PowerGrede
JET wie | 1er Forces PowerGrede to check roskers next time theye're apensd
puiatiz Thin takea etfect |mmedistely after ¢l leking hene

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.

Sed 10e numbars of PowarGrads fackups 1o keap an the

PawarSchoal s=rver

Frwerkrade Downlosd Davwnload 1he labesl wersion of PowsrGrade
Firgnrlrade Regarl: Uplasds Tram and digls ibules 10 PowsrGrads reporls,
Firganr bradag Posis 5 b Paquire Powverhrade users b uss g securify kay for connecting 1o

the Fowerichool server

3. Click Force PowerGrade Roster Updates. When the setting takes effect, the Changes
Recorded page appears.

Changes Recorded

The changes have been recorded.

f Back M
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How to Set PowerGrade Attendance Restrictions
Restrict PowerGrade users from modifying attendance outside of a specified range of days.
1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

Current PocarGram
Eacicups

- Yigw current PinedrGrade backus

apecibies the sdditioral figlds o be =ent b Howersrsde

awnload |
= Prwerbrade Roster Forces PowerGrade to check roskers next time they're apensd

prlede This takes effect | mmedietely amer ¢l leking here

P hrnde Sbtendy e et b number of dees before ond ofter the corresd date that
Sattime teahers canalter athondanzz in Frvarbrade.
Fovarhrade Backi Sed 10e numbars of PowarGrads fackups 1o keap an the
Sattimgs PawerSchoal server
Frwerkrade Downlosd Davwnload 1he labesl wersion of PowsrGrade
Firgnrlrade Regarl: Uplasds Tram and digls ibules 10 PowsrGrads reporls,
Firganr bradag Posis 5 b Paquire Powverhrade users b uss g securify kay for connecting 1o
Canmeciivity the Fowerichaol server

3. C(lick PowerGrade Attendance Settings. The PowerGrade Attendance Settings page appears.

PowerGrade Attendance Settings

Number of school days
teachers may alter [ 1 T ]
attendance prior to

current date

Number of school days
teachers may alter l 1 ) l
v

attendance after the
current date

f Submit 3

4. Choose the number of school days teachers may alter attendance prior to the current date
and the number of school days teachers may alter attendance after the current date from
the pop-up menus.

5. (Click Submit. The PowerGrade Settings page appears.

How to Edit PowerGrade Backup Settings

Teachers can back up their PowerGrade data files to the PowerSchool server in a folder named
PowerGrade Backups. Specify how many backup files to store on the server for each teacher. The
most recent backup file replaces the oldest backup file in the folder. Consider any limited server
storage space when editing this setting.

1. On the start page, choose System from the main menu.
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2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

CiF

oac

Fent PowarGrade . -
; Wizt current PinverGrade backu(s

ninad F Specifies the sdditional fields o te sent ko PowerGrsde
= FOwIEr wie | 1er Forces PowerGrede to check roskers next time theye're apensd
e This ke eTfect | mmediately afher ol leking her

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.
Sed 10e numbars of PowarGrads fackups 1o keap an the

L =il )

[ nload fhe latest wersion of PowerGrade

Uplasds Tram and digls ibules 10 PowsrGrads reporls,
;i Paquire Powverhrade users b uss g securify kay for connecting 1o
Canmeciivity the Fowerichaol server

3. Click PowerGrade Backup Settings. The PowerGrade Backup Settings page appears.

PowerGrade Backup Settings

when teachers use PowerGrade's Make Backup command (File
menul, acopy of their data file is sent over the network to the
PowerSchool server. It is stored ina folder called PowerGrade
Backups. The setting below specifies how many backup files are
kept an the server far each teacher. PowerSchoal replaces a
teacher's oldest backup with the newest one after the limit
specified below iz reached. The hard disk space of wour schools
PowerSchool server is important to consider when entering this
setting. If there are 60 teachers with an average PowerGrade
data file of 1.5 megabytes, approximately 60x 1.5x 5, or 450
megabytes, of wour server's hard disk space is needed.

Haximum NHumber Of Powergrade )
Backups To Keep For Each Teacher I [default is 53

f Submit ¥

4. Enter the maximum number of PowerGrade backups to keep for each teacher.

5. Click Submit. The System Settings page appears.
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System Settings

Function

futo Backup

Auto Update

Backup PowerSchoal
Browser Timeout
CPU Uszage

[ata Yalidation
E-mail Setup

Mime Types
Reparting Engine
Scripts

Security

Select Student Options
Server Licenszing
Server Settings
Server Statistics
Server Tools

Styules

Test E-mail server
Update Pages
Update PowerSchool
Outgoing Mail Queue

Description

Setup and edit automatic backup procedures.
Setup and edit the automatic updating system.
Execute the automatic backup procedure now.
Manage Browser Timeout issues {such as those with Safari).
Display current CRU usage.

