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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.

* 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

Introduction © 2004 Apple Computer, Inc. All rights reserved. 16
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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 administrators, system administrators, office staff, counselors,
and cafeteria personnel.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 17
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Search and Select

Learning how to perform searches is the key to using PowerSchool, since you select a student or
group of students with whom you are going to work. Before you can do any type of work on a
student’s record or on a group’s records, select the individual or group. By performing a search, you
make such a selection. The simplest search finds just one student, but it is possible to perform
searches that are more complex. See the section "Advanced Search and Select" for details. For
more information on selecting a group of students, see the section "Current Selection."

When performing both simple and advanced searches, it is important to keep in the mind the
following:

* Any work with student records always begins with a search. You must tell PowerSchool
which records to retrieve in order to work with an individual student record or a group of
students.

* Enter field names in the Search field exactly as they are written in the field list. PowerSchool
cannot find a field when its spelling does not match the fields in PowerSchool. Placement of
underscores (_) is just as important. To verify the correct spelling of a field, click View Field
List on the PowerSchool start page.

*  While the spelling of the field name is important, the case is not. Enter gender=f, Gender=F,
GENDer=F, or any variation thereof. PowerSchool searches are not case-sensitive.

* Separate different search criteria in the command line with a semicolon (;).

You can also search for students either by teacher schedule or by the master schedule. For more
information on searching by schedules, see the section "Search for Preselected Groups of
Students."

Select an Individual Student

Select a student to view that student's pages.

How to Select an Individual Student by Last Name

1. On the start page, enter the last name of a student whose record you want to review in the
Search Students field.

Note: Alternatively, enter just the first few letters of the student’s last name. Keep in mind
that this produces more records.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 18
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| Q)

Wiew Field List  How to Search

Browse Students

4# B CDDEFGHI JKLHM
NWoPQRSISTUDY WX Y Z
910 11 12 M OF Aall

Stored Dptions
Stored Searches  Stored Selections

Student User Guide

2. Click Search. If you search for a student who has a unique last name, the search displays the
one record it finds. If you search for a student who has a common last name, a list of

student records appears.

Student Selection
Select a student to view student screens or choose the papup
menu below to performan action for the current seletion.

Search: Ea @

Matches: { <)

(200000 (10 Alexander, Joannie
(8400000600 (11) Anderson, Brittany
(840001 336) (12) Anderson, Casey
(840000163) (99 Andersan, Richie

Select a function for this group of students

[

Click the name of the student whose record you want to review to work with just that student. To
work with the entire group of students, click Functions at the bottom of the list to display the
Group Functions page. For more information on selecting students from a group of students, see
the section "How to Select a Group of Students by Hand." For more information on the
Group Functions page, see the section "Work With Groups."

Search and Select

© 2004 Apple Computer, Inc. All rights reserved.
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How to Select an Individual Student by Student Number

1. On the start page, enter the school identification number of the student whose record you
want to review in the Search Students field.

Search Students

Yiew Field List  How to Search

b

2. Click Search. Because the same student number is never assigned to more than one
student, your search produces just one name. The page displays that student’s record.

Schedule
Eeigp, disizn K 10 25021 ATHS
Fat Tem Crs-See  Course Name Teacher Azam Erns Liae Drop
m 52 10%1-01 Algebra’l allphen, Timatiy 230 42172003 575120035
02 M-Th 51 1027-02 algebral aliphon, Timaley G10F SA8472008 172052003
£} g1 0Z1-03 Algebra 1 Alipkin, Timalty LA0Z  10SF1A200F 17802003
Orop classes
[rnmil = | Drop =
SEENERETY
Cridire veer Jchedulz

Your view of the student’s record can differ from that shown in the example. For more information
on student page views, see the section "Student Page Views." For more information on selecting
the default student page, see the section "How to Set the Default Student Page."

How to Search for Inactive Students

Use PowerSchool to search for the records of any student who has ever enrolled in your school. You

can view the record of a student who has transferred to a new school, dropped out, or otherwise
left your school.

1. On the start page, enter a forward slash (/) followed by the first few letters of the last name
of the student whose record you want to review in the Search Students field.

Search Students

E ‘63’

Yiew Field List  How to Search

2. Click Search. PowerSchool returns a list of all active and inactive students whose names start
with those letters.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 20
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Student Selection
Select a student to view student screens or choose the popup
menu below to performan action for the current seletion.

Search: EJ’ba @

Matches: (2]

(340000026) (11) Bailey, Josh
(20001) (10} Bartlett, Jared

Select a function for this group of students

[ ¢

Note: Notice the number of students on the list. To verify that this list includes active as well
as inactive students, return to the start page and redo the search without the slash (/)
before the last name. Fewer names on the resulting list appear if there are any inactive
students, since the list includes only active students.

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, click Functions at the bottom of the list to display the Group
Functions page. For more information on selecting students from a group of students, see the
section "How to Select a Group of Students by Hand." For more information on the Group
Functions page, see the section "Work With Groups."

Select a Group of Students

Search for just one student as instructed in the section "Select an Individual Student," or search
for groups of students based on criteria that you select. Use the Search Students field to locate a
group of students that match a specific set of criteria. For more information on fields, see the
section "How to Search for Students by Other Fields." Use the quick links to search for
students either by the first letter of their last name, grade, or gender.

When using the Search Students field, the search criteria and the number of results appear on the
Student Selection page.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 21
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Select a student to wiew student screens or choose the popup
meny below to perform an action for the current seletion.

Search: [gender=f aQ

Matches: {220

(20000) (10 Alexander, Joannie S
(840000060) (11) Andersaon, Brittany
(840001287 (9) Bennett, Haylee

Student User Guide

When using the quick links, such as 11 for eleventh graders and F for females, the search criteria do
not appear on the Student Selection page.

Student Selection
Select a student to view student screens or choose the papup
meny below to perfarm an action for the current seletion.

Matches: {1070

(8400000600 (11 Anderson, Brittany
(840000026) (11) Bailey, Josh
(20004) (113 Dunn, Andrea
(20008) (1) Hyde, Lauren
(8400000507 (113 Jacobsaon, Mate
(840000053) (11) Marks, Jesse

How to Search for All Students

This is the easiest search, but it also produces the largest number of results.

1. On the start page, click the Search icon.

Search Students

| Q)

Wiew Field List  How to Search

Browse Students

4# B CDDEFGHI JKLHM
NWoPQRSISTUDY WX Y Z
910 11 12 M OF Aall

Stored Dptions
Stored Searches  Stored Selections

Note: Search for both active and inactive students by entering a forward slash (/) in the
Search Students field before clicking Search.

Depending on the number of students at your school, it can take a while to produce the list
of students. The list displays the names of all students at your school and a number (in

Search and Select
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parentheses) at the top of the list. This number indicates how many records were returned
by the search.

Student Selection
Select a student to wiew student screens or choose the popup
meny below to perform an action for the current seletion.

Search:E @

Matches: <00

(20000) (10 Alexander, Joannie
(8400000600 (11) Andersan, Brittany
(840001336) (12) Anderson, Casey
(840000163) (9 Andersaon, Richie
(340000026) (11) Bailey, Josh
(200013 (10) Bartlett, Jared
(840001287 (%) Bennett, Haylee
(20002) (10) Brewster, Kylea
(340000159) (9) Brown, Justin
(840000718) 10 Chandler, Jason
(240000212) (9) Clarkston, Tiffany
(840000301 (12) Cooper, Amber
(20004) (113 Dunn, Andrea
(340000702) (10) Eaton, kKyle
(840000267) (12) Franks, Jennifer b

Select a function far this group of students

[ :)

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, choose a function from the group functions pop-up menu at the

bottom of the list. For more information on the Group Functions page, see the section "Work With
Groups."

How to Search for Students by Grade Level

1. On the start page, click a number to search by grade level.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 23
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Search Students

| Q)

Wiew Field List  How to Search

Browse Students

4# B CDDEFGHI JKLHM
NWoPQRSISTUDY WX Y Z
910 11 12 M OF Aall

Stored Dptions
Stored Searches  Stored Selections

Note: Alternatively, use the field name to search. In this case, enter grade_level= followed
by the grade number in the Search Students field. This is helpful for when you want to
search by criteria in addition to grade level.

The page displays a list of all students in the specified grade level.

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, choose a function from the Functions pop-up menu at the
bottom of the list. For more information on the Group Functions page, see the section "Work With
Groups."

How to Search for Students by Gender

1. On the start page, click M to search for males or F to search for females.

Search Students

| Q)

Wiew Field List  How to Search

Browse Students

4# B CDDEFGHI JKLHM
NWoPQRSISTUDY WX Y Z
910 11 12 M OF Aall

Stored Dptions
Stored Searches  Stored Selections

2. Click Search. The page displays a list of all male or female students in your school.
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Student Selection
Select a student to wiew student screens or choase the popup
meny below to perform an action for the current seletion.

Matzhes: (187

(840001336) (1 2) Anderson, Casey
(840000163 (9 Anderson, Richie
(2340000026) (11) Bailey, Josh
(200013 (10) Bartlett, Jared i
(340000159) (9) Brown, Justin
(840000715 (10) Chandler, Jason
(240000702) (10) Eaton, Kyle
(340000307) (12) Garrett, Andy
(340000050) (11) Jacobson, Mate |
(240000743) (10) Lym, Brian
(240000053) (11) Marks, Jesse e
(340000287) (12 Martin, Brian
(340000206) (9) Orton, Alec
(240000051) (11) Polson, Matt
(240001125) (9) Pratt, Mike ¥

Select a function far this group of students

[ 2]

Note: Alternatively, use the field name to search. In this case, enter gender=m or gender=f
in the Search Students field.

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, choose a function from the group functions pop-up menu at the

bottom of the list. For more information on the Group Functions page, see the section "Work With
Groups."

How to Search for Students by Ethnicity

1. On the start page, enter ethnicity= followed by the code for the ethnic group you want to
search in the Search Students field. The following example displays a search for Hispanic
students.

Search Students
[Sthnicit=c a)

-

Wiew Field List  How to Search

2. Click Search. The page displays a list of all students of the specified ethnicity in your school.
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Student Selection
Select a student to wiew student screens or choose the popup
meny below to perfarm an action far the current seletion.

Search: [Sthnici=c @

Matches: {367

(20000) (10 Alexander, Joannie
(840000060) (11) Anderson, Brittany
(840001336) (12) Anderson, Casey
(840000163) (9) Anderson, Richie
(340000026) (11) Bailey, Josh
(840001287) (9 Bennett, Haylee
(240000159) (9) Brown, Justin
(240000212) (9) Clarkston, Tiffany
(840000301) (12) Cooper, Amber
(20004) (113 Dunn, Andrea
(840000267 (12) Franks, Jennifer
(240000307) (12) Garrett, Andy
(20003) (10 Gustafsson, Cammi
(840001296) (12) Holloway, Kylee
(20008) (11 Hyde, Lauren

Select a function far this group of students

[ :)

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, choose a function from the group functions pop-up menu at the

bottom of the list. For more information on the Group Functions page, see the section "Work With
Groups."

How to Search for Students by Other Fields

Search for groups of students who share other commonalities besides grade level, gender, or
ethnicity. Search by any field in your PowerSchool database.

1. On the start page, click View Field List.
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Search Students

Wiew Field List

Howe to Search

Browse Students

4# B CDDEFGHI JKLHM
NWoPQRSISTUDY WX Y Z
910 11 12 M OF Aall

Stored Options

Stored Searches  Stored Selections

Student User Guide

The resulting page displays a list of all fields that can be used to perform a search. Many of
the fields shown below are the same as the fields in your school’s PowerSchool database.
However, since each school can add or delete fields, your list might differ from the example.

Field List

25, Enralmart Tyene nante

o

r dats

Enliylia.=

11
a &7, Enralment_Schoalin 11Z, ¥athe
W Faral Status 115, matkadayphars
E3. EntryCoce 114. Matke-_SEmplayer
&, Criliyliai= 11 Autls _asme_aliens
Gl L1C. Mext_Schaal
- o 11/, “Fone_ I
A Alart Diecpine &3 L1E. 2rotaFlag
3 alerk_DiscpineEagmres e 115, JL_LargJags
10, Alert Suardian 170, BAT
- z 121, szhed_LackStudzniSchecue
1 el Hesl T sar i
a1 12z 5
Fathe_mplaye 124
Ta. Fatkes mome_ ahens 122
First_Hame 128
P FulT s 127
Sender 138, =
ECErrs 124 il f
Crachacse 13C ed_¥ezrotGraduation
i3
1

37, Sznco

EntryGradslewval

2. Click Back on the web browser window.

3. Enter the field in the Search Students field, followed by the comparator and value of the
field to use in a search.

Note: For more information on comparators, see the section "How to Use Comparators."

4. Click Search.

Search Students

[first_name=brian

Wiew Field List  How to Search

.-

Note: It is not necessary to memorize the field list, but it is helpful to become familiar with
those you use most often. If you do need to search by a field whose exact name you cannot
remember, access the field list by clicking the link under the Search Students field. Be sure
to enter the field into the Search Student field exactly as it is noted on the field list or your
search will produce no records. If you get a message indicating that there are no records

Search and Select
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matching the criteria you entered, check that the field exists on your PowerSchool system
and verify the spelling of the field name.

If you search for a student who has a value for a field matching no other student’s value, the
search displays the one record it finds. If you search for a student who has a value for the
field matching any other student’s value, a list of students appears.

Student Selection
Select a student to wiew student screens or choose the popup
menu belaw to perfarm an action for the current seletion.

Search: Eﬂrst_name:hrian @

Matches: (23

(540000743) (10) Lym, Brian
(340000287) (12) Martin, Brian

Select a function far this group of students

[ 2]

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, choose a function from the group functions pop-up menu at the
bottom of the list. For more information on the Group Functions page, see the section "Work With
Groups."

How to Select a Group of Students by Hand

This selection process is helpful if you want to select a group of students from a larger group.
Selecting students while holding Command (Mac) or Control (Windows) helps you narrow your
search results even further. For example, you can quickly display a list of female sophomores.

1. On the start page, select the group of students using a search method such as by gender,
grade, or ethnicity.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 28



[
' PowerSChOOI Student User Guide

Student Selection
Select a student to view student screens or choose the papup
meny below to perfarman action for the current seletion.

Search: Egenderzf;grade_levelﬂ 2 @'

Matches: {53

(840000301) 1 2) Cooper, Amber
(840000267 (12) Franks, Jennifer
(840001296 (12) Holloway, Kylea
(B840001412) 1 2) Kieser, Aubrey
(840000311) (12) Price, Lindsey

Select a function far this group of students

[ 2]

2. Choose Select Students By Hand from the pop-up menu to narrow the group of students
even further. The Select Students By Hand page appears.

Select Students By Hand

Hiold e The COFIFEMD kY foomakos multiple s=lections

(840000301) {12) Cooper, Amkear

(B40000267) {12) Franks, Jennifer

(B40001296) (12) Holloway, Kylee

(5400014132) (12) Kieser, Aubrey

(240000311) {12) Price, Lindsay
? EEEP selected studenis

REMIVE zelectad sfudents

f Selections % [ Functions

3. Press and hold Command (Mac) or Control (Windows) and click the names of the students
to include in the group.
Note: If the students are listed consecutively, click the first name on the list. Press Shift as
you click the last name on the list. This selects the first and last names you click and every
name in between.
Alternatively, if you are selecting the majority of the students on the list, select the students

you do not want to keep and select the "REMOVE selected students" option. If you are
selecting only a few of the students on the list, select the "KEEP selected students" option.
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Note: Save the selection of students by clicking Selections. For more information, see the section
"Stored Selections."

4. Click Functions. The Group Functions page appears.

Group Functions
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Click the underlined number to return to the Student Selection page. To work with the group of
students, choose the appropriate option from the menu. For more information on the Group
Functions page, see the section "Work With Groups."

Advanced Search and Select

While the searches described in the sections "Select an Individual Student" and "Select a
Group of Students" provide enough information to get you started, you will need to perform
other searches that produce narrower results. With some practice, the advanced searches will soon
become a part of your daily routine.

How to Search for Students by Activities

Searching for groups of students who belong to certain clubs or participate in particular activities is
a little different than searching by grade level or gender. Rather than telling PowerSchool to search
for records whose field values match the criteria you enter, tell it to search for records whose
specified activity field value (for example, volleyball, chess_club, or drama) is not blank.

If there is any value in the field, the student does participate. If the field is blank, the student does
not participate. This can seem confusing, but after reviewing the following example, you will realize
that it is actually very easy to search for students by activity. For example, practice this type of
search by finding students in your school who are in the chess club.

1. On the start page, enter an activity field name such as chess_club# in the Search Students
field. The number sign (#) means does not equal. By entering chess_club# followed by

Student User Guide
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nothing, you are telling PowerSchool to search for all records whose chess club field does
not equal blank.

Search Students

|chess_club# @

Yiew Field List  How 1o Search

2. Click the Search icon. Though all students have a chess club field tied to their record, only
those students who are on the chess club team have a value in the chess club field. Non-
chess club students have nothing in the chess club field. Therefore, PowerSchool eliminates
them from the results of the search.

Note: All student records have all activity fields tied to them.

If no students match the search criteria, the system displays an alert message indicating that
no students match your selection. Otherwise, the page displays a list of all students who
participate in the specified activity.

Student Selection
Select a student to wiew student screens or choose the popup
menu below to perfarm an action for the current seletion.

Search: |chess_club# @

Matches: {2}

(200000 (100 Alexander, Joannie
(840000163) (%) Anderson, Richie

Select a function far this group of students

[ :)

Click the name of the student whose record you want to review to work with that student. To work
with the entire group of students, click Functions at the bottom of the list to display the Group

Functions page. For more information on the Group Functions page, see the section "Work With
Groups."

How to Search for Students by Daily Attendance
Use this report to find student daily attendance information.

1. On the start page, choose Special Functions from the main menu.
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Note: Alternatively, select a group of students, and then choose "Search by Daily

Attendance" from the pop-up menu.

2. Click "Search by Daily Attendance." The Search Daily Attendance page appears.

Search Daily Attendance

YWhich students 10 inclade all 257 currently enrolled 3iudents

Teom

Scan for attendance = .
{zimgle detler allenlance coded From beginning of term

02-0%F Year

*:-{r:rur“lm -5 IU_

O From [V2102 7, [SH2002 (g1

Search g bradesATte ndance

€ Submir ¥

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

Field Description

Which students to Select an option to indicate the students to include, if
include applicable.

Term The selected term appears.

Scan for attendance

Select an option to scan for attendance:

Enter the attendance code to scan for, select a
comparator, and enter the number of instances of the
attendance code.

Select the option indicating whether the scanned
attendance codes are from the beginning of the term or
for the specified period only. For a specific period only,
enter the first and last dates of 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.

4. Click Submit. The Group Functions page displays the number of selected students.
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Student User Guide

Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work

With Groups."

How to Search for Students by GPA

Search for a group of students who are receiving a particular grade. This function is especially useful
if you want to locate honor roll students or those receiving failing grades.

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

Note: Alternatively, select a group of students, and then choose "Search by GPA" from the

pop-up menu.

2. Click "Search by GPA." The "Search by GPA" page appears.
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Search By GPA
Oiptine Wil
) o9 - cerpntio snrolied st udanks
Tren thess 257 carrently st i
= =8lecied O studens
tourss 2cTan numbsr
WWisu are wnrolled in his eriod
tescher | SUlphin, Timotkny =]
| gresrer than or equal to ] 35
\Wiose cumulalive GEA is
TP e 'n'.-'algl"ej —
greater than 5 ]
Whose lorm GEA ] bis —
P e |_Weighted £
Jreater than 2|
Ve curenl GPA s ! LI
LPA lyope [ Waighted %
Vet wwart ennillad as ol Lhis dale (28040200
W match this search |
Only tha speci Tied crileriaanbared <10 b s b0 perTorm ihe serch
Fialde 1 blank i1l b ignorad
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3. Select the option to scan these indicated students, if applicable.

4. Complete any combination of the remaining fields. Use the following table to enter

information in the fields:

Field

Description

Who are enrolled in this

Enter the course.section number to search by course. Enter the
period to search by period. To search by teacher, choose a
teacher from the pop-up menu.

Whose cumulative GPA is

Enter a store code in the Term GPA field, such as Q2 or S1.
Choose the cut-off criteria from the pop-up menu, and enter
the percentage point of the cutoff. Choose a GPA type from the
pop-up menu.

Whose term GPA is

Choose the cut-off criteria from the pop-up menu, and enter
the percentage point of the cutoff. Choose a GPA type from the
pop-up menu.

Whose current GPA is

Choose a cutoff from the pop-up menu, and enter the
percentage point of the cutoff. Choose a GPA type from the
pop-up menu.

Who were enrolled as of
this date

Enter the enrollment date used to search for students 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
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Field Description
entry.

Who match this search Enter other criteria to search for students, such as activity
membership.

5. Click Submit. The Group Functions page displays the number of selected students.

Group Functions
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Click the underlined number to view the list of students. To work with the group of students,

choose a menu option. For more information on the Group Functions page, see the section "Work
With Groups."

How to Search for Students by Grades/Attendance

This powerful report tool gives you great flexibility in finding students based on their grades or
attendance records. By using a combination of options, you can find any number of students.

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

Note: Alternatively, select a group of students, and then choose "Search by
Grades/Attendance" from the pop-up menu.

2. Click "Search by Grades/Attendance." The "Search by Grades/Attendance" page appears.
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Term

Search By Grades/Attendance
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Search by GPR

 Submit 3

Select the option to indicate which students to include, if applicable.

Enter the minimum number of classes necessary to meet the search criteria. For example, to
list students failing at least two classes, enter 2. To list students receiving an A in any class,

enter 1.

Complete any combination of the remaining fields. Use the following table to enter

information in the fields:

Field

Description

Scan for this final grade

Select the checkbox and:
* Choose a comparator from the pop-up menu.

* Enter the specific letter grade(s) for which you want to
scan. Separate multiple grades with commas.

Scan for this final grade
percentage

Select the checkbox and:
* Choose a comparator from the pop-up menu.

* Enter the specific percentage for which you want to
scan.

Scan for this citizenship
grade

Select the checkbox and:

* Choose a comparator from the pop-up menu. Use = to
search for students who have that citizenship grade, or

use # to search for students who do not have that
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Field

Description

citizenship grade.

* Enter the specific citizenship grade(s) for which you
want to scan. Separate multiple grades with commas.

Scan for attendance

Select the checkbox and:

e Enter the attendance code to scan for, select a
comparator, and enter the number of instances of the
attendance code.

* Select the option indicating whether the scanned
attendance codes are cumulative for each class or for
the specified period only. For a specific period only,
enter the first and last dates of 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.

Scan for grades in

Choose the type of grade from the pop-up menu. If you choose
historical grades, enter the store code/final grade, such as Q1 or
Q2. This scans the grades for the store code entered for the
year of the currently selected term. For example, if you are
working in Q3 and enter a store code of Q1, the system scans
the Q1 grades for the current year. It does not scan grades from
previous years. To do so, change the currently selected term.
For more information, see the section "How to Change
Terms."

Scan for all classes
enrolled

Select the option to scan for all classes enrolled either as of a
specified date or anytime during the current term. If you select
a specific date, enter it in the appropriate field 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.

Results

Select either "Make this the current selection of students" to
continue working with the resulting group of students or
"Display matching students & Sections." If you select the latter
option and click Submit, the Matching History page displays
each matching student and the term, section, course name, and
teacher for which the criteria are met.

6. Click Submit. The Group Functions page displays the number of selected students.
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Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work

With Groups."

How to Search for Stu

Use this report to find students who have perfect attendance records during a specified period.

1. On the start page,

Note: Alternatively, select a group of students, and then choose "Search for Perfect

dents by Perfect Attendance

choose Special Functions from the main menu.

Attendance" from the pop-up menu.

2. On the Special Functions page, click "Search for Perfect Attendance." The Perfect

Attendance Search page appears.

Perfect Attendance Search

Studenta o Scan All 40 currently enrolled students
Pate Rangs fo Sean [otizamz |Gz

Scan Thesa dttendance Codes

Onily

All enrollment records in the date range specified will be scannsd, &ny

gttendance record contalning any attendance code other than those specifisd

ahowe will cause that student fo be =xcluded from Ehe repart o I|| ut

Hote: Thiz op=ration may take 20 minubes o complets

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

Search and Select
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Field Description

Students to scan Select an option to indicate the students to include, if
applicable.

Date range to scan Enter the first and last days of the date range to scan 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.
Disregard these codes Enter the attendance codes that do not render students absent.
when searching For example, if your school excuses absences when a student

performs volunteer work, enter v if that is the code for a
volunteer absence at your school.

4. Click Submit. The Group Functions page displays the number of found records underlined
at the top of the page.

Group Functions
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Click the underlined number to view the list of students. To work with the group of students,

choose a menu option. For more information on the Group Functions page, see the section "Work
With Groups."

How to Search for Students by Perfect Attendance (Daily)

The "Search for Perfect Attendance (Daily)" report searches for students who qualify as having
perfect attendance based on the daily attendance marks submitted.

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

Note: Alternatively, select a group of students, and then choose "Search for Perfect Daily
Attendance" from the pop-up menu.
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2. On the Special Functions page, click (Daily) next to "Search for Perfect Attendance." The
Perfect Daily Attendance Search page appears.

Perfect Daily Attendance Search

Oplion Valwe

Stwdeats o Geom ® a0 students O The selectad 12 students only
Cate Fange 1o Scan | 12102 [Daz2f0z

Scan These Attendance Codes Only (P

Mobe: deee daily sllerdancs record containing any 2lendance cole obher Than thoss specifisd
abowe Wil Cae that student to be excluded from the report outpit. This operation masy
take 20 minotes tocamplete

f Submin %

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

Field

Description

Students to Scan

Select an option to indicate the students to include, if
applicable.

Date Range to Scan Enter the first and last days of the date range to scan 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.

Scan These Atten
Codes Only

dance Enter the only attendance codes a student can have and be
classified as having perfect attendance. For example, search for
all students from 1/16/2003 to 5/30/2003 whose attendance
records contain the codes T, U, S, |, and V and are still classified
as having perfect attendance.

4. Click Submit. The Group Functions page displays the number of found records underlined

at the top of the p

age.

Search and Select
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Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work

With Groups."

How to Search for Students by Lunch Status

Search for students by using the lunch status field. Use the following codes to search for students

based on how much they pay for lunch:

*  F=Free

* R=Reduced
* P=Full Pay
* E=Exempt

¢  FDC=Free Direct Certification

To search for students who receive reduced price lunches, enter lunchstatus=r in the Search
Students field on the PowerSchool start page .

Search and Select
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Search Students
[lunchstatus=r ‘63

YWiew Field List  How to Search

Browse Students

# B CDEFGHI JEKELHM
NWoPQRSITDY WY Z
910 11 12 M F Al

Stored Dptions
Stored Searches  Stored Selections

How to Search for Students by Fees/Transactions

Student User Guide

Searching and selecting students based on fee and transaction information can be performed at
the district or school level via the start page. For example, to search for students who have one or
more fees and/or transactions associated to them, enter *fee.fee_balance>0 in the Search Students
field on the PowerSchool start page.

Search Students
E*fee.fee balance=0 @I

Yiew Field List  How to Search

Browse Students

4 BECDETFHG
PORST
M F &

H KL M
H o0 ] Z
6 7 g I

(|
Woolwon oY

Stored Options
Stared Searches  Stored Selections

Additionally, you can use the command *<table_name>,<field_name><comparator><value> to
perform a variety of fees/transaction searches:

Command Items

Description

<table_name>

Fee, Transaction, or Fee_Balance tables.

<field_name>

tables.

Name of any field in the Fee, Transaction, or Fee_Balance

<comparator>

records by combining two or more criteria:

* Equals (=)

Comparators are tools that you use to search and retrieve

Search and Select
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Command Items Description

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)

For more information, see the section "How to Use
Comparators."

<value> value for the comparison

To solicit more complex results, you can use the following expressions:

Expression Results
*fee.id=noschool The students who are not related to a school [Fee] record.
*fee.id=nocourse The students who are not related to a course [Fee] record.

*fee fee_balance=partial | The students who have at least one fee with a partial balance.

fee balance.balance——pa The students who have a partial lobal balance.
g
rtial

*fee_balance.balance=0 | The students who have a global balance equal to 0.

*fee_balance.balance=n The students who have no [Fee_balance] record.
ull

How to Use Comparators

Comparators are tools that you use to search and retrieve records by combining two or more
criteria. A combination of comparators and fields are used in searches to narrow the results to a
very small group of students at your school. There are many comparators (also known as operators
or Boolean operators), but some of the most common are included in this section.

A simple example of a search using a comparator is last_name=jones. In technical terms, this is
called a search command line because you are commanding PowerSchool to perform a search that
contains that particular line of text. In layman's terms, you are telling the PowerSchool system to
find all students whose last name is Jones. All search command lines are broken into three parts:

* Field name: last_name, first_name, or student_number
e Comparator: =, #, >, or <

* Search argument or value: Jones, becky, or 2301923
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The general format is:
[field name][comparator][search argument]

The following chart displays some of the most common comparators.

Comparator Hle animdg
= equals
- iz less than
= iz greater than
o= iz less than or equal to
= iz greater than or equal to
# does not egqual
in iz [field] present in the search value?

containsg iz the search argument contained in the [field]?

& wildcard

"in" Comparator

Use this comparator to verify that the value of the field matches any argument in the list you
provide. For example, if you want a list of all the ninth, tenth, and eleventh graders at your school,
enter the following search command line:

grade_level in 9,10,11

In this example, the field is grade_level, the comparator is "in," and the search argument is 9,10,11.
Note that the items in the argument are separated with commas. This tells PowerSchool to find all
students in grade levels 9, 10, and 11. PowerSchool goes to the grade_level field in each student
record and pulls those where the entry is 9, 10, or 11.

"contains" Comparator

Use this comparator to search for records that have the value of the field. Suppose you want to find
all students in your school who live on Cherry Lane. Find them with the following search command:

mailing_street contains Cherry Lane

This instructs PowerSchool to go through each student record and pull those that have Cherry Lane
in the mailing_street field. It does not matter if the value of a student’s mailing_street field is 194
Cherry Lane or 24230 Cherry Lane Parkway. If Cherry Lane appears anywhere in the field,
PowerSchool considers it a match and includes the record in the search results.

Note: You cannot use the contains comparator for numerical fields, such as student numbers.
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"Icontain" Comparator

The opposite of the contains comparator is "lcontain." Use this comparator to find records that do
not have the value of the field. Perhaps you want to find all students in your school whose phone
numbers does not contain the number five. Use the following search command:

home_phone !contain 5

This instructs PowerSchool to go through each student record and pull those, which do not have 5
in the home_phone field. It does not matter if the number is in the area code, the prefix, or the
phone number. If there is not a 5 in the home_phone field, PowerSchool considers it a match and
includes the record in the search results.

"@" (Wildcard) Comparator

Suppose you want to find all students whose first names start with "rob." This includes anyone
named Rob, Robert, Robbie, Robby, Robin, or Roberta. To find these students, enter the following in
the search field:

first_name=rob@

As you can imagine, the wildcard is a very powerful comparator. There is no rule as to where you
place it in the command. It can be used anywhere to take the place of a letter, word, or phrase.
Enter first_name=@®@ie to find student whose first name ends in "ie." This search produces results like
Terrie, Debbie, or Eddie but not Terry, Debby, or Eddy. The command first_name=s@n produces
results with names such as Susan or Stan.

Note: You cannot use the @ or wildcard comparator for numerical fields, such as student numbers.

Search for Preselected Groups of Students

The selection processes make it easier for you to find a group because the group is made up of
students in a specific class. Select just the students in one class or add the students in a class to
another group you have already selected.

How to Use Teacher Schedules to Search for Groups of Students

Use this feature to select a teacher whose schedule you want to view. Once you display a teacher’s
schedule, select the students in any of that teacher’s classes.

If you want to select a group of students in a class or section, skip to Step 3. If you want to add the
students in a class or section to another group, complete the entire procedure.

On the start page, search for and select a student or group of students. For more information, see
the section "Select a Group of Students."

1. Click the PowerSchool logo to return to the start page.
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2. Choose Staff from the main menu.

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

Note: For more information, see the section "Select Staff."

4. Click Current Schedule. The teacher schedule for that teacher appears.

Teacher Schedule - Allphin, Timothy 6

Apple Grove High School

Period Term Course# Course

0z 51 1031 #lgebra 1 02
03 51 1031 Algebra 1 03
01 S25:10351 flgebra 1 01

Make all students listed above the current selection

Sec # Room Size

D10z
Loz
200

a7
19
11

Student User Guide

5. Click the number in the Size column for the class you want to display. The Class Roster page

appears.

Search and Select
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allphin, Timothy Per. O3

Bowles, Crystal
Eriggs, Jessica K
Cannon, David
Christensen, Chance
Cornia, Lacey
Fitzgerald, &ngela
Huff, &dndrea
Hunter, Bronsan
Jackson, Ashley P
Jimenez, Maria
Latimer, Lena
Legrande, Kristy ¥
Maser, Joseph
Moormann, Jessica 5
Phillips, Danielle R
Rentrneister, Lauren
17. Taylar, Eric P

18. ‘Wallis, Alexandrea L
19. ‘Wolfley, Bryce

Make this the current selection of students

flgebra 1

O LA o W Pl — D 00 =] O O o O D —

&dd these students to the current selection of students
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6. Click "Make this the current selection of students" to select the students in the class as the
only group you want to work with. To add this group to a previously selected group, click
"Add these students to the current selection of students." The Group Functions page asks
what to do with your selection of students.

Group Functions
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Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work

With Groups."
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How to Use the Master Schedule to Search for Groups of Students

The master schedule displays the schedules for all teachers in your school. All classes for each
teacher are noted, along with the number of students in each class. Select a group of students in
the same class.

If you want to select a group of students in a class or section, skip to Step 3. If you want to add the
students in a class or section to another group, complete the entire procedure.

On the start page, search for and select a student or group of students. For more information, see
the section "Select a Group of Students."

1. Click the PowerSchool logo to return to the start page.
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2. Choose Master Schedule from the main menu. The Master Schedule appears.

Master Schedule - 02-03 Year
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3. Scroll down the list to locate the staff member who teaches the students you want to select.

4. Scroll across the page to locate the class and section.

5. Click the number of students in the section.
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dlgebra 1
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Timothy b z00
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Allphin, Timothy Per. 01

Class Roster

Algebra 1

Eriggs, Jessica K
Garner, Joshua L
krahenbuhl, Danielle R
Sorensen, Colby
Willis, Chelsea D

Make this the current selection of students

&dd these students to the current selection of students
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6. Click "Make this the current selection of students" to select the students in the class as the
only group with which you want to work. To add this group to a previously selected group,
click "Add these students to the current selection of students." The Group Functions page
asks what to do with your selection of students.

Group Functions
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Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work

With Groups."
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PowerSchool remembers the most recently selected group of students. After searching for a
student or group of students, the Search Students page displays a link to the Current Selection.

Student User Guide

Click Current Selection to retrieve the most recently searched group of students. Access the current

selection from either the PowerSchool start page or the student pages.

How to Make a Current Selection From the Start Page

On the start page, search for and select a student or group of students. For more information, see
the section "Select a Group of Students."