Setup and edit data walidation aptions.

Setup and edit server email settings.

Setup and edit web server mime types.

Setup and edit reporting engine preferences.
Manage startup scripts.

Manage server security settings.

Setup and edit select student options.

Yiew server |license information.

Setup and edit various server settings.

Yiew server statistics.

Setup and edit automatic ping aptions.

Setup and edit repart font styles.

Funa real time email server test,

Update PowerSchool pages.

Update the PowerSchool server.

Rewies outgaing ermail ressages.

Macz 05 % File Permizsion Settings Configure file permissions under Mac 05 5.

How to Download and Install PowerGrade

Download the latest version of PowerGrade.

Note: If you are using Windows 2000, log in to your local system as the administrator before

installation.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.
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PowerGrade Settings

Function Buescription

Yigw current PinedrGrade backus

apecibies the sdditioral figlds o be =ent b Howersrsde
ter Forces Powerfirede to check rosbers nest time they*re apensd
Thiz take effect | mmediately afer el leking here

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.

Sed 10e numbars of PowarGrads fackups 1o keap an the

PawarSchoal s=rver
[ nload fhe latest wersion of PowerGrade

Uplasds Tram and digls ibules 10 PowsrGrads reporls,

15 P Paquire Powverhrade users b uss g securify kay for connecting 1o
the Powerichool server

3. Click PowerGrade Download.

4. On the PowerGrade Download page, click the link to the most recent PowerGrade file for
your computer type. PowerGrade saves to a location on your computer.

Note: If downloading PowerGrade for Windows, verify that the file name extension ".exe"
appears in the File Download dialog. If it doesn't, enter .exe after the file name, such as
PG[4.0.1.07][1].exe. Click OK.

5. Double-click the installation icon from the location where the file downloaded. The
installation process starts.

How to Add PowerGrade Reports

Add a report to the list of reports in PowerGrade that all teachers can edit and print for their classes.
A list displays the reports already available to teachers in PowerGrade; teacher-created reports
appear at the top of the Edit Reports submenu in PowerGrade, and imported reports appear at the
bottom.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

Yigw current PinedrGrade backus

apecibies the sdditioral figlds o be =ent b Howersrsde
ter Forces Powerfirede to check rosbers nest time they*re apensd
Thiz take effect | mmediately afer el leking here

et b number of dees before ond ofter the corresd date that
teahers canalter athondanzz in Frvarbrade.

Sed 10e numbars of PowarGrads fackups 1o keap an the

PawarSchoal s=rver

[ nload fhe latest wersion of PowerGrade

Uplasds Tram and digls ibules 10 PowsrGrads reporls,
;i Paquire Powverhrade users b uss g securify kay for connecting 1o
Canmeciivity the Fowerichaol server

3. Click PowerGrade Reports. The PowerGrade Reports page appears.
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PowerGrade Repors

Current listing of reports:

Todelete a report, click the
chackbox and then prasa submit

Upload & new PowerGrade report:
i N
Browse...
System Administrator Screen

Tha reports listed here are automatically distributed to all teschers
Teachers can print them but cannot modify them

f Submit Y

4. Enter the path and file name for the template to upload in the "Upload a new PowerGrade
report" field.

Note: Alternatively, click Browse..., navigate to the file, and click Open.

5. Click Submit. The PowerGrade Reports page displays the uploaded template.

PowerGrade Repors

Current listing of reports:

Todelete a report, click the
chackbox and then prasa submit

Upload & new PowerGrade report:
i N
Browse...
System Administrator Screen

Tha reports listed here are automatically distributed to all teschers
Teachers can print them but cannot modify them

f Submit Y

How to Delete PowerGrade Reports

Delete a report from the list of reports in PowerGrade that all teachers can print for their classes.
The PowerGrade Reports page displays the reports already available to teachers in PowerGrade.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

School System Administrator User Guide
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3. Click PowerGrade

PowerGrade Settings

Function Bescription

Current PiarGrame

: Wigw currenl FieorGrade beskps
Bacikups
Exlra PowerGrade

. o i fion ix I be =ent b BrwerGrode
Doweniad Fietds Gpecifies the sdditional fields o be sent bo Powerirads

v PowerbGrade Roster Forces PowerGrade to check roskers next time they're apensd
prlede This takes effect | mmedietely amer ¢l leking here
Pirsoerlirnde tendame: aet 10 number of dies before and after She corrend date 1hat
Sattime teahers canalter athondanzz in Frvarbrade.
Fovarhrade Backi Sed 10 numbars of PowarGrads fmokups 1o keap on the
Sattimgs PawerSchoal server
Fuwnrlirade lownloasd Davwnload 1he labesl wersion of PowsrGrade
Firgnrlrade Regarl: Uplasds Tram and digls ibules 10 PowsrGrads reporls,
Firganr bradag Posis 5 b Paquire Powverhrade users b uss g securify kay for connecting 1o
Canmeciivity the Fowerichaol server

Reports. The PowerGrade Reports page appears.