1. Click the PowerSchool logo to return to the start page. The Search Students page displays
the number of students found in the most current selection.

Search Students

E )

Yiew Field List  How to Search

2. Click Current Selection (#) to return to the Student Selection page.

| Current Selection {10} |

The Student Selection page displays the most current selection of students.

How to Make a Current Selection From the Student Selection Page

On the start page, search for a group of students. For more information, see the section "Select a
Group of Students."

1. Select a student from the Student Selection page.

Student Selection
Select a student to wiew student screens or choose the popup
meny below to perfarm an action for the current seletion.

Search:f ‘6:‘\

Matzhes: (<03

(20000) (10 Alexander, Joannie
(2840000060 (11) Anderson, Erittany
(840001336) (12) Anderson, Casey
(840000163) (4 Anderson, Richie
(240000026) (11) Bailey, Josh

The student pages menu displays the number of students found in the most current
selection.
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Quick Loakup
Switch Student
Current Selection {4070
Mext =

2. Click Current Selection (#) to return to the Student Selection page.

< Previous

Quick Loakup
Switch Student
Current Selectiong 400
Mex

The Student Selection page displays the most current selection of students.

Stored Searches

Stored searches find preset groups of students. Either set up and save the search or use a search

that someone else has set up.

How to Search for Students Using Stored Searches

1. On the start page, click Stored Searches. The Stored Searches page appears.

Stored Searches

S~

Tootball

Mew

1

Name of Stored Search Perform Search Now

Run Search

2. Click Run Search next to the stored search. The Group Functions page appears.

Student User Guide
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Group Functions
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Click the underlined number to view the list of students. To work with the group of students,
choose a menu option. For more information on the Group Functions page, see the section "Work
With Groups."

How to Edit Stored Search Criteria

If a search is not finding the correct students, there could be a problem with the search command.
On the other hand, perhaps the criteria for a specific group have changed. In either case, you must
edit the search criteria.

Note: All PowerSchool users on your system will be impacted by your change. Contact other users
before editing the criteria of a stored search.

1. On the start page, click Stored Searches. The Stored Searches page appears.

Stored Searches

- -
Mew

Hame of Stored Search Perform Search Now
footbal | Run Search

Lazt Nare Run Search

2. Click the name of the group to be edited. The Edit Stored Search page appears.
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Edit Stored Search

Option ‘walue

Mame [Fields) Last name

lastname=briggs

Search
instructions
{one search
command

on each linel

f Delete f Submit ¥

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

Field

Description

Name

Enter the name of the stored group for which you want to
search.

Note: Click Fields to view the field list. For more information on
fields, see the section "How to Search for Students by
Other Fields."

Search Instructions

Enter the search commands.

Note: Use one command on each line. Field names must be
entered exactly as they appear in the Field List.

4. Click Submit. The Stored Searches page reappears.

How to Create a Stored Search

Create a new group of students for whom you and other users can search. To create a stored search
that is similar to another stored search, copy the command string from another search and paste it
into a new search group. You must then make the necessary changes or additions to the command

string for the new group.

1. On the start page, click Stored Searches. The Stored Searches page appears.

Search and Select
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Stored Searches

- -
Mew

Name of Stored Search Perform Search Now

Tootball Run Search

2. Click New. The Edit Stored Search page appears.

Edit Stored Search

Option Value

Hame {Fields) |LES“|EII'I'IE
lastname=brggs

Search

ingtructions

{one search

command

on each line}

f Submit

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

Field

Description

Name

Enter the name of the stored group for which you want to
search.

Note: Click Fields to view the field list. For more information on
fields, see the section "How to Search for Students by
Other Fields."

Search Instructions

Enter the search commands.

Note: Use one command on each line. Field names must be
entered exactly as they appear in the Field List.

4. Click Submit. The Stored Searches page displays the new stored search.

Search and Select
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Stored Searches

- -
Mew

Hame of Stored Search Perform Search Now
footbal | Run Search

Lazt Nare Run Search

Stored Selections

Store selections of students or staff to quickly and easily retrieve a group of students or staff that
you work with frequently. Whereas a stored search holds criteria that can result in a varying list of
students or staff every time you utilize the stored search, stored selections hold the actual list of
students or staff at the time you create the stored selection.

For example, assume a group of four students reads the announcements over the loudspeaker each
morning for a week. As the attendance clerk, you might need to excuse those students’ tardies for
their first period classes. On Monday, create a stored selection of the four students so that you can
easily change their attendance on the days when it is necessary.

Users can create compounded stored selections; that is, use stored selections either to add to other
stored selections or to create new ones. Indicate if the new selections include either any or all of the
criteria. For example, if you want to report on the announcement reader groups for the rest of the
month, combine the stored selections for each week’s group.

Since stored selections are user-specific, users manage their own set of stored selections. However,
users can publish a stored selection to all users for your school. Stored selections are snapshots of a
particular time and do not change when student- or staff-related information changes; therefore, it
is suggested that users periodically delete and re-create their stored selections to refresh the data.

How to Store a Selection

On the start page, search for and select a group of students. For more information, see the section
"Select a Group of Students." The Student Selection page appears.
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Select a student to wiew student screens or choose the popup
menu belaw to parfarm an action for the current seletion.

Matches: (580

(0&/28/86) (10) Bliss, Justin
(03M1/86) (10) Briggs, Jessica K
(05/06/85) (10) Briggs, John K
(12127185) (10) Briggs, Ryan
(06/18/88) (10) Budd, Dominique R
(09/04/85) (10) Conder, Amberlee A
(12030185 (10) Cornia, Lacey
(06/04/235) (10) Denk, John R.
(03/25/86) (10) Duff, Carmac T
(08/27185) (10) Dunn, Andrea
(03/26/85) (10) Eghert, Justin
(028Me/25) (10) Erickson, Jan L
(10/04/358) (10) Fitzgerald, Angela ‘s
(10/18/85) (10) Fortie, Kira Y

(03/08/35) (10) Bevan, Adam C D

L

Select a function for this group of students

[ +

1. Click Save Stored Selection. The Stored Selections page appears.

Stored Selections

BStudents reacords incurrent ==|ection
M of s s lection Ierith ;rﬁ(lﬂ nonor
Q':l"' the current seleckion with & new mame
Y g, " -— .
' ADD records fhat belong o ANY of the checked selections TO 1he cur rent s=lection
 FILTER raconds incurrent salection BY records thak telong 1o EYERY checked slactio

wet CHEATE 0 MEW aglection beaed on macords that Selong To aNY of 10 ¢ hecked aelections
CHEATE a BEW selection based on records that belong to EYERY checked s« lection

S

' DELETE all checked selections

’_. PUBLISH all checked selectiors Tor othar s

Seleclions Published &

Student User Guide

 Submit
2. Use the following table to enter information in the fields:
Field Description
Name of new selection Enter a name for the stored selection.
Save Select the Save option.
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3. Click Submit. The Stored Selections page displays the new stored selection.

Stored Selections

ifdends records in«

Mame of new aelect .-.-iH"“'I grade hanor

L)

W o F b

rrent =election [Tenth grade fonor]

current ==lection with a new name

Y, - .

< ADD records that belora 1o AN of 1he chatked selections TO 1he current selection
~

' FILTEA records (ncurment s2lection 8% reconda thet belong bo EVERY chec kbl aalection
et CREATE 0 NEW selection based on records that belong to & WY of the checked 2 lections
i) - - - . -
et CREATE & NEWY s=lection based on records that belong ko EYERY checked seleciio
N =
— DELETE all chec ked seleclions
~

FPUBLIZH all checked delactions for other wers

Sakeclion: Puldished L

Tenth grade homor 56 G Functions

f Shmig ¥

Student User Guide

Click Go Functions to perform group functions with this stored selection. For more information on
group functions, see the section "Work With Groups."

How to Edit the Name of a Stored Selection

Though you cannot remove records from a stored selection, you can change its name. To add
records to a stored selection, see the section "How to Use Stored Selection Options."

1. On the start page, click Stored Selections. The Stored Selections page appears.

Stored Selections

ifdends records in«

Mame of new aelect .-.-iH"“'I grade hanor

L)

W o F b

rrent =election [Tenth grade fonor]

current ==lection with a new name

Y, - .

< ADD records that belora 1o AN of 1he chatked selections TO 1he current selection
A.

' FILTEA records (ncurent s=xlection B
et CREATE 0 NEW selection based on records that belong to & WY of the checked 2 lections
i) - - - . -
et CREATE & NEWY s=lection based on records that belong ko EYERY checked seleciio
N =
— DELETE all chec ked seleclions
~

FPUBLIZH all checked delactions for other wers

Sakeclion: Puldished L

Tenth grade homor 56 G Functions

¥ rerorda that belong to EYERY chec kel aelation

f Shmig ¥

2. Click the name of the stored selection. The Edit Stored Selection page appears.
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Name |Tenth grade honor students

f Submit ¥

3. Change the name of the stored selection in the Name field.

4. Click Submit. The Stored Selections page displays the edited stored selection.

How to Use Stored Selection Options

After creating a stored selection, you can add records to a selection or combine it with another
stored selection.

On the start page, select a group of students that you want to use to add to or combine with
another stored selection. The group becomes the current selection. For more information, see the

section "Select a Group of Students." The Student Selection page appears.

Student Selection
Select a student to wiew student screens or choose the popup
meny below to perform an action for the current seletion.

Search: [chess_club# aQ

Matches: {23

(200000 (10 Alexander, Joannie
(840000163) (%) Anderson, Richie

Select a function far this group of students

[ :)

1. Choose Save Stored Selection from the pop-up menu. The Stored Selections page appears.

Student User Guide
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Stored Selections
SStsdents records incurrent sslection
Hame of rew selection |CUTENE seleclion
._l‘ SAVE the current selection withe nesw name
':;}.EI:III Fecords that belang to ANY of the checked selactions TO the current selection
- FILTER records in current szlection BY records {hed belorg 1o EVERY checked =electio
._xlIF!E-"'E:.- ME' gulaction besed on raconds that belong b ANY of the checked salactions
TICRESTE o NEW astectinn haaed on records hat hielong o EVERY checked selection
O DELETE all checked salectiona
- PUELIZH all crecked salactiors Tor olher wmars
Sabections Publizhed L4
M nth grade honor atudents 0 Fumetiong
£ Submit Y

2. Select one of the following options. Use the following table to enter information in the

fields:
Field Description
Add To add any records to the current selection from one or more
stored selections, select the checkbox(es) next to the stored
selection(s) and select the Add option. Leave "current selection"
as the name of the new selection.
Filter To include only records in the current selection that are also

included in any chosen stored selection(s), select the
checkbox(es) next to the stored selection(s) and select the Filter
option. Leave "current selection" as the name of the new
selection.

Create a new selection
based on records that
belong to ANY of the
checked selections

To create and store a new selection that includes all records
from all of the selected stored selection(s), select the
checkbox(es) next to the stored selection(s) and select the
"Create a new selection based on records that belong to ANY of
the checked selections" option. Enter a name for the stored
selection.

Create a new selection
based on records that
belong to EVERY
checked selection

To create and store a new selection that includes records that
exist across all of the chosen stored selection(s), select the
stored selection(s) and select the :Create a new selection based
on records that belong to EVERY checked selection" option.
Enter a name for the stored selection.

Search and Select

3. Click Submit. The Stored Selections page displays the new or modified stored selection.
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How to Delete a Stored Selection

Users can delete any or all of their stored selections, including the stored selections that they
publish. Stored selections are snapshots of a particular time and do not change when student- or
staff-related information changes; therefore, it is suggested that users periodically delete and re-
create their stored selections to refresh the data.

1. On the start page, click Stored Selections. The Stored Selections page appears.

Stored Selections

56 Students records in current selection [Tenth grade hanor]
Mame 0f ness ael et n-il!"“’l grade hanor
"““-i--r {he current s=lection with 8 new name
’_\n['} records that belore 1o ANY of 1he Checked salections TO the current s lection

-
' FILTEA records |ncurrent sxlection BY records that belong bo EYERY chechal aelaition
et CREATE 0 NEW selection based on records that belong to & WY of the checked 2 lections
i) - - - -

et CREATE & NEWY s=lection based on records that belong ko EYERY checked seleciio

N =
=t DELETE all chec ke selections

F\.

 FUBLISH al| cheskel aalactions for other wers

Sakeclion: Puldished L

f Shmig ¥

2. Select the Delete option.

3. Select the checkbox(es) next to the name(s) of the stored selection(s) to be deleted.

Stored Selections

Marme af new aelection |DETAUI

&
#¥E 1he current zelection with a rew name

_-\n['II records that Delong To &MY of the checked s lactions TO the cur rent s lection

:\HL”‘. reords |n cureent aelection BY records that b2 lorg 1o EVERY checkied 2alection
CICREATE o NEW selection based on recards Bhad b=loreg fo &MY of the checloed s=lections
TE‘F!EnTEerE‘-"' =2 leclion bassd on records thal belorg o EVERY checked s=leclion

) bELETE a1l checkad aslections

wet FUBLISH al | ches bed aelections for afher users

Debechinns Fubiles oo #

| znth grade hanor i Go Functiong

¥ Submit

4. Click Submit. The Stored Selections page appears without the deleted stored selection(s).
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How to Publish a Stored Selection

Since stored selections are user-specific, users manage their own set of stored selections. However,
users can publish a stored selection to all users for your school. Publishing a stored selection at the
district level affects all schools on the system. Develop a process or policy to control stored
selections that have been published unnecessarily.

Users at the school (or district) can delete the stored selections that others publish. When a user
that publishes a stored selection deletes it, that stored selection is deleted for all users.

1. On the start page, click Stored Selections. The Stored Selections page appears.

Stored Selections

tudends records in currest =election [Tenth grade fanor]

Hame of newe aelection [ 12010 grade hanor

";"“-i--r the current s=lection with a new name

-~ _

= MDD records that Delor 10 ANY o 1he checked selections TO the current slsction

- FILTER records (mcurrent sxlection BY Fecords that belong bo EVERY checked aelection

wet LREATE 8 NEYY szlection Based on records that belong to S KY of the checked 2 lections
JCREATE a NEW selection based on records that be ng ko E¥ERY checked seleciio

-

=t DELETE all chec ke selections

 FUBLISH al| cheskel aalactions for other wers

Sabections Puldished L)

Tenth grade homor 56 G Functions

¢ Sobma

2. Select the Publish option.
Select the checkbox(es) next to the name(s) of the stored selection(s) to be published.

4. Click Submit. The Stored Selections page displays the stored selection(s) that have been
published.

5. Log in using a different username and password to verify that the system published the
stored selections to other users.

6. On the start page, click Stored Selections . The Stored Selections page displays the
published stored selection(s).

Work With an Individual Student

Once you select a student, PowerSchool displays the student pages menu. From this menu, you can
manage the student record in a variety of ways. The items on the student pages menu do not
necessarily follow a particular sequence; therefore, use this section as a reference and review those
sections that you need for a given task.

The examples can differ from those that appear on your computer. When you go to the student
pages menu, your computer displays the view that you used the last time you looked at a student
page. Thus, if you viewed the Demographics page for Joe Smith during your last PowerSchool
session, Jane Johnson Demographics page appears when you select her student record.
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When PowerSchool is set up at your school, the data for most students is imported from your
previous system. However, there will always be students who must be enrolled individually because
they are new to your school. If you have the proper permissions, enroll an individual student in your

school.

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

2. On the Special Functions page, click Enroll New Student. The Enroll New Student page

appears.

Student's Name
(Last, First MI)

Student number

Social Security
Mumber

Phone Number

Enrollment date

Enroll New Student

Grade Level

Entry Code [ TO (Transfer from out of State) = ]
Fee Exemption Status [ Student Mot Exempted ¥ ]
School Cherry Hill Middle School

Briggs ,|Greg
D

E C1f blank, system will assign)

[543-21-6789

E555-555-1212

i1 0/27/2003

£ Submit 3

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

Field

Description

Student Name

Enter the student name (last, first, middle initial).

Student Number

Enter the student number. If you leave this blank, PowerSchool
will assign one to the student.

Social Security Number

Enter the student Social Security number.

Phone Number

Enter the student's phone number.

Enrollment Date

If it is not the date displayed, enter the student enrollment 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

Search and Select
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Field Description
entry.

Grade Level Choose the grade level the student will be in when he or she
enters your school from the pop-up menu.

Entry Code Choose the reason the student is entering your school from the

pop-up menu.

Fee Exemption Status

School and course enrollment fees are automatically assigned
to students when they enroll in school or in a course. Students
can be exempted individually from having these fees assigned
to them automatically by using the Fee Exemption Status pop-
up menu. While you can indicate to the system that school
and/or course enrollment fees are not be assigned, this does
not prohibit fees being assigned manually.

Choose the student's fee exemption status the pop-up menu in
the School Fee Information section:

* Student not Exempted

* Student Exempted from Course Fees
e Student Exempted from School Fees
* Student Exempted from All Fees

Note: For information on exempting a group of students, see
the section “School Information.”

Click Submit. If there are no records matching that of the new student, the Schedule page appears;
you can then add classes to the student schedule. For more information, see the section “Add
Sections.” If there are similar records to the one you created, the Check for Duplicate Students
page asks you to check for duplicate records.

[

Chiock far Duplcate Students

Sadene
s

RAM N ew, Y

hans
Lay

Fial

s TR
I el Ekal my

1 ow rarleh % el an Ibs Treadl® bbier s v= ba procost ek s rvcare s irert

LESE ]

Reenroll that student at your school if he or she is already entered in the system. For more
information on reenrollment, see the section “How to Reenroll in School.” If the student is not
yet enrolled at your school, click Enroll. The page appears to let you add classes to the student's
schedule. For more information, see the section “Add Sections.”

Search and Select
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Schedule
Brigga, Greg [ 10 4400006 72 Al H=

Per Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop

Drop classes

[ Enrall % |( Drop #]

07- 03 Year

Entire Year Schedule

How to Open the Student Page

Student User Guide

On the start page, search for and select the student. The student pages menu displays the default
view selected in the “Personalize” section.

Quick Lookup
Briggs, Greg D 10 440000672 AGHS
Last Waak  Thiz ) R -
: lsWeek = o404 s AbSences Tardies
MTWHFMTWHEF 02-03 YTD 02-03 YTD
Attendance Totals © 0 0 ]
Current simple GP4 (4]

1. Choose an item from the student pages menu to view a different student page.

Student Page Layout

Quick Lookup
Switch Student

List (7]

Each student page looks different, but the top of each displays the name of the page, student’s
name, grade level, ID number, and school name. In the student pages menu to the left side of the
page, all of the items listed are possible actions performed or items viewed on a student’s record.

This is where you will start

the activities described in this section.

* Quick Lookup: Displays the page that includes commonly used information, such as the
student’s schedule, teachers, current grades, and attendance record. Click a teacher’s name
to send that teacher an email message. Click the final percent scores to display grades per
assignment. Click any absences or tardies to display details on the "Dates of Attendance"
page; lower-case attendance codes indicate that the teacher took attendance, while upper-
case attendance codes indicate that an attendance clerk or office staff member took
attendance. The attendance totals that appear at the bottom of the page can be used for
reports. To view the assignments and their scores that comprise the final grades for a term,
click the score in the appropriate term column.
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ﬁ Quick Lookup %
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" Course ol G2 =
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= sandsra, Matl B - }
wharld Civilizations . . -
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. nesil
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e Emglizh | I
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Switch Student: Displays a search dialog to look for other student records. Enter the name or partial
name of the student and click OK. If the name matches more than one student, the Student

Selection page appears. For more information, see the section "Search and Select."

Internet Explorer Script Prompt

-—

i b
Cancel * oK

* Previous Record arrow: When viewing the student pages menu from a selection of students,
click the Previous Record arrow to display the student record preceding the selected record.
When you reach the first student on the list of selected students, the last student on the list

appears.

List: When viewing the student pages menu from a selection of students, click List to display the
Student Selection page. For more information, see the section "Search and Select."

* Next Record arrow: When viewing the student pages menu from a selection of students,
click the Next Record arrow to display the student record following the selected record.
When you reach the last student on the list of selected students, the first student on the list

appears.

The remaining items in the student pages menu indicate the possible actions to be performed on
the selected record. If a student has transferred out, graduated, is preregistered, or imported into
PowerSchool as an historical record, that student’s status appears on each student page. The
student status is based on the contents of the Enrollment Status field.
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Demographics
Garrett, Andy 12 840000307 SHS

Note: The student pages for an active student do not display the student’s status indicator.

Several student pages provide alert features. Use alerts to create and maintain sensitive information
for each student. There are four types of alerts: medical, disciplinary, guardian, and general. Enter
alert information in the Emergency/Medical, Log Entries, Parent/Guardian, and Other Information
student pages, respectively. If a student's record contains an alert, an alert icon appears at the top
of each of his or her student pages. Alert details are available to all users by clicking the alert icon
on any student page.

Search and Select © 2004 Apple Computer, Inc. All rights reserved. 66



s
. PowerSchool

Student User Guide

Student Page Views

Most of the pages you work with are the same for all of the schools that use PowerSchool; however,
some pages can be modified to meet your school's individual needs. This feature is noted in the
appropriate sections. If a section does not indicate that a page can be customized for your school, it
is a PowerSchool preconfigured page that cannot be modified.

Note: When reading descriptions of the modifiable pages, keep in mind that either the page itself
can be modified by your PowerSchool administrator or the data in the fields on the page can be
modified by the user. For example, a page might provide a student’s name and phone number.
You, the user, can modify the data in those fields if the information is wrong or has changed.
However, if you want the page to provide a student’s address in addition to a name and phone
number, your PowerSchool administrator must modify the page. This is an important distinction to
remember as you work through this section.

Each student page view section assumes that you have selected an individual student record. If you
do not know how to do this, see the section "Search and Select."

Student Information Pages

Information

Addresses

Custam Screens
Demographics Yiew
Dernographics Modify
Ermergency /Medical
Farnily

Modify Info

Other Information
Parents /Guardian
Phota
State/Provinee - AZ
Tranzpartation

Addresses

This student page provides street and mailing addresses. Street addresses are the places where the
students actually live, while mailing addresses are the places where the students receive mail. A
street address could be 1234 Maple Lane, while a mailing address could be P.O. Box 102.

Note: The information on this page is linked to that on the Demographics pages. If you make a
change here, it appears on those pages, and vice versa.

How to Edit Student Addresses
1. On the start page, search for and select the student.

2. Choose Addresses from the student pages menu. The Addresses page appears.
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Addresses L

Briggs, Jeazica K 10 25021

o
Ll
ol

Home address - street | 70 Main Strest

Home city, stote, Z@p [Folsom |C.r'|95[|3|3

Hailing address - sireel ||-1 0, Box TRO0DBS

Mailing city, state,zip  [Folsom [CH[@5630

f submit ¥

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

Field Description

Home address Enter the street address.

Home city, state, zip Enter the city, state, and zip code for the street address.
Mailing address Enter the mailing address.

Mailing city, state, zip Enter the city, state, and zip code for the mailing address.

4. Click Submit. The Addresses page displays your changes.

Custom Screens

Custom screens are designed by a school’s PowerSchool administrator to display a variety of
information about students. There is no limit to the number of custom screens that a school can set
up to track any kind of information. Thus, the pages are school-specific and look different than in
the examples.

When you select a student and click Custom Screens, a list of custom screens at your school
appears. Find out if there is a custom screen for your school. For more information on creating
custom screens, see the section "Custom Student Fields and Screens."

How to View Custom Screens
1. On the start page, search for and select the student.

2. Choose Custom Screens from the student pages menu. Links to the custom screens appear.

< Previous  MNext =

Second Mailing
Transpartatian

Main screen reny

3. Click the links to the pages, if available. The relevant pages appear.
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Note: Your PowerSchool administrator can modify these pages to meet your school's needs.

Transportation
Thampsan, Kameran 11

25250

License Plate

AGHS

f Submit Y

Demographics View

The Demographics View page provides standard student information fields. It is view-only, and
anyone can use it to look at information. See what type of information is on your school’s

Demographics View page.

How to View Student Demographics

1. On the start page, search for and select a student.

2. Choose Demographics View from the student pages menu. The Demographics page

appears.
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Eriggs, Jessica K

Demographics
Name {Last, First K}

Address

Home Phone

Age

10 25021

AGHS

Aggregate days of membership {(YTD}

Areamneighborhood
DOB

Ethnicity

Father

Father's Day Phone
Father's Employer
Father's Home Phone
Gender

Grade Lewel
Graduation Year
Guardianship

Guardian Email
Hailing Address

Hother

Hother's Day Phone
Hother's Employer
Hother's Home Phone
Previous Student ID
55N

Student number

alue
Eriggs, Jessica K

170 Main Street
Folzom, C4 95630

427-555-5552
16 wrs 6 months
g

/1141986
C
Cody Briggs

Miles Plumbing
FET-6763

F

10

2004

parent@mac.com

P.0. Box 760089
Folsom, C4 95630

Amber Briggs

Longwiew wireless
TET-6763

111-22-3333
25021

This page is view-only for all users.

Student User Guide

Note: Your PowerSchool administrator can modify this page to meet your school’s needs.

Demographics Modify

Like the Demographics View page, the Demographics Modify page also provides standard
information about the selected student, but here you can modify the field values. Many of the same
fields exist on the Demographics View and Demographics Modify pages. However, the
Demographics Modify page has more fields and can be edited by those with proper access.

Note: Any changes you make to the address fields on the Demographics Modify page are also

made to the Address page.

When entering students' birthdates, keep in mind that birthday alerts will appear on each student
page for one week prior to each student's birthday. For more information, see the section "How to

Display Birthday Alerts."

Student Page Views
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How to Modify Student Demographics
1.

On the start page, search for and select the student.

Student User Guide

2. Choose Demographics Modify from the student pages menu. The General Demographics

page appears.

General Demographics L

Briggs, Jeazica Kk 10 25021

Hame: (last, frst KD

Address

Home phone

Ape

AGHE

|Brigas. Jessica kK

170 Main Street
Folsom N EEED

Iﬂ'-’-fff-ﬁﬁﬂ

16 yrz 6 months

Aggregale days of membership (YTDF 3

Areameighborhood
DOB

Ethnicity

Father ilast, firet)
Father's Day Phone
Father's Employer
Father's Home Phone
Gender

Grade Lewvel

Graduation Year
Guardianship

Guardian Email

Mailing Address

Hother (st rst)
Hother's Day Phone
Hother's Employer
Hothers Home Phone
Previows Student 1D
B8N

Student Number

|
|3-'11f‘986

| Caucasian (C) ;]

|Cody Briges

—
|Miles Plumbing

10
20D

——

[parent@mac com

P.O.Box TGODBY
Folsom N EEEED

|amber Briggs
Ii
|Lung'.'iaw Wirelass
I;’H-’-E.’E'_i
Ii

|:bu:1

f Submir ¥

3. Make any necessary changes.

4. Click Submit. The Changes Recorded page appears.

Note: Your PowerSchool administrator can modify this page to meet your school’s needs.
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How to Display Birthday Alerts

If a student's birthday is within a week of the current date, a birthday alert appears for him or her
on each student page.

1. On the start page, search for and select the student. If the student's birthday is within the
next week, the Birthday Alert icon appears at the top of each page for the selected student.
If the student's birthday is not within the next week, the icon does not appear.

Quick Lookup |
Entwhistle, Amanda d 12 25220 AGHS

2. Click the Birthday Alert icon Ll to read the alert from any page. The Birthday alert for the
selected student appears.

. Birthday Alert

[#] Entwhistle, Amanda &

N

frnanda’s birthday is Octaber 1.

Close

3. Click Close to close the Birthday Alert window.

Emergency/Medical

This feature provides emergency contact names and numbers, as well as any medical information.

How to Edit Student Emergency/Medical Information
1. On the start page, search for and select a student.

2. Choose Emergency/Medical from the student pages menu. The Emergency Contact/Medical
page appears.
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Emergency ContactMedical L

Briges, Jessica k 10

Contact #1

Contacl &

Contact &3

Doclor

Dentist

Speciol Medical
Considerations

Allergies

Immuniz tions

Wedical Alert Text

25021 &L HS

Contact Bame (last first) Ralationship
[Johnson, Julie Aunt B
Phone Phone Typs
BEE RRA 1212 Work =
Contact Mame (last firsty  Relationship
|Tr:(:t:.|'v|;-||=( Grandmother =

P

o e
ECE EEE. 49
3003 s

4

L
=
b

Contact Mame { last firat)

Fhone Type
Home %

Ralationship

Bhore

Phone T pe
=]
-

[Br oshiko Sato

[555-555-1212

[Dr. David Harrison

MONE

Mk
Polio MMR DPT

[E 77

Alert Expires idated |Q/0/0 (07040 to rever expire)

£ Submir ¥

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

Student User Guide

Field

Description

Contact #1 Name

Enter the name of the contact using the following format:
lastname, firstname. The order of the names is important for
useful report results.

Relationship Choose the relationship of the contact from the pop-up menu.
Phone Enter the contact's phone number.
Phone Type Choose the type of phone number from the pop-up menu.

Contact #2 Name

Enter the name of the contact using the following format:
lastname, firstname. The order of the names is important for
useful report results.

Relationship

Choose the relationship of the contact from the pop-up menu.

Phone

Enter the contact's phone number.

Student Page Views
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Field

Description

Phone Type

Choose the type of phone number from the pop-up menu.

Contact #3 Name

Enter the name of the contact using the following format:
lastname, firstname. The order of the names is important for
useful report results.

Relationship Choose the relationship of the contact from the pop-up menu.
Phone Enter the contact's phone number.

Phone Type Choose the type of phone number from the pop-up menu.
Doctor Enter the name and phone number for the student's doctor.
Dentist Enter the name and phone number for the student's dentist.

Special Medical
Considerations

Enter any medical considerations for the student, such as
previous conditions.

Allergies

Enter any allergies.

Immunizations

Enter the date(s) of any immunizations taken 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. If you do not
use this format, an alert appears.

Medical alert Text

Enter any medical information that needs to be brought to staff
members' attention. For more information, see the section
"How to Add a Medical Alert."

Alert Expires

Enter the expiration date of the Medical alert, if applicable,
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. If there is no expiration date, either do not enter a date or
use the default entry 0/0/0. For more information, see the
section "How to Add a Medical Alert."

4. Click Submit. The Changes Recorded page appears.

How to Add a Medical Alert

*-.i.*

Use a Medical alert to indicate and make staff members aware of a student's medical condition.

1. On the start page, search for and select a student.

Student Page Views
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2. Choose Emergency/Medica
page appears.
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| from the student pages menu. The Emergency Contact/Medical

Medical Alert Text

Alert Expires (date) |[|,-:|,'|:| 0/0/0 to never explred

Allergic to peanuts

f submit ¥

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

Field

Description

Medical alert Text

Enter any medical information that needs to be brought to staff
members' attention. For more information, see the section
"How to Add a Medical Alert."

Alert Expires

Enter the expiration date of the Medical alert, if applicable,
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. If there is no expiration date, use the default entry 0/0/0.
For more information, see the section "How to Add a
Medical Alert."

4. Click Submit. The Medical Alert icon appears at the top of each page for the selected
student. If the student does not have a Medical alert, the icon does not appear.

5. Click the Medical Alert icon
selected student appears.

*-.%.*

to read the alert from any page. The Medical alert for the

%}.

Allergic to peanuts.

flert Expires: Never

Medical Alert

Briggs, Jessica k

Close

6. Click Close to close the Medical Alert window.

Family

This menu item provides the names, grades, and schools of students who are related to the
selected student. The system relates students who have the same home phone number.

Student Page Views
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How to View Student Family Information
1. On the start page, search for and select a student.

2. Choose Family from the student pages menu. The Family page appears.

Family

Briggs, Jessica kK 10 25021 AGHS
Student Name Grade School
Briggs, Jasaica K 10 Apple Grove High School
Briggs, John f 10 Apple Grove High Schoo
This page is used to display all students whao belong to the same
housshald, To identify students inthe same housahold use the Home
Phone field on the Modify Demogr yphi Screar

Modify student home phone numbers using the Modify Demographics page.

Modify Info

This feature displays a variety of information about students, much of which is shared with the
Demographics pages. Note that this page is school-specific, and the fields on your school's Modify
Info page can differ from the example. Talk to your PowerSchool administrator about adding fields
to or deleting fields from your school's page.

How to Modify Student Information
1. On the start page, search for and select the student.

2. Choose Modify Info from the student pages menu. The Modify Information page appears.
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Eriggs, Jessica kb 10 25021 AGHS

Family rep

Graduation Requirement Set CDFEEgE Prep =

LﬂI

Guardian Access, Allow

Guardian web 1D E23294

Guardian web PW IBMSGEW

Home Room

Locker Combination

ik

Locker Number

Lunch ID 8535
Part-Time Student Indicator

Phone ID 562
Student Access, Allow @
Student Web ID |87278

Student Web PW

[EHUAGQ
Current Team
Current House
Current Campus/Building
Track
Tracker No =

District Entry Date 089/08/2000

1

District Entry Grade Level
School Entry Date Qane2002

School Entry Grade Level

:

Auto-assign IDs & passwords for this student

£ Submit 3

Make any necessary changes or entries.

Student User Guide

4. Click "Auto-assign IDs & passwords for this student" to assign guardian, phone, and student

IDs and passwords.
5. Click Submit. The Modify Information page displays the changes.

Other Information

This option is state-specific and can be modified to your school's specifications. Many schools have
it modified to meet their needs, but some are standardizing it across the state. Your page might
look different than the example.

Student Page Views
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How to Edit Other Student Information

Once you add a school to the system, you cannot delete it. You must log in to the district office
before performing this procedure.

1. On the start page, search for and select the student.

2. Choose Other Information from the student pages menu. The Other Information page

appears.
Other Information ¥ L
Barksdale, Brady 7 25805 CHMS

Homeless Equip

Codo | Fiag

Date Of

Entry Into MESA

Entry lnto |

Application [ AFDC ()

Number Bggaers v

Primary

Language !E PHLOTE

Code [—

Secondary E:;'I,I":dc e

Language IS |

Code Class —
Ranking
Fea
Exemption | Student Mot Exempted =
Status

Other Alert

Other

Alert Text

Alert

fEt;Etla;?S !D-"D-"D {04070 to never expire)

3. Make any necessary changes or entries.

4. Click Submit. The Other Information page displays the changes.

How to Assign Fee Exemption Status to an Individual Student

School and course enrollment fees are automatically assigned to students when they enroll in
school or in a course. Students can be exempted individually from having these fees assigned to
them automatically by using the Fee Exemption Status pop-up menu. While you can indicate to the
system that school and/or course fees are not be assigned, this does not prohibit fees being
assigned manually.

Note: For information on exempting a group of students, see the section “School Information.”

1. On the start page, search for and select the student.
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2. Choose Other Information from the student pages menu. The Other Information page

CHMS

[ ¢]
N

Exemption | Student Not Exempted

appears.
Other Information ¥ L
Barksdale, Brady 7 25805
Homeless Equip
Code I Flag
Date Of
Entry Into l MESA
usa
AFDC
SRRy AFDC
hpplmatlcnl
Number Bggaers v
Primary
Language !E PHLOTE
Code
Secondary E:;'I,I":dc
Lt_:ar:!guagc IS Class
oce Ranking
Fee
Status
Other Alert
Other
Alert Text
Alert
I_E[;;:ti;?s !D.-'D.-'EI (07040 to

never expire)

3. Choose the student's exemption status from the Fee Exemption Status pop-up menu:

* Student not Exempted

* Student Exempted from Course Fees

e Student Exempted from School Fees

* Student Exempted from All Fees

4. Click Submit. The Other Information page displays the changes.

How to Add Other Alerts

Use an Other alert to indicate and make the staff members aware of any general information

related to a student.

1. On the start page, search for and select the student.

2. Choose Other Information from the student pages menu. The Other Information page

appears.
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Other Alert
Student cannot leave campus during
Other lunch.
Alert Text
Alert
ﬁ;‘ﬂ:;s 1213120C ¢ 0040 ta never expired

£ Submit 3
3. Use the following table to enter information in the fields:
Field Description
Other Alert Text Enter any other information that needs to be brought to staff
members' attention.
Alert Expires Enter the expiration date of the alert, if applicable, 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. If there is no expiration date, use the default entry 0/0/0.

4. Click Submit. The Other Alert icon appears at the top of each page for the selected student.
If the student does not have an Other alert, the icon does not appear.

!
5. Click the Other Alert icon to read the alert from any page. The Other alert for the
selected student appears.

Other Alert
H Briggs, Jessica K
Student cannot leave campus during lunch.
flert Expires: 07040

Cloze

6. Click Close to close the Other Alert window.

Parents/Guardian

This feature provides the names, addresses, and phone numbers of parents or guardians. The
information on this page is the same as on the Emergency and Modify Info pages. Any entries or
changes made to the Parent/Guardian page appear on these other pages and vice versa.

Note: Enter names in the last, first format. This is important for reporting purposes.
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How to View Parent/Guardian Information

1. On the start page, search for and select the student.

2. Choose Parents/Guardian from the student pages menu. The Parents/Guardian page

appears.

Parents/Guardian T 1L
Eroge, deice k13 25021 BEHE

PereadsComdian nfarmation

Hnthars Neams At Briggs
gbarm: Pham I

Fubbir's Fum: Cocy Friggs
Deaiptime Floone I

Huardien's Mana & nka

Laxi, Firal, Wil [Rrinn= Embar |
Dt Pl [ Relet anabi i |

Previows fusrdion Inio |

Hiaphe Pamenl Honmchkd [Falze |2

Hernsde Gemdon futbomsdic Fmail Haporhc

"'"'Zl."u"ur: T EUe PR readts Ard STlEneRne

_"filc'.:ul- pert o ]
Duardien |4 registesed to racehe ?; sailed reper res Tar =ach ek

-

< W11 |y b sare s ben s alobend 0 ke an fur

Haw: oMen? [ Orce awess %
Ezend i (=
Cuaidien's emal sddress: ||_-;|_---,E'1|-;.; com
wiariien Aark

Cc nallal “zther pick LE sludem fram
Cuaidien ATl Texl R
Adart Explees [date) ||_'||,|,-'J DV b T B e

L bmm ¥

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

Field

Description

Mother’s Name

Enter the student's mother's name.

Daytime Phone

Enter the mother’s telephone number.

Father's Name

Enter the student's father's name.

Daytime Phone

Enter the father’s telephone number.

Guardian's Name

Enter the student's guardian's name.

Daytime Phone

Enter the guardian's telephone number.

Relationship Code

Enter the code that describes the relationship between the
student and the guardian.
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Field

Description

Previous Guardian Info

Enter any information about previous guardians for this
student.

Single Parent Household

Select either True or False to indicate if the student lives in a
single parent household.

Guardian is registered to

Select the checkbox(es) so that the guardian can receive:

receive * A summary of current grades and attendance
* Adetailed report of attendance
* A detailed report showing all assignment scores for
each class
* School announcements
* A Balance alert that displays when the student's
account is low on funds
How often? Choose the frequency of email reports sent to the guardian
from the pop-up menu.
Send now Select this checkbox if you want the system to immediately

send the report(s).

Guardian’s email address

Enter the email address to which the report(s) will be sent.
Separate multiple addresses with commas.

4. Click Submit. The Parent/Guardian page displays the changes.

How to Add Guardian Alerts

1

F- Y

Use a Guardian alert to indicate and make the staff members aware of a student's guardian

information.

1. On the start page, search for and select the student.

2. Choose Parents/Guardian from the student pages menu. The Parents/Guardian page

appears.
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FarontsiSuardi
Er g, Jesticg |

(TN
Falhers R

Deaipime

Luxl, Firal,

[T

2 ozs0zl LE

PereadsComdian nfarmation

Hathare Hems

Guardien 't Bama & nfo

Previows fuardian Ik |

Hiaphe Pamenl Honmchkd | False =

Hernsde Gemdon futbomsdic Fmail Haporhc
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Cuaidien's emal sddress: [parerig@mac com
timarmdien Alart
Co nallak*sther pick p sludend fram
Cuaidien Aberl Text seaan
Adart Explees [date) ||_'||,|,-'J DV b T B e
L Submm ]
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Ml [Rrinn= Embar |
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3. Use the following table to en

ter information in the fields:

Field

Description

Guardian Alert Text

Enter any guardian-related information that needs to be
brought to staff members' attention.

Alert Expires

Enter the expiration date of the guardian alert, if applicable,
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. If there is no expiration date, use the default entry 0/0/0.

4. Click Submit. The Guardian Alert icon appears at the top of each page for the selected
student. If the student does not have a Guardian alert, the icon does not appear.

5. Click the Guardian Alert icon
the selected student appears

§ &

to read the alert from any page. The Guardian alert for
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Guardian Alert

Briggs, Jessica K
Do not let father pick up student from school.
Alert Expires: Never

Cloze

6. Click Close to close the Guardian Alert window.

Photo

This feature displays a picture of the selected student, if one is available. In addition, a photo
appears next to the student’s name at the top of each student page. To configure your system to
display student photos, contact your PowerSchool administrator.

The picture files must be in JPG format. Some school photographers provide a CD-ROM of the
annual student pictures in JPG format, which your PowerSchool administrator can then import into
PowerSchool. Contact your PowerSchool administrator if you want to import many photos from
another system, a CD-ROM, or other media.

How to Submit a Student Photo
Use this procedure to submit a new student photo, even if there is already a photo for the student.
1. On the start page, search for and select the student.

2. Choose Photo from the student pages menu. If there is a photo available, it appears in the
center of the page.

3. Click "Submit a New Photo for this Student" to change or add a photo. The Submit Photo
page appears.

Submit Photo
Greenhalgh, Kalysa M 9 25726 AGHS

Select the student photo.

" Browse... "
Mote: The photo 475 be in JPEG §.jpgor .jpeg) format.

f Submit ¥

4. Enter the file name in the "Select the student photo" field and skip to Step 6. If you do not
know the name of the file, click Browse. The Open dialog appears.
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Fram: =) Macintosh HD

'&5 PowerGrad. .5 X Installer
= Snapz Pro 2 Installer Log
3 Snapz Pro X.dmg
g sudentl23.jpg

System

System Folder
¥ teacherl.jpeg

Kind: Document

| Size: 160 KB
Temporary ltems Created: 8/3/02
untitled *  Maodified: 10/24/02
B llsare f ------------ q =T
Go to
" Add to Favorites “ cancel " € Open N
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5. Locate and double-click the file. The Submit Photo page displays the file name.

Submit Photo
Greenhalgh, Kalysa M 9 25726 AGHS

Select the student photo.

lsudent123.jpg

I Browse... "

Mote: The photo A% be in JPEG C . jpaar jpen) format.

£ Submit 3

6. Click Submit. The Student Photo page displays the student's photo.
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Student Photo

Greenhalgh, Kalysa M 9 25726 AGHS

Submit a new photo for this student

Note: If the old photo still appears or if there is no photo at all, click the web browser’s
Refresh/Reload button.

State/Province

As indicated by its name, this feature is state-specific or province-specific and can be modified to
meet the needs of schools in different states and provinces. Contact your PowerSchool
administrator to add or delete fields. Your permissions determine if you can edit the data in the
fields. Your page might look different than that in the example.

How to Edit State/Province Information

1.

2
3
4.
5

On the start page, search for and select the student.

Choose the link for your state or province from the student pages menu.

On the information page for your state or province, make any necessary changes or entries.
Click Submit.

Click Back after the Changes Recorded page appears.

Changes Recorded

The changes have been recorded.

f Back M
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Transportation

This page displays transportation-related information for the selected student. You can add, edit, or
delete transportation information from the Transportation Entry student page.

How to View Transportation Information

1.

2. Choose Transportation from the student pages menu. The Transportation page displays the
student’s means of transportation.

On the start page, search for and select the student.

Transportation

Briggs, Jessica k. 10 25021 AGHS

Start Date  End Date Departure

From/To School Bus Number Route Number Description

From Parent pickup &/21/2002 12/31/2002

How to Add Transportation Information

Add transportation information for the selected student to indicate the means of transporting this
student either to or from school. Repeat the procedure to enter transportation for the reverse
direction or to enter a complex transportation schedule, such as different means of transportation

for different days of the week.
1.
2. Choose Transportation from the student pages menu. The Transportation page appears.

On the start page, search for and select the student.

Transportation

Briggs, Jessica k. 10 25021 AGHS

T -
b Mew

Start Date  End Date Departure

From/To School Bus Number Route Number Description

From Parent pickup &/21/2002 12/31/2002

3. Click New. The New Transportation Entry page appears.
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Hew Transporation Entry L
Eriggs, Jesaics K 10 25021 [ilEly =1
Sludenl Erigee, Jeasics K
Flml Dale * DAZAZ00D ¢ parrrrs
Emal Denle - 1272000 ¢ p0o s
FromiTo Sehom * To Schionl =
Desiplion © Bus i an Student Trarspartatizn Entries
Fagel
Dayve ot he Wreek [z B b B0 o Wy 90 6 e
}'!_,"I::"f"”"""' [ Ragulzr Schoal Transporartion |
Houte Nembers 132
Uus Humbser 141§
Uiriver fsme Mrs. Adels Sriith
Uus Contact FTET
lmmber e
Deparbiing Time E 235N i s TS
Stop Mumber f]
Adifri 123 Main Firaet Colorra
Howte Distance 15 l (RN EE =
Arnual Teme [ =ET] [ Exmmple eniry: 000 &0
Parant wais with student
Apretial Inalreetinna
Linking Indieator = | Flor Linkad #]
F <ubenic ¥

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

Field Description

Student This is the selected student's name.

Start Date Enter the date that the student will begin using this form of
transportation 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.

End Date Enter the date that the student will stop using this form of

transportation 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.

From/To School

Select either From School or To School to indicate the direction
of transportation for this entry.

Description

Enter a description for the entry, such as Walks to school. This
description appears on the Student Transportation Entries
page.
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Field Description

Days Of The Week Select the checkbox(es) to indicate the day(s) of the week that
the student uses this form of transportation.

Transportation Type Choose the means of transportation, such as Walks, from the
pop-up menu.

Route Number Enter a route number if the student uses transportation
provided by the school.

Bus Number Enter the bus number if the student uses transportation
provided by the school.

Driver Name Enter the bus driver's name if the student uses transportation
provided by the school.

Bus Contact Number Enter the driver's radio number or mobile telephone number.

Departure Time Enter the time the transportation begins using the format
HH:MM. Enter either AM or PM after the departure time.

Stop Number Enter a bus stop number if the student uses transportation
provided by the school.

Address Enter the street address where the student begins the method
of transportation.

Route Distance Enter the distance that the student travels on the way to or
from school. Choose either Miles or Kilometers from the pop-up
menu.

Arrival Time Enter the time the student arrives at the destination using the

format HH:MM. Enter either AM or PM after the arrival time.

Special Instructions Enter any special instructions or notes related to the student's
transportation.

Linking Indicator Choose the linking indicator from the pop-up menu (optional).
Use the indicator to link bus routes that share commonalities.
For example, you can link a student's AM and PM bus route for
reporting purposes. For more information on state reports, go
to the PowerSchool Customer Support web site at
https://www.powerschool.com/support/documentation
Istatereports/.

5. Click Submit. The Changes Recorded page appears.

How to Edit Transportation Information

Edit transportation information for the selected student to indicate the means of transporting this
student either to or from school.

Student Page Views © 2004 Apple Computer, Inc. All rights reserved. 89



' PowerSchool

1. On the start page, search for and select the student.

2. Choose Transportation from the student pages menu. The Transportation page appears.

Transportation
Briggs, Jessica K 10 25021 AGHS

Ta 1415 132 Bus

From/To School Bus Number Route Number Description Start Date

End Date

From Parent pickup 872172002 1273172002
§/21/2002 12/31/2002 8:234M

3. Click the name of the entry to be edited. The Edit Transportation Entry page appears.

Edit Transporation Entry 1L

Roiile: Mijinleer

Bug linmber

Ii
I
Driwer Mame I
Uus Cantact Ii
Humiki
Deparlure Times [ i bsample entrp 775 2
Ftop Humber |

|

Address

Houte Destance ||;

Arrival Time |

Special Instclions

Linking nclicabo © [ Celect L I'rijg Option | & ]

I

Nelers

Erggs, Jesziza £ 10 25027 e
Ftudent Belges Jesalen
Stort Date ~ AP I2002  [=Mappesys
Emd Date V2RTZ002 §ertanp oy
Fram /o Echoal * ll—-.-n School %
Deecriplion - | Guandian pickua [Smow or Student Transportat s Entries
Fesge}
Doys of The week o B L B e e B )
Transportalion ] T e —— -
Type * l Fegular hchoal Transportatior il

f Subenir 3

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

Student User Guide

Field Description

Student

This is the selected student's name.

Start Date

Enter the date that the student will begin using this form of
transportation 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
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Field Description
as a blank entry.
End Date Enter the date that the student will stop using this form of

transportation 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.

From/To School

Select either From School or To School to indicate the direction
of transportation for this entry.

Description Enter a description for the entry, such as Walks to school. This
description appears on the Student Transportation Entries
page.

Days Of The Week Select the checkbox(es) to indicate the day(s) of the week that

the student uses this form of transportation.

Transportation Type

Choose the means of transportation, such as Walks, from the
pop-up menu.

Route Number

Enter a route number if the student uses transportation
provided by the school.

Bus Number Enter the bus number if the student uses transportation
provided by the school.
Driver Name Enter the bus driver's name if the student uses transportation

provided by the school.

Bus Contact Number

Enter the driver's radio number or mobile telephone number.

Departure Time

Enter the time the transportation begins using the format
HH:MM. Enter either AM or PM after the departure time.

Stop Number

Enter a bus stop number if the student uses transportation
provided by the school.

Address

Enter the street address where the student begins the method
of transportation.

Route Distance

Enter the distance that the student travels on the way to or
from school. Choose either Miles or Kilometers from the pop-up
menu.

Arrival Time

Enter the time the student arrives at the destination using the
format HH:MM. Enter either AM or PM after the arrival time.

Special Instructions

Enter any special instructions or notes related to the student's
transportation.
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Field

Description

Linking Indicator

Choose the linking indicator from the pop-up menu (optional).
Use the indicator to link bus routes that share commonalities.
For example, you can link a student's AM and PM bus route for
reporting purposes. For more information on state reports, go
to the PowerSchool Customer Support web site at
https://www.powerschool.com/support/documentation
Istatereports/.

5. Click Submit. The Changes Recorded page appears.

How to Delete Transportation Information

Delete transportation information that is no longer relevant for the selected student.

1. On the start page, search for and select the student.

2. Choose Transportation from the student pages menu. The Transportation page appears.

Transportation
Brigas, Jessica K 10

From
Ta

From/To School Bus Number Route Number Description

25021 AGHS

s -
T Mew

Start Date  End Date Departure

Parent pickup 8/21,/2002 1273172002

1415 132 Bus G/21/2002 1273172008 823 4M

3. Click the name of the entry to be deleted. The Edit Transportation Entry page appears.
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Edit Transporation Entry 1L

Erogwe. Jeszica b 10 23027 #5HE
Ftudent Briqes Jesalen €
tart Date ©

|FI|'."'I.'J‘I'JE."' [HHT

Emd Date *

From/Te Bchoal *

l Fram School

Descriplion - |GJu|Jiur pickLa mowd on STudend Treasportatian Entries
Prge
vays of The week o W o W W e W W T e
:;fp’_':"!”""'u" l Ragular Gchool Transpartati or il
Ruoniile Mijinlier |
Bug linmber |
Driwer Name I
Hus Canfact Ii
Humiki
Disparfure Tims I { Eample sntry A
Ftop Humber |
Address |
Houte Destance ||] I ¥
Arral Time [ I ample sntry. 000 &0
Special Instclions
Linking Inclicabos * [ Colect |_||'-;i-|g ::r:i on | = ]
I nelere F Saibwenic ¥

4. Click Delete. The Changes Recorded page appears.

Student Academics Pages

Academics

Attendance
Curnulative Info
Graduation Progress
Histarical Grades
Honor Rall
Standards

Teacher Comments
Term Grades

Test Scores
Truancies

Meeting Attendance

In PowerSchool, your school can track both meeting and daily attendance. Students' meeting
attendance records indicates their absences and tardies in each class period during the school day.
Students' daily attendance records indicates their absences, tardies, and arrival and dismissal times

for an entire school day.
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Use the Meeting Attendance function to view or change a student's attendance record. Each
column represents one week, with the days of the week (MTWTF) underlined in blue. Attendance
codes are noted in the chart under each day. On the days where there is no code, the student was
present.

For more information on attendance, see the section "Attendance Overview" in the Attendance
User Guide.

How to Take Meeting Attendance for a Single Day/Period

Use this procedure to take meeting attendance for the select student. You can mark or change a
single attendance instance in a selected week.

1. On the start page, search for and select the student.

2. Choose Attendance from the student pages menu. The attendance pages appear. The
default attendance page that appears depends on the Default Attendance Recording Page
setting on the Attendance Preferences page.

3. Click Meeting. The Meeting Attendance page appears.

Meeting Attendance % L - $ 4

Briggs, Jessica®k 9 S40000764 AGHS

1/119-1/23 2/2-2% 2/9-2/13 21 6-220 2/23-227 -5 3/8-3712

Course Expression bl 3 4
HTWHFMTWHFMTWHFHTWHFMTWHFMTWHFHTWHFMTWHF

Computer Applications

Davis, Debra 114 1{A-B) 1 5 5 ol
E: 1/19/04L: ¥/1704

English 2

Tannenbaum , Randall 1{E} - .

B 11A19/03L: 741704

#lgebra

¥igen, Robert 222 2UA) : ; . S 3 : ; 45 : 4
E: /14403 1L: 771704

Conzumer Math

Adams, Mark 113 2(B : : ; 3 3 ] P
E: 1/22/04L: 7/1/04

Introto Art

Russell, Chriz 116 Z{A-B) 3 ] 3F

£ 1/19/04L: 7/1/04

English 1

Jorgenson, James 209 A{i) 5 5 5 E

E 7A14/03 L 741404

4B =T . . . . . . . . . -

4. Click "Show dropped classes also" if you want to view or change attendance records for
dropped classes. The dropped classes appear on the page with the other classes.

5. Click the link in a week where you want to enter or change attendance codes. The Edit
Meeting Attendance page appears.

Student User Guide
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Edit Meeting Attendance + L - § i

Briggs, Jessica Kk 9 S40DO0764 AGHS

Feeting | Daily | Time | nterval

Lurrt'uta—tte*.amcecuc,e:[ (Present) '_i
weakof 01/19/2004

Monday Tuesday Wednesday Thursday
January 18, 2004 January 20, 2004 January 21, 2004 January 22, 2004
English 2 | Computer | English 2 :Cumputer
| Tannenbaurn, Randall | Applications | Tannenbaum, Randall | Applications
| 8:30 &M = 10:00 &AM | Davis, Dabra {8:30 AF - 10:00 AM | Dayis, Debra
9-01.&\1:'_'(5) ;s-sam-lnnnm;r:m éa:mm-m;mm
: [ — 1{a) | L, e || CHEBD)
| Computer | Computer i
dpplications | Applications i
| Davis, Debra | i Davis, Debra 3
| 8:304M - 10:00 &M | \:ﬂ:.’ﬁcﬂ At - 10:00AM |
1L8) 1{B) i
10:00 A | Fhyaica | Algebira | Physics ;a\lgebra
| Kemp, Desne | Vigen, Robert | Kemp, Dusne | ¥igan, Robert
F10:05AM - 11:35 P10:05AM - 11:35 | 10:05AM - 11:35 P IG:05AM - 11:35
| A | A {AM fali]
I 2 I 2w ([ 2te) 2
11:00 &H |

Friday
January 23, 2004

| English 2

| Tannenbaum, Randall |
{ 8:30 AM = 10:00 &AM

[ e

:l:‘nmputer
| dpplications
| Davis, Debra

| B30 AM - 10.00 AM |
T we

| Consurner Math
thdams, Hark

| 10:054M - 11:35
| A

2

| Physics

| Kemp, Duans
1005 AM - 11:35
i)

6. Choose the attendance code from the "Current attendance code" pop-up menu.

(Present)

R (AM Absent)
A (Absent)

P (Parent Excused)

5 (School Excused)

I {(In School Suspension)

O (Out of School Suspension)
X (Truant)

V (Vacation)

F (Field Trip)

B (Late Bus)

7. Click the fields for the appropriate day(s) and class(es). The Edit Meeting Attendance page

displays the attendance code in the fields.
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Edit Meeting Attendance

Briggz. Jessica k O s40000764

Manday
January 19, 2004

English 2
Tannenbaurn, Randal|
830 &M = 10:00 AM
Computar
applications
Davis, Debra
g:30A4M - 10:00 AM

r I_(B)

10:00 AM | prosics

Eemp, Dusane
10:054M - 11:35
alt

[ 2e)

11:00 &M

Current attendance code: [ T

T L% a4

AGHS

Meeting | [

ally | Time | Inter

(Tardy)

YWeekof 01/19/2004

Tuesday
January 20, 2004

Computer
Applications

Davia, Debra
S:304M - 10:004M

1{a)

Algebra
Wigen, Robert
10:05 AM - 11:35

Al
[ ztay

Wednesday
January 21, 2004

English 2
Tannanbaurn, Randall
B:30 A - 10:00 AM

Computer
applications

Davis, Debra

8:30 AM - 10:00 AM
F" 14:)]

Phyaics

Kemp, Duane
10:054M- 11:35
Al

[ 28

[ e

Thursday
January 22, 2004

Compurter
AppHcations
Devis, Debra

8:30 Ak - 10:00 &M
I-r_‘1lr|‘<)

Algabra

¥igen. Robert
10:054M - 11:35
Ak

!—2(#)

Friday
January 23, 2004

English 2
Tannenbaum, Randall
B30 AM = 10:004M

Camputer
dpplications

Davis, Debra

G50 A - 10:00AM

[ 1w

Consumer Math
ddams, Mark

10:05 AM - 11:35

Al
[ 2ty

Physics

Kerp, Duane
10:054M - 11:55
Al

r?.‘.'B:-

8. (Click Submit. The Changes Recorded page appears.

9. Note a clock appears in the date for which you just took attendance.

How to Take Meeting Attendance for an Extended Day/Period

Use this procedure to take meeting attendance for the select student. You can mark or change a
student's attendance records for blocks of time. This is particularly useful when the student has
been or will be out for an extended period. To change a student's attendance record for an

extended period, it is easiest to use

this method.

1. On the start page, search for and select the student.

2.

Choose Attendance from the student pages menu. The attendance pages appear. The

default attendance page that appears depends on the Default Attendance Recording Page
setting on the Attendance Preferences page.
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Meeting Attendance % L - $ 4
Briggs, Jessica ¥ 9 840000764 AGHS
I 19 | Dally | Time | in I
Changs Attendance  Show dropped classes alsc
i 1/19-1/23 1/26-1/30 2/2-2% 29-2M13 21 6- 2520 2/23-227
Course Expression —
HTWHFMTWHFMTW HFMTWHFMTWHFMTWHETI

Computer &pplications
Davis, Debra 114 1{A-B) T 5 SIF
E 1/19/04L: /1704
English 2
Tannenbaum , Randall 1{E) 5
B 1119703 L 71704
Algebra
¥igen, Robert 222 2UAN 3 5 F
E: /14403 1L: 771704
Physics
Kemp, Duane 224 2{B . . . . L&
E 7/14/03L: 7/1/04
Consumar Math
Adams, Mark 113 2(B ; : : ; 2 o 3 ]
E: 1/22/04L: 7/1/04
Introto Art
Russell, Chriz 116 Z{A-B) 3 ] 3F
E: 1/19/04L: 7/1/04
English 1
Jorgenson, James 209 {40 S 5 5 F
c AA403 L 7404

erome 135 4B = k=

03 L: 771704

4. Click "Show dropped classes also" if you want to view or change attendance records for
dropped classes. The dropped classes appear on the page with the other classes.

5. Click Change Attendance. The Change Meeting Attendance page appears.

Change Meeting Attendance % L Oz % 4

Eriggs, Jessica K AGHS

Change Meeting Attendance for Briggs, Jessica K

IE.I'T.I'EUU-d
lﬁﬂ 1/2004

From this Date

To this Date

Attendance Code to Set [ P (Parent Excused)

0 e
@AII periods

@Dverwrite

o Don't Overwrite

For which Periods

If Other Than a Default Present (default presents will
be overwritten regardless)

Append Comment

£ Submit Y

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

Change attendance for The selected student(s) appear.

From this date Enter the first day of 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.

To this date Enter the last day of 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.

Attendance Code to Set | Choose the attendance code to apply to the date range from
the pop-up menu.

For which Periods Select the checkboxes to indicate the periods to change. To
mark attendance for the entire day, select the "All periods"
checkbox.

If Other Than a Default Select the option to either overwrite or not overwrite any

Present existing attendance codes.

Append Comment Enter comments that are relevant to this attendance record.

7. Click Submit. The Changes Recorded page appears.

8. Note a clock appears in the date for which you just took attendance.

How to Use the Attendance Scan/Change Function

Use the Attendance Scan/Change function to modify or search for an attendance code for a
particular student per period within a given date range.

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

2. On the Special Functions page, click Attendance Scan/Change. The "Attendance Scan and
Change" page appears.
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Attendance Scan and Change

Studes Maelings  Codels) Te Occurencels] Changs Drappad
samber to Ecan Scan For to Change Codels) Te Classes

EIE

Fim Teannpa i Az dels Fang: |DERZSEO0S 08052003

T b Y

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

Field Description

Student Number Enter the student number.

Note: To learn how to identify a student's number, see the
section "Search and Select."

Meetings to Scan Select the checkbox(es) for the meetings to use in the scan.

Code(s) To Scan For Enter the attendance code for which the system will search.

Occurrence(s) to Change | Enter either the number of occurrences to change or enter all
for any occurrences.

Change Code(s) To Enter the new attendance code for the selected occurrences.

Note: To just search for instances of a particular attendance
code, enter the same attendance code in this field as you
entered in the Codes To Scan For field. The attendance code
will then change to the same attendance code as before and
display any instances as changed.

Dropped Classes Select this checkbox to included dropped classes in the scan.

Scan and change in this | Enter the start and end dates of the date range affected by the
date range change 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.

4. Click Submit. The Changes Recorded page appears.
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Daily Attendance

In PowerSchool, your school can track both meeting and daily attendance. Students' meeting
attendance records indicates their absences and tardies in each class period during the school day.
Students' daily attendance records indicates their absences, tardies, and arrival and dismissal times
for an entire school day.

Use the Daily Attendance function to view or change a student's attendance record. Each column
represents one week, with the days of the week (MTWTF) underlined in blue. Attendance codes are
noted in the chart under each day. On the days where there is no code, the student was present.

For more information on attendance, see the section "Attendance Overview" in the Attendance
User Guide.

How to Take Daily Attendance for an Individual Student

Schools use the Daily Attendance feature to select a single period to denote a student's daily
attendance. By denoting the period, default times for check-in, checkout, and return-in can be
defined for a daily attendance total. Attendance can be entered from the classroom using
PowerGrade or from the web. Once the teacher enters the attendance, the office staff can then take
control of a student's daily attendance. The office also can use a variety of options and reports
when working with the Daily Attendance feature.

With a period marked for daily attendance, the teacher automatically sets the daily attendance
while taking attendance in the classroom using either PowerGrade or the web-based attendance
page. For more information on taking attendance with PowerGrade, see the "PowerGrade User
Guide." Your PowerSchool administrator sets the defaults for the time in and time out. This lets
teachers not only track classroom attendance, but also set the initial code for the office.

After you add a daily attendance entry, you can modify daily attendance. Click the abbreviation for
the first day above each day of the week in the current term. Click the letter to display the Daily
Attendance page for the date to be modified.

1. On the start page, search for and select the student.

2. Choose Attendance from the student pages menu. The attendance pages appear. The
default attendance page that appears depends on the Default Attendance Recording Page
setting on the Attendance Preferences page.

3. Click Daily. The Daily Attendance page appears.
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Daily Attendance % L I %

Briggs, Jessica k. 9 S40000764

7MNa-T1e
MAITEWIT iF

915-9/19
MATIWIT LF

111711721
P T AW T AF

1/19-1/23
MAT PW T

3/22-3/26
FEATPWAT A

il
5/24-5/28
MATEITIE

Attendance Codes:

T21-7/25 Tr28-8M1
PP ATLE [T P ET A E

9/22-9/26 9/29-10v3
MW STFE AT P §T 4 F

11/24-11/28 12M1-12/5
PATAWITIEFFAT PAT §F

1/26-1/30 2/2-2/6
FYT P TIE TP T 4 F

3/29-472 4/5-4/9
MELPATEE [ M T P T EF

5/31-6/4 6/7-6/11
MET P T E | MET P T E

AGHS

Meeting | Daily | Time | Interval

Change Multiple Days

8/4-8/8 8/11-8/15
PHT W ITAE (T AW T {E

10/6-10M10  10M13-10M17
FUT P LT LFFMUT PWAT LF

12/8-12M12  12M15-1219
PUT P T LF AT (T {F

2/9-2113 2M6-2/20
PIFT WA TEE § LT P 4T E

4M2-4/16 4M9-4/23
FUT P ET L RT3 T E

6/M14-6/18 6/21-6/25
PHT P FTERE LT Py T | F

B/18-8/22 B/25-8/29 9/1-95 9/8-9/12
PUT P TR T P TR J T T AR J R T PR T 4R

10v20-10/24  10427-10/31 113117 1110-11414
METPAST FEFM FT P TR EALTET P ST AR FEIET P fT 4 F

12f22-12/26  12/29-1/2 1/5-1/9 112-1116
MAT AT TP W TR P T P T AP T P AT A F

2123-2/27 3/1-3/5 3M8-anz 3/15-3/19
T P TR T PW AT R R P TP AT ST P T AR

4/26-4/30 5/3-5/7 5M10-5/14 5M7-5/21
FUT P T M T P FE T P T B F TP TR E

6/28-T/2
MTPSE T E TP TR E PP T P d T EIET P §T R

=Present | R=AM Absent | A=Absent | T=Tardy | P=Parent Excuzed | 5=School Excused | 1=In Schoal Suspension | 0=0ut of School
Suspension | x=Truant | ¥=Yacation | F=Field Trip | B=Late Bus

4. Click the link in a week where you want to enter or change attendance codes. The New
Daily Attendance page appears.

MNew Daily Attendance % L T° % =

{Example entry: S:00 AN

{Example entry: 2:00 PP

Erigys, Jessica kb 9 540000764 AGHS

Date 71403

é‘;ﬁg“a““ [ P (Parent Excused) il

Tetal Time 0 {calculated on submit)
Doctor's appointment.

Comment

Time In |3;2{;| Al

Time Qut |1;2u PM

Exclude

from Total r—

Time —

Calculation

Time

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

Field Description

Date The date for which you are taking attendance. Read-only.
Attendance Code Choose the attendance code from the pop-up menu.
Total Time Based on the times entered, PowerSchool calculates the

minutes the student has attended for the day. The results
display after you click Submit.

Comment Enter any additional text.

Time In Enter the time the student arrives.

Time Out Enter the time the student leaves.

Memo Only Record Select this checkbox to exclude this attendance record from the

total time calculation. If selected, counts student as there. If not
selected, does not count the student as there.

Time Comment Enter any additional text regarding the time the student arrived
or left.

6. Click Submit. The Changes Recorded page appears.

7. Note a clock appears in the date for which you just took attendance.

How to Take Daily Attendance for Multiple Days for an Individual Student

In addition to changing a single date for an individual student, you can change multiple dates at
one time.

1. On the start page, search for and select the student.

2. Choose Attendance from the student pages menu. The attendance pages appear. The
default attendance page that appears depends on the Default Attendance Recording Page
setting on the Attendance Preferences page.

3. Click Daily. The Daily Attendance page appears.
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Daily Attendance % & = §% 1

Briggs, Jessica k. 9 S40000764 AGHS
Meeting | Daily | Time | Interval
Change Multiple Days

7M4-T118 7/21-7/25 7/28-8/1 8/4-8/8 8/11-8/15 B/18-8/22 B8/25-8/29 9/1-9/5 9/8-9/12
MATPW T EEARH TP AT AEAMAT PW AT AE T P AT AE (R T AW T LT Pk TR FET P T AR ST EW AT §E EDTET P dT ¢F

9/15-9/19 8/22-9/26 929-10/3 10/6-10/10  10/13-10M17 10/20-10v24 10/27-10¥31  11/3-11/7  1110-11/14
MATIWET EEFRTET P AT EESFUET PWCET FE FRUET P BT LEAPVET P T E R TTET P T §E FEIET P d T EE AP ET BV FTEF SPTET P kT 4 F

1117-11/21  11/24-11/28 = 121-12/5 12/8-12M12 12M15-1219 12/22-1226 12/29-1/2 1/5-1/9 112-1116
AT AWITAE AR FT P AT AR PIT WA T A F FPUAT P d TR E AT P T FEA T AT AR T P AT EE T P WA T SR ETET S AT A F

1/19-1/23 1/26-1/30 2/2-2/6 2/9-2M13 2M6-2/20 2/23-227 aNn-3/5 a/e-3nz 3M5-3119
MATAWATAEEEIET P A TEE M T P ET FE PR T P A TR E AT P T JE DT P AT A EEET P AT R E ST T AW TR EMTET BT §F

3/22-3/26 329-4/2 4/5-4/9 412-416 4/M19-4/23 4/26-4/30 5/3-8/T 5/10-5/14 5/17-5/21
BT EWAT AR FRET P A TR ERUET PWEET RE PR T P T EF J U PR T JE T P AT A R LT P g T AR DT AW TR T T P T A F

fe

=k

5/24-5/28 5/31-6/4 G/T-6/11 6/14-6/18 6/21-6/25 6/28-T/2
PEATAW T AEAMET P T EAPUET P T RE F LT P TR PR ELET P T FEf RO P AT A E P T P kT RE SR T EWAT FRETET v T

Attendance Codes:
=Present | R=A4M Absent | A=Absent | T=Tardy | P=Parent Excused | 5=5chool Excused | [=In School Suspension | O=0ut of School
Suspension | X=Truant | ¥=Vacation | F=Field Trip | BE=Late Bus

4. Click Change Multiple Days at the top of the Daily Attendance page. The Change Daily
Attendance page appears.

Change Daily Attendance % L I %
Eriggs, Jessica K AGHS

Change Daily Attendance for Briggs, Jessica K

From this Date lﬁ.u'?.l'2DD4
To this Date IEH 1/2004

Attendance Code to Set [ (Present) =

It Other Than a Default Present e} :
(default presents will be overwritten = verwrite
regardless) s Dan't Overwrite

Originally recored as student Absent.