PowerGrade Repors

Current listing of reports:

Todelete a report, click the
chackbox and then preass submit

Upload & new PowerGrade report:

=
" Browse...
System Administrator Screen

Tha reports listed here are automatically distributed to all teschers
Teachers can print them but cannot modify them

4. Select the checkbox next to the report template to be deleted.

5. Click Submit. The PowerGrade Reports page displays without the deleted template.

PowerGrade Repors

Current listing of reports:

Todelete a report, click the
chackbox and then preass submit

Upload & new PowerGrade report:

=
Browse...
System Administrator Screen

Tha reports listed here are automatically distributed to all teschers
Teachers can print them but cannot modify them

School System Administrator User Guide
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How to Edit PowerGrade and PowerSchool Connectivity Settings

Determine if teachers must enter a security key the first time they start PowerGrade. Set the
PowerGrade security key for each teacher. The system uses this key to continue communication
between PowerGrade and the PowerSchool system. To stop this communication for any reason, the
PowerSchool administrator can change a teacher's connectivity key.

Because PowerGrade is often installed on classroom computers, the connectivity key is very
important to ensure that students or other school community members cannot access confidential
student information. For more information, see the section "Staff Security Settings."

If a teacher is locked out of PowerGrade, an administrator can refer to the Temporary PowerGrade
Locking Password on this page to reset the teacher's password.

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.

PowerGrade Settings

Function Buescription

Current PocarGram
Caceups

JET ie Raster Forces Prwerbrade to check rosters next time they*re opensd
This takea effect | mmedistely after ¢l lcking here
rhende Sttendane et 150 number of dies before and after the current date Trat
teahers canalter athondanzz in Frvarbrade.
crade Bail Sed 10e numbars of PowarGrads fackups 1o keap an the
wier o hoal server
arale Lowniood Davwnload 1he labesl wersion of PowsrGrade
ads Ragort Uplasds Tram and digls ibules 10 PowsrGrads reporls,

G rade ! Patete S P Reaquire Powarbrade users Wouss a securily key Tor connecting o

Yigw current PinedrGrade backus

dpecities the miditiomal tields to ke =ent o Prwerbrsle

the Fowerichool server

3. Click PowerGrade/PowerSchool Connectivity. The PowerGrade/PowerSchool Connectivity

page appears.

PowerGrade/PowerSchool Connectivity

Require PowerGrade users to use a security key v
far connecting to the PowerSchool server. =

Temporary PowerGrade Locking Password
(217631640

£ Submir %

4. Use the following table to edit information in the fields:

Field

Description

Require PowerGrade
users to use a security

Select this checkbox if you want to require teachers to use a
security key when transferring information between

key for connecting to the | PowerGrade and PowerSchool. Otherwise, deselect this
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Field Description

PowerSchool server checkbox.

Temporary PowerGrade Use this temporary password to unlock PowerGrade when
Locking Password teachers are locked out. After you log on to PowerGrade using
this password, the teacher can change his or her password. This
temporary password changes on a daily basis.

5. Click Submit. The Changes Recorded page appears.

Changes Recorded

The changes have been recorded.

f Back M

Report Queue

Use the report queue to view, cancel, and reexecute reports that all users submit to the queue.
When users submit report requests, the system captures those requests and transmits the jobs to
the report queue. The Report Queue page displays the status of the reports as they are processed
by the system. The report queue also includes debugging tools and logs to troubleshoot problems
with reports.

Users can view, cancel, and reexecute only their own jobs. Additionally, only users can delete jobs,
and they can delete only their own. For more information, see the procedure "Report Status."

How to View Report Queue Jobs
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Report Queue Settings. The Report Queue Settings
page appears.

Report Queue Settings

Funciion Description
Current Jobs  Viest current Report Quens jobs.
Completed Jobs Completed Report Queuws jobs for all users.

Wiew the current status of the Report Queue

Preferences: Crange global Beport Queus ==itings and preferences

3. Click Current Jobs. The Report Queue - Current Jobs page displays the reports.

System Administrator © 2004 Apple Computer, Inc. All rights reserved. 168



s
' PowerSchool

School System Administrator User Guide

Created Job Name

/2852003 Manthly Studk

Report Queue - Current Jobs rere

Usger Schaal Status Cancel

lber, 5 BGHS  Running

[ Cancel Selected Jobs |

4. Do one of the following:

* C(lick Refresh to update the page.

* C(lick the job name of the report. The Report Queue Job Detail page displays details
of the report job, and you can select the Cancel Job checkbox.

Report Queue Job Detail

Option
User
Sehool
Created
Job Mame
Type
Repors
Status
Started
Ended

Cancel Job?

When To Execule 55ap

Value

Uzer, 3

fipple Grove High School {40000
1/2B/72003 719 &M

Monthly Student Attendance Report
PDF

Sections

Funnimg

V2072003 7-194H

£ Submir 3

* Select the Cancel checkbox(es) for the report(s) you want to cancel. Click Cancel

Selected Jobs.

How to View Completed Report Queue Jobs

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Report Queue Settings. The Report Queue Settings

page appears.
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Report Queue Settings

Funciion Description

Current Jobs  View current Report Quewe jobs.

Completed Jobs Completed Report Queuws jobs for all users.
Stat s Wiew the current status of the Report Queue

Preferences: Crange global Beport Queus ==itings and preferences

3. Click Completed Jobs. The Report Queue - Completed Jobs page displays the reports.

Report Queue - Completed Jobs re-oor

Complated Job Kams Usar Ezhool Ressh File

OI/ZB/2005  AOHS Proqres Bliphin,  AGHE - ACHE_Progress_Repert ot 5TI7 KB
1051 A Fepor Timatky

O1#ZBF2003  GGHS Progress aliphin BEHE  ADHE_Proqress_Report.rot 2.26 KB
100 art = i Timally

012572005 forihly Thwderd - Carr, SEFS  Foathiv_Sdwdsm_stieniencepdf 10.50 KD
1:08& 2t Aleredane: Meport  Kered

W1 AZ57 2005 sani Garr, AEHS Foathw_Stdentttlendence pdl 10056 KB
1:0% =k e fepart  Kereln

014342005 rE, ACHS 1 w_Sudani _ke i 13,85 KB
1.0% 2F Kerrl

4. Do one of the following:
* C(lick Refresh to update the page.

* C(lick the job name of the report. The Report Queue Job Detail page displays details
of the report job. See the section "How to Understand Report Queue Job
Details."

Report Queue Job Detail

Dption  Valus

Ueer Aallakir, Tirake

Beheal  &ppieGroe: High Sl [
Craaiesd FERSEIDE 10T A

Jab pma g T
LE L "

Typn

Repoia  Siwbnl

Fiatue  Compleisd

Strind R Fat N R Sy |
Ended Sl e R |
_l;-'::nn | ASAP =
Esscuta  [0/1s0
Run job

sguin? =

Nusull
Fin

Fin Sze > 2c KD
Lamlion _,
Bersee A FawwSchon ! wshoranl sdmin aperis_argiw asichorespi s ZO0S0 1201045500 33 e A e S 0 pef

Prizirity GGG

& sybmn A

* Select the Result File to display the report.
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How to Understand Report Queue Job Details
View the job details for any report with any status.
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Report Queue Settings. The Report Queue Settings
page appears.

Report Queue Settings

Funciion Description

Current Jobs  Viest current Report Quens jobs.

Completed Jobs Completed Report Queuws jobs for all users.
Stat s Wiew the current status of the Report Queue

Preferences: Crange global Beport Queus ==itings and preferences

3. Click Completed Jobs. The Report Queue - Completed Jobs page displays the reports.

Report Queue - Completed Jobs re-oor

Complted Jik Hamd User Echool Resuh File

DI/2B2003  AOHS Progress  BISpHn,  AGHE . ADHE_Proqress Report.por 5TIT KR
1051 AH Rmpor Timatky

OI/Z37200F  GGHS Proqress alphin SEHE  AGHE_Progress_Report.oot Z.26 KE
100 art = i Timally

01 /2572005 fardhly Studsnt Garr, AEHS  Poathiv_Stuwdemd_stienience.pdt 10.58 KB
1:0& 2t abendanc: Mepard  Eored

UI /237 20US Mandhly et Larr, At Poathoe_Stedsni_etlendence pdl 10,98 KB
1:05 2F abemdanc: fzpart  Kerein