Append Comment

£ Submit 3

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

Field Description

Change Daily The selected student appears.
Attendance for
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Field

Description

From this Date

Enter the first day of 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.

To this Date

Enter the last day of 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.

Attendance Code to Set

Choose the attendance code to apply to the date range from
the pop-up menu.

If Other Than a Default
Present

Select the option to either overwrite or not overwrite any
existing attendance codes.

Append Comment

Enter comments that are relevant to this attendance record.

6. Click Submit. The Changes Recorded page appears.

7. Note a clock appears in the date for which you just took attendance.

Cumulative Info

Cumulative Info is a view-only page that displays cumulative grades for the currently selected term.
The information is derived from the data entered into PowerGrade and subsequently uploaded to
PowerSchool. As it is view-only, no changes can be made to it. If a grade is incorrect, it must be
edited in the teacher’s PowerGrade file or in the historical grade file if you are viewing a previous
term. Once the change has been made in these locations, the new grade appears on this page.

How to View Student Cumulative Information

1. On the start page, search for and select the student.

2. Choose Cumulative Info from the student pages menu. The Cumulative Information page

appears.
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Cumulative Information L
Briggs, Jessicakl 10 25021 AGHS

Cumulative Info. Value
Cumulative GP A (Weighted) % 36
Cumulative GP A (Simple) Z 165
Cumulative % GPA {(Weighted} 55 704
Cumulative % GP A (Simple) 27.011
Cumulative Class Rank 23 of 5&
Cumulative Credit Hours 21.5000
a1 GPA

Q2 GPA

81 GPA 3

Q3 GPA

Q4 GPA

52 GPA

Note: This page is view-only for all users.

Graduation Progress

The information on this page is a compilation of the student’s grades and the graduation
requirements for your school. For most people it is view-only, so you will not be able to make any
changes. If you find an error, it must be corrected either in the student’s grades or in the
requirements.

How to View Student Graduation Progress
1. On the start page, search for and select a student.
2. Choose Graduation Progress from the student pages menu.

3. On the Graduation Progress page, choose the appropriate graduation requirement set from
the pop-up menu.

4. Click Submit. The Graduation Progress page displays the student's progress towards
graduation.
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Graduation Progress
Briggs, Jessica k. 10 25021 AGHS

Graduation Requirement Set:

Requirement Req Completed Current Needed

English 4 0000 0.000D 4 0000
English 4.0000 4.0000

Math 3.0000 0.5000D 2. 5000

Algebra 1 #lgebra

[ath 0000 2 1 2.5000

Physical

Education 3 0000 0.000D 30000
Physical

Fducation 0000 0000

Science Z.0000 0.000D Z.0000
Science 3.0000 3.0000

Social

Studies 3 0000 0.000D 30000
Social

Studies 0000 0000

£ Submit ¥

For more information on how to enter graduation requirements into PowerSchool, see the section
"Graduation Requirements."

Historical Grades

In PowerSchool, student records include two types of grades: current and historical. Current grades
are students’ grades in each of their teacher’'s PowerGrade systems. Current grades change with
each new assignment that teachers enter in PowerGrade. Teachers, administrators, and parents use
current grades to track student progress throughout a grading term.

Historical grades are final grades, or grades that are permanently stored in the student’s record. At
the end of each grading term, your PowerSchool administrator copies and stores the students’
current grades in PowerGrade as historical grades. Historical grades appear on report cards and
transcripts.

This feature displays your selected student’s grades from previous terms. You have the choice of
using a normal view or a detail view.

Note: The Historical Grades student page view is view-only for most users; only those with proper
access, such as a school counselor, have the right to edit historical grades. Teachers who assign
grades and need to change them later must contact a user with the proper access.
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1. On the start page, search for and select the student.

Student User Guide

2. Choose Historical Grades from the student pages menu. The Historical Grades page appears.

Briggs, Jessica K

M
Wem

le=nm wl

0z2-03
VR

0z-03
R

01-02

5

tiple Hew
Chred
L

Hislorical Grades ¥
11

Course

Project ddweniurs

Prap

wooad Skap

Algebra 1

Binlogy

Child. & Famillas

5 4

eliHS

Earned
Crelit

S ranl BT s

a2 o

mi iy

Q2 QF o4 31 52

For each course in which the student earned a grade, the page displays the following:

* Year and store code of the term in which the student enrolled in the course

* Student’s grade level at the time he or she enrolled in the course

¢ Course name

* Number of possible credit hours the student can earn in the course

* Historical grade the student earned in each grading term

Note: The Normal View page displays only the grades the student received during the
grade levels of the current school.

3. Click Detail View to view expanded information and the grades the student received at
other grade levels. The Complete Academic Record — Detail View page appears.

Complete Academlc Pecord - Detall View & L
F Lilaice K 1 5 1 WH
il ipa e ik B Fral e

;gr'::. ':li_fl_'ll crsd Couse Hame :;:;,::1": Crade EI.E.dH;tI c';:.;it

| B T 1 -

are 10 At peap 102

| 1 -

are 18 nitmibirs =oap bnz

10 10E Algebre 4 4

R T |- Shalogy L{I 4

n - Chile %

[ la L =ami ez 5 c

n = -

BT Charis 4 C

AT TR - T BT c c

Exchide kom

Famz

Taed
Cresht GEA
YEB

Yes

Creathk

Chice Humw  Type

Renk

RAall

Tes

FE

ez PE

ile

FIHE

Note: The Complete Academic Record - Detail View page displays all of the student’s
historical grades in PowerSchool. The Detail View page is not specific to the grade levels at

this school.

In addition to the information on the Historical Grades page, this page displays the
following detailed credit information:
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¢  Number of credit hours the student earned in each course
e Potential credit hours the student could earn in each course

* If the course is included in a graduation requirement and the credits the student
earned count towards the requirement

* If the grade in the course is included in the student’s GPA calculation
* If the grade in the course is included in the class rank calculation
* If the grade in the course is included in the honor roll calculation

* |If the credits in the course count towards a graduation requirement based on credit
type

Note: Your school can create credit types to group courses together to fill a graduation
requirement. Assign credit types to courses or final grades and then specify that a
requirement be filled by any courses or grades of that credit type. For example, you specify
that any two courses with the ALGEBRA credit type fulfill a math requirement

Click Normal View to return to the Historical Grade page. The Historical Grades page (Normal View)
reappears. If you have proper access, see the section "Historical Grades Setup" to create or edit
historical grades.

Honor Roll

You can view results of honor roll calculations for a single student or a group of students. To view
honor roll calculations for a single student, search for and select the student, and then choose
Honor Roll from the student pages menu. The Honor Roll page displays all honor rolls the student
has received, even if the honor roll was received in another school.

Note: To view honor roll calculations for a group of students, see "How to Run the Honor Roll
Report."

How to View a Student Honor Roll Information
1. On the start page, search for and select the student.
2. Choose Honor Roll from the student pages menu.

3. On the Honor Roll page, use the following table to enter information in the fields:

Type Description

School Year The school year when the honor roll was earned.

Grade Level The historical grade level for this honor roll record.

School Name The name of the school where honor roll record was issued.
Store Code The store code for the honor roll record.

Honor Roll Method The name of the honor roll method that was calculated.
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Type Description

Level Met The name of the honor roll level earned. Click to access the Edit
Honor Roll page.

4. Do one of the following when done viewing:
* Choose another item from the student pages menu.

* C(lick the Back button on your browser.

How to Edit Student Honor Roll Information

1. On the start page, search for and select the student.

2. Choose Honor Roll from the student pages menu.
3. On the Honor Roll page, click the level met of the honor roll you want to edit.
4. On the Edit Honor Roll page, use the following table to enter information in the fields:
Type Description
School The name of the school where the honor roll was earned. This
field is read-only.
School Year The school year when the honor roll was earned. This field is
read-only.
Store Code The store code for the honor roll record. This field is read-only.
Grade Level The historical grade level for this honor roll record.
Method The name of the honor roll method that was calculated.
Level The name of the honor roll level earned.
GPA The GPA that was used as part of the honor roll calculation.
Message The text message associated with the honor roll level.
Change History A text log detailing when changes were made, who made those
changes, and what was changed for this record. This field is
read-only.

5. Click Submit. The changes are reflected immediately and an entry appears in the change
history.

How to Delete Student Honor Roll Information
1. On the start page, search for and select the student.

2. Choose Honor Roll from the student pages menu.
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On the Honor Roll page, click the level met of the honor roll you want to delete.
4. On the Edit Honor Roll page, click Delete.
On the Selection Deleted page, click Back. The Honor Roll page appears.

Student Standards

This option displays the student’s progress towards meeting standards for advancement or
graduation. For more information on standards, see the section "Standards.”

How to View Student Standards
1. On the start page, search for and select the student.

2. Choose Standards from the student pages menu. The Standards page appears.

Standards
Briggs, Jessica K MWGHS

Enter a Standard Identifier in the boe below or select one from the list

) -
Il'lF:rITITIE'rl ®current Stored € Submit Y

Expand Al Col lapse &

¥ Diatrict

B LA - Languaoe AFts St red
e miaties Shored
P 5C - Science Stored
55 ncial Studies Stored
® L - Foreign Langusage Stored
* H - Healt Stared
® PE - Physical Educatior Stored
L | K vocat ional /Caresers tored
® FP& - Fine Performing drts Stored

= S hool

3. (lick Expand All to display all standards. Click the arrows next to District or School to view
the district- and school-specific standards.

4. Click a link to view information about the standard. Click Stored next to the standard to
view the stored standards grades for the selected student.

Teacher Comments

This option displays a student’s schedule and any comments made by his or her teachers. The
comment text can include links to web sites. Teachers can either select comment bank codes from
the comment bank in both PowerGrade and PowerSchool Teacher or write their own in
PowerGrade. If a teacher does not delete a comment before the PowerSchool administrator
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permanently stores grades for a grading term, that comment becomes part of the student's
permanent record.

How to View Teacher Comments
1. On the start page, search for and select the student.

2. Choose Teacher Comments from the student pages menu. The Teacher Comment page
displays the student’s schedule, teacher for each class, attendance points for each class, and
comments. All comments appear in the last column on the same row as the teacher who
entered them. If the last column is blank, there are no teacher comments.

Note: Parents can view these comments when they log in to PowerSchool.

Teacher Comments

Briggs, Jessicak 10 25021 AEHS

Per. Cowrse Teacher Attendance Comment

Because of her excel lent
performance in this

o class, | recommend that
Jesxsica take the algebra
Achisvemnent exanm.

#lgebra Allphin,

0s 1 Timat by

5711

For more information on creating comments in PowerGrade, see the "PowerGrade User Guide."

For more information on creating comments in the comment bank, see the section "Comment
Bank."

Term Grades

This view-only page displays a student’s end-of-term grades for the current school year. The course,
letter grade, percentage points, citizenship grade, and credit hours are noted for each term.

How to View Term Grades
1. On the start page, search for and select the student.

2. Choose Term Grades from the student pages menu. The Term Grades page appears.

Student Page Views © 2004 Apple Computer, Inc. All rights reserved. 111



s
. PowerSchool

% Term Grades $

fylor, Jessica 10 64011544 DCHS
ql
Period Course Grade % Cit Hrs
2 Algebra |l E- g1.1 H 0O
W Orchestra A 97 H 0O
G Englizh | B 53 A 0
e PE 1 # 97 H 0
G2 Physical Science B- gl H 0
G Spanish 11 B- 21 H 0
W1 World Civilizations B ga A 0O
q2
Period Course Grade % Cit Hrs
W1 World Civilizations B g5 A 0O
W Algebra 11 B 851 H 0O
W3 Orchestra A 100 H @
G1 Englizh | C+ 73 04 0
o PE 1 A= 9z H 0O
G2 Physical Science C Y4 H O
5 Spanizh |1 E- g1 H 0O

Student User Guide

3. Click the percentage to view a detailed breakdown of the assignments that make up the
grade. The Scores page displays the assignments and the selected student’s scores for that

class.

Scores 5

alor, Jessica 9
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Student Test Scores

When entering, editing, or deleting test scores for an individual student, identify the test and select
the student. If the test does not exist in the system, create it and its scores. For more information,

see the section "Tests Setup."

How to Enter Student Test Scores
1. On the start page, search for and select the student.

2. Choose Test Scores from the student pages menu. The Test Scores page appears for that
student.

Test Scores
Briggs, Jessica k. 10 25021 AGHS

Enter Mew Teat: | SAT = | € Submit 3

Tezt Test Date Grade Level Description

3. Choose a test from the Enter New Test pop-up menu. If selecting the test that currently
appears, click Submit. The New Student Test: [Test Name] page appears.

New Student Test: SAT

Briggs, Jessica k. 10 25021 AGHS
Test saT
Date Gi24/02
Term | 02-03 Quarter 1 3

Grade Lewvel IW

Score Humber Percent Alpha

Hath |?4|:| | |

" Delete f Submit ¥

Note: If the test does not appear in the pop-up menu, it has not been created yet. For more
information, see the section "How to Create New Tests."

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

Field Description

Test The selected test appears.

Date Enter the date of the test using the format mm/dd/yyyy or mm-
Ad nnns vy Ao nat e thic fovrmmat an alavt annanee 1 vinag
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Field Description

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.

Term Choose the term from the pop-up menu.
Grade Level Enter the grade level for the test.
Score For each of the test scores, enter the number score, the percent

score, and the alpha letter grade.

5. Click Submit. The Test Scores page displays the new test score for that student.

How to Import Test Scores

Use the Import Test Scores feature when setting up your initial PowerSchool data, enrolling a large
number of new or transferring students, or entering test scores for students after receiving the test
results. Before importing test scores, you must have an ASCII text file containing the test score data
being imported, preferably delimited by tabs.

The following table displays a sample import file for eleventh graders who recently took the ACT.
This example shows an import file reporting the numeric scores, test date, and students' grade level
at the time the test was given. The test scores are named Composite, English, Math, Reading, and
Science.

student_number | Date | grade_level | composite | english [ math | reading | science

645236653 8/7/03 | 11 18 18 17 16 21
645236741 8/7/03 | 11 28 29 27 29 25
645236654 8/7/03 | 11 18 14 22 19 18

To record the numeric, percentage, and alphanumeric scores for test scores, use the following
numeric suffixes after the column headings and one space:

* [Column name] 1: Displays the numeric score. For example, include in the Math 1 column
the scores 17, 27, and 22.

* [Column name] 2: Displays the percentage score. For example, include in the Math 2
column the scores 57%, 90%, and 73%.

¢ [Column name] 3: Displays that alphanumeric score. For example, include in the Math 3
column the scores F, A-, and C.

Note: It is not necessary to have all three score types (number, percent, or alpha) when importing a
score. Import one, two, or all three score types.

The following table displays a sample import file for eleventh graders who recently took a district-
level math test. This example shows an import file reporting the numeric, percentage, and
alphanumeric scores, test date, and students' grade level at the time the test was given.
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student_number Date grade_level Math 1 Math 2 Math 3
645236653 8/7/03 11 17 57 F
645236741 8/7/03 11 27 90 A-
645236654 8/7/03 11 22 73 C

Before importing test scores, you must first create a test and its scores. For more information, see
the sections "How to Create New Tests" and "How to Create Test Scores."

1. On the start page,

choose Special Functions from the main menu.

2. On the Special Functions page, click Importing & Exporting. The Importing & Exporting page

appears.

Importing & Exporting

Importing

Quick Import Import records froman ASCI text file,

Impart Uzing Template  Import using an existing template.

Templates for

Importing Set up import templates.

Exporting
Quick Export Export student data.
Export Uzing Template  Export usinganexisting template.

Templates for Exporting Set up export templates.

3. (Click Quick Import. The Quick Import page appears.

Quick Import

Option Value

Table: | Test Scores ¥

Field delimiter:

End-of-line marker: | CR = [

File to import: ACTscores.rtf Browse...

Suggest fleld map ]

Schoal #pple Grove High Schoal

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

Description

Table

Choose the Test Scores table from the pop-up menu.

Field delimiter

Choose the field delimiter from the pop-up menu. This refers to
the item that will separate the fields in the exported data. If you
choose Other, enter the delimiter in the field.

End-of-line marker

Choose the end-of-line marker from the pop-up menu. This
refers to the item that will separate the records in the exported
data. If you choose Other, enter the delimiter in the field.

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

File to import

Click Browse next to the "File to import" field. Navigate to the
data file and click Open.

Suggest field map

Select this checkbox to have the system suggest PowerSchool
field names for the information in the data file. These are just
suggestions and can be changed.

School

The selected school appears.

5. Click Import. The Select Test page appears.

Select Test

Test:

£ Submir- A

Choose a test from the Test pop-up menu. If the test you want does not appear, create it. For more
information, see the section "How to Create New Tests."

6. Click Submit. The "Import Records from an ASCII Text File" page appears.
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Import Records from an ASCIl Text File

From your file . Tao PowerSchoo

WP mechansicpg 1 D000Y

cooEr T 02 \TonttblsTOvrewissy - - [

i

math -- [ Math Mum = ]
warh -- [ English Mum t_]
i [ Composite Num_ ¢ |

Student User Guide

7. Choose the PowerSchool field into which you want to enter each value from the To

PowerSchool pop-up menu.

8. Select the checkbox to exclude the first row. Depending on the text file, the first row may
include information about the file and not about the student test scores.

9. Enter the imported value you want to use in the unmapped field, and choose the
PowerSchool field from the pop-up menu.

Check to exclude first fev ]
row =

The lines below can be used to assign a constant
walug to fieldis) inall of the imported records.

—

> [ Student Number % ]

:)

£ Submit %

10. Click Submit. The Import Progress page displays the records that were successfully imported
and those that the system could not import because of your specifications. The system
imports the data into the Test Scores table. Depending on the type of data, you can view,

edit, and report on it.

How to Edit Student Test Scores

1. On the start page, search for and select the student.

2. Choose Test Scores from the student pages menu. The Test Scores page appears for that

student.
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Holloway, kyles AGHS

Enter Mew Test:l SAT 2| £ Submit 3

Test Grade .
Test Date Lewel Description
G/257 College entrance examination
SAT 200z 9 offered to students beginning grade

11

Student User Guide

3. Click the name of the test to be edited. The Edit Student Test: [test name] page appears.

Edit Student Test: SAT

Holloway, kplee 9 ZR338 AGHS
Test SaT
Date 22302
Term [ 93-94 1993-1994 School Year %

Grade Level |g

Score Humber Percent Alpha

Hath |64E| |ED |E

r Delete 3 f Submit ¥

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

Field Description

Test The selected test appears.

Date Enter the date of the test 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.

Term Choose the term from the pop-up menu.

Grade Level Enter the grade level for the test.

Score For each of the test scores, enter the number score, the percent
score, and the alpha letter grade.
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5. Click Submit. The Test Scores page displays the edited test score for that student.

How to Delete Student Test Scores

1. On the start page, search for and select the student.

2. Choose Test Scores from the student pages menu. The Test Scores page appears for that

student.

Test Scores

Holloway, kyles AGHS

Enter Mew Test:l SAT 2| £ Submit 3

Test Test Grade

Date Lewel Description
G/257 College entrance examination
SAT 200z 9 offered to students beginning grade

11

3. Click the name of the test to be deleted. The Edit Student Test: [test name] page appears.

Edit Student Test: SAT

Holloway, kplee 9 ZR338 AGHS
Test SaT
Date 22302
Term [ 93-94 1993-1994 School Year %

Grade Level |g

Score Humber Percent Alpha

Hath |64E| |ED |E

r Delete 3 f Submit ¥

4. Click Delete. The Test Scores page displays without the deleted test score.

Truancies

This feature provides a quick view of a student’s truancies. From the Truancies page, enter and
change records of truancy occurrences.
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How to View Truancies
1. On the start page, search for and select the student.

2. Choose Truancies from the student pages menu. The Truancies page displays any truancy
on the selected student’s record. If there are no truancies listed, the student does not have
any truancy recorded.

Truancies L
Briggs, Jessicakl 10 25021 AEHS
o - -
Howr
Date Reason Hany Comments
Br224 . . ) )
2002 Cut 1 Jessica skipped first period.

How to Create a New Truancy Record
1. On the start page, search for and select the student.

2. Choose Truancies from the student pages menu. The Truancies page appears.

Truancies L
Briggs, Jessicakl 10 25021 AEHS
o - -
Howr
Date Reason Hany Comments
Br224 . . ) )
2002 Cut 1 Jessica skipped first period.

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

Student User Guide
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New Truancy Record L

Briggs, Jessica K

Student
Date

Reason!
Title

Number

Comment

10 25021 AGHS

Briggs, Jessica K

|9.f1 ri2002

|Cut

|2 {can be +or -3

Jessica skipped the entire school day.

f Submit

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

Student User Guide

Field Description

Student The selected student appears.

Date Enter the date of the truancy 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.

Reason/Title Enter the reason for the truancy record. Many schools have a
set list of options for reporting and tracking purposes.

Number Enter the number used to calculate attendance for the record.
This can be a positive or negative number, depending on the
system your school uses.

Comments Enter any comments about the truancy.

5. Click Submit. The Changes Recorded page appears.

How to Edit a Truancy

Record

1. On the start page, search for and select the student.

2. Choose Truancies from the student pages menu. The Truancies page appears.

Student Page Views
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Truancies L

Briggs, Jessica k. 10 25021 AGHS
¢ Mew b
Howe
Date Reason Hany Comments
EFR B Cut = Jessica skipped the entire
200z schoal day.
Br22d ) . ) )
2007 Cut 1 Jeszica skipped first period.

3. C(lick the date of the entry to be edited. The Edit Truancy Record page app

ears.

Edit Truancy Record L
Briggs, Jessica k. 10 25021 AGHS

Student Briggs, Jessica K

Date G yizo02

Reason!
Title |Cut

Number 2 fcan be + or -}

Jessica skipped the entire school day.

Comment

“ Delete f Submit ¥

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

Field Description

Student The selected student appears.

Date Enter the date of the truancy 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.

Reason/Title Enter the reason for the truancy record. Many schools have a
set list of options for reporting and tracking purposes.

Number Enter the number used to calculate attendance for the record.
This can be a positive or negative number, depending on the

Student Page Views
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Field Description
system used at your school.
Comments Enter any comments about the truancy.

5. Click Submit. The Changes Recorded page appears.

How to Delete a Truancy Record

1. On the start page, search for and select the student.

2. Choose Truancies from the student pages menu. The Truancies page appears.

Truancies L
Briggs, Jessica k. 10 25021 AGHS
¢ Mew b
Howe
Date Reason Hany Comments
EFR B Cut = Jessica skipped the entire
200z schoal day.
Br22d ) . ) )
2007 Cut 1 Jeszica skipped first period.

3. Click the date of the entry to be deleted. The Edit Truancy Record page appears.

Edit Truancy Record L

Briggs, Jessica k. 10 25021 AGHS
Student Briggs, Jessica K
Date 9172002
Reason!
Title |Cut
Number 2 fcan be + ar -3
Jessica skipped the entire school day.
Comment

“ Delete f Submit ¥

4. Click Delete. The Changes Recorded page appears.

Student Page Views
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Student Administration Pages

Administration

District Specific
Fee Transactions
Log Entries

Lunch

Lunch Transactions
Met/Phone Access
SEOP Review

District Specific

Student User Guide

This menu item provides select information on students and is set up by the PowerSchool
administrator for your district. The following example shows test scores; yours may not, since the
information is district-specific.

How to Edit District-Specific Student Information

1. On the start page, search for and select a student.

2. Choose District Specific from the student pages menu. The District Specific page appears.

District Specific
Briggs, Jessica kl 10 25021
PHLOTE
Language form
ILDP
HLM
Monitor date
LPAC date
LEP status
LEP exit date

ESL placement

T

AGH3

SAT

SPEDLEP

|...._..
[ ¢]
ATE skill cert.s |"'""'""

ACT-Englizh {“’“’"
ACT-Reading |"_'"
ACT-Math f"'"""
ACT-Science r—_
ACT-Composite E““

ACT date I
ATE skill cert. E
IPT CRT

£ Submit %

3. Edit the fields as necessary. To edit IPT or CRT information, click the appropriate link and

edit the scores.

Student Page Views
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4. Click Submit. The District Specific page displays your changes.

Note: Your PowerSchool administrator can modify this page to meet your school's needs.

Fee Transactions

Fee Transactions represent the exchanges of funds for a student within the PowerSchool system. To
access Fee Transactions, log in at the district or school level, search and select a student, and then
click the Fee Transactions link. The Fee Transaction page displays the student’s fee and transaction
information for the current school year. Use these pages you can administer student fees, create fee
transactions, and view transaction information for individual students.

For information about administering student fees, see the section “Student Fees.”
For information about creating fee transactions, see the section “Fee Transactions.”

For information about viewing transaction information, see the section “Fee Transaction
Information.”

For information about fee functions for a group of students, see the section "Fee Functions."

Log Entries

Use log entries to create a record regarding a student's behavior, performance, or activity. Many
schools use log entries to chronicle disciplinary actions. Log entries can also be used to record
students' positive achievements. Regardless of your reason for creating the log entry, the system
immediately sends the log entry to the PowerSchool server, where it is stored in the student's
permanent record. Only authorized staff members can modified or delete the log entry.

To access log entries, log in at the district or school level, select a student, and click Log Entries.
Using the Log Entries page, you can view, add, edit, and delete log entries and discipline alerts.

Note: The Log Entries student page is customizable. The information presented in this section is
based on the default setup and may differ from your PowerSchool Log Entries student page. For
information about configuring this page, see the sections "Log Types" and "Log Entry Fields."

How to View Log Entries
1. On the start page, search for and select the student.

2. Choose Log Entries from the student pages menu. If nothing appears, no teachers or other
administrators have created log entries for the selected student.
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Log Entries % L 1

.-_%._‘ Skinner, Adshley 11 64010713 DCHS

Edit Dizcipline &lert

- -
Mew

Date Description

Cheating Olson, &bby B. Cheating on exan Warning
D135 Ashley was found cheating on an exam by having anopen
2002 book under her desk. Since the exarn had just bequn, | gave
her awerbal warning.

How to Create a Log Entry

Though teachers can create log entries in PowerGrade, administrators create log entries in

PowerSchool.

1. On the start page, search for and select the student.

Student User Guide

2. Choose Log Entries from the student pages menu. The Log Entries page appears.

LogEntries % L 1

cﬁm‘ Skinner, dshley 11 64010713 DCHS

Edit Dizcipline Alert

- -
MeEw

Date Description

Mo log entries were found for this student.

3. Click New. The New Log Entry page appears.

Student Page Views
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{3 NewLogEntry ¥ L 4
B cSkinner, Ashley E4010713 DCHS
General LDQ Information
Student Skinrer, &shley
Date & Time O 3200(10:01 Al
Author |Olson, Aboy B
Log ype
[ Cheating (Cheating) s
Sublype
{optionol for
discipline}
C—IHINHHIIHHL'I:.'
o tional for Warning - J
disciplineh =
Title [Cheating on exam
Achleywas found chaating on an
2xam by having an open book undar
Log enlry her desk Since the exam had just
text pegun, | gave har a verbal warning)

Note: The Date, Time, and Author fields are automatically entered when the page appears.
There is no need to change or add anything to those fields unless they are incorrect.

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

Field Description

Student The selected student appears.

Date & Time Enter the current date and time 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.

Author Enter the name of the log entry author.

Log Type Choose the log type from the pop-up menu.

Subtype Choose the log subtype from the pop-up menu.

Consequence Choose the log consequence from the pop-up menu.

Title Enter a title for the log entry.

Log Entry Text Enter the log entry text.
Note: This information goes in the student's permanent record.
There is no limit to the length of the entry.

Student Page Views
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Because Log Entries student page is customizable, the fields that appear on the second half
of the page (after the Log Entry Text box) may differ from your PowerSchool Log Entries

student page.

Fesderal Qus Sele Schools Ack Informatica

= T Fopup CEnices Are Erbared In Schnl Sen

=

mcwdinst Typs | Threan T mida o

=
(L)

cidial Type Calegong *

Inckdent Type Detall *

bzl Dealla: [HBLDNDG ——1
el [Twaeiznns
el Sonlmad | cursige School Faurs &1 & Schoo! Sponsored Actving &
Mncdent Lo athon [ Srhizal Sprasared Off-Campus Activity :]
moidert Location Detall | %
Milrdnr | Erudent %]
Peportes [ Zther Geheal Graif %]
Meporhes 1 izt
izt Tigpsiz | Srudent =
Felony Flag IE=RE
Likmliy Injery l Mo | &
Frehund Pl Vil i Ma | %]
Police nvolved | e %
Hemieg Crihces l Mo |
Ciampy P izl Mo & |
Hebe Crme I=RE
cohol Relsted l Mg
Dy Pazlaeed LU |
Drug Type [ 1]
Whizmim e =
Felaied =
Elampns ypn %
Wiespon Type
Hullix
Honey Loss
Falue (1T
LT —
Rezalia imw
Onllar | s
Amonal bar
fny Ferty)
deln P [TOMERCOE
s linn Taken | Diarention il
Aclion Tokes [ .
tatml - z
e lion Tekea R —
Frml Duliz bR [T00EIC02
DDA Y]
Dairalinm R
thAssigred!
Dairalion
LACtual
Durafion A - =
Changy Sowren |_IEEMETL 4
tmration Wodes |Soudanl showsd erorss s was lel oul sais.
Sequeme |
fbdmisistiabon
in
* Tuzns Popap Chetoss gre Dizred |0 stonl Setup
—Subme Y

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

Description

Incident Type

Choose the type of incident from the pop-up menu.

Incident Type Category

Choose the category of the incident from the pop-up menu.

Incident Type Detail

Choose the details of the incident type from the pop-up menu.

Incident Date

Enter the date of the incident.

Incident Context

Choose the context of the incident from the pop-up menu.
Indicate if the incident occurred during or outside school hours
and if it occurred at a school-sponsored activity.

Incident Location

Choose the location of the incident from the pop-up menu.
Indicate if the incident occurred on campus, during an off-
campus school activity, or while using school-sponsored
transportation.

Incident Location Detail

Choose the details of the incident location from the pop-up
menu.

Offender Choose the category of the person committing the incident,
such as a student or teacher, from the pop-up menu.

Reporter Choose the category of the person reporting the incident, such
as a student or teacher, from the pop-up menu.

Reporter ID Enter the identification number of the person reporting the
incident.

Victim Type Choose the category of the person victimized by the incident,
such as a student or teacher, from the pop-up menu.

Felony Flag Select Yes or No to indicate if the incident was a felony.

Likely Injury Select Yes or No to indicate if the incident likely resulted in an

injury.

School Rules Violation

Select Yes or No to indicate if the incident was a violation of
school rules.

Police Involved

Select Yes or No to indicate if there were police involved in the
incident.

Hearing Officer

Select Yes or No to indicate if there was a hearing officer
involved in the incident.

Gang Related

Select Yes or No to indicate if the incident was gang-related.

Hate Crime

Select Yes or No to indicate if the incident was a hate crime.

Alcohol Related

Select Yes or No to indicate if the incident was alcohol-related.

Student Page Views
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Field

Description

Drug Related

Select Yes or No to indicate if the incident was drug-related.

Drug Type

Choose the drug type from the pop-up menu.

Weapon Related

Select Yes or No to indicate if a weapon was used during the
incident.

Weapon Type

Choose the type of weapon, such as a knife or a handgun, from
the pop-up menu.

Weapon Type Notes

Enter any notes related to the weapon type.

Note: You can enter a maximum of 79 characters.

Money Loss Value

Enter the amount of money lost in the incident.

Action Date

Enter the date the discipline action was taken.

Action Taken

Choose the discipline action taken, such as detention or
suspension, from the pop-up menu.

Action Taken Detail

Choose the details of the discipline action taken from the pop-
up menu.

Action Taken End Date

Enter the date the discipline action ended.

Duration (Assigned)

Enter the assigned duration of the discipline action, such as 2
for two hours of detention.

Duration (Actual)

Enter the actual duration of the discipline action.

Duration Change Source

Use the pop-up menu to choose the reason for any difference
in the values of the Duration (Actual) from the Duration
(Assigned) fields.

Duration Notes

Enter any notes related to the duration of the discipline action.

Note: You can enter a maximum of 79 characters.

Sequence

Enter the numerical sequence of this log entry if entering more
than one log entry for the incident.

Administrator ID

Enter the identification number of the person administering the
discipline action.

6. Click Submit. The Changes Recorded page appears.

How to Edit a Log Entry

There are times when you must change an entry because it contains too much or not enough
information. Only those school administrators with the proper permissions can edit a log entry.
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2. Choose Log Entries from the student pages menu. The Log Entries page appears.

Log Entries % L 1

.-_%._‘ Skinner, Adshley 11 64010713 DCHS

Edit Dizcipline &lert

C Hew O
Date Description
Cheating Olson, &bby B. Cheating on exan Warning
D135 Ashley was found cheating on an exam by having anopen
2002 book under her desk. Since the exarn had just bequn, | gave

her awerbal warning.

3. Click the date of the entry to be edited. The Edit Log Entry page appears.

% Edit LogEntry 1 4
s 4 "

Skinner, Aahley &A1 0713 DCHS

Shudent Skinner, dshley

Date & Time | 0H 3)200010:01 Al

Author Olaon, by B

Log Type

Subtype (not —

uzed for | Cheating (Cheating) s

discipline)

Conscquence

inot wsed for | Warring ¥ ]

discipline} =

Title |Cl'ca'.i-"u: oM EXam
Ashlaywas found chealing on an
gxam by having an open book undar
her desk Since the exam had just

Log Entry bagun, | gave ner a varbal waming.

Text

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

will be submitted as a blank entry.

Field Description
Student The selected student appears.
Date & Time Enter the current date and time 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
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Field Description

Author The name of the log entry author appears.

Log Type Choose the log type from the pop-up menu.

Subtype Choose the log subtype from the pop-up menu.

Consequence Choose the log consequence from the pop-up menu.

Title Enter a title for the log entry.

Log Entry Text Enter the log entry text.
Note: This information goes in the student's permanent record.
There is no limit to the length of the entry.

See the section "How to Create a Log Entry" for details of the Federal Gun Safe Schools Act
Information fields.

Note: Depending on your state, additional state-specific fields may appear. Modify the fields
as necessary.

5. Click Submit. The Changes Recorded page appears.

How to Delete a Log Entry

Occasionally a log entry must be deleted from the student's permanent record. Only those school
administrators with the proper permissions can delete a log entry.

1. On the start page, search for and select the student.

2. Choose Log Entries from the student pages menu. The Log Entries page appears.

% Log Entries % L 1

.ﬁ’i&._ Skinner, Adshley 11 64010713 DCHS

Edit Dizcipline &lert

- -
Mew

Date Description

Cheating Olson, &bby B. Cheating on exan Warning
D135 Ashley was found cheating on an exam by having anopen
2002 book under her desk. Since the exarn had just bequn, | gave
her awerbal warning.

3. C(lick the date of the entry to be deleted. The Edit Log Entry page appears.
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i) EditLogEntry ¥ L ¢
hj Skimner, Ashley 11 64010713 DCHS

Shedent Skinmer, dshley

Date & Time B 32001 0:07 Al

Parthior Olzon, kb B

Loa Type
Subtype (not

used for | Cheating (Cheating) s
digciplineg)

Consequence

inot used for | Warning ¢
dizcipling) =

Title [Cheafing on exam

Ashlaywas found chealing on an
@cam by having am opan book undar
her desk Since the exam had just

Log Entry bagun, | gave har a varbal waming.
Text

4. Click Delete. The Changes Recorded page appears.

How to Add a Discipline Alert
_‘=|i='_

Use a Discipline alert to indicate and make staff members aware of a student's discipline
information.

1. On the start page, search for and select the student.

2. Choose Log Entries from the student pages menu. The Log Entries page appears.

‘3 LogEntries ¥ L 1

&.“ Skinner, Adshley 11 64010713 DCHS

Edit Dizcipline &lert

- -
Mew

Date Description

Cheating Olson, &bby B. Cheating on exan Warning
D135 Ashley was found cheating on an exam by having anopen
2002 book under her desk. Since the exarn had just bequn, | gave
her awerbal warning.

3. C(lick Edit Discipline Alert. The Discipline Alert page appears.

Student User Guide
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Discipline Alert % L 1

E;L‘ Skinner, dshley 11 64010713 DCHS

Ashley has been caught cheating
ance already on an exam. Any
Discipling additional cheating violations in any
mertp class this year will cause her to fail
Text this class as well as the other class.

Alert
Eﬂ::fs |2':”:|3 (07070 b0 never expire)

£ Submit
4. Use the following table to enter information in the fields:
Field Description
Discipline Alert Text Enter the discipline-related information.
Alert Expires Enter the alert expiration date, if any, 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. If there is no
expiration date, use the default entry 0/0/0.

5. Click Submit. The Discipline Alert icon appears at the top of each page for the selected
student. If the student does not have a Discipline alert, the icon does not appear.

6. Click the Discipline Alert icon to read the alert from any page. The Discipline alert for
the selected student appears.

flj Discipline Alert
Skinner, dshley

#shley has been caught cheating once already on an exam. &ny
additional cheating wiolations inany class this vear will cause
her to fail this class as well as the other class.

Alert Expires: 0/0/0

Close

7. Click Close to close the Discipline Alert window.
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Search Log Entries

Log entries are used to create a record regarding a student's behavior, performance, or activity.
Many schools use log entries to chronicle disciplinary actions. Log entries can also be used to
record students' positive achievements.

Using the Search Log Entries page, you can search for log entries based on selected parameters.
Upon submitting the search, the Log Entry Functions page appears displaying three output options.
You can view a list of the log entries, print a log entries report, or export the log entries.

To search log entries, log in at the district or school level, navigate to the Special Functions menu,
and click Search Log Entries.

How to Search for a Log Entry

Use PowerSchool to search for log entries containing selected words or those created during a
specific period. Your security access will dictate how detailed of a search you can perform. For more

information, see the section "Security."
1. On the start page, choose Special Functions from the main menu.

2. Click Search Log Entries. The Log Entries Search page appears.

Log Entries Search

Option Value

Log Type * Discipline =

| Cheating (Cheating)

Log Subtype

Log \ -
Consequence [ Warnln._'] =]

Contain this
texl

And contain
this text

Do not
contain this
text

Title
containg this
text

Entered on
or after this
date

Entered on
or hefore

this date

Student
Grade Lewel

Author

R

Sort by [ Date, then name | % I

# Muzt choosa & log type before searching

f Submit 3
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3. Complete any combination of the following fields. Use the following table to enter

Field

Description

Log Type

Choose the log type from the pop-up menu.

Log Subtype

Choose the log subtype from the pop-up menu.

Log Consequence

Choose the log consequence from the pop-up menu.

Contain this text

Enter the log entry text to search for.

And contain this text

Enter additional log entry text to search for.

Do not contain this text

Enter log entry text to be ignored during the search.

Title contains this text

Enter all or part of the title of the log entry.

Entered on or after this
date

Enter a date either before or on the date the log entry was
created 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.

Entered on or before this
date

Enter a date either after or on the date the log entry was
created 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.

Student Grade Level

Enter the grade level of the student.

Author

Enter the name of the log entry author.

Sort by

Choose the sort order criteria from the pop-up menu.

4. Click Submit. The Log Entry Functions page appears.

Log Entry Functions

What do you want to do with the Log records you have selected?
List Log Entries
Printa Report
Quick Export

Prints a quick list of currently selected Log records.
Prints a repart for currently selected Log records,

Exports data an currently selected Log records.

the following:

Student Page Views

5. Click Submit. The Log Entry Functions page appears.

6. Depending on what you want to do with the Log records you have selected, select one of
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* List Log Entries
* Print a Report
*  Quick Export

7. Based on your selection, see the appropriate section below.

List Log Entries

The first output option is List Log Entries. Use this option to create a line listing of the log entries in
the current selection of log entries.

1. Search for log entries.

2. Onthe Log Entry Functions page, click List Log Entries. The List Log Entries page appears.
The system tells you how many log entries were found and lists each entry. You have two
options for how to proceed.

Log Entries

Make this the current selection of students
35 log entries found

12/3/2002 Cheating Gurney, Jeridnne |rene i Froasinn

Disipline:

1275372002 Cheating Matthews, &lvxis Lynn o Froosiia
Disipline:

1251872002 Cheating Baxter, Carrie LWnn o4 Ffraadiin
Disipline:

25672003 Cheating Siemers, Bryce (i Fransin
Disipline:

3754/2003 Cheating Thurlow, Michaela Jo e Ffraadiin
Disipline:

3542003 Cheating wWilliams, Brody P, oie Froasiia
Disipline:

35572003 Cheating Vinsan, Felicia Jie fraasdiaDisipline:

35872003 Cheating Gregary, daron Daniel i Fransinn
Disipline:

3511 /2003 Cheating Stedman, dxel i Fraadinn
Disipline:

351272003 Cheating Pattersan, Jeremy Johannes oéw
FruadiiaDisipling:

3. Do one of the following:
* C(lick "Make this the current selection of students" to work with the entire group.

* (lick a student name to view all log entries for that student.
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Date

EFRIGT
2002

Log Entries % L 1

.-_ﬁj&._‘ Skinner, Adshley 11 64010713 DCHS

Description

Cheating Olson, &bby B. Cheating on exan Warning

Ashley was found cheating on anexam by having an apen
book under her desk. Since the exarn had just bequn, | gave
her awerbal warning.

Edit Dizcipline &lert

- -
Mew

Print a Report The second output option is Print a Report. Use this option to print log object reports
that you have created using the Objects reporting tool . For more information, see the section

"Objects Reports."

Note: At this time, only one log record can be printed per page.

Print a Report
1. Search for log entries.

2. On the Log Entry Functions page, click Print a Report. The Print a Report. page appears.

Print Log Entries

Option Value
Which report would .
you like to print? [ Log Entries ¥
Which Log Entries? e

— ' Only the first Fm pages.

- - "

Watermark Taxt g Confidential s ]
Watermark Mode [ Watermark = ]

ASAP =
When to print [ = ]

I [ 3 K

f Submit ¥

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

Field

Description

Which report would you

Libkn +0 nrint?

Choose the report you want to print from the pop-up menu.
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Field Description
like to print?
Which Log Entries? Indicate the number of report pages you want to print by

selecting one of the following:
* Leave the "Only the first" option blank to print all of the
report pages.

* Select the "Only the first" option to limit the number of
report pages you want to print. Enter the number of
pages in the "pages" field.

Watermark Text If you want to print text as a watermark on each page of the
report, use the pop-up menu to either choose one of the
standard phrases or choose Custom and enter the text you
want to print as a watermark in the field.

Watermark Mode Use the pop-up menu to determine how you want the text to
print. Watermark prints the text behind objects on the report,
while Overlay prints the text over objects on the report.

When to print To run this report, select a time to start it:

* 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 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.

Click Submit to generate the report. The Report Queue page appears. For more information, see the
section Report Status.

Report Queue - My Jobs refresh

Created Job Name Started Ended Status
05/18/ 05/18/
DoLlB! LogEntries 2004 2004 Completed

12:30 PM 12:30 PM

Quick Export

The third output option is Quick Export. Use this option to quickly produce a list of information
from the Log table.
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page, click Quick Export. In most cases, you will not need to
on the Export Students page. Skip to Step 4. If you want to

change the selections, proceed to the next step.

Export Log Entries - Export the Log Entries

Entry Date
Entry Time
Subject
Entry

Field List

Student Mumber D

Field Delimiter (Tab 2]
Record Delimiter I

— "Surround Fields” @ Column titles an 1st row

£ Submit Y

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

Field

Description

[Fields to be Exported]

Enter the fields to be included on the exported spreadsheet.

Enter as many fields as you want. Separate multiple fields with
spaces. If you need help remembering field names, click Fields

at the bottom of the page.

The following are Log table student fields you can export:
01]LastFirst

01]Grade_Level

01]Student_Number

01]DOB

1
01
01]Mailing_City
01]Mailing_Street
01]Mailing_State
01]Mailing_Zip

o
2
V2]
=

[01]
[01]
[01]
[01]
[01]
[01]
[01]
[01]
[01]
[01]
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Field

Description

[01]Alert_Discipline
[01]State_StudentNumber

The following are Log table discipline fields you can export:

Entry_Author

Entry_Date

Entry_Time

Student_Number

Subject

Entry

Consequence

Subtype

Category

Logtypeid
Discipline_IncidentType
Discipline_IncidentTypeDetail
Discipline_IncidentTypeCategory
Discipline_IncidentContext
Discipline_IncidentDate
Discipline_IncidentLocation
Discipline_ActionDate
Discipline_IncidentLocDetail
Discipline_ActionTaken
Discipline_ActionTakenDetail
Discipline_AdministratorID
Discipline_LikelylnjuryFlag
Discipline_AlcoholRelatedFlag
Discipline_MoneyLossValue
Discipline_DrugRelatedFlag
Discipline_Offender
Discipline_DrugTypeDetail
Discipline_PolicelnvolvedFlag

Discipline_DurationActual
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Field Description
* Discipline_Reporter
* Discipline_DurationAssigned
¢ Discipline_ReporterlD
* Discipline_DurationChangeSource
* Discipline_SchoolRulesVioFlag
* Discipline_DurationNotes
* Discipline_Sequence
* Discipline_FelonyFlag
* Discipline_VictimType
* Discipline_GangRelatedFlag
* Discipline_WeaponRelatedFlag
* Discipline_HateCrimeFlag
* Discipline_WeaponType
* Discipline_HearingOfficerFlag
* Discipline_WeaponTypeNotes
* Discipline_ActionTakenEndDate
¢ Custom
Field Delimiter Choose a field delimiter from the pop-up menu. The field
delimiter is the item that separates fields in the exported data. If
you choose Other, enter the delimiter in the blank field.
Record Delimiter Choose the record delimiter from the pop-up menu. This refers
to the item that will separate the records in the exported data.
If you choose Other, enter the delimiter in the field.
* CR: Carriage return
* CRLF: Carriage return line feed
* LF:Line feed
Surround Fields Select this checkbox to surround the fields in the exported data
with quotation marks.
Column titles on 1st row | Select this checkbox to include column titles on the first row of
the exported data.

4. Click Submit. The exported data appears.

5. Choose File > Save As... to save the file. Open the saved file using a spreadsheet application,
such as Excel or Lotus 1-2-3. Format, print, and save it as any other spreadsheet document.
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This menu item provides a quick view of a student’s lunch status and account balance. If your
school uses PowerLunch, any entries or changes made here appear in PowerLunch and vice versa.
For additional information, see the section "PowerLunch."

How to Edit Student Lunch Information

1. On the start page, search for and select the student.

2. Choose Lunch from the student pages menu. The Lunch page appears.

Lunch

Briggs, Jessica bl 10 25021 AEHS
Lunch status [ Temporary (T) =+ ]
Application # 12345

Date Submitted [2002

Date Responded 2002
Lunch 1D 2622

Current balance  § zo.00

£ Submit

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

Field

Description

Lunch status

Choose the lunch status from the pop-up menu.

Application #

Enter or change the number of the student’s application for
free or reduced price lunches.

Date Submitted

Enter or change the date the student’s application was
submitted 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.

Date Responded

Enter or change the date of the response to the student’s
application 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.

Lunch ID

Enter or change the lunch ID number.
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Field Description

Current balance The current balance appears.

4. Click Submit. The Changes Recorded page appears.

Lunch Transactions

This page displays the lunch balance and payment activity for the selected student. You can enter
the student’s initial deposit for meals, as well as subsequent deposits other than those made when
the student passes through the lunch line. If your school uses PowerLunch, this page links to the
information entered in that area of PowerSchool. For more information on this option, see the
section "PowerLunch."

If the balance next to the last line item on the Lunch Transactions page does not match what's in
the Balance field, you may need to recalculate that student's lunch balance. For more information,
see the section "How to Recalculate a Student's Lunch Balance."

When a student's lunch balance falls below a designated level, a Balance alert appears for the
student. For Balance alert setup information, see the section "Balance Alert."

How to Enter Lunch Transactions
1. On the start page, search for and select the student.

2. Choose Lunch Transactions from the student pages menu. The Lunch Transactions page
appears.

Lunch Transactions
Briggs, Jessica k. 10 25021 AEHS

- -
Mew

Balance: 30.00 Beginning balance: 0.00

Date Time Net  Balance Description
0Es16s 11:54 ]
00z A 20,00 20,00 Cash deposit

097135 10:43 Depasit by personal
2002 4 10.00 30,00 ek

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

Briggs, Jessica bl 10 25021 AGHS
Transaction Date |10/3/2003
Description | Payment

Amount of Fee
Amount of Credit |4

Tender Type ®ash Ocheck

£ Submit 3

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

Field

Description

Transaction Date

If the transaction does not take place today, enter a different
transaction 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.

Description

Enter a description of the transaction.

Amount of Fee

Enter any amounts charged to the student.

Amount of Credit

Enter any amounts credited to the student.

Tender Type

Select the appropriate option to indicate the form of payment:
* C(Cash
* Check

5. Click Submit. The Changes Recorded page appears.

How to View the Balance Alert

1. On the start page, search for and select the student. A Balance Alert icon appears if the
student's account balance is below the designated level.

2. Click the Balance Alert icon

Student Page Views

Quick Lookup %

Allan, Jessica 10 340000029

The Balance Alert page appears.
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Net/Phone Access

Use this view-only option to track the number of times a parent, guardian, or student logs in to
PowerSchool. The Summary page tells how many times a family has checked on the student's
progress and the date of each login. You can tell if members checked in via the Internet or phone
and determine how much time they spent reviewing the information.

How to View Net/Phone Access Information
1. On the start page, search for and select the student.

2. Choose Net/Phone Access from the student pages menu. The Net/Phone Access page
appears.

Net/Phone Access

Brinkerholf, fBamie o 1  £2£5335 Al:Ha

Farent Access Summany

Duration  Oplions

Lo L et ({minutes} iphone onbhyd

1. Z2A19/2002 <444 PH Internet 0.75

Sludenl Access Summary

[rate Time Ancassed Via r{;l-,?]_:"::r} -_IH'llil'lrr:JH'_-}
1. Z/28/2002 B:174M  Internst o1z
o 10AS2001 1222 PM Internet 0.F3
I 10532001 1:05 PH Internet 0 44

SEOP Review

Use this menu item to review and track Student Education Occupation Plan (SEOP) information. The
purpose of the SEOP review is to recognize student accomplishments and strengths. In the SEOP
review, the student and his or her parents meet with school counselors and other school personnel
to develop a strategy to plan and manage the student's education and career development.

Your school’s SEOP Review page might differ from the example. The page can be modified or
updated by PowerSchool per your request. Contact your PowerSchool administrator about making
changes to the SEOP Review page.

How to View SEOP Information
1. On the start page, search for and select the student.

2. Choose SEOP from the student pages menu. The SEOP Review page appears.
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SEOP Review

Briggs, Jessica k. 10 25021 AGHS
Lermographics Career Pathways
Current Schedule Test Data
Current Summary Extracurricular

Ernergency Contact Information S04 Infarmation
Modify Demographics Fhato
K123456 789101112 fvards

3. Click the various links to determine what actions can be executed from this page.

4. Click your web browser’s Back button until you return to the SEOP Review page.

Student Enrollment Pages

Enrollment

activities

&1 Enroll ments
Functions
Special Programs
Tranzfer Info

Activities

Use the Activities function to view and manipulate extracurricular activities on two different levels.
Add or delete an activity from an individual record. Alternatively, add or delete an activity from the
PowerSchool system that can be applied to any or all records.

How to Add or Delete Activities on a Student Record

This action adds or deletes an activity to a specific student record. It affects the selected student
only.

1. On the start page, search for and select the student.

2. Choose Activities from the student pages menu. The Activities page appears.
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Briggs, Jessica kbl 10 25021 AGHS

Activities

ath volleyball B [ Jazz Band

¥ Basketball “hns
“JBoys Basketball [ Pep Club
':Einys Swimming ':Spee-:h

:Cheerleading :Student Council

:Ernss Country IE‘Swimminq
:Drama :Swingthnir
:DriIITeam :Track
recLa Track & Field
Irra valteyball
I Fontball wizight Card
Jair wirestling

f Submit

Student User Guide

Selected checkboxes indicate that the student participates in that activity. Deselected

checkboxes indicate that the student does not participate in that activity.

Select the checkboxes to add activities to the student’s record.

4. Deselect the checkboxes to remove activities from the student’s record.

Click Submit. The Changes Recorded page appears.

All Enrollments

This page displays the selected student's enrollment history. It is most often used by counselors
reviewing the student’s entry and exit dates to previous and current classes. Counselors and other
school administrators can view assignments for the classes listed and any teacher comments.

PowerGrade sends the information from the teachers’ data files to PowerSchool for storage. Once
the grades and comments are on the PowerSchool system, they are part of the student’s
permanent record unless the teacher deletes them from their PowerGrade files before the end of
the term (when grades are stored). Only certain school administrators, such as counselors, can edit

these stored records.

For additional information, see the section "Work With Student Schedules.”
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How to View Grades and Assignments

Using this option on the All Enrollment page, view grades and assignments for any class in which
the student has been enrolled.

1. On the start page, search for and select the student.

2. Choose All Enrollments from the student pages menu. The All Enrollments page appears.

All Enrollments ©

Blozs, Justin 10 26012 A HS
Entered Exited Exp Course Teacher View Edit
92472001 142142002 DECA) Project ddwenturs Harzen, Jamezon Vims  Edit
DIEAAI00N TFELSZ002 0T veoods 1 Al edge, Jeesics it
ArE4s2anl 12152002 D2{A) Software dpplicatiora 2 Hardy, Hannak Fdit
YLZAfI00 1AEA 2002 0308 Shdy He Grewn, Carine &nn it
AFEALIaal FE14200F Da{a) Elalngy Garcla, Metthay Yia  Edit
HrZArdUul 1SS Z00E UIGRy Lnghes 10 Uigzinger, Michalaz Yisw  Ldit
LEAFZ00N 212002 OFLAD Algebra Flimders, Shea Len ¥ it
Tr21F200: Br21/2002 04580 Biology arcia, Metbhaw q
121 /2002 &/21/2002 0SiAY Heslth Hacketl, Heallwr U]

FELFIONG ESFLAIO07 OF(A) Algehra Fllndera, Shan Len View  Bdi1

V2 F2002 G/21,2002 0308y Word Froces=sing Fores, Brifbasy ]

Click View next to the class that you want to review. The Scores page displays the assignments that
make up the class and the grades the student received on each assignment. This is the same page

described in the section "Term Grades."

Note: This page is view-only for all users. To edit a record, see the section "How to Edit an
Enrollment Record."

Scores
Bliss, Justin 10 26712 HGHS
‘Woods 1 Exp. 03(A = Alldredge, Jessica
Final Letter Grade: —  Final Percent: —

Due Date Calegory Assignment Score % Grd
09/07FZ2001 work 9/4 EX/80
091372001 work Seale EX/25
091452000 work 9410 Exf100
Q91772001 work Measuring Ex/45
092172001 work Qulz Exs10
09/21/2001 work 917 EX/F100
09/ 27,2001 work Project 1 Ex/40
09/28/2001 work 9/24 1004100 100 A
1070572001 work 1041 g0/100 g0 B-
107092000 work Jod nts Quiz /6 o F
1071272001 work 10/8 a5/100 95 A
1041952001 work Careers 0430 o Ff
10/19/72001 work 10716 80/80 100 A
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View or edit course enrollment dates and teacher comments on the All Enrollments page.

1. On the start page, search for and select the student.

2. Choose All Enrollments from the student pages menu. The All Enroliments page appears.

All Enrollments ©

Dlozs, Justin 10 Z2e 015

Endered Exited
2001 12102002
tAETA200Z
SE1F2003
TAELS200E
FE1AZ00Z

Rt u T1 ) R el [ T
WFZAFZO0N 14212002
1217200 BSE1S200:
12172002 &/21/2002

SELAIO0F BLELIZ0O07
TAZradle Bzl 200

Caurse

Fra ject Adventurs

oz 1

y Shudy He

Einlagy

Lngh== 10

i Algebra

Blolozy

' Heslth

Llqrhra

» Waord Froceszing

sefbunre Applicetions 2

Teacher View Edit
lansen, Jsmezon View Edit
Al edge, Jeesics ]
laridy, Bannas View  Edit
Grown, Caring fnn L]
Garcia, Methaw i
Diezinger, Michalas Wisw  Ldid
Flindera, Shaa Len Y Edit
arcia, Metbhaw

Hackatl, Heallwr

FlimdErs, Shen Lyn

,..,..
g

ere:, Briftasy

3. Click Edit next to the class that you want to view or edit. The Edit Enrollment Record page

appears.

Edit Enroliment Record |

Shizs, Justin 10 26012

aGHS

Student Blizs Justin

Course Woeds 1 {5061 .40

Teacher il ldredge, Jeasica

Expression
Enroll Date

Exit Date

Teacher
Commant

£ Submit %

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

Field Description

Student The selected student appears.

Course The selected course appears.

Teacher The selected teacher appears.

Expression The selected schedule expression appears.

Enroll Date Enter or change the date the student enrolled using the format
oo /Add hnnng o e Ad annng 1 vinis Ao nat vica thic favenat an

Student Page Views

© 2004 Apple Computer, Inc. All rights reserved.

150




s
. PowerSchool

Student User Guide

Field Description
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.

Exit Date Enter or change the date the student exited 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.

Teacher Comment

Enter or change any teacher comments.

Note: Parents and guardians can view these comments when
they check their child’s progress using PowerSchool.

5. Click Submit. The All Enrollment Records page appears.

Student Functions

Use the Functions link to perform various and important actions to an individual student record.

How to Access Student Functions

1. On the start page, search for and select a student.

2. Choose Functions from the student pages menu. The Functions page appears.

Functions
Miles, Destini 9 25704 BGHS

Functions

Print Reparis For This Student
Tranzfer Out Of Schaal

Re-Enrall In School

Tranzfer To Another School

Enrall In & Class &t Another School
On-Screen Transaction Report

Recalculate Lunch Balance

The resulting menu provides links to student function pages.

Print a Report for This Student

Use this option to print a report. For more information, see the section "Run, Print, and Save

Reports."
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Transfer Out of School

This option transfers students out of your school. For more information, see the section "Transfer
Students."

Reenroll in School

Use this option to reenroll a student in your school after he or she has left. For more information,
see the section "How to Reenroll in School."

Transfer to Another School

Use this option to transfer a student to another school after you have transferred the student out of
your school. For more information, see the section "Transfer Students."

Enroll in a Class at Another School

Use this option to enroll a student in a class at another school. For more information, see the
section "How to Enroll in a Class at Another School."

How to View On-Screen Transaction Report

This view-only page displays the student’s meal account activities. For additional information on
serving meals and account maintenance, see the section "PowerLunch."

1. On the start page, search for and select a student.

2. Choose Functions from the student pages menu. The Functions page appears.

Functions
Miles, Destini 9 25704 BGHS

Functions

Print Reports For This Student
Transfer Out Of School

Re-Enrall In Schaol

Transzfer To Another School

Enrall Iné& Class &t Another School
On-Screen Transaction Repart

Recalculate Lunch Balance

3. Click On-Screen Transaction Report. The report displays the student’s transactions.
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Transachon Ropart e f.' ,".

How to Recalculate a

Student's Lunch Balance

This option recalculates a student’s meal account balance. For additional information on serving
meals and account maintenance, see the section "PowerLunch."

1. On the start page,

search for and select a student.

2. Choose Functions from the student pages menu. The Functions page appears.

Functions

Briggs, Jessica kbl 10 25021 AGHS

Functions

Print Reports For This Student
Tranzfer Out Of School

Re-Enrall In Schaol

Tranzfer Ta Another Schoal

Enrall In & Class &t dnother Schaol
On-Screen Transaction Repart

Recalculate Lunch Balance

Click Recalculate Lunch Balance. The Lunch Transactions page appears. For more
the section "Lunch Transactions."

information, see

Lunch Transactions

Briggs, Jessica k. 10 25021 AEHS

- -
Mew

Balance: 30.00 Beginning balance: 0.00

Date Time Net Balance Description
asses 11:54 )

00z e 20.00 20,00 Cash deposit
097135 10:43 Depasit by personal
2002 AM 10.00 3000 pery
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Note: To avoid students' current and running balances not matching, be sure to import last year's
lunch balances into the Current Balance field ([Student]Balance1) instead of the running balance
field ([Student]Balance2). If one student's current and running balances do not match, use Direct
Database Access to modify the current balance to match the running balance. Alternatively, use the
Recalculate Lunch Balances function to match all students' current balances with their running
balances. For more information, see the sections "Direct Database Export" and "Special
Operations," respectively.

Special Programs

Use this feature to create special programs in PowerSchool and enter students into those programs.
Examples of special programs include vocational, resource, home school, or any type of program
where students are not in mainstream classes. This feature also helps schools keep track of how
many students receive state funding for participating in special programs.

To simultaneously enroll more than one student into a special program, see the section "How to
Mass Enroll Students in a Special Program.”

How to View Special Programs
1. On the start page, search for and select the student.

2. Choose Special Programs from the student pages menu. The Special Programs page
appears.

Special Programs L
Briggs, Jessica k. 10 25021 AGHS

f Mew

Program Hame Entry Date Ezxit Date E=xit Code
R&FT g/21/2002 0040

The chart tells you in which program(s) the student participates, date of the student’s entry into the
program, exit date, and exit code indicating why the student left the program. Links to the program
name and entry date provide more details on these items. If there is no program noted at the top of
the page, the selected student does not participate in a special program.

How to Add a Student to a Program
1. On the start page, search for and select the student.

2. Choose Special Programs from the student pages menu. The Special Programs page
appears.
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Special Programs L
Briggs, Jessica k. 10 25021 AGHS

f Mew

Program Hame Entry Date Ezxit Date E=xit Code
R&FT g/21/2002 0040

3. Click New. The New Special Program Enrollment page appears.

New Special Program Enrollment L
Briggs, Jessica k10 25021 AGHS

Leads DARE program for local

Comment
elementary school.

Entry Date 12002

Exit Date |7
l_

Exit Reason

Program

f submit ¥

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

Field

Description

Comment

Enter any notes related to the student's participation in the
special program (optional).

Entry Date

Enter the date the student entered the program 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.

Exit Date

Enter the date the student exited the program (optional) 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.

Exit Reason

Enter the code that describes why the student exited the
program (optional).

Program

Choose the program from the pop-up menu.
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Field Description

Note: For more information on the programs listed in the pop-
up menu, click Program.

5. Click Submit. The Changes Recorded page appears.

How to Edit a Student in a Program
1. On the start page, search for and select the student.

2. Choose Special Programs from the student pages menu. The Special Programs page
appears.

Special Programs L

Briggs, Jessica k. 10 25021 AEHS
f oMew
Program Name Entry Date Exit Date Exit Code
R&FT g/21/2002 04040
D4RE g/21/200z2 04040

3. Click the student’s entry date for the program to be edited. The Edit Special Program
Enrollment page appears.

Edit Special Program Enroliment L
Briggs, Jessica k. 10 25021 AGHS

Comment Student liaison for RAFT.

Entry Date  |5/21/2002

Exit Date 12002

Exit Reason |Con

Program RAFT =

4 Delete f Submit ¥

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

Field Description

Comment Enter any notes related to the student's participation in the
special program (optional).
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Field Description

Entry Date Enter the date the student entered the program 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.

Exit Date Enter the date the student exited the program (optional) 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.

Exit Reason Enter the code that describes why the student exited the
program (optional).

Program Choose the program from the pop-up menu.

Note: For more information on the programs listed in the pop-
up menu, click Program.

5. Click Submit. The Changes Recorded page appears.

How to Delete a Student From a Program
1. On the start page, search for and select the student.

2. Choose Special Programs from the student pages menu. The Special Programs page
appears.

Special Programs L

Briggs, Jessica k. 10 25021 AEHS
f oMew
Program Name Entry Date Exit Date Exit Code
R&FT g/21/2002 04040
D4RE g/21/200z2 04040

3. Click the student’s entry date for the program to be deleted. The Edit Special Program
Enrollment page appears.
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Edit Special Program Enroliment L
Briggs, Jessica k. 10 25021 AGHS

Comment Student liaison for RAFT.

Entry Date  |5/21/2002

Exit Date 12002

Exit Reason |Con

Program RAFT =

r Delete 3 f Submit ¥

4. Click Delete if you are sure you want to delete the student from the program. The Changes
Recorded page appears.

How to Mass Enroll Students in a Special Program
1. 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.
Alternatively, access the Group Functions page by choosing Special Functions from the
main menu.

2. Click Mass Enroll Special Program. The Mass Enroll Special Program page appears.

Mass Enroll Special Program

Mass enroll the selected students into which special program?

Program Career Training :]

Entry Date [1/22/2003

Exit Date |5/29/2003

Exit Code |G

Optional career training program for
graduating seniors

Commant

£ submir Y
3. Use the following table to enter information in the fields:
Field Description
Program Choose the special program into which you want to enroll the
calactod ctvidante fram tha non yin mmani
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Field

Description

selected students from the pop-up menu.

Entry Date

Enter the date the students entered the program 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.

Exit Date

Enter the date the students exited the program (optional) 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.

Exit Code

Enter the code that describes why the students exited the
program (optional).

Comment

Enter any comments related to the student's participation in
the special program. The comment appears on the Special
Programs student page for each student.

4. Click Submit. The Alert page displays the message: "Mass enroll successful."

Transfer Info

This page displays the student’s history of transfers into and out of your school. Use the Transfer
Info function for viewing or editing information that was previously entered through the Functions
page. Do not use this page to transfer a student. For instructions on transferring students, see the

section "Transfer Students."

You can add, edit, or delete entry codes and exit codes from the student pages menu. For more
information on an alternative method for adding, editing, or deleting these codes, see the sections
"Entry Codes" and "Exit Codes." You can also edit the options in the "District of Residence" pop-
up menu. For more information, see the section "Districts of Residence."

How to View Transfer Information

1. On the start page, search for and select the student.

2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.

Student Page Views

© 2004 Apple Computer, Inc. All rights reserved. 159




s’
' PowerSchool

Student User Guide

Transter Infarmation 1L

Erigp. Jmicy 10 2601

Sunant Frendbrand Frdm Tein Frit Dok

rewnem bmvllennly Enler Ubule Enl Dabe

| SEE (B |

%l Thia acr s ey
oAb cowrallers

Ef bnowd s cramfer a sicderin

fradn  Crmnarks

:in

[HLLIE Ealry Cumarcnl Exld Conmmeal

a

fickanl
Appie Grwes 17k
=xixl
tichuul
Apple Grosa High
- o]
Farry Hill F gl
ail
karry Hill H il
|

barry Hill Hekdl
1 Lo |

The resulting page displays the student’s current enrollment information at the top. The student’s
previous enrollment information appears next. The columns show the date the student entered a
school, an exit date if the student left, the student’s grade level when the transfer occurred, any
entry or exit comments made by the administrator who completed the transfer, and the school
from which the student exited. If a blank chart appears on the page, the selected student has not

transferred into or out of your school.

How to Edit Enrollment Information

Perform this action to change the enrollment record of an individual student.

1. On the start page, search for and select the student.

2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.

Transter Infarmation 1L

Erigp. Jmicy 10 2601

Sunant Frendbrand Frdm Tein Frit Dok

rewnem bmvllennly Enler Ubule Enl Dabe

| SEE (B |

%l Thia acr s ey
oAb cowrallers

Ef bnowd s cramfer a sicderin

fradn  Crmnarks

:in

[HLLIE Ealry Cumarcnl Exld Conmmeal

a

fickanl
Appie Grwes 17k
=xixl
tichuul

AppE Groea High
]

Farry Hill F gl
41 |
karry Hill H il
4 |

barry Hill Hekdl
1 Lo |

3. Click the Enter Date of the record to be edited. The Edit Current Enrollment or Edit Previous

Enrollment page appears.
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Edit Previcusa

Brigg, daany
Eniryg Dake
Criryg Cade
Enirg Gummsat
Failt Oedn
Exil Gl
Calt commesd

Orade Lewe|

Track

Fal-lmse: Eymiva
Hemrharehip ftha
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Frecilmsnt Tyna
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LS I U
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Enroliment L
' 1l Al
S2B/Z000
FE Promated fram areqdous yeal 2
ESTRITANM
T=|
[ST] ]
n (075 2]
Frivatzly "ayec ar ho Tution |
dcne #)
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4. Use the following table to e

nter information in the fields:

Field Description

Entry Date Enter the date the student was enrolled 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.

Entry Code Choose a reason for the transfer from the pop-up menu.

Entry Comment

Enter any comments related to the entry transfer.

Exit Date Enter the date the student transferred out 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.

Exit Code Choose a reason for the transfer from the pop-up menu.

Exit Comment

Enter any comments related to the exit transfer.

Grade Level Choose the student's grade level at the time of the transfer
from the pop-up menu.
Track Choose the student's track from the pop-up menu. For more

information, see the section "Calendar Setup."

District of Residence

Choose the district in which the student lives from the pop-up
menu. For more information, see the section "Districts of
Residence."

Full-Time Equivalency

Choose the multiplier to calculate full-time equivalency (FTE)

froam tha noan in mmaoni
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Field Description

from the pop-up menu.

If a student has an FTE of less than 1, set up the student's
schedule to reflect this part-time status. For example, if your
school offers eight periods per day and an enrolled student has
an FTE of 0.5, that student will only be enrolled in four periods.
ADA for this student would never exceed 0.5.

Membership Share Choose the multiplier to calculate the membership share from
the pop-up menu.

Tuition Payer Choose the method of tuition payment from the pop-up menu.

Special Enrollment Code [ Choose an enrollment code from the pop-up menu.