01 AZ3/ 2005 wihiy Stodani s, ATHE 1 w_Shudani sl e pif 1385 KB
1.0% 2F Atsendares Repart  Eereir

4. Click the job name of the report. The Report Queue Job Detail page appears.

Report Queue Job Detail

Dption  Valus

user  lahir, Timat

Beheal  &ppieGroe: High Sl [
Greaied FERSEIDE 10T A
el ACeS P Bepar
Te

Repoia  Siwbnl

Flatue  Conpeis
Sterted R 00 A AM
Ended SEASEI0T DR A
_;I_v::an | ASAP 5
Esscuta  [0/s0

Run job

Nusull
Fin
Fin Sze > 2c KD

Lasalian
-l i E “reb_raaladr te_argiom-asich_rasuids: 20501201 0452 FEHLESLIL A
-}ll.ﬂ':' Al - il "ewh ibsdnin ~aperis_argia sl L asplin Al i ASIE TIFIY 1} e

Prizirity GGG

& sybmn A

5. Use the following table to enter information in the fields:

System Administrator © 2004 Apple Computer, Inc. All rights reserved. 171



s
. PowerSchool

School System Administrator User Guide

Field Description
User The username of the person who ran the report appears.
School The school name and number for the report appear.
Created The date and time the report job started appear.
Job Name The name of the report appears.
Type The output format of the report appears.
Reports The name of the table that includes the data used for the report
appears.
Status The status of the report job displays:
* Completed: Job is finished.
* Running: Job is processing.
* Pending: Job has not started.
* (Canceled: Job has been canceled.
Started The date and time the report started running appear.
Ended The date and time the report finished running appear.

When to Execute

Select a time to start running this report:
* ASAP: Execute immediately.
* At Night: Execute during the next evening.
* On Weekend: Execute during the next weekend.

*  On Specific Date/Time: Execute on the date and time
specified in the following fields.

Run Job Again?

Select this checkbox to execute the report again.

Result File

Select the Result File to display the report.

File Size

The size of the file appears.

Location on Server

The file location on the PowerSchool server appears. This
information is available for completed jobs only.

Priority

Enter a priority for the report. Lower numbers give the report
higher priority. This information is available for pending jobs
only. You can further modify priorities on the user group
security pages. For more information, see the section "How to
Edit Security Groups."

6. Click Submit to save your changes.
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How to View the Report Queue Status

The Report Queue Status page varies depending on the status of the report jobs. For example, you
can cancel any jobs with the status Pending or Running, whereas Canceled or Completed jobs
cannot be modified.

1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Status. The Report Queue Status page appears.

Report Queue Status wr.o

Rapar Gubse
Current slasie Funai g
Laat restartsd o 2042003 10T AH
Hurmiber of Fepeoct pricesses

Eatematically delebe composter jabs
ather

Ml parding Joas per wer

Pzsull File locadlon 500 0L Pt B bt et el 3 0 o i b mid ne bz el
Job Stailstlcs
Lurrardly ranre g jehs

raf Jmd ran oy AN 10T AR
Jola run ® nee | restar
Jobs run odes

kAl pakes ear rur
ared ng 038 o tereE
Complaied jake oo sarpar
Lancsled jobs or sarve [

£ial jabe oo sarysr £
Repart Procesesr
P roce=xs Rl Jobs Aun  Tobtal Time Siaius

Rspork Process | il 0 ssconde Morkbly Siudsrk dbandanze Repors

Bapmr! Precess 7 i 17 sk Weiliag ol

Rapmrl Process 3 i i1 swmnnnke Wvwi fing fer wnrk
gl

|l.'.'.'1c.'~| Selected jobs

3. Use the following table to understand the fields in the Report Queue section:

Field Description

Current status The status of the entire report queue appears. The report queue
can be running or not running. Other error or status messages

pertaining to the entire report queue may appear.

Last restarted The date and time of the last time the job was restarted

appears.

Number of report
processes

The number of report processes currently running in
PowerSchool appears.

Automatically delete
completed jobs after

The number of days that a job remains in the report queue
appears. To modify this number, see the section "How to Set
Report Queue Preferences."

Maximum pending jobs

per user

The maximum number of jobs any one user can have pending

in the report queue appears. To modify this number, see the
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Field Description
per user section "How to Set Report Queue Preferences."
Result file location The file location on the PowerSchool server appears.

4. Use the following table to understand the fields in the Job Statistics section:

Field Description

Currently running jobs The number of jobs currently with the running status appears.
Last job run The date and time of the last job to run appear.

Jobs run today The number of jobs run so far today appears.

Total jobs ever run The number of jobs ever run in PowerSchool appears.

Pending jobs on server The number of jobs currently with the Pending status appears.
Click the number to display the jobs.

Completed jobs on The number of jobs currently with the Completed status
server appears. Click the number to display the jobs.

Canceled jobs on server | The number of jobs currently with the Canceled status appears.

Total jobs on server The total number of jobs currently on the server with any status
appears.

5. Use the following table to enter information in the Report Processes section:

Field Description

Process Name The name(s) of the currently running report process(es) appear.
Jobs Run The number of jobs run for each process appears.

Total Time The total time each process took appears.

Status The status of each process appears. If the job is running, the

name of the report appears. Click the report name to display
the job details. When a job completes, the report name no
longer appears.

Cancel Checkbox Select the checkbox(es) next to the job(s) you want to cancel.
Then, click Cancel Selected Jobs.

6. Click Refresh to update the page (optional).

How to Set Report Queue Preferences

1. On the start page, choose System from the main menu.
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2. On the System Administrator page, click Report Queue Settings. The Report Queue Settings

page appears.

Report Queue Settings

Function Description
Currént Johs View current Repart Qusne jobs.

Completed Jobs Completed Report Queuws jobs for all users.

Org

Wiew the current status of the Report Queue

ference: Crange global Beport Queus ==itings and preferences

3. Click Preferences. The Report Queue Preferences page appears.

Option

Report Queue Preferences

Automatically delete completed jobs after |-_ days (range: 2-90

Maximum pending jobs per user aarn for no limit

Mumber of report processes I—I

(change will take sffect on next restart) { range; 2-507

Automatically start Report Queue on = =

system startup startup hd |
£ Submit

Value

4. Use the following table to enter information in the fields:

Field

Description

Automatically delete
completed jobs after

Enter the number of days each job remains in the report queue.
After the specified number of days, PowerSchool automatically
deletes the affected job.

Maximum pending jobs
per user

Enter the maximum number of jobs each user can have in the
report queue at one time. To indicate no limit, enter 0.

Number of report
processes

Enter the maximum number of report processes, or number of
reports running at the same time. This setting does not take
effect until the next time the PowerSchool server is restarted.

Automatically start
Report Queue on system
startup

Select either Startup or Don't Startup to indicate what you want
the report queue to do when the PowerSchool server restarts.

Warning: Modifying this setting affects restarts, so use extreme
caution when selecting this option.

If you indicate Don't Startup and want to manually start the
report queue, enter Repo_Batch_Startup in the PowerSchool
Server's Execute window.
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Field Description

To disable the report queue for a single restart instead of
modifying this setting, press Command-Option (Mac) or
Control-Alt (Windows) when starting the PowerSchool Server.
The report queue will not start up for this session but will do so
when the server restarts.

5. Click Submit to save your changes.

Scan Pages

PowerSchool can scan for customized pages that include a no update tag (). PowerSchool scans all
pages in the system and returns a report of what pages include the no update tag in the source.

How to Scan for Customized Pages
1. On the start page, choose System from the main menu.

2. Click Scan Pages. After the system scans for customized pages, the Search Page Contents
Results page appears.

Search Page Contents Results

Search complated in 0 min 9.5 s#conds
Files scanned: 1640  Results returned: O

Searched for files which contal ned

Ho pages found that contained the search arguments.

3. Click the file path to view the page.

How to View Customized HTML Pages
1. On the start page, choose System from the main menu.

2. Click Scan Pages. After the system scans for customized pages, the Search Page Contents
Results page appears.

Search Page Contents Results

Search complated in 0 min 9.5 s#conds
Files scanned: 1640  Results returned: O

Searched for files which contal ned

Ho pages found that contained the search arguments.

3. C(lick View next to the page name in the File Path column. The page appears.
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How to Edit Customized HTML Pages

1. On the start page,

2. Click Scan Pages. After the system scans for customized pages, the Search Page Contents

choose System from the main menu.

Results page appears.

Search Page Contents Results

Search complated in 0 min 9.5 s#conds
Files scanned: 1640 Resulis returned: O

Searched for files which contal ned

Ho pages found that contained the search arguments.

3. Click Edit next to the page in the File Path column. The File Download dialog appears.

Unhandled File Type

Internet Explorer doesn't know how to handle the type
of file you have selected.

You can choose to save this file to your disk or you
can configure a Helper Application far this file,

MIME Type: application/ps-html
File Name: searchpageresults himle

Cancel ¥ [ save File As... © [ Piu-:gl?_‘ fﬁ.ppltcatlun"'

4. Select "Save this file to disk."

5. Click OK. The Save As dialog appears.

Save

Save As. searchpageresulis himle

Where: [l Desktop =] [

r Cancel ) Fsave )

6. Select a file location.

7. Click Save. The Search Page Contents page appears. Edit the file using the appropriate

application.