Enrollment Type Choose an enrollment type from the pop-up menu.

5. Click Submit. The Changes Recorded page appears.

Note: When you edit an enrollment record, the enrollment is validated before saving. An
alert appears if there are any problems, such as blank fields values.

How to Add a Transfer Code

Create a new entry or exit code on the PowerSchool system. Anyone who manages student
transfers can apply this code to any student.

1. On the start page, search for and select the student.

2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.

Transter Infarmation 1L
Erigp. Jewicak 1D 2601

Sunant Frendbrand Frdm Iin  Feit Dats Grwin Crmmaeks fickanl
[ gr2IENIE 1D Appde Grwes gk
=xixl
I'remnen bmollenly . Enler Dule Enl Dale [HLDI A Ealry Cumarnl bl Curmmcal tichuul

2 e G Appie Groea High
i e 1 i

Farry Hill F gl
41 |
karry Hill H il
4 |
barry Hill Hekdl
1 Lo |

“ala Th o e et bnoowd s cramder g sfcder inar oe sl acksed Clickon Fuschiera o hin rk
Ak comralinrs

3. C(lick any enter date. The Edit Current Enrollment or Edit Previous Enrollment page appears.
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4. Click the entry code or exit code, depending on your needs. The following example displays

exit codes.

Exit Codes

)
Code Meaning

AF Alternative Placement
DE Death

Ex Explusion

GR Graduated from HS

PR Promoted to next vear
Ta Transfer Out of State
TS5 Tranzfer within State

Mote: This list of exit codes applies to all schools
using this Power3chool server.

5. Click New. The Edit Entry Codes or Edit Exit Codes page appears.
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Edit Exit Codes

Option Value

Code Iﬁ

Meaning [Drop Out

f Submit ¥

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

Field Description
Code Enter the code.
Meaning Enter a description of the code.

7. Click Submit. The Entry Codes or Exit Codes page displays the new code and its meaning.
Any authorized user can apply the new code to any student transferring into or out of your

school.
Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Edit a Transfer Code

Any changes you make to a code will impact everyone who manages transfers. You may want to
discuss changes with other users before making them.

1. On the start page, search for and select the student.
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2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.

Transter Infarmation 1L
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3. C(lick any enter date. The Edit Current Enrollment or Edit Previous Enrollme

nt page appears.

Edit Previous Enrolimeni L
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4. Click the entry code or exit code, depending on your needs. The following example displays

exit codes.
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Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

5. Click the code or the meaning of the code to be edited. The Edit Entry Codes or Edit Exit
Codes page appears.

Edit Exit Codes

Option Value

Code Iﬁ

Heaning |Drop Out

3 Delete f Submit ¥

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

Field Description
Code Enter the code.
Meaning Enter a description of the code.

7. Click Submit. The Entry Codes or Exit Codes page displays the edited code and its meaning.
Any authorized user can apply the edited code to any student transferring into or out of
your school.
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T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Delete a Transfer Code

Student User Guide

Any changes you make to a code will impact everyone who manages transfers. You may want to
discuss changes with other users before making them. For information on deleting transfer
information for previous student enrollments, see the section "Delete Enroliment Records."

1. On the start page,

search for and select the student.

2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.

Transter Infarmation 1L
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3.

Click any enter date. The Edit Current Enrollment or Edit Previous Enrollment page appears.

Student Page Views

© 2004 Apple Computer, Inc. All rights reserved.

167



s
. PowerSchool

Edit Previous Enrolimeni L

Brigg, dona k10 ZE0ED O]
Eniry Duake =2RIZ000
Crirg Cade FE Promated fram areqous yearl 2 |

Endry nmmak

Eail Dedn SRIOM

Eaxil Guse = |

Calt comment

rade Lo

Track

Distried of Reddesoe

Fal-lmme: Eynakaey

Hemharehip lthan

Tuitian Faier

Epucnl Baoliscel Gode

Frecilmsnt Tyna

Home THI# adreer missy w Dot med br frsrarer & stoesek Inoar oo of se9md Click ar Foncs oo b fine e bn thass aparyilirs

 Delere ) F Subme

Student User Guide

4. Click the entry code or exit code, depending on your needs. The following example displays

exit codes.

Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

5. Click the code or the meaning of the code to be deleted. The Edit Entry Codes or Edit Exit

Codes page appea

rs.
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Edit Exit Codes

Option Value

Code Iﬁ

Heaning (Drop Out

'FDEIete_\ f Submit ¥

6. Click Delete. The Entry Codes or Exit Codes page displays without the deleted code.

Exit Codes

)
Code Meaning
AF Alternative Placement
DE Death
Ex Explusion
GR Graduated from H3
PR Promoted to next vear
Ta Tranzfer Out of State
TS5 Tranzfer within State
Mote: This list of exit codes applies to all schools
using this Power3chool server.

Student Scheduling Pages

Scheduling

Bell Schedule %iew

List Wiew

Matriz ¥iew

Modify Sehedule
Requests Modify Current
Requests Yiew Current
Requests Modify Future
Requests View Future
Scheduling Setup
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View Schedule

There are three ways to display a student's schedule. The Bell Schedule View displays the student's
schedule for the current week. The List View displays the student's schedule for the selected term in
a list format. The Matrix View displays the student's schedule for the selected term in a graphical

format.

How to View a Student's Bell Schedule

1. On the start page, search for and select the student.

2. Choose Bell Schedule View from the student pages menu. The Bell Schedule View page
displays the student's schedule for the current week.

9:00 A4M

10:004M

11:004M

12:00 FM

Bell Schedule View
Eriggs, Jessica K

10 25021

Monday
August 28, 2000

Englizh 2
Griggs, kylee Diane
S204M - 5:45 &M

Software Applications
1

Faorest, Brittany
S50 4M - 215 4M

Charus
Spainhower, Meagan
920 4M - 345 4M

General Science 1
Callister, Lisa
D50 4M - 10:20 4M

tlgebra A
Flinders, Shea Lyn
10:25 AM - 10:55
A

word Processing
Forest, Brittany
11:004M - 11:30
Al

Swimming
Hansen, Jamesan
11:354M - 12:05
PM

AGHS

Tuesday
August 29, 2000

Englizh 9
Griggs, kylee Diane
G20 AM - 2:05 &M

Software Applications
1

Forest, Brittany
10 4M - 3:554M

Charus
Spainhower, Meagan
10:00 AM - 10:40
AM

Genetal Science 1
Callister, Lisa
10:45 &M - 11:25
Al

Algebra &
Flinders, Shea Lyn
11:30AM - 12:10
P

Wednesday
August 30, 2000

Englizsh 9
Griggs, Kylee Diane
S:20AM - 207 &M

Software Applications
1

Forest, Brittany
912 4M - 359 4M

Charus
Spainhower, Meagan
10:144M - 1101
[ilul

General Science 1
Callister, Lisa
11:064M - 11:53
Al

Thursday
August 31, 2000

Englizh 2
Griggs, Kylee Diane
S:20 AM - 2:07 &M

Software Applications
1

Faorest, Brittany
9:12 4M - 3:59 4M

Charus
Spainhower, Meagan
10:144M - 1101
[ilul

General Sciance 1
Callister, Lisa
11:064M - 11:53
Al

Friday
September 1, 2000

Englizh 9
Griggs, Kylee Diane
G20 AM - 2:07 &M

Software Applications
1

Forest, Brittany
912 4M - 3:59 4M

Charus
Spainhower, Meagan
10:144M - 11:01 &M

General Science 1
Callister, Lisa
11:06 4M - 11:53 &M

How to View a Student's Schedule (List View)

1. On the start page, search for and select the student.

2. Choose List View from the student pages menu. The Schedule List View page displays the
student's schedule for the currently selected term.
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Exp

01{a)
0142
02(4)
OZ(#D
034D
034D
04{a)
04{an
0S{a)
OS(&)
OELAD
OE{AD
07{a2
07(a)

Trm
51
52
S
52
51
52
51
52
51
52
51
52
51
52

Schedule List View

Briggs, Jessica K

10 25021 AGHS
Crs-Sec  Course Name Teacher
Z2001-03 English 9 Griggs, Kylee Diane
2001-06 English 9 Griggs, Kylee Diane
7550-1  Software Applications 1 Forest, Brittany
1571-02 General Science 2 Callister, Lisa
5571-01 Chorus Spainhower, Meagan
5571-02 Chorus Spainhower, Meagan
1501 -04 General Science 1 Callister, Lisa
4131-4  Fitness for Life Unknown teacher id: 443
1036-1  Algebraé Flinders, Shea Lyn
1036-3  Algebrad Flinders, Shea Lyn
T001-06 ‘ward Processing Farest, Brittany
7555-1  Software Applications 2 Forest, Brittany
4121-2  Swimming Hansen, Jameson
4001 -04 Health Unknown teacher id: 443

00-01 Year

Entire Year Schedule

Room
C310
C310
404
404
Ez02
Ez02
404
C305

409
409
A1064
L3035

Enroll

g/28/2000
14162001
g/28/2000
141642001
g/28/2000
14162001
g/28/2000
14162001
g/28/2000
141642001
g/2842000
14162001
g/2842000
141652001

Leave

/1642001
/2642001
1/1642001
/26420010
/1652001
S/2642001
/1642001
/2642001
1/1642001
/26420010
1/A16£2001
S/2642001
/1642001
/2642001

The following information appears for each line item: schedule expression, term, course
number, section number, course name, teacher, room number, enrollment date, and exit

date.

3. To change terms, click the term link. The Change Term page appears. Use this page to select
a different term in which to view the student's schedule.

4. To view the student's schedule by each term within the selected term, click the Entire Year
Schedule link. The Entire Year Schedule page displays the student's schedule for the entire

year by terms, such as quarter and semester.
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Briggs, Jessica K

Exp

O1(aD
0z{ay
O3(A)
0440
054y
O6{A)
07(A)

Exp

O1(aD
OZ(#)
03(A)
IETEY
OS(aD
Ty
07(4)

Entire Year Schedule

10 25021

Trm

31
31
31
51
31
31
31

Trm

51
31
31
31
51
31
31

Crs-Sec
2001-03
FE50-1
g8571-01
1501-04
1036-1
F001-06
4121-2

Crs-Sec
2001-03
7550-1
§571-01
1501-04
1036-1
F001-06
4121-2

AGHS
00-01 Quarter 1
Course Name Teacher
English 9 Griggs, Kylee Diane

Software Applications 1 Forest, Brittany
Charus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra & Flinders, Shea Lyn
word Processing Forest, Brittany

Swimming Hansen, Jameson

00-01 Quarter 2

Course Name Teachar

English 9 Griggs, Kylee Diane
Software Adpplications 1 Forest, Brittany
Chorus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra & Flinders, Shea Lyn
word Processing Forest, Brittany

Swei o ng Hansen, Jameson

Room
C310
L4044
B202
D404

409
A1 064

Room
C310
404
Ez02
and

409
A1 064

Enroll

gs2e8/2000
gs2a8/2000
g/28/2000
g/28/72000
gs2e8/2000
g/28/2000
g/28/2000

Enrall

8/28/2000
g/28/2000
g/28/2000
g/28/2000
8/28/2000
g/28/2000
g/28/2000

Leave

141642001
141642001
141642001
141652001
141642001
141642001
141642001

Leave

1/16/2001
1/16/2001
/162001
1/16/2001
1/16/2001
17162001
1/16/2001

How to Display a Student's Schedule (Matrix View)

The schedule matrix graphically represents a student's schedule for all days, periods, and terms in

the selected year for the current school.

1. On the start page, search for and select the student.

2. Choose Matrix View from the student pages menu. The Schedule Matrix View page appears.
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Schedule Matrix View
Eriggs, Jessica ki 10 25021 AGHS

Enrallments for current school anly.

Software
applications Chorus e

General

&lgebra & Swimming

Q1 Science 1 Processing
1 B571.01 1501 04 10361 001 06 4121.2
75501 Spainhower, : Flinders, Hanzen,
- Forest, Meagan I:al:_lisst:r, Shea Lyn Bngrtetztﬁ Jamesan
Erittany Room: BZ02 Ronm: D404 Room: Fe: D43III:IQ Roorm: 410684
Nz Room: D404 OZ(4) 51 - 05(4) 51 - a7(A) 51
OAliy 51 OECAY 51
ao- 0204y 51
01 2
General
Ra Science 2
1571.02
52 Callister,

Liza
Roarn: D404
0zZi{ay 52

The schedule matrix view displays the student's schedule for each period and day in each
term. Identical colors on the schedule indicate the same period. A blank block means that
nothing is scheduled for that block in that term. Each block can include the following
information, depending on the matrix display preferences: course name, course number,
section number, teacher name, room number, expression, which is the combination of
period(s) and day(s), and year term.

For more information on the student schedule matrix preferences, see the section "Miscellaneous
System Administration."

Course Requests and Schedule

In PowerSchool, you create and maintain a primary class schedule for each student in your school.
Throughout the year, you might need to make schedule changes for existing students, or create
new schedules for students who enroll at your school during the year. There are two ways to
maintain student schedules: manual scheduling and auto-scheduling. Manual scheduling is section-
specific and allows you to pick specific sections in which to enroll the student, overriding the
system-defined schedule if one exists. Auto scheduling is course-specific. You enter a student's
request for specific course(s). The system then automatically schedules the student for the sections
that best fits his or her schedule.

Note: Maintaining student schedules can be done in conjunction with Scheduler or independently.

How to Access the Modify Schedule — Enroliments Page

Use this page to modify the student's schedule. Note the page is divided into two functional areas:
Enrollments and Requests. By default, the Enrollments tab is selected. The Modify Schedule -
Enrollments page displays the student's section enrollments for the current year and school, as well
as current course requests.

1. On the start page, search for and select the student.
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2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

rollments |
Vet hedu Edit Auta Schedule etet
Effective Enrollmant Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll
Course Period | 1 = £ Find O Course.Section “ Enroll Y
Number -4
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
- \ A = S - Alldredge, - G/2as 127247  F Prop B
(A=BY d4{h) E3{.% hariatry 1 ¥ Dro
2(A-B) 4(a) 5 1521-2 Chemistry e 24 2003 S00% Urop
el a_BY - Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
-la-B J 10411 Geometry Timothy 'S Zooz 2003 P
A A
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 0
1037 algebra B 1
1041 Algebra 2 w/beometry v 2
1591 Chemistry 2 0 1591

The following information is either captured as part of the PowerScheduler commit process or can

be manually defined:

Field Description

Enrollments By default, the Enrollments tab is selected, which displays the
student's section enrollments for the current year and school, as
well as current course requests.

Requests The second tab on the Modify Schedule page is Requests. The

Modify Schedule — Requests page supports editing and
entering course requests for the student. It is these requests
that the scheduling engine uses to determine the students
schedule.

View Entire Year
Schedule

Click to view the student's schedule by each term within the
selected term.

Edit Auto Schedule
Parameters

Click to access the Automated Scheduling Setup page to
modify default parameter settings for this scheduling session.
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Field

Description

Effective Enrollment Date

When creating a new section enrollment, use this field to enter
the date that any enrollment becomes effective. The field
defaults to tomorrow's date.

Search Available Classes

Use to enroll the student into a course:
e Course Number: Use to search for available sections.
e Period: Use as filter to search for available sections.

* Find: Click to search for available classes.

Quick Enroll Use to enroll the student into a section:
e Course.Section: Use to search for a section and enroll
the student immediately into the section.
e Enroll: Click to initiate search/enroll.
Enrollments Use to view, lock, or drop the student's section enroliments. The

following information appears for each line item: schedule
expression, term, course number, section number, course name,
teacher, room number, enrollment date, and exit date.

* Lock: Select this checkbox next to each section
enrollment that should not be changed by the
scheduling engine, if any. For instance, if the user wants
the student to remain in Algebra for period 1, MWF
then they would select the Lock checkbox for that
section enrollment. Note: If the Effective Enrollment
Date is set to a date that is after the Leave date for an
enrollment, then that enrollment is locked and cannot
be adjusted. If the course is in the future or in progress,
then you can lock/unlock as needed.

e Lock All: Click to lock all section enrollments.

* Drop: Delete enrollments individually and immediately
by clicking the appropriate button next to the section
enrollment you want to delete. The Drop Section
Enrollments page appears. Verify the information you
want to delete. Enter an Exit Date and click Drop
Classes.

* Drop All: Click to immediately drop all the current
section enrollments for the student. The Drop Section
Enrollments page appears. Verify the information you
want to delete. Enter an Exit Date and click Drop
Classes.

Automated Schedule

Use to initiate the automated scheduling process that uses the
scheduling engine to produce the student's schedule.
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Field Description

Manually Schedule Use to manually schedule the student into available courses by
Student period.

Course Requests Use to view the student's current course requests.

How to Change Terms

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course | o N
Numrbcr | Peried | 1 ¢| Find

Enroliments

Lock Exp Trm Crs-Sec Course Name
2(A-B) 4(4) 51 1521-2 Chemistry 1
ARy & - filgebra 2w/
SlA-B b= 1041-1 Geametry
Al

" Automated Schedule

Course Requesis

Number Course Name Alt Code Alt
1031 Algebra 1
1037 algebra B
1041 Algebra 2 w/beometry v
1591 Chemistry 2

Edit Auta Schedule

Quick Enroll

Caursc.ScctIunl 4
Teacher Room Enroll
Alldredge, 24 G/2as
Jessica = 2003
Allphin, 15 a/za/s
Timothy 2003

£ Manually Schedule Student L

Alt Priority
0
1
£

0

Section Type

=z N
Enroll

Alternate 1

1591

3. Click the term link. The Change Term page appears.

4. Use this page to select a different term in which to view the student's schedule.

How to View Entire Year Schedule

Use the Entire Year Schedule link to view the student's schedule by each term within the selected

term.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.
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Entrollrment q
iew Entire Year Schedule Edit Auta Schedule Parameters
Effective Enroliment Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll
ﬁ:ﬁ,{;gr | Peried | 1 =2 I £ Find O Course.Section I  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave
A By &4 mq - Alldredge, - G/2as 127247
>(A-B) 4(h) g E{- hernistry 1 d
2(A-B) 4(A) 5 1521-2 Chemistry e 24 2003 S00%
el a_BY . - Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
-la-B J 10411 Geometry Timothy 'S Zooz 2003 2
A an
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 0
1037 algebra B 1
1041 &lgebra 2 w/beometry ¥ £
1591 Chemistry 2 0 1591

3. Click the Entire Year Schedule link. The Entire Year Schedule page displays the student's
schedule for the entire year by terms, such as quarter and semester.
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Briggs, Jessica K

Exp

O1(aD
0z{ay
O3(A)
0440
054y
O6{A)
07(A)

Exp

O1(aD
OZ(#)
03(A)
IETEY
OS(aD
Ty
07(4)

Entire Year Schedule

10 25021

Trm

31
31
31
51
31
31
31

Trm

51
31
31
31
51
31
31

Crs-Sec
2001-03
FE50-1
g8571-01
1501-04
1036-1
F001-06
4121-2

Crs-Sec
2001-03
7550-1
§571-01
1501-04
1036-1
F001-06
4121-2

AGHS
00-01 Quarter 1
Course Name Teacher
English 9 Griggs, Kylee Diane
Software Applications 1 Forest, Brittany
Charus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra & Flinders, Shea Lyn
word Processing Forest, Brittany
Swimming Hansen, Jameson
00-01 Quarter 2
Course Name Teachar
English 9 Griggs, Kylee Diane
Software Adpplications 1 Forest, Brittany
Chorus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra & Flinders, Shea Lyn
word Processing Forest, Brittany
Swei o ng Hansen, Jameson

Room
C310
L4044
B202
D404

409
A1 064

Room
C310
404
Ez02
and

409
A1 064

Enroll

gs2e8/2000
gs2a8/2000
g/28/2000
g/28/72000
gs2e8/2000
g/28/2000
g/28/2000

Enrall

8/28/2000
g/28/2000
g/28/2000
g/28/2000
8/28/2000
g/28/2000
g/28/2000

Leave

141642001
141642001
141642001
141652001
141642001
141642001
141642001

Leave

1/16/2001
1/16/2001
/162001
1/16/2001
1/16/2001
17162001
1/16/2001

How to Edit Auto Schedule Parameters

Use Edit Auto Schedule Parameters to modify default parameter settings for this scheduling session.
The defaults for these values are defined via Start Page > School Setup > Scheduling Preferences. It

is often useful to be able to override the default values just for the current scheduling attempt.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.
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Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course
Number I

Enroliments

Lock Exp
2(A-B) 4(h)
S{4-B)
AN

Course Requesis

Peried | 1 =2 I £ Find O

Trm Crs-Sec
5 1521-2
3 1041-1

P,

Alt Code

Number Course Name
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

Course Name

Chemistry 1

filgebra 2w/

Geometry

Automated Schedule

Alt

N

Edit Auto Schedule Parameters

Quick Enroll

CBursc.ScctIunl 4

Teacher
Alldredge, i
Jessica o
Allphin,

Timothy 15

£ Manually Schedule Student L

Alt Priority
i}
1
&

0

Room Enroll

G/28/

2003

g6/28/

2003

Section Type

Enroll

Leave Drop

12/247 € Brop N

2003 i

12724/ ™

2003 ey
Al Y

Alternate 1

3. C(lick the Edit Auto Schedule Parameters. The Edit Auto Schedule Parameters page displays.

Automated Walk-In Scheduling

Use Buildings

Use Houses

Close Sections at Max Enroliment

Use Global Course Alternate Substitution

Use Student Request Alternate Substitution

Load Optimizations

Percent of schedule combinations to evaluate for each student |G

Minimum number of schedule combinations to evaluate before

skipping

Value

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

Field

Description

Use buildings

Select this checkbox if this scenario uses buildings.
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Field Description

Use houses Select this checkbox if this scenario uses houses.

Close sections at Select this checkbox to ensure that courses close at their
maximum maximum enrollment numbers.

Use global course Select this checkbox to ensure that the system automatically
substitutes inserts any global course substitutes after student course

substitutes have been tried and rejected.

Use student course Select this checkbox to ensure that the system automatically

substitutes inserts student course substitutes in the order chosen, if
needed.

Percent of schedule The default value of this field is 10. Change this value only if

combinations to you encounter problems with the amount of time the system is

evaluate for each using to build the master schedule. For example, if you enter

student 25, the system evaluates one-quarter of the possible schedule

combinations for each student. If you enter 75, the system
evaluates three-quarters of the possible schedule combinations
for each student.

Minimum number of The default value of this field is 10,000. Change this value only if
schedule combinations you encounter problems with the amount of time the system is
to evaluate before using to build the master schedule. Entering a high number
skipping forces the system to sample a minimum number of student

schedule course possibilities.

5. Click Submit. The Changes Recorded page appears.

How to Modify a Student's Schedule Using Automated Walk-In

Automated Walk-In Scheduling, you no longer are required to manually create schedules for
students who have enrolled in school after the initial scheduling process has been completed.
Instead, you can now leverage the existing scheduling engine, which determines the most optimal
schedule for the student automatically.

In a typical scenario for a school during the first week of a new school year many students either do
not have a schedule or need to revise their previously created schedule. These students are sent to
a counselor who often has many other students waiting to work on their schedule. In this scenario
it can be very frustrating for the counselor to have to manually find open sections in the master
course schedule and try to create a schedule that works best for the student.

With Automated Walk-In Scheduling, the system automatically determines the most optimal
schedule for the student while taking into account the many rules and constraints concerning the
student and schedule, such as load constraints, course relationships, enrollment constraints, and
section types. Additionally, you can select to schedule by team, house, or building. All this can be
done, while locking existing section enrollments in order to preserve those records, yet scheduling
additional requests. Counselors then choose to accept or reject the schedule returned by the
engine before it is made permanent.
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The following functional flow describes the basic course of events that you can perform to
successfully create a new schedule for an individual student or modify an existing schedule for an
individual student within PowerSchool.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments
page appears.

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll
ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl—  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
2(A-B) 4(A) s1 1821-2 . Chemistry ) Alredm 5, B2/ 122V FURPY)

R Al

(" Automated Schedule % ¢ Manually Schedule Student

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v 2
1591 Chemistry 2 0 1591

3. Enter the date the enroliment becomes effective. The default is set to today's date.
4. Click Requests. The Modify Schedule — Requests page appears.
5. Before continuing, you can:

* Select the Lock checkbox next to each section enrollment that should not be
changed by the scheduling engine, if any. For instance, if the user wants the student
to remain in Algebra for period 1, MWF then they would select the Lock checkbox
for that enrollment.

* C(lick Del next to the section enrollment you want to delete.
* C(lick All Del to delete all existing section enrollments.
6. Click New Request. The Edit Course Request [student name] page appears.
7. Click Associate to select the name of the course. The Associate Course page appears.

8. Press and hold Command (Mac) or Control (Windows) to make multiple selections.
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9. Click Submit. The Modify Schedule — Requests page appears, which now reflects the new
requests.

10. Modify the requests by identifying which ones are alternate requests and assigning
priorities or associating one alternate course for the primary request(s).

11. Click Submit. The Modify Schedule — Requests page refreshes.
12. Click Enrollments. The Modify Schedule — Enrollments page appears.

13. Click Automated Schedule. The information is exported to the scheduling engine. The
scheduling engine determines and creates the most optimal schedule for the student based
on the students course requests, load constraints, course relationships and applicable
scheduling parameters. The results are then imported from the scheduling engine. Once the
engine determines a schedule for the student, the Automated Schedule Results page
appears. The page displays any error messages, enrollments, and course requests. At this
point the results have not become the permanent schedule for the student. The results can
only be accepted or rejected in whole.

Note: You can always modify the schedule by dropping and adding enrollments via the
Modify Schedule page.

14. Do one of the following:

* If the results are unacceptable, click Discard to clear the results. The Modify
Schedule - Enrollments page appears displaying the original schedule.

* If the results are acceptable, click Accept. The Modify Schedule - Enrollments page
appears displaying the new schedule.

How to Manually Modify a Student's Schedule

The schedule list view displays the student's schedule for the currently selected term. Use this page
to manually schedule students after viewing available courses by period.

Additionally, you can add or drop sections from a student's schedule using the Enroll and Drop
pop-up menus. For more information on these topics, see the sections "Add Sections" and "Drop
Sections."

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.
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iew Entire Year Sche

Effective Enroliment Dale|5,¢ﬁ;2{)04

Search Available Classes

oeminialge] Period (1 ¢ | ( Find )
Enroliments
Lock Exp Trm Crs-Sec Course Name
i) 2(A-B) 4(h) 51 1521-2 Chemistry 1
y . - filgebra 2w/
] S{A-B) 51 1041-1 Beometry
T

" Automated Schedule

Course Requesis

Number Course Name Alt Code Alt
1031 Algebra 1 i
1037 Algebra B v
1041 &lgebra 2 w/Geometry v
1591 Chemistry 2

Quick Enroll

Course.Section I f Enroll Y

Teacher Room Enroll Leave Drop
Alldredge, ~ 8/28/ 12/24/  Brep B
Jessica 24 2003 2003 i
allphin, 6/28/ 12/24/ F Dror -
Timothy 1S Zpos  zoo3 e
Al

£ Manually Schedule Student
Alt Priority Section Type Alternate 1

0

1

£

0 1591

3. (lick Manually Schedule Student. The Manually Schedule Student page appears.
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Period
03 04 05 06 OF
M
.
1:){
i 1
{1
i i
- 5
211
)

(]
g

Manually Schedule Student
Eriggs, Jessica k. 10 25021 AGHS
Enroll date: |12-"1 B/2003
Number Course Name Term  Day 01
31 &
1036 Algebra A
52 i
1501 General Science 1 51 & i
1571 General Science 2 82 4 I
51 h 1
2001 English 9
52 h 14
31 &
4001 Health
52 A
4121 Swimming 51 &
. : 51 B
413 Fitness for Life
52 [
51 f -
7001 Word Processing
52 A
i 51 B
7550 Software Applications 1
52 A
7555 Software Applications 2 52 & i
51 &
B5T1 Chorus
52 B
* Thiz zection iz full
B 7his section is full
This section is awvailable
This section is scheduled
Enter a pazsword for maximum enrollments over ride
{ Reser 1

{ Continue

€ Submir

4. Enter the "Enroll date" to indicate when the student enrolled in the selected course(s).

5. Select the checkboxes next to the course, term, and expression in which you want to enroll
the student. Deselect the checkboxes next to the course, term, and expression from which
you want to drop the student.

Note: The student's currently scheduled classes appear in gray, available classes in green,
and full classes in red. If an expression is gray and has a selected checkbox, the student is in
the class. An asterisk (*) notation means that the class is full, regardless of color. If enrolling
the student in a full class, enter the password to override the maximum enrollment in the
field at the bottom of the page.

6. Click Submit.
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7. On the Manually Schedule Student page, click Continue to return to the student's Schedule

List page.

How to Access the Modify Schedule — Requests Page

The Modify Schedule - Requests page supports editing and entering course requests for the

student. Requests are what the engine uses to determine the student's schedule. The student will

not be scheduled for any course that is not requested. The exception to this are locked enrollments,
which will be kept even if a request does not exist for the course.

Although requests may still be entered through the Requests Modify Current and Requests Modify
Future pages, this page offers more flexibility and features. Existing requests entered by any other

method appears on this page.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course
Number

Enroliments
Lock

»

&

Number
1031
1037
1041

1591

Peried | 1 =2 I £ Find O
Exp Trm Crs-Sec Course Name
2(A-B) 4(h) 51 1521-2 Chemistry 1
ARy & filgebra 2w/
SlA-B b= 1041-1 Geametry

" Automated Schedule

Course Requesis

Course Name Alt Code Alt
#Algebra 1

algebra B

&lgebra 2 w/beometry v
Chemistry 2

N

Edit Auta Schedule Parameters
Quick Enroll
Course.Section I ¢ Enroll
Teacher Room Enroll Leave Drop
Alldredge, X G/2as 127247 FD!’O " 1
Jessica 2% 003 2003 —
#llphin, a/28/ 12/24f -
Timothy 'S Zooz 2003 .
Al Y

£ Manually Schedule Student L
Alt Priority Section Type Alternate 1

0

1

£

0

1591

3. Click Requests. The Modify Schedule — Requests page appears.
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1591 Chem

1041 Algebr

1031  Algebra 1

1037  Algebra B

stry

Number Course Name

8 2 w/be

£

o

ety

e

F New
Alt Priority Section Type Alternate 1 Deleta
e ’U_ [ :-] li f Assoclate ) yee
M [ | - . i] { Associate
W r [ :] l_“""‘"’-—' (' Associate )
i r[rw [ E ] Mser & Associate B

The following information is either captured as part of the PowerScheduler commit process or can

be manually defined:

Field Description
New Click to create a new course request.
Number The number of the requested course appears.

Course Name

The name of the requested course appears.

Alt

Select this checkbox to indicate whether this is an alternate
course request.

Code

Enter any single letter as a way of relating alternate requests to
a primary request. Alternate requests that are assigned this
code will be used to substitute for any primary requests that are
assigned the same code.

Alt Priority

If you selected the Alternate checkbox, enter a priority number
so the system will know which alternate to load first when a
student does not receive the elective.

Section Type

Choose the course's section type, if applicable, from the pop-up
menu. For example, a student may request a bilingual section
of a course.

Alternate 1 Click Associate to select the name of the first alternate for this
course.
Delete To delete:

* An existing course request, click YES under the Delete
column next to the appropriate course request.

* All existing course requests, click ALL at the bottom of
the Delete column.

Student Page Views

© 2004 Apple Computer, Inc. All rights reserved. 186




s
. PowerSchool

How to Create a New Course Requests

1. On the start page, search for and select the student.
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2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Enrallments | ]
iew Entire Year Schedule Edit Auta Schedule Parameters
Effective Enrollmant Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll
ﬁ:ﬁ,{;gr | Peried | 1 =2 £ Find O Caursc.ScctIunl  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
A By mq - Alldredge, - G/2as 127247  F Prop B
>(A-BY d{h) g e hemistry 1 e 2 E ¥ Dro
2(A-B) 4(A) 3 1521-2 Chermnistry e 4 2003 2003 “Dvop
cra_RY o ) Algebra 2w/ Allphin, /280 N2/24f ™
-la-B J 10411 Geometry Timothy 'S Zooz 2003 .
T €Al
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B 1
1041 &lgebra 2 w/beometry ¥ £
1591 Chemistry 2 0 1591
3. Click Requests. The Modify Schedule — Requests page appears.
Enrallmme | Reque
Fa i
New
Number Course Name Alt Priority Section Type Alternate 1 Delete

= s
1031 Algebra 1 =10 [ ;1 17 f Assoclrate y ves
1037  Algebra B M [ [ i} |—"—"""——'-"— f A_ss.c-c't_a_';e_ A ¥ES
1041  Algebra 2 w/Geometry WM [z [ x J l— ~ Associate VES
1591  Chemistry 2 1 10 [ - ] lr { Associate

4. Click to create a new course request. The Edit Course Request [student name] page appears.

5. Click Associate to select the name of the course.
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6. Press and hold Command (Mac) or Control (Windows) to make multiple selections.

7. Click Submit. The Modify Schedule — Requests page appears.

Enter the information as needed. For detailed information, see the table under “"How to Access
the Modify Schedule — Requests Page.”

8. Click Submit.

How to Edit Course Request
1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Schedule Edit Auta Schedule Parameters
Effective Enrollmant Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll

ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl “ Enroll Y

Enroliments

Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
A By &4 g m - Alldredge, - G/28/ 12724/  f Bron A
>(A-BY d{h) g e hemistry 1 e 2 E ¥ Dro
2(A-B) 4(A) 3 1521-2 Chermnistry e 4 2003 2003 “Dvop
cra_RY o ) Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
Sla-B : 1041=1 Gegmetry Timothy 'S zo03 2003 —

T €Al

N

Automated Schedule “ Manually Schedule Student )

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v £
1591 Chemistry 2 0 1591

3. Click Requests. The Modify Schedule — Requests page appears.
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Mumber Course Name Alt

1031  Algebra i

1037 Algebra B
1041

Algebra 2 w/Geometry

1591 Chemistry 2

Priarity

Section Type

Alternate 1

Associate

Delete

¢] — '3 Assoc_iate"\ VES
p
Bl
| — e
——
f  Associate
=T v

»

WES

Update information as needed. For detailed information, see the table under “How to Access the

Modify Schedule — Requests Page.”
4. Click Submit.

How to Delete a Course Request

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Search Available Classes

Effective Enrollment Date Es.‘{',,.'zum

- period (13
Enroliments
Lock Exp Trm
2(A-B) 4(A) 51
SLA-B) 51
€A

Course Requesis

Number Course Name
1031 #Algebra 1
103 algebra B
104 &lgebra 2 w/beometry
1591 Chemistry 2

Geometry

" Automated Schedule

Alt Code Alt

¢ Find

Crs-Sec Course Name

1521-2 Chemistry 1
Alashra % e f

1041-1 dlgebra 2 wi

N

Quick Enroll

CBursc.ScctIunl 4

Teacher

Alldredge,
Jessica

allphin,
Timothy

%

o Schedule Parameters

Room Enroll

24

13

G/28/

2003

g6/28/

2003

£ Manually Schedule Student L

Alt Priority
]
1
&

Section Type

Enroll

Leave Drop
12/247 € Brop N
2003 i
12724/ ™
2003 ey

Al Y

Alternate 1
1591
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3. Click Requests. The Modify Schedule — Requests page appears.

aliments | Reauest
 hew .'\
Mumber Course Mame Alt Priority Section Type Alternate 1 Delete
o . i
1031  Algebra 1 110 [ :1 ,7  Associate ) yes
i : N
1037 Algebra B @ 1 [ H |-"—""'"——'— ! A_ss_oct;te
' ; o 7
1041  Algebra 2 w/Geometry W 2 | 3 ! ~ Assaociate
1591 Chemistry 2 e | 2] FEe { Associate )
4. To delete:

* An existing course request, click YES under the Delete column next to the
appropriate course request.