Special Operations

Use this page to perform special operations for your school's PowerSchool data as directed by
PowerSchool Technical Support. For example, run the special operation "Clear student photos" to

remove all student photos

from the selected school.
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To recalculate lunch balances for all students, select the "Recalculate lunch balances" operation. To
recalculate lunch balances for a single student, see the section "How to Recalculate a
Student's Lunch Balance."

How to Run a Special

Operation

1. On the start page, choose System from the main menu.

2. Click Special Operations. The Special Operations page appears.

Special Operations

Option alue

Operation

Param 1 |

Param 2 |

Code |

F submit ¥

3. Use the following table to enter information in the fields:

Field Description

Operation Choose the operation, as directed by PowerSchool Technical
Support, from the pop-up menu.

Param 1 Enter the information provided by PowerSchool Technical
Support.

Param 2 Enter the information provided by PowerSchool Technical
Support.

Code Enter the information provided by PowerSchool Technical
Support.

4. Click Submit. The system completes the special operation.

Store Standards Grades

Periodically, you might want to capture standards grades for reporting purposes. You can store
standards grades at any time using any store code. Stored standards grades can be used on pages,
in reports, or in exports. Elementary reports cards are good examples of using stored standards

grades.
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1. On the start page, choose System from the main menu.

School System Administrator User Guide

2. On the System Administrator page, click Store Standards Grades. The Store Standards

Grades page appears.

Store Standards Grades

Slore Code

Storoge: Method

Existing Scores

Store these types

Only store thess
identifiers
[comma-separabed
|z bilank tor tymes
selected abowe!

WA RN ML U This function only 1 you koo 2xactly what you are doing
Oplion Wl
Al currently enr led studerds on this servar
Which Stidenls all currently enrelled stidenls in Apple Grove High Sehosl
=1The 30 currently == lectesd sludsnts

|I']1 Tor 2002 2005 School Year

g;.\L apture cur rent cumulatiye SEores

Restrict to date range

Owererite existing soore
®, sep existing scores

Mational

ke

ity
Xlschool (Spple Grove High School onlv)

 Submit ¥

3. Use the following table to enter information in the fields:

Field

Description

Which Students

Select one of the following options to determine for which
students you want to store standards grades:

All students on the system

All students at the current school

The selected group of students

Store Code

Enter the store code of the grading term for which you want to
store standards grades, such as Q1 or S2.

Storage Method

entry.

Select one of the options to indicate whether you want to
retrieve current grades or grades for a particular date range. If
restricting to a date range, enter that range in the fields using
the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this
format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a blank

Existing Scores

Select one of the options to indicate whether you want to

ovinnaeita neavionichs ctavad avadac for thic avadinga taven
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Field Description

overwrite previously stored grades for this grading term.

Store these types Select any combination of the checkboxes to indicate which
types of standards you want to store: National, State, District, or
School.

Only store these Either enter single identifiers to store or leave blank for all.

identifiers Identifiers entered here override the type(s) selected for "Store

these types."

4. Click Submit. PowerSchool begins storing grades.

Alert: Storing Standards Scores
Mow storing standards scores.
Pleaze allow up to thirty minutes for this process to complete.

Ho e

f Back N
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System Settings

Use the System Settings page to access general setting definition functions for your PowerSchool
system. Click the links to modify settings for each feature.

System Settings

Function

futo Backup

Auto Update

Backup PowerSchoal
Browser Timeout
CPU Uszage

[ata Yalidation
E-mail Setup

Mime Types
Reparting Engine
Scripts

Security

Select Student Options
Server Licenszing
Server Settings
Server Statistics
Server Tools

Styules

Test E-mail server
Update Pages
Update PowerSchool
Outgoing Mail Queue

Description
Setup and edit automatic backup procedures.
Setup and edit the automatic updating system.

Execute the automatic backup procedure now.

Manage Browser Timeout issues {such as those with Safari).

Display current CRU usage.

Setup and edit data walidation aptions.
Setup and edit server email settings.
Setup and edit web server mime types.
Setup and edit reporting engine preferences.
Manage startup scripts.

Manage server security settings.
Setup and edit select student options.
Yiew server |license information.
Setup and edit various server settings.
Yiew server statistics.

Setup and edit automatic ping aptions.
Setup and edit repart font styles.
Funa real time email server test,
Update PowerSchool pages.

Update the PowerSchool server.

Rewies outgaing ermail ressages.

Macz 05 % File Permizsion Settings Configure file permissions under Mac 05 5.

Backups

Specify if you want your PowerSchool server to automatically create daily backups. Alternatively,
manually create a backup instead of using the automatic backup function or prior to performing
certain procedures, such as the end-of-year process.