* All existing course requests, click ALL at the bottom of the Delete column.
5. Click Submit.

Course Requests Modify

At some schools, administrative staff or guidance counselors enter student course requests directly
in PowerSchool for their students. Perhaps all of the ninth graders at your school have made their
requests on paper. All initial student course requests and those entering student course requests on
behalf of students should enter the student course requests in PowerSchool, not in the scheduling
area. Use the scheduling area to change or delete student course requests after the initial requests
are made in PowerSchool.

Note: If you use need to edit a request after it has been submitted, do so in the scheduling area. For
more information, see the section "Student Course Requests."

Scheduling Year

Because course requests can be made for the current year or for other scheduling years, you must
set the schedule year for student requests made in PowerScheduler, in Parent Access, or on the
Requests Modify Future page in PowerSchool.

For example, set the scheduling year to 2004-2005 if you want students to enter course requests on
the student access pages for the 2004-2005 year. In this case, the request Screen Setup function in
PowerScheduler will apply to the 2004-2005 school year. The student's requests made through the
Requests Modify Current page in PowerSchool will apply to the 2003-2004 school year.
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How to Modify Current Course Requests

This feature lets students select the courses for the upcoming term within the current school year

for which they want to register.

1. On the start page, search for and select the student.

2. Choose Requests Modify Current from the student pages menu. The Request Modify

Current page appears.

Student User Guide
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3. Choose courses from the pop-up menu.

Click Submit. The Changes Recorded page appears. View the results of these choices on the
Requests View page. For more information, see the section "Course Requests View."
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How to Modify Future Course Requests

This feature lets students select the courses for the next scheduling year for which they want to

register.
Note: The scheduling year is defined in PowerScheduler.

1. On the start page, search for and select the student.

2. Choose Requests Modify Future from the student pages menu. The Request Modify future

page appears.

Student User Guide

E LS e B e figh 5okl 1834 Pegistration spatem
GENERAL INSTRUCTIONS
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a1 (rader Int {ihs '.-I_.'u :1'-=|:|'.:'rui:|:-.'|||; ChoEEd

i
S4CT700F  Enjbish 11 05407003 1.00
401003  US Hiskory £54010033 1.0C
Wath

3 Woud prpimat Baka 1 ocredi 0ol peslt
| Algebra 11 Trig (6406004} 1.00 =2 I
Science

3 fou mint choose belbween Chesastiry mid Plessice Tor a sclence credit
| Chemistry (6404004) 1.00 | # |
Elactive

4 Vou must bake 3 credils of classes
| Art il (6408005} .50 z |
Elective

5 Pol mviprk take 8 cradihy oF Alaaea
| Audition Choir (6408003} 2.00 s |
Elective

§ 0w e Flake 8 cradilaaf waay
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Flective

p foomuttake dcredibsafcimanes
| Sculpture (6408010) .50 s
Adbermiale

g Phekwe o boioe ook gl el te ;
| Econamics (6401004} .50 s |

TI-*_.. il ||-I-|.'-|:r bl

3. Choose courses from the pop-up menu.

Click Submit. The Changes Recorded page appears. View the results of these choices on the
Requests View page. For more information, see the section "Course Requests View."
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Course Requests View

How to View Current Course Requests

This page displays what courses a student has requested for the upcoming term within the current
school year. This page displays all the requests that were entered for the student for the current
year. Some of these requests may have been fulfilled while others may not have.

1. On the start page, search for and select the student.

2. Choose Requests View Current from the student pages menu. The Requests View Current
page appears.

Requests View Current

Eriggs, Jessica k. 10 25021 AEHS
Crs Mum Course Type Term(s) CrHrs
1. 1041 Algebra 2 w/Geormnetry By 0.50
2. 1591 Chemistry 2 Ay 0.50
e LT &lgebra B By 0.50
4. 1031 Algebra 1 Ay 0.50

Total Credit Hours Requested 2.00

3. Review the page. It is view-only for all users.

How to View Future Course Requests

This page displays what courses a student has requested for the next scheduling year, which is
defined in PowerScheduler.

1. On the start page, search for and select the student.

2. Choose Requests View Future from the student pages menu. The Requests View Future
page appears.

Requests View Future

Eriggs, Jessica k. 10 25021 AEHS
Crs Num Course Type Term(s) CrHrs
1. 101 flgebra 2w /Gearnetry fny 0.50
2. 1591 Chemistry 2 Ay 0.50
syt Bl &lgebra B By 0.50
4. 1031 Algebra 1 Ay 0.50

Total Credit Hours Requested 2.00
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3. Review the page. It is view-only for all users.

Scheduling Setup

Use this page to view information related to scheduling for the currently selected student.

How to View Student Schedule Preferences
1. On the start page, search for and select a student.

2. Choose Scheduling Setup from the student pages menu. The Edit Scheduling Preferences
page appears.

Scheduling Setup
Briggs, Jessica K 10 25021 AGHS

Required Settings
Mext Year Grade

Priarity

Schedule This Student

T@jj

Year of Graduation 2005

Mext School Indicator [ Apple Grove High 5chool | %

Optional Settings

Next Year Campus/Building [z " Associate

Mext Year House © Associate
EHuuse A
Mext Year Team Team A+

€ submir ¥
3. Use the following table to enter information in the fields:
Field Description
Next Year Grade Enter the grade level that the student will be in next year.
Priority Enter a scheduling priority level for the student.

Schedule This Student Select this checkbox if you want to schedule the student at this

time.
Year of Graduation Enter the year that the student should graduate.
Next School Indicator Select the school that the student will enter next year.
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Field Description

Next Year To select the campus or building that the student will go to

Campus/Building next year, click Associate. Select a campus or building, and click
Submit.

Next Year House To select the house that the student will belong to next year,

click Associate. Select a house, and click Submit.

Next year Team Choose the team that the student will belong to next year from
the pop-up menu.

4. Click Submit. The Changes Recorded page appears.

Add Section Enrollments

Manual scheduling is section-specific and allows you to add one or more specific sections in which
to enroll the student, overriding the system-defined schedule if one exists.

Use the Search Available Courses or Quick Enroll functions on the Modify Schedule — Enrollments
page to enroll students in a course section.

How to Add a Section Enrollment to a Student Schedule Using Quick Enroll

If you know the course number and the specific section of the course you want to enroll the
student, you can use the Quick Enroll function to enroll the student immediately into the section.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments
page appears.
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iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll
ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl—  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
2(A-B) 4(A) s1 1821-2 . Chemistry ) Alredm 5, B2/ 122V FURPY)

b

R Al

f N

Automated Schedule “ Manually Schedule Student )

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v 2
1591 Chemistry 2 0 1591

3. Enter the course and section number in the Course.Section field.

Quick Enrall
Course.Section !1 571 1 f Enroll ¥

4. Click Enroll. The Modify Schedule - Enrollments page refreshes and displays the new
enrollment.

How to Add a Section to a Student Schedule Using Search Available Courses

To search for available courses per period, use the Search Available Course function. You can enter
the number of the course in the Course Number field or leave it blank to search all courses. Then,
choose the period from the Period pop-up menu to search for sections that are available at that
time. Choose All to search for all available sections in all periods.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments
page appears.
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iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course | i Eir p Y
Numrbcr | Peried | 1 ¢| Find

Enroliments

SLA-B) 51 1041-1
%

&

P,

Course Requesis

Number Course Name Alt Code
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

2(A-B) 4(h) 51 1521-2 Chemistry 1

filgebra 2w/

Geometry

Automated Schedule

Alt

Lock Exp Trm Crs-Sec Course Name

N

Edit Auta S

chedule Parameters

Quick Enroll
CBursc.ScctIunl ¢ Enroll
Teacher Room Enroll Leave Drop
Alldredge, X G/2as 127247 FD!’O " 1
Jessica 2% 003 2003 —
#llphin, a/28/ 12/24f D -
Timothy 'S Zooz 2003 s
Al Y

£ Manually Schedule Student L
Alt Priority Section Type Alternate 1

0

1

£

0 1591

3. Choose the period in which you want to enroll the student from the Period pop-up menu.

Choose All to search for all available sections in all periods.

Search Available Classes

Enrollments

Lock Exp

Z0h-B) 4040

Course :
Numbc! Period v 1

R L
[ Find )
3
4
5 rs-5Sec
3]
7 E21-2

4. Click Find. The Available Courses page appears displaying a list of courses taught during

that period.
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Awalable Courses

FiksrBy

|1 | =] (A1 || Teas [
| Sinds Rl %] owdmee Al [#]
e [ Y S T ¥ Sp— =
fww [FTTEITT

T e Ceurse Hamz Ezzumgion Terr Tenzhur Comde Creeh Tpoz
JEODITI ALL ) Depe, 3w 1 o)

JEGAT 1 Aalgebre 1A LLLeoet o) ) Day, Dww ol

IHEMSCZ  SEramriry AV LT o TR Ml

f

THAG44Zl SElgekrn 1 R T trad iy 1 o o
1 Lia)
|

L] “Erwmciry AN £ bees, b
HWFET LS “Ererral Srirww RE @ Ea-tir, Bl 1 = L) 1

L] i

Note: For information on the filter options, see the section "How to Filter Manual Schedule
Options."

The page displays the following information:

Field Description

Crs.Sec The course and section number.

Course Name The course name.

Expression The period and day combination.

Term The selected term.

Teacher The teacher's name.

Grade The grade level.

Credit Type The credit type, such as Math.

Cr Hours The number of credit hours earned by taking this course.

Enrollment The number of students currently enrolled in this course during
Fgeu?glected period, followed by the maximum enrollment

5. Enter the effective enroll date at the top of the page 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.

6. Click a course name to add that course to the student's schedule during the selected period.
The Scheduling page appears.

If your system is configured to notify you that the section enrollment is at or above capacity, the
"Section is Full" page appears if the section is at or above capacity. You must enter a password to
override the capacity.
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Section is Full

Eir g3, Jeasica E 10

The saction of Algebra | requested C1031=-02 ) is already
at its maximum capacity of 20,
Toenrall the student in thiz section, you must enter the

special override password. Otherwise, click the 'Back” button
belovw and s&lact a different section

Password I

((Back ) (CSubmi )

How to Filter Manual Schedule Opti

Filter the courses that appear on the Available Courses page when manually scheduling students.

ons

Student User Guide

Filtering focuses your search for an available class according to a number of criteria, such as

teacher, credits, and current class size.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments

page appears.

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Number

Enroliments

P,

Course Requesis

Number Course Name
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

iew Entire Year Schedule

Course | Period | 1 = £ Find

Lock Exp Trm Crs-Sec
2(A-B) 4(A) 51 1521-2
S(A-B) 51 1041-1

€A

Automated Schedule

Alt Code

N

Quick Enroll
Caursc.ScctIunl ¢ Enroll
Course Name Teacher Room Enroll Leave Drop
S R e o 8/28/ 12024/ £ Brop
Chemistry 1 Jessien 2% 003 2003 —
Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
Geometry Timothy 'S Zooz 2003 s
Al Y
L Manually Schedule Student L
Alt Alt Priority Section Type Alternate 1
0
1
v £
0 1591

Edit Auta S

chedule Parameters

3. Choose the period in which you want to enroll the student from the Period pop-up menu.

Choose All to search for all available sections in all periods.
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Enrollments

Search Available Classes

Course :
Numl:m! Period

Al

Lock Exp

Z0h-B) 4040

3
4
5
5]
7

rs-Sec

BZ1-2

4. Click Find. The Available Courses page appears displaying a list of courses taught during

that period.
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5. Select one of the following to filter information on the Available Courses page.

Field Description

Period Choose the period from the pop-up menu.

Term Choose the term from the pop-up menu.

Teacher Choose the teacher from the pop-up menu.

Day Choose the day from the pop-up menu.

Grade Choose the grade level from the pop-up menu.

Credit Type Choose the credit type from the pop-up menu, such as Math.

Course To jump to a particular course, enter the course number and
press Return (Mac) or Enter (Windows).

Show only classes with Select this checkbox to display only classes that have not

available seats reached the maximum enrollment.

6. Repeat Step 4 to further filter the selections.

Student Page Views
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Drop Section Enrollments

Manual scheduling is section-specific and allows you to drop one or more section enrollments from
a student's schedule, overriding the system-defined schedule if one exists. Because dropping a
section enrollment from a student's schedule has serious ramifications, use caution when
performing this procedure.

How to Drop a Section Enrollment From a Student Schedule

Drop section enrollments individually and immediately by clicking the appropriate Drop button
next to the section enrollment you want to delete. To efficiently drop more than one section

enrollment from a student's schedule, see the section "How to Drop Section Enrollments
From a Student Schedule."

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments
page appears.

iew Entire Year Schedule Edit Auta Schedule Parameters

Effective Enrollmant Dnlcis:{',,.';gu[]:;

Search Available Classes Quick Enroll

ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl  Enroll

Enroliments

Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop

A By &4 g m - Alldredge, - G/2as 127247  F Prop B
>(A-BY d{h) g e hemistry 1 e 2 E ¥ Dro
2(A-B) 4(A) 3 1521-2 Chermnistry e 4 2003 2003 “Dvop
cra_RY o ) Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
-la-B J 10411 Geometry Timothy 'S Zooz 2003 s

R Al

(" Automated Schedule % ¢ Manually Schedule Student

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v £
1591 Chemistry 2 0 1591

3. Locate the section enrollment you want to delete.

4. Click Drop next to the section enrollment you want to delete. The Drop Class page appears.
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Eriggs, Jessics K ZE021 AxHS
Hiadent Briggs, Jessica k
Pzrind 2
e Algebra 1
leacher &llphin, Timel
Exit Data 02002
Mot about axit dates
The et date |5 alwaws the day AFTER the |ast day the atudent was Inclaas
IT the atudant’s ezt PinclEs waz 3522, then the ext dete 2 5/25. This appliez
ean T 522 waz The 1291 day of the term, and even iT 2chool (2 not in 2eszionon 5723,
F Drop Class

5. Verify the information you want to delete.

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

Student User Guide

Field Description

Student The selected student appears.

Period The selected period appears.

Course The selected course appears.

Teacher The selected teacher appears.

Exit Date Enter the effective exit 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. This is usually the day after the
student's last day in class.

7. Click Drop Class if you are sure you want to drop the section enrollment. PowerSchool drops
the student from the selected section, and the schedule displays without the deleted

section enrollment

Schedule
Briggs, Jessica 10 25021 AGHS
PFer Trm Cra-Gec Coursc Name Teocher Hoom Enroll Leowe Drop

Crop classes

[Enrall 2 ][ Drop 2]

U= 03 Quarter |

I & Vear Schedule

How to Drop All Sections From a Student Schedule

Use this procedure to drop all section enrollments from a student's schedule.

1. On the start page, search for and select the student.

Student Page Views

© 2004 Apple Computer, Inc. All rights reserved.

202




s
. PowerSchool

Student User Guide

2. Choose Modify Schedule from the student pages menu. The Modify Schedule — Enrollments
page appears.

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll

Course | i Eir p Y & N
Misrri o | Peried | 1 =2 Find Caursc.ScctIunl Enroll

Enroliments

Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
A By &4 mq - Alldredge, - G/28/ 127247  F Prop B
2(A-B) 4(h) 5 521~ hernistry 1 Sl 2 - o8 Diro
2(A-B) 4(A) 3 1521-2 Chermnistry e 4 2003 2003 “Dvop
cra_RY o ) Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
-la-B J 10411 Geometry Timothy 'S Zooz 2003 —
Al oA
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry ¥ £
1591 Chemistry 2 0 1591

3. Click All in the Drop column. The Drop Classes page appears.

Drop Classes

Briggs, Jessica K 10 25021 MGHS
Per Term Crz Bec Course
Dz 51 1051-02 Algebra 1

Exit Date |G/24/2002
MNote about exit dates:

The exit date iz always the day AFTER the last day the student was inclass

If the student's last day in cless wes 5722, then the exit date is 5/23. Thia
applies even T 3/ 22 was the last day of the term, and even If school 15 mot
imzaazionon 5/23

f Drop Classes ¥

4. Enter the first day the student is not in class in the Exit Date field 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.

5. Click Drop Classes. The Changes Recorded page appears.
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Work With Groups

Once you select a group of students using the methods described in the section "Search and
Select," PowerSchool displays the Group Functions page if you choose "Select Students by Hand"
from the Functions pop-up menu and click Functions. From here, you can manage the group’s
records in a variety of ways. To work with groups, use the options on the Group Functions page.

Group Functions

Current student selection: &

Function Description

Changes attendance records for one or many days for currently selected

attendance Change students.

Counselor's Screen Shows student pages for currently selected students.

Changes daily attendance records for ane or many days for current|y

[aily Attendance Change e

Enrallment Summary Reparts grade and ethnicity breakdown for currently selected students.
Expart Using Template Uzes a template to exports data on currently selected students.

Fee Functions Performs fee functions.

1D/ Pazsword Assignment fzsigns logon, lunch 1D and passwards for currently selected students.
Lizt Students Printz a quick list of currently selected students.

Group Attendance

Change the attendance records either for one date range, day, or period for a selected group of
students. In addition, you can change the attendance records either retroactively or in advance.

For more information on attendance, see the section "Attendance Overview" in the Attendance
User Guide.

How to Change Group Attendance
1. 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.

2. (lick Attendance Change. The Change Attendance page appears.
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Attendance Change

Oplion
Change attendance for The salected 52 2t udents

From this dale

To This Date Q2412002

Code To Set [ B (Bus was late) s
?11 j I.*':'I‘-:'h'

For Which Perinds Flos Blos Blar
-_.r-l periods

If Existing Attendance f' verwrite

WValue

92472003

[on's overwrite

f submit ¥

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

Field

Description

Change attendance for

The selected number of students appears.

From this Date

Enter the first day the group will be absent 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 this Date Enter the last day the group will be absent 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.

Code to Set Choose the attendance code from the pop-up menu.

For Which Periods

Select the checkboxes to indicate the periods to change. To
mark attendance for the entire day, select the "All periods"
checkbox.

If Existing Attendance

Select the option to either overwrite or not overwrite any
existing attendance codes.

4. Click Submit. The PowerSchool start page appears. To verify that you entered the correct
codes, search for and select one of the students in the group. Then, view the student's

Attendance page.

Work With Groups
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This page is tailored to meet the needs of school counselors, but it can also be useful to other

Student User Guide

school administrators. It provides direct links to some of the most frequently requested information.

How to View the Counselor's Screen

1. 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.

2. Click Counselor’s Screen. The Counselor’'s Screen page appears.

3. Choose the page you want to view for the selected students from the pop-up menu.

Counselor's Screen

VWhich screen
would you like to -
use to view the list Quick LDDliup ¥

of students?

f Submit ¥

4. Click Submit. The selected students appear in the students’ menu.

Counselor

s T navigation pane an The Ter to view infarmalion 2elected or I'|-|I-'l.-ill'\|
SEFRRT

« LClick aatudent rame to wiew or modity Informsation about that statament

5. Click a student's last name to display the selected page.

Lunch Transactions
Briggs, Jessica k. 10 25021 AEHS

- -
Mew

Balance: 30.00 Beginning balance: 0.00

Date Time Net Balance Description
asses 11:54 )

00z e 20.00 20,00 Cash deposit
097135 10:43 Depasit by personal
2002 AM 10.00 3000 pery

Work With Groups
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Note: If you click the student's first name, the last student page viewed appears. The list of
student pages appears on the left.

Enrollment Summary

Use this report to view a breakdown of students at your school by ethnicity and grade. For more

information, see the section "Enrollment Summary by Date."

ID/Password Assignment

Assign ID numbers and passwords to the selected group. You only need to complete the steps for

the type(s) of usernames/passwords that you want to create. That is, create just usernames, lunch

IDs, PowerLink PINs, or any combination of the three for the group.

How to Assign an ID/Password

1. 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.

2. Click ID/Password Assignment. The Assign Passwords & IDs page appears.

Asslgn Dz & Passwords

®For aLL CLRRERTLY EMRILLED STUDENTS (chanes o1 10k a2 Toe all 2ticents]

S Fur tha malachint 40 kel enly

T roe Drwsser, fes ariy

B0 vt et any echalng I e prasuards

14 s of canlicts apasrd. |53 dI0IC TARCIM ALem bar 2|

Bccvian Wit 1Ds ared gvirsored B ety Wil | B il et
Each tleb 10 fs 2 il tarechers long and i l.‘! Fandom numoe il
Bact vish Pasveoet 12> |zharecters 1eng are 15 | FENdDm lemrers |
[T wasnnl e oy eca s . [T e, waanals f e

Fademt 3

— &t on FesserLinc PIS aumibers | phare 2iedzmy

4k

st iR 4 # figite tongaare (s |_% FANSam numEar

'.‘;"-‘:‘: an Luizh D

oot Loehi ooz % laigies 1o are 12 LB TANSSM ALm Eer =

P Sasbomi

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

Field

Description

For

numbers.

Select the option to indicate for whom you want to assign ID
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Field

Description

Don't overwrite any
existing IDs or passwords

Select the checkbox if you do not want to overwrite any IDs or
passwords already in PowerSchool.

In case of conflicts
append

If there is a conflict with an existing ID, choose a suffix from the
pop-up menu.

Assign Web IDs and
Passwords

Select this checkbox to assign web IDs to students.

Assign Guardian Web IDs
and Passwords

Select this checkbox to assign web IDs to guardians.

Each web ID is

Use the first pop-up menu to choose the number of characters
for the web ID. Use the second pop-up menu to choose how
the ID number will be generated.

Each Web Password is

Use the first pop-up menu to choose the number of characters
for the password. Use the second pop-up menu to choose how
the password will be generated.

Enable Web Access
Accounts for Processed
Students

Select this checkbox to enable web access accounts for
processed students. Decide when students will have access to
their records in PowerSchool. Alternatively, leave this checkbox
deselected now and come back later to give them access.

Enable Web Access
Accounts for Processed
Guardians

Select this checkbox to enable web access accounts for
processed guardians. Decide when guardians will have access
to their records on PowerSchool. Alternatively, leave this
checkbox deselected now and come back later to give them
access.

Assign PowerLink PIN
numbers

Select this checkbox to assign PowerLink PIN numbers.

Digits for the PIN

Use the first pop-up menu to choose the number of digits for
the PIN number. Use the second pop-up menu to choose how
the PIN will be generated.

Assign Lunch IDs

Select this checkbox to create lunch IDs.

Each Lunch ID is

Use the first pop-up menu to choose the number of digits in
the lunch IDs. Use the second pop-up menu to choose how the
number will be generated.

4. Click Submit.

5. Click Back when the processing finishes.
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Alert:

Processing 163 students

f Back %

To notify parents and guardians of their new web identification numbers and passwords, create a
form letter that includes the codes A(web_ID) and A (web_Password). For more information on form

letters, see the section "Form Letters."

List Students

Create a list of selected students. Print the list from your web browser or export it to another
application and print it from there. The latter option gives you more flexibility in formatting and is
especially helpful with longer lists. Either way, practice creating a short list and viewing it before
you print or export. This will help you understand how to create the most useful list.

How to Create a Student List
1. 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.

2. Click List Students. The Student List page appears.
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Student List - 58 students will be listed
Prport tle {shoum ot 100 [DARE Particinants
Col Flehd naims Column Tithe
1. [student_number [Student Numib
2. |Last_name [LastHName
3. [frsti_name [Firstmame
4. | |7
s | —
6. | —
| ——
. | ——
s | ——
1. | |—
Padding In Each Cell |3_“| nains)
# Rows In Belween Greaks E
Other Options fl.-’ dlires :tv;cr1
Optional: Sort Field Hame Direction
[LastFirst e
| >
| >3

i~ submit Y

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

Field Description
Report Title Enter a title for the report.
Col. Enter the field name. Select any of the fields noted in the field

list. Click Field Name to view the entire list of fields.

Enter the column title. This may or may not be the same as the
field name. For example, if you want to display birthdays on the
printed list, title the column as Birthday even though the field
name is DOB.

Repeat for each column you want to create for the report.

To number the students on the printed list, enter *count in the
Column 1 Field Name field.

Padding in Each Cell

Enter the amount of space between the cell and the text in

naointc
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Field

Description

points.

Note: One point equals 1/72 of an inch.

# Rows in Between

This refers to the number of student names to print before each

Breaks break in the list. After each break, column titles are printed
again. Enter 0 if you do not want breaks inserted.

Gridlines Select this checkbox to draw lines between rows and columns
and to put a border around the list.

Export Select this checkbox to create the list in another application. If

you deselect this checkbox, the list appears in your web
browser only.

Sort Field Name

Enter up to three field names to sort items in the selected
columns or fields. Select to sort in ascending or descending
order. If you select to sort more than one column/field,
PowerSchool sorts them in the order listed.

Note: If you have never sorted a list before, it is a good idea to
try different options here to view how items are ordered each
time.

4. Click Submit. The page displays the list. If it is formatted correctly, continue to the next step.
If not, click Back, make the necessary changes, and click Submit again to preview the revised

list.
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DARE Participants Apple Grove High School
Student Number | Last Hame | First Hame
26316 Eevan didam
26712 Elizs Justin
25021 Eriggs Jessica
250z0 Eriggs John
25064 Eriggs Ryan
250149 Eudd Daninique
25040 Cander Armberles
25039 Cornia Lacey
26724 Denk John
25016 Duff Car mac
25017 Dunn Andrea
25015 Eqbert Justin
25061 Erickson Jan
250e0 Fitzgerald |Angela
25059 Fartie Kira
25037 Fredricksan|Channing
25058 Freeman Arnanda
25036 Fritz Justin
25035 Garner Joshua
25014 Gardan Carrie
25394 Greeff dishly

5. Choose File > Print from your web browser to print the report.

Student User Guide

Note: To fit more students on the page, change the paper layout or use the reduction
setting on your web browser. Choose File > Print. Make the appropriate selections in the

Print dialog.

Mass Enroll

Enroll the selected group in a class. For more information, see the section "Mass Enroll in a

Class."

Mass Print a Student Screen

Print a selected student page for a group of students. You must use Internet Explorer 5.0 or later for

a PC.

How to Print a Student Page for a Group

1. On the start page, select the group of students.
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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.

2. Click "Mass Print a Student Screen." The "Mass Print a Student Screen" page appears.

Mass Print A Student Screen

Which student

screen would -
you like to mass Demagraphics (v) j

print?

f Submit ¥

Choose the student page to print from the pop-up menu.

Click Submit. The selected list of students appears.

Click the students’ menu once without clicking a student name.
Choose File > Print.

On the Options tab, select the "Print all linked documents" checkbox.

© N o kW

Click Print. The student list prints along with the selected page for each student.
e 21

Genemad Options | L sy | F'aper-’f.ludi:_l.ll

Frnt hames

[¥ Fore_al inked documends [ Furt tagle of finks

Frint Cancel
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Next School Indicator

Set one school as the default school to which the selected group of students graduates when they
leave your school. This saves you from having to display each student record to mark the student’s
next school.

Indicate which students will attend your school next year. The school you select determines from
which student course request pages the students will make their selections.

Suppose you work at a high school that includes grades 9 through 12. In order to include the
eighth graders, who will be ninth graders in the fall, change their next school to your school. To
exclude the twelfth graders, change their next school to "Graduated students."

Note: Don't forget to set the Next School Indicator field for students who are continuing at your
school next year.

How to Change a Next School Indicator
1. 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.

2. Click Next School Indicator. The Next School Indicator page appears.

Next School Indicator - Apple Grove High
School

Change the next schoal

indicator for the - -
currently selected S5 [ JFK Jr. High Schoal x

students to

f Submit
3. Choose the default next school from the pop-up menu.
4. Click Submit.
5. Click Back after the Changes Recorded page appears.
Changes Recorded
The changes have been recorded.
f Back M
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How to Create a Next School Indicator

If there is more than one school that your students often graduate to or move to, you may want to
set up additional next schools.

1. 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.

2. Click Next School Indicator. The Next School Indicator page appears.

Next School Indicator - Apple Grove High
School

Change the next schoal

indicator for the - -
currently selected 55 [ JFK Jr. High Schoal x

students to

¢ Submit 3
3. Click Next School. The Next School page appears.
Next School
T

School Name School Abbrewv. School Humber
Apple Grove High School  AGHS 4000
Cherry Hill Middle
Sehoal CHMS 000
Jefferson Elementary JE 2000
JFE Jr. High Schoal JFKJHS So0no

Note: The "Default’ school number will be used far all students
not assigned a specific school next school.

4. Click New. The Edit ‘Next School’ Record page appears.
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Option Value

School Hame |Graduated students

GRAD
IUUUD

il
-

School abbrew.

School number
{Important}

Sort order for 5
display

f Submit ¥

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

Student User Guide

Field

Description

School Name

Enter the name of the next school

School abbrev.

Enter an abbreviation for the next school.

School number

Enter the school number of the next school.

Sort order for display

up menu.

Choose the sort order on the list of next schools from the pop-

6. Click Submit. The Next School page displays the new school.

Next School

- -
Mew

School Name School Abbrev. School Number

dpple Grove High School  AGHS 4000
Cherry Hill Middle

Sehool CHMS 3000
Jefferzon Elementary JE 2000
JFE Jr. High Schoal JFEJHS 000
Graduated students GR&D 0

Mote: The "Default’ school number will be used for all students
not azsigned a specific school next schoal.

Now you and other users can

assign it as the next school for any student.
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How to Edit a Next School Indicator

There are times when it is necessary to edit a next school record on the PowerSchool system. The
changes you make to the next school record apply to the school and not to the students who are
assigned to attend that school.

1. 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.

2. Click Next School Indicator. The Next School Indicator page appears.

Next School Indicator - Apple Grove High
School

Change the next schoal

indicator for the - -
currently selected 55 [ JFK Jr. High Schoal x

students to

¢ Submit 3
3. Click Next School. The Next School page appears.
Next School
T

School Name School Abbrewv. School Humber
Apple Grove High School  AGHS 4000
Cherry Hill Middle
Sehoal CHMS 000
Jefferson Elementary JE 2000
JFE Jr. High Schoal JFKJHS So0no

Note: The "Default’ school number will be used far all students
not assigned a specific school next school.

4. Click the school name to be changed. The Edit ‘Next School’ Record page appears.

Note: Alternatively, click the school abbreviation or school number. All links open the same
page.
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Option Value

School Name [JFKCJr. High School

JUIHS
5000

Sort order for 1 =
display x

School abbrew.

School number
{Important)

f Delete 3

f submit ¥

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

Student User Guide

Field

Description

School Name

Enter the name of the next school

School abbrev.

Enter an abbreviation for the next school.

School number

Enter the school number of the next school.

Sort order for display

up menu.

Choose the sort order on the list of next schools from the pop-

6. Click Submit. The Next Schools page displays the changes.

How to Delete a Next School

If students are no longer continuing on to a particular school that has been set up as a next school,
you can delete the school from the list.

Before deleting the school from the list, it is important to verify that the school should be removed.
Any student assigned to that school is impacted by this change.

1. 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 Functions

pop-up menu.

2. Click Next School Indicator. The Next School Indicator page appears.
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Next School Indicator - Apple Grove High
School

Change the next schoal

indicator for the - -
currently selected 55 [ JFK Jr. High Schoal x

students to

¢ Submit 3
3. Click Next School. The Next School page appears.
Next School
T

School Name School Abbrewv. School Humber
Apple Grove High School  AGHS 4000
Cherry Hill Middle
Sehoal CHMS 000
Jefferson Elementary JE 2000
JFE Jr. High Schoal JFKJHS So0no

Note: The "Default’ school number will be used far all students
not assigned a specific school next school.

Student User Guide

4. Click the school name to be deleted. The Edit ‘Next School’ Record page appears.

Note: Alternatively, click the school abbreviation or school number. All links open the same

page.

Edit 'Next School' Record
Option Value
School Name [JFK Jr. High School
School abbrew. IJ._IHS
School number
{Important) IEI:“:”:I
Sort order for 1 =
display x
f Delete 3 £ Submit

5. Click Delete. The Next School page appears, and the school is no longer on the list.
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Next School

- — -
School Name School Abbrev. School Number
dpple Grove High School  AGHS 4000

Cherry Hill Middle

Sehool CHMS 0o

Jefferson Elementary JE 2000

Graduated students GRAD 0

Mote: The *Default’ school nurmber will be used for all students
not azzigned a specific school next schoal.

Print a Report for a Group of Students

Use the Print Reports option on the Group Functions page to print a custom report for the selected
students. For information on creating reports, see the section "Custom Reports." For information
on printing an object report or any type of report, see the section "Run, Print, and Save
Reports."

Save Stored Selection

Store the current selection of students to quickly and easily retrieve a group of students that you
work with frequently. For more information, see the section "Stored Selections."

Search by Daily Attendance

Search for a group of students based on their grades or attendance. For more information, see the
section "Advanced Search and Select."

Search by GPA

Search for a group of students who are receiving a particular grade. For more information on this
procedure, see the section "Advanced Search and Select."

Search by Grades/Attendance

Search for a group of students based on their grades or attendance. For more information, see the
section "Advanced Search and Select."
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Search by Perfect Attendance

Search for students with perfect attendance or perfect daily attendance. For more information, see
the section "Advanced Search and Select."

Select Students by Hand

Select a subset of students from a group. For more information, see the section "How to Select a
Group of Students by Hand."

Student Field Value

Set a specific field value for students who have the field attached to their records. For example, if a
group of students has the wrong ethnicity code attached to their names, you can change the field
value for all these students at the same time.

Important: Be certain you want to replace all the values for all these students. This procedure is
irreversible. In fact, you are encouraged to make a backup of your data before changing field values
for a group.

How to Set a Student Field Value
1. 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.

2. Click Student Field Value. The Student Field Value page appears.
Student Field Value

58 students are selected

Option Value

Field To

Change |Neﬂ_5chnnl

{Fields)

New |.4_.DUU

Field — Clear Field Yalue

Value Insert * to use the current field value with the new
field walue,

Options E‘ Do not oversrite existing data.

WaRNIMG: This change iz irreversible.

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

Field

Description

Field to Change

Enter the name of the field to be changed.

Note: To view a list of field codes, click Field List on the start
page.

New Field Value

Enter the new value of the field. Put quotation marks around
any values that do not perform calculations, such as constant
characters or a string of characters.

Clear Field Value

Select this checkbox if you want to remove any existing values
for that field.

Do not overwrite existing
data

Select this checkbox if you do not want the system to overwrite
any existing field values.

4. Click Submit. The Field Value page displays a preview of the records and fields that will be

affected.