A backup is a file that contains a copy of all the data on your PowerSchool server at the specified
moment in time. If something or someone corrupts a large amount of data, use the backup to
restore a recent, correct copy of all the data.
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How to Automatically Back Up PowerSchool

1. On the start page, choose System from the main menu.

2. Click System Settings. The System Settings page appears.

3. Click Auto Backup. The Automatic Database Backups page appears.

Option

Automatic Database Backups

Last Successful Bockap 09/25/02 100 &M

Perform Backups Daily At 1AM =

Number Of Backup Sets To =
Keep In Each Backup Folder |-_

Backep 1 Path P50
Backup 2 Path

Backup 3 Path

Email Backup Reports To name@isp.com
{comma -Separaled)

Hestarl Server Afler Backup -‘ﬁ" Vi

Value

DOC PowerSchoold systembacky =

.
] Ha

€ Submin ¥

4. Use the following table to enter information in the fields:

Field

Description

Last Successful Backup

The exact date and time of the last backup appears.

Perform Backups Daily At

Choose the hour at which you want the system to
automatically back up your data from the pop-up menu.
Because backups usually take up to ten minutes and users
cannot access the server during a backup, it is recommended
that you select a time during the night hours when few people,
if any, are using the system, such as 2 a.m. or 3 a.m.

Number of Backup Sets
To Keep in Each Backup
Folder

Define the number of backup files or days' worth of backups
you want to store in each backup folder. After the system saves
this number of backup files in a folder, the next backup
automatically overwrites the oldest backup in the folder.

Backup 1, 2, and 3 Paths

Specify the complete file paths where you want the system to
save the backup files. The system usually automatically creates
the Backup 1 path as a location on the primary hard drive of the
system on which PowerSchool runs. You can change this
location or put other locations in the other paths. The system

alternates backup paths on a daily basis. For example, Monday's
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Field Description

backup will go to Backup 1 path, Tuesdays backup will go to
Backup 2 path, and so on.

If you only enter one backup path, PowerSchool backs up to
that location every night. These locations can be other local
storage devices like hard disks or Jaz drives, or they can be
remote file servers.

Email Backup Reports To | Enter the email addresses of the individuals to whom you want
the system to automatically send an email message after it
completes a backup. Usually, you enter the PowerSchool
administrator's address. If you enter more than one address,
separate them with commas.

Restart Server After Select either Yes or No to indicate if you want the server to
Backup automatically restart after each backup. Unless PowerSchool
suggests otherwise for your school, select Yes.

5. Click Submit. The System Settings page appears.

How to Manually Backup PowerSchool

Before manually backing up PowerSchool, you must define a backup path on the Automatic
Database Backups page. Otherwise, PowerSchool will not know where to save the backup file. For
more information, see the section "How to Automatically Backup PowerSchool."

1. On the start page, choose System from the main menu.
2. Click System Settings. The System Settings page appears.
3. Click Backup PowerSchool. The Confirm Backup page appears.

Confirm Backup

Pleaze canfirmm you want ta perform a backup of your
PowerSchool server by pressing the submit button.

£ Submit 3

4. Click Submit. The Alert page appears.
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Alert:

Backing up...

f Back %

PowerSchool Updates

PowerSchool can automatically update your PowerSchool system with the latest system update.
You do not need to manually maintain the latest version of the system. However, you can manually
force PowerSchool to retrieve the latest update.

Note: When updating PowerSchool, visit the Release Notes on the PowerSchool Customer Support
web site (https://www.powerschool.com/support/documentation/releasenotes/) so that
you know how each update changes your system.

How to Set Auto Update Settings

Set up the Auto Update feature to avoid manual updates. If PowerSchool releases an update, your
system automatically updates sometime between 10 p.m. and 6 a.m.

1. On the start page, choose System from the main menu.
2. Click System Settings. The System Settings page appears.
3. (lick Auto Update. The Automatic Updating page appears.

Automatic Updating

Update Sethings

Aurlomalic Updale Enabibed

Updote Server Address Jals nowre eche -
Cumally wpdates povserschonl comb |“F' date.powsrschool.corm
Port to uze for Update Heguesl

{updates povwerschonl com eses port @0 for

updates exelueively. only epecily a port i {deTaull: S0

you update from on mtemnal server thot uses HEE !
somelhing other Whan porl 80 Tor updatesh

Haintaim Application Memory Setting

{If youm kave: customized the PowsrSchon
application memiry selling, checking this
box vall mointaim the setbing atter sn update)

NOTE: The "Automatic updaie enabled” feature chacks the specified parent server
nce daily for new updates ko the PowerSchool system, I 2 new version is available,

1t 13 dosenloaded and naballed autometically betsezn 10 pom.and ©a.m

f Submir ¥

4. Use the following table to enter information in the fields:
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