5. Click Submit. When the operation is complete, click Back. Now you can perform a search to
find the group with the changed value.

Important: If you find that the values were wrongly changed, you must change each record
individually. You cannot retrace your steps by changing the value back to what it was for
the entire group, because there are those students to whom the value was assigned before
you changed the value for the others. Reversing the procedure will change the value for all
students, not just the group you selected.

Transfer Out of School

This option lets you transfer the entire group of selected students out of school. It is especially
useful when students graduate. For more information, see the section "Transfer Students."

Delete Enrollment Records

Use this option to delete all enrollment records for an individual student. It is likely that only a
limited number of people at your school have permission to perform this procedure. For
information on editing enroliment records, see the section "Transfer Info."

How to Delete Enrollment Records

1. On the start page, search for and select the student.

2. Choose Transfer Info from the student pages menu. The Transfer Information page appears.
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Transter Infarmation 1L

Srigp. ewicak 1D ZBDZ
Sunant Frendbrand Frdm Iin  Feit Dats Grwin Crmmaeks fickanl
nl menpeEns Appie e gk
gr2iizidz In Sl

Irrwnem bmvllennly . Enler Uule Ewl Dabe e Ealry Cumarcnl Exld Conmmeal Hrhuul

MEFRASTAN 92204720 :!.!"I.I'-I r+a High
R P SEeFnTON '!.:L!I." 11 Flcéla
MAR157590 908001559 7 '!.:L!I.H 11 Hdéla
S159 mSPRAIFEA N _!.:UI'H 1l Hcéla
Sate Thia acrsen mey ek beoed b creofuer @ sfcdent inar ous sf ackael Click en Fuschicna o fing ek

Ak comralinrs

Student User Guide

3. Click an enter date in the Previous Enrollments column. The Edit Previous Enrollment page

appears.

Edit Previous Enrollment
Briggs, Jessica k10 25021 AGHS

Entry Date IEI.-'1 B/2002

Entry Code [ TO (Transfer from out of State) s ]

Entry Moved back from out of siate
Commant

Exit Date IEI.H 5/2002

Exit Code [ DO (Dropout) :

Exit Comment

Grade Level IF

Track E
posidonce (2]

B svalenoy
g':}:::erlhip

Tuition Payer | Privately Payed or No Tuition # |

Special
Enraliment MNone -
Code [ —I

Enrollment
Type

Blote: This soreen may not be used to transfer @ student inor out of schoo
Click on Functions to find links to those operations,

( Delete %  F Submix M

4. Click Delete. The Selections Deleted page appears.
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Transfer Students

In PowerSchool, you have different options concerning transfers into and out of your school. You
can transfer a student out of school, transfer a student to or enroll a student in another school on
your PowerSchool server, or reenroll a student that was previously enrolled in your school.

How to Transfer Out of School

This function transfers the student out of your school. Use it to transfer a group of students or an
individual. It is especially useful when a family moves and you want to transfer all siblings at once.

1. On the start page, search for and select the student(s).
2. Click or select Functions. The Functions or Group Functions page appears.

3. Click Transfer Out of School. The Transfer Student Out page appears.
Transfer Student Out L

BEriggs, Jessica k. 10 25021 AGHS
Vho will be
tratnsferred Briggs, Jessica K
ou

Moving out of state

Tranzfer
comment

Date of

transfer

(gzhould be

the day

after the 0gi01i20ac
student's

last dayin
clazs)

Exitcode | TO (Transfer Out of State) 4 |

f Submit ¥

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

Field Description

Who will be transferred The name(s) of the selected student(s) appears.

out

Transfer Comment Enter any comments related to the transfer.

Date of transfer Enter the date of the transfer 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.
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Field Description

Exit code Choose the exit code from the pop-up menu.

5. Click Submit. PowerSchool notifies you that the student has been transferred.

Alert:

1 student(s) transferred out.

f Back M

Note: The student’s status is now inactive. From now on, when you want to open the
student record, you must enter a forward slash (/) before the student’s last name when
entering it in the Student Search field.

If you know that the student or group is transferring to another school that shares your
PowerSchool system, you must also transfer the record(s) to that school before the student(s) can
be enrolled there. For more information, see the section "How to Transfer to Another School."

How to Reenroll in School

Reenroll a student in your school after he or she has previously left. You cannot transfer a student
to your school while that student is still enrolled at another school on your system. The transferring
school must also be on the same PowerSchool system as your school.

Note: If the student is transferring from a school that uses the same PowerSchool system as yours,
the sending school must transfer the student to your school before you can reenroll that student.

1. On the start page, search for and select the student.

2. Click Functions. The Functions page appears.

Functions
Briggs, Jessicakl 10 25021 AGHS

Functions

Frint Reparts For This Student
Transfer Out Of Schaol

Re-Enrall In Schoal

Transfer To Another School

Enrall In & Class &t Another Schoal
On-Screen Transaction Report

Recalculate Lunch Balance

3. Click "Reenroll in School." The "Reenroll a Student" pages menu appears.
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Re-Enroll Student L

SrI0gE, Jessca K 10 22021 fl=HS lransater red Ut
Sindent to re-conoll Briggs, Jessica §
Date of re-enrollment |94 272007
Enlry code | DO (Previous Drop Cut) A |

Entiy coimiment
Grade Lavel

9 =
Track =
District of Hesidence [E

Yes 2|

Restore class
cnroliments ?

Fulll - Timee: Equinvaleny [

Membership Share [ Q75 i]

Tisition Payer [ Privately Payed or Mo Tuition % ]

EE;EHI Enroliment l Mone - J

Entolliment Type Main =

Wote: Regardless of the date apecified above  the student’s records will be re

activated immedialely

f Submit ¥

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

Student User Guide

Field

Description

Student to Reenroll

The selected student appears.

Date of Reenrollment

Enter the date of the reenrollment 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.

Entry Code

Choose the reason for the enrollment from the pop-up menu.

Entry Comment

Enter any comments related to the reenrollment.

Grade Level

menu.

Choose the student's current grade level from the pop-up

Restore class
enrollments?

Choose either Yes or No from the pop-up menu. Restoring the
enrollments creates new enrollment records and aids in reports,
such as the "Enrollment by Section" report.

Full-Time Equivalency

the pop-up menu.

Choose the multiplier to calculate full-time equivalency from

Work With Groups

© 2004 Apple Computer, Inc. All rights reserved.

226




s
. PowerSchool

Student User Guide

Field Description

Membership Share Choose the multiplier to calculate the membership share from
the pop-up menu.

Tuition Payer Choose the method of tuition payment from the pop-up menu.

Special Enrollment Code [ Choose an enrollment code from the pop-up menu.

Enrollment Type Choose an enrollment type from the pop-up menu.

5. Click Submit. PowerSchool notifies you that the student has been reenrolled.

Alert:

Briggs, Jessica K has been re-enrolled.

f Back M

How to Transfer to Another School

Transfer a student to another school after you have transferred him or her out of your school. You
cannot transfer a student to another school while that student is enrolled at another school on your
system. The receiving school must also be on the same PowerSchool system as your school.

Note: Once you transfer the student to another school, you will not be allowed to view any of his or
her records unless you have district-level access.

1. On the start page, search for and select the student. Remember to use the forward slash (/)
before the student’s last name, as the student is now inactive at your school.

2. Click Functions. The Functions page appears.

Functions
Briggs, Jessicakl 10 25021 AGHS

Functions

Frint Reparts For This Student
Transfer Out Of Schaol

Re-Enrall In Schoal

Transfer To Another School

Enrall In & Class &t Another Schoal
On-Screen Transaction Report

Recalculate Lunch Balance

3. Click "Transfer to Another School." The "Transfer to Another School" page appears.
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4. Choose the receiving school from the "To which school?" pop-up menu.

Transfer to Another School L

Mote: The student rust have already been transferred out of
this schoal §be inactive) to use this function.

£ Submit

Briggs, Jessica k. 10 25021 CHMS Transferred Out
Vho will be _ _
transferred Briggs, Jessica K
10 adhich [ Cherry Hill Middle School %

Student User Guide

5. Click Submit. PowerSchool notifies you that the student is enrolled at another school.

Alert:

Eriggs, Jessica K is now an inactive student at
Cherry Hill Middle Schoal

f Back N

If the system finds a student at the new school with the same last name or phone number, the
"Check for Duplicate Students" page displays these students. You can then click each student’s
name to ensure that the student you are transferring is not already enrolled at the new school.

Check for Duplicate Students

Hame Matched boyg:
Student 0" oopo0) ggy Home Emtry Exit  Eneoll o
Humber poor = Phone Dale Dale Slalus HE

First Hame SoN Fhome

o 111= 427 1 g¢

SIS sEps 2 1 25¢ 2% ractive

Jafiray ITITT 1997 {998

ings - 4 o7 9

25021 wazica  CHIMS sy 595 1 8¢ 15/ ractive

I, S555 can S

111- 427-  EBu |

] TIq0 4 = E=g gy il vtlvp
257 b CHFES =3_-_ 355- __‘.:. 00 aclive

Hi 1 ay
25020 SN aEHS 22- 555- 0 2O 204 At @

on IIFF 2673 ZO00 2002

Bridas 111 427 =1 a4
5064 o e aGHs 22 55 af 21/ Active
i 2333 9401 FO0Y 2002
11 you Tind & metch for Bhis student inthe 13t abowe, click on the

atudent™s nome foFe = enrol | that atudent oF o go o the stydent’s detall 2cmeena

f no maktch = found , click on 4% 'Enrall’ bullon below fo procesd with a new =nrol | mend

 Enrcil %

It is the responsibility of the receiving school to activate the student’s records and schedule his or
her classes. For more information, see the section "How to Enroll a Student."
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How to Enroll in a Class at Another School

Sometimes a student is eligible to take a course at another school but will not be transferring to
that school for all courses. Enroll the student in courses at other schools as long as the other
schools share your PowerSchool system.

1. On the start page, search for and select the student.

2. Click Functions. The Functions page appears.

Functions

Briggs, Jessicakl 10 25021 AGHS

Functions

Frint Reparts For This Student
Transfer Out Of Schaol

Re-Enrall In Schoal

Transfer To Another School

Enrall In & Class &t Another Schoal
On-Screen Transaction Report

Recalculate Lunch Balance

Student User Guide

3. Click "Enroll in a Class at Another School." The "Enroll Student in a Class at Another School"

page appears.

Enroll Student in a Class at Another
School
BEriggs, Jessica K

10 25021 AGHS

Student

School where
class is held

Briggs, Jessica K
[ Cherry Hill Middle S5choal | #

Course Section

Example: |1 004651
530108

Enrollment

date M a200

£ Submit

3

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

Field

Description

Student

The selected student appears.

Held

School Where the Class is

menu.

Choose the school where the class is held from the pop-up

Work With Groups
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Field

Description

Course.Section

Enter the course and section number. Separate the numbers
with a period and no spaces.

Enrollment date

Enter the enrollment 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.

5. Click Submit. The Changes Recorded page appears.

Mass Enroll in a Class

Enroll an entire group of students in a class.

How to Mass Enroll in a Class

1. 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.

2. Click Mass Enroll. The Mass Enroll page appears.

Mass Enroll - Term: 02-03 Quarter 4

aanrall the selected students into which cleas?
| Allphin, Timothy 2] 01A) t]
[10;'“':';LI Loourse section

Clicking the Submit buiton below will cause the selected
¢ students fo be enrolled in the class specified above

Enroll ment date: |S/22/2003

r"‘iubmif E ]

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

Field

Description

Teacher

Choose the teacher from the pop-up menu.

[Expression]

Choose the schedule expression from the pop-up menu.

course.section

Enter the course and section number. Separate the numbers

awsith o maviad and na cnnnenc

Work With Groups
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Field Description

with a period and no spaces.

Enrollment Date Enter the date of the enrollment 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.

4. Click Submit. PowerSchool notifies you that the enrollment is complete.

Alert:

Maszs enroll was successful.
T students were enralled in:

Algebra 1 (Allphin, Timothy) Exp. 01{4&).

£ Back -3

Work With Groups © 2004 Apple Computer, Inc. All rights reserved. 231




s
. PowerSchool

Student User Guide

Test Scoring

PowerSchool stores information related to any type of test, as well as student-specific test scores.
To report on tests, see the section "Object Reports With Test Tags."

Test Scores

Use the Test Scores feature to enter test score values for students who complete tests. For more
information, see the section "Student Test Scores."
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Standards

PowerSchool provides an easy way for a district or school to keep track of standards and
competencies at the teacher level. Teachers can continue to use traditional grading
procedures—evaluating by percentage and letter grades such as A, B, and C—while addressing
district- or state-mandated benchmark grading. PowerSchool can also align sets of district, state,
and national standards to each other.

Teachers can assign each assignment in PowerGrade an unlimited number of standards or
benchmark codes supplied by the district. These codes help the teacher align classroom
assignments to standards. PowerGrade, in turn, passes along to PowerSchool the percent earned by
each student. PowerSchool collects and stores percentage scores from all the teachers in the
district. PowerSchool can then report standard and benchmark percentages, high scores, and
converted scores student-by-student or by group.

Enter Standards Grades

In PowerGrade, teachers assign each assignment the appropriate standards. When they enter
student scores for an assignment, PowerGrade sends the scores to PowerSchool, which uses the
conversion tables your school or district created to calculate the standards grades.

In PowerSchool Teacher, schools that do not use PowerGrade to track assignments can create
standards final grades directly in PowerSchool. For example, elementary schools can enter each
student’s behavior and progress standards grades.

Assign Standards to PowerGrade Assignments

PowerGrade sends percentage scores for each assignment to PowerSchool, where they are
averaged to determine a standards score. Therefore, multiple teachers can enter scores for the
same standard, and PowerSchool uses all of these assignment scores to calculate the standards
score.

After setting up standards in PowerSchool, teachers must apply the standards to their assignments
in PowerGrade. Teachers can assign each assignment multiple standard codes.

Teachers can assign standard codes that do not directly associate with their subject area. For
example, a Social Studies term paper assignment might cover both Social Studies and Language
Arts. Teachers can also designate assignments to any level and type of standard.

How to Assign Standards to Assignments in PowerGrade

1. When you create an assignment in the Assignments dialog, click Standards. The Standards
dialog appears.
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Standards: Mock Contract Negotiations

Mandard:

Angilable Standands:

Applisd Standards

L4 - Language Arte
W - Math ematics
0 - Soience
[+ 55 = Soxind Soudies
[+ FL - Forelan Language
[+ H- =salth
IE - Fhyaicad Educatin
WL - Yocationsl /L arsers
Fta - Fine Performing Arts
WED = Washington Elementany Kindergumen

Cescripimre

Eeading. varing, speadang. and Hstening are inter-relzted communication skills. They are used

n complament 10 a@ch othar. Wrting interacts wath reading a5 spaaking i5 the exprassion of CI
isTenir q tkille. Srudants need o perforrn thece skillE o sijatfier 0 dermomnsrrara their eMactive uie

&

P -
Cancel F’D‘K '-'"
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The available standards appear in the left column. Click the triangles to select the standards
below the parent standard.

2. (lick a standard in the Available Standards column that you want to apply to this
assignment and drag it to the Applied Standards column. You can click and drag multiple
standards to the Applied Standards column.

3. Click OK after you apply all the standards that you want to an assignment.

When you enter scores for this assignment, PowerGrade sends the information to PowerSchool.
PowerSchool uses the conversion tables your school or district created to calculate the standards

scores.

Standards Final Grade Entry in PowerSchool Teacher

If your school does not use PowerGrade or your school does not use PowerGrade for non-academic
courses, PowerSchool can capture final standards grades for each school year term. For example,
some elementary schools might not use PowerGrade to track attendance, assignments, and
assignment grades. Their teachers can use PowerSchool Teacher for standards final grade entry.

Note: Although PowerSchool can capture final grades if you do not use PowerGrade, your school
still loses the ability for administrators, parents, and students to have real-time access to assignment

scores via the web.

Before teachers can use PowerSchool Teacher to enter standards final grades, you need to set up
your PowerSchool system to do so.

How to Set Up PowerSchool Teacher for Final Grade Entry

In PowerSchool, when you enter standards to be used for final grade entry, you must remember to
do the following for each standard:

Standards
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* Enter a course number or course numbers. Only those standards that list a course number
matching the course number of the teacher's current class appear for final grade entry.

* Select the "Allow assignments to be tied to this standard" checkbox for the appropriate
standards in PowerSchool. Teachers may only record final grades for those standards that

Student User Guide

have this checkbox selected.

Use the Final Grade Entry Settings page to allow final grade entries for standards using

PowerSchool Teacher.

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

2. Click Standards. The Standards page appears.

Standards

Funection Description

Final Grade Entry - Setup the PowerSchool Teacher
Settings standard grades entry screen.

3. Click Final Grade Entry Settings. The Final Grade Entry Settings page appears.

Field

Final Grade Entry Settings

Enable teacher
entry screen '21

Final grade — —— r
columns to display |U 02 .51,03,04,52 Leomma-separated)

Allow entry for - -

these final grades ]US'-"-M 52 {comma- separated)
Allow entry for 20 dees orior toend of term

(blamk for no ’

restriction) 50 days after and of term

Display/Enter [ Translated Average Score 2 ]

Format for ( n -
comment Tield Multi Line ¢ I

Mate: Thesa Final Grade Entry Sattings apply fo Sehonl = Lews|
Standards for dpple Grove High School only

Value

Submir ¥

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

Field

Description

Enable teacher entry
screen

Select this checkbox to allow teachers to enter final grades in

PowerSchool Teacher.

Final Grade columns to

Enter the final grade columns you want to appear in

Standards

© 2004 Apple Computer, Inc. All rights reserved.

235




s
. PowerSchool

Student User Guide

Field

Description

display

PowerSchool Teacher.

Allow entry for these
final grades

Enter the grading terms for which teachers can enter final
grades in PowerSchool Teacher.

Allow entry for

Enter the number of days before the end of the term and the
number of days after the end of the term that teachers can
enter final grades in PowerSchool Teacher.

Display/Enter

Choose the conversion scale grades to use from the pop-up
menu.

Format for comment
field

Use the pop-up menu to determine if the Comment field on
the PowerSchool Teacher Final Grade Entry page provides for
entries that are single line or multi-line.

5. Click Submit.

Make sure that the settings you enter look correct for the teachers by logging in as a

teacher.

Note: To check that you entered the correct settings, go to PowerSchool Teacher. The
PowerSchool Teacher URL for your school is http://[your PowerSchool URL]/teachers.

After you define the course number and select the checkbox for each standard, and after
you define final grade entry settings in PowerSchool, teachers of the indicated courses can
use PowerSchool Teacher to enter final grades.

How to Enter Standards Final Grades in PowerSchool Teacher

Teachers can enter standards final grades in PowerSchool Teacher.

1. Open PowerSchool Teacher. The PowerSchool Teacher URL for your school is http://[your
PowerSchool URL]/teachers. The Logon page appears.

& PowerSchool

Uzername:

Pazsword:

f Enter Y

2. Enter the username and password for a teacher who instructs a course you have identified
to use the standards final grades option.

Standards
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3. Click Submit. The teacher’s Current Classes page appears.

Sowt Page
Lhaby Bullalr |
Farniky Diraciory
( Sy
Fprscnalos
: h‘-.'.-!ll-h-.h:.r-
Sepams

Wil i siy

Currant Classas

al Zxlnsand Tires - ::!-"
AFH-TE jwh Hoth =oTrig :'."" }"..
s Alwhre 7 —Tenree, 1; _j-'{'_

| 121l = .>{.

1
i R

1

4. Click the backpack icon

5. Click a student’s name.

Ady. Math wiTrig.
Period &2 M-Th

fndersan, Casey
Cooper, Amber
Franks, dennifer
Garrett, Andy
Holloway, kKylee
Kieser, Aubrey
Martin, Brian
Price, Lindsey
Robertson, Justin
‘Walker, Jacob

Student User Guide

next to the course for which you want to enter final grades.
A list of the students currently enrolled in the course appears.

6. Choose Standards Final Grade Entry from the "Select screens" pop-up menu. The Standards

Final Grade Entry page appears.

Erigga, Jesslca & 11

tardard

ST

Standards Final Grade Entry [ Select screens

[ =)

N5}

Grade 11 Standard 1| 4.00
Grade 1 Stendera 2| 3.00 % |
Grade 11 Standard 5| 4.00

£ Subemit ¥

Ak | Ak

dk

7. Choose the appropriate grades for each standard for the student from the pop-up menus,
or enter the final percentages for each standard. The entry type is determined on the Final
Grade Entry Settings page in PowerSchool.

Note: Comments may be present, depending on how the page is set up. For more information, see

the section "How to Set Up PowerSchool Teacher for Final Grade Entry."

8. Click Submit.

9. Repeat the process for each student in the class by clicking the students' first names.

After the teacher submits standards final grades for each student, PowerSchool stores the grades in

the Standards Stored Grades table.
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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.

How to Store Standards Grades
1. On the start page, choose System from the main menu.

2. On the System Administrator page, click Store Standards Grades. The Store Standards
Grades page appears.

Store Standards Grades

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
(= The 30 cur rently == lected studsnts
Slote Code [0 tor 2002- 2003 Sehont vear
= 5 - PO
Btorage Hethod =/Capture cur rnt cumul ative svares
Restrict to date range
Existing Scores ﬁn”"-'""” 1=ting acore
2 Keep exisfing scores
___||'||I' nal
Store these types AR TE
[atrict

Xlschool (Spple Grove High School onlv)

Only store thess
identifiers
[comma-separabed
|z bilank tor tymes
selected abowe!

€ 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 Select one of the options to indicate whether you want to

ratvionin cuvvant aeadoc v aendac faor o navticular Aot vanan If
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Field Description

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

entry.

Existing Scores Select one of the options to indicate whether you want to
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

Print Standards Reports

PowerSchool includes three types of reports that reflect standard grades. The first report is one you
can print for each individual student. The second report is an individual object report. The third
report is a multiple-student report that reflects combinations of students. For more information, see
the sections "Single Student Standards Reports," "Object Reports," and "Standards
Reports," respectively.

Standards Reports

PowerSchool includes three types of reports that reflect standards. The first report is an individual
student report accessed from the single student menu. For more information and procedures, see

the section "Single Student Standards Reports." The second report is an individual object
report. For more information on the object report, see the section "Object Reports." The third
report is a multiple-student report that reflects combinations of students.
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1. On the start page, select the group of students if you want to narrow your report to a

specific group.

ik W

appears.

Click the PowerSchool logo to return to the start page.
Choose Reports from the main menu.

On the Reports page, click Run Reports.

Standards Student Summary Report

Feport Title |standard
_4 Al currently enrolled students an This s=rver
Which Students AN currently enroll=d students in Apple Brows High 3ot
) The 58 currently selected students
Which Scones "_;7" Al aasignmert scores
' Restrict 1o date rangs: 'l.ll
Which Standards #3411 Standarcs on thiz mrver
Holy thess Standard |dent flers: {oomme-ssparatedd
7 [PE1

Ary Standard that matches these criteria

Twps l District il
ISEY Y

' Lewel

2D ect Area lil

Zero Scores r‘.'fﬁ’:-.ip L Ry S|
Mame NIEE
Sart Order - [ = -:]
O/EE
I’j”'.!l.:l'l of Scores
Iz High Sicare
Columns to Show = | ranalated High Seore
i?;fwl.'l':l:( L] g ]
(Tranelated Average Score
EES'.EIEH'L' Description
Hobe: This repart may require an extendsd tms o
Allmw ug to bigo ==ronds e Ermitarforoce=aed

alculate

I'-_5,|.|.|:||‘I'I 1 ]

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

On the Run Reports page, click Standards. The Standards Student Summary Report page

Field

Description

Report Title

Enter a title for the report.

Which Students

group of students.

Select an option to run the report for all students on the
system, all students for the selected school, or the selected

Standards
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Field

Description

Which Scores

Select an option to scan for either all assignment scores or
scores that you restrict to a particular date range. If using a date
range, enter the 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 entry.

Which Standards

Select an option to scan for certain standards or all standards.

Zero Scores

Select the "Skip standards if no scores are found" checkbox to
avoid null results.

Sort Order

Use the pop-up menus to choose a primary, secondary, and
tertiary sort order and the sort order operators.

Columns to Show

Select the appropriate checkboxes to indicate which columns
to display.

Click Submit. The resulting report displays the average score for students who have
completed the standard, the number of students who have completed it, and the translated
score. This latter is derived by converting the gradebook score to a standard score that has
parameters set up by your PowerSchool administrator.

standard

Num
Standard s,
FP&11 - FPA
Grade 11

FP&11.2 -
FP4 Grade 11 7
Standard 2

FP&11.4 -
FP4 Grade 11 T
Standard 4

FP&11.5 -
FP4 Grade 11 7
Standard 5

H11-H
Grade 11

H11.1 -H
Grade 11 EL]
Standard 1

H11.2-H
Grade 11 &7
Standard 2

H11.3-H
Grade 11 2]
Standard 3

Hi1.4-H
Grade 11 62
Standard 4

14

High
Score

100.00%

100.00%

90.00%

100.00%

110.91%

11091%

100.00%

11091%

100.00%

Trans Avg Trans
High Avg Description
Score . Score

400 TF7e0%  3.00

Students process, analyze, and respond to sensory infarmation

400 74.93%  5.00 through the language and skills unique to the Arts.

Students demonstrate an understanding of the Arts in relation

gllliant 2l pd ol to history, cultures and contemporary society.

Students connect and relate the Arts to other discipines and

400  74.99%  3.00 snciety,

400 83.18% 3.00

Students will comprehend concepts related to health

400 80.25%  5.00 promotion and dizease prevention

Students demonstrate the ability to access valid health

Sl St Lo el information and health- promoting products and sevices.

Students dernonstrate the ability to practice health-enhancing

400 8z11%  5.00 behaviors and reduce health risks.

Students analyze the influence of culture, media, technology,

Sl Rl and other factors on health.

Proceed by printing the report from your web browser or saving it to another application. For more
information, see the section "Run, Print, and Save Reports."

Standards
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How to Run Teacher Gradebooks Reports

This report prints assignment information from teachers’ PowerGrade data files for the specified
period.

1. On the start page, choose Reports from the main menu.
2. On the Reports page, click Run Reports.
3. On the Run Reports page, click Teacher Gradebooks. The Teacher Gradebooks page appears.
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Teacher Gradebooks

Print Gradehaoks for
[hold the COMMAND key to
make multiple sslectians)

For classes during this term

Meeting( s {leave unchecked
for all)

Den't print classos that

E Onlly assignmants in this
Date Ranga

Assignment header
Frint in nama calumn

Frint Final Gradeds] |comma-
separated)
Always from PowerGrade

Allphin, Timothy
House, James

0z-03 Year

e
0z |

gnawro etudants
— hmwe nn BISIGRMENTS

Alldredge, Jessica

[arizonz 4 [romseoee

[ Print Assignment Mame and Date Due & I

[ Student Name

.
-

—

—Leiter Grade | Parcant

Print which assignment
scone?
Scares Listing Font

Size, line height, style

Horizanial Call Padding
Studant Names Calumn Width
Assignmaent Calumn Widih

Background row shading

Page size

Margins {inches)

Qriantation, Scale

Watermiark text

Watsrmark mode

Wihen te print

Point Value | &

[ Times

2]

[z | {painds)

— Undzrling
I tpnints
W linches)
i-i_ Linches)
[0 =

Do

— falic

[ Letter (8 1/2" = 117}

|

Cisshom #ize:  Haight Wridth

enls  Topl5

might | 5

[

Owerlay 2

[ Asap

Bottom |5

—

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

Standards
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Field

Description

Print Gradebooks for

Select the teacher whose attendance records you want to scan.
Press and hold Command (Mac) or Control (Windows) to select
multiple teachers.

For classes during this
term

The selected term appears.

Meeting(s)

Select the checkbox(es) for the meetings to be scanned.

Don't print classes that

Select the checkbox(es) to exclude classes that have no
students or have no assignments.

Only assignments in this
Date Range

To limit the report to assignments within a specific date range,
select this checkbox and enter the date 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
entry.

Assignment header

Select the content to include in the header for the assignments.

Print in name column

Select the content to include in the column for students.

Print Final Grade(s)

Enter final grade(s) to print (optional). If you enter grades, select
either the Letter Grade, Percent, or both checkboxes to
determine how the final grades appear.

Print which assignment
score?

Select an option to determine how assignment scores appear:
* Point Value
* Percent

e |Letter Grade

Scores Listing Font

Choose the scores listing font from the pop-up menu.

Scores Listing Style

Enter the scores listing font size and line height in points.
Note: One point equals 1/72 of an inch.

Select the formatting checkbox(es) you want to use. For
example, select the Bold checkbox to bold the scores listing.

Horizontal Cell Padding

Enter the amount of space from the sides of the cells to the text
in points.

Note: One point equals 1/72 of an inch.

Student Name Column
Width

Enter the width of the student name column in inches.

Assignment Column
W id+h

Enter the width of the assignment column in inches.

Standards
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Field Description

Width

Background row shading | Enter a percentage to determine the shade of the rows.

Page Size Use the pop-up menu to choose the size of the paper on which
you want to print this report. To enter a custom size, enter the
horizontal and vertical page measurements in the Custom Size

fields.
Margins Enter the size of the margins in inches.
Orientation, Scale Choose the page layout from the pop-up menu. Portrait is a

vertical page; landscape is a horizontal page.

Scale is the finished size of the report. Fit more on a page by
reducing it by a percentage, but remember to leave it as large
as possible for easier viewing.

Watermark Text If you want to print text as a watermark on each page of the
report, use the pop-up menu to either choose one of the
standard phrases or choose Custom and enter the text you
want to print as a watermark in the field.

Watermark Mode Use the pop-up menu to determine how you want the text to
print. Watermark prints the text behind objects on the report,
while Overlay prints the text over objects on the report.

When to print To run this report, select a time to start it:

* 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 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.

5. Click Submit. PowerSchool runs the report, and the report queue appears. Depending on
your specifications, this could take several minutes.

6. Click Completed to display the report. The resulting report shows assignments and grades
for the selected time in the selected classes.
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Proceed by printing the report from your web browser or saving it to another application. For more
information, see the section "Run, Print, and Save Reports."

Single Student Standards Report

The single student standards report lists a student’s progress for each standard. Before you print the

report, you can determine which particular standards fields you want to appear on it.

For information about running standards reports for more than one student, see the section

"Standards Reports."

How to Set Up the Single Student Standards Report

You must log in to the district office before performing this procedure.

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

2. Click Standards. The Standards page appears.

Standards

Function

Conversion
Scales

Custam List

Custorn List
Settings

Display Settings
List Standards

Description

Define and manage grading scales used by the

standards swstem.

Search and display standards within a

hierarchical list.

Set the search criteria for displaying
standards with a hierarchical list,

Setup the student standards screen.

Dizplay and create new standards.

Standards
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3. (lick Display Settings. The Standards Display Settings page appears.

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

Student User Guide

Field

Description

Fields to Display on
Student Summary Screen

e |dentifier
¢ Name
¢ Number of Scores

* Average Score

* High Score

¢ Description

* Translated Average Score

* Translated High Score

Select any combination of the following checkboxes to
determine the information you want to appear for each
standard on the Student Summary page:

Score to display on
stored scores screen

Use the pop-up menu to determine which score to display on
the list page. All scores are viewable on the detail page.

Number of decimal
places in percent scores

point.

Enter the number of digits you want to appear after a decimal

Include the % character
in percent scores

Select this checkbox if you want to include the percentage
character (%) in percent scores.

Suppress display of
scores if no assignments

Select this checkbox if you do not want to display zeros on the
report if there are no associated assignments.

Standards
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Field

Description

Sort assignment list

assignment list:

* Chronologically

Use the pop-up menu to indicate the sort order of the

* Reverse Chronologically

5. Click Submit. The system saves your changes.

How to Access the Single Student Standards Report

1.

2. Choose Standards from the student pages menu. The Standards page appears.

3. Click the triangles to access any level of standards where scores are reported.

On the start page, search for and select the student.

Standards

Eriggs, Jessica kK

AGH3

Enter a Standard [dentifier in the box below or select one

fram the list.

Identifier I

Tturrent :Stnred

Expand 411 Collapse All

¥ District
L& - Lanquage &rts
* M - Mathematics
# 5C - Science
P 55 - Social Studies
® FL - Foreign Language
® H - Health
 PE - Physical Education
-
-

YC - Vocational /Careers

FPA& - Fine Performing Arts

* School

£ Submit

Stored
Stored
Stored
Stored
Stored
Stored
Stored
Stored
Stored

4. Click the standard identifier when you reach the level you want.

Note: You can also view stored standard scores by clicking the scores stored on that line.

Standards
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5. Click the number of scores in the Num Scores column that you opted to show. The Standard
Scores: [Standard] page displays each assignment score that is contributing to this standard

score.

Student System Administration

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.

25000

Student numbers are generated
from thiz value:

f Submit ¥
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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.

Alert: Alert

Some duplicates were found

f Back M

Activities Setup

Create, modify, or delete the activities available to students in PowerSchool. You can also clear the
values of the activities field for all students, such as at the end of each school year.

How to Add an Activity

Create an activity so that you and other users can add it to student records as needed. Indicate if
the new activity affects all schools on your system or just your school.

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

2. On the School Setup page, click Activities Setup. The Activities Setup page appears.

Activities Setup
“ New O
Activity Hame Student Field
ath volleyball B volleyballGb
Basketball Basketball
Bows Basketball Bows_Basketball
Bows Swimming bos g% i ng
3. Click New. The Edit Activity page appears.
Standards © 2004 Apple Computer, Inc. All rights reserved.
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Edit Activity
Label Value
Activity Name |Cheerleading
Student Field Hame
ino Spaces - use _ |Cheer|eading
instead)
Activity Type | Athletic =
Required =
i . P )
This activity — fipple Grove High School only
appears for &l schools on this server
£ Submit ¥

Note: If performing this procedure after selecting or working with a student record, the
student’s name, grade, and student number replace the Invalid Student ID heading in this
example.

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

Field Description
Activity Name Enter the name of the activity.
Student Field Name Enter the activity’s field name. Remember that spelling is

important and that you must use underscores (_) rather than
spaces between words.

Activity Type Enter the type of activity.

Required Select this checkbox to indicate that the activity is a
requirement.

This Activity Appears For | Select an option to display this activity for only the selected
school or all schools on this server.

5. Click Submit. The Activities Setup page displays the new activity.
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Activities Setup

Activity Hame
Sth Yaolleyball B
Baszketball

Boys Basketball
Eoyws Swimming

Cheerleading

- o

g 1

Student Field
willeybal |3b
Bazketball
Boys_Basketbal |
bovs_swimming

Cheerleading

Student User Guide

Add the activity to a student record. For more information, see the section "How to Add or

Delete Activities on a Student Record."

How to Edit an Activity

Changing an activity affects all PowerSchool users for your school or system. It does not change the
activity’s status on individual records, just the information about the activity on the PowerSchool

system.

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

2. On the School Setup page, click Activities Setup. The Activities Setup page appears.

Activities Setup

Activity Hame
ath volleyball B
Bazketbal |

Bows Basketball

Bows Swimming

2 -

b 1

Student Field
volleyballGb
Bazketbal |
Bows_Basketball

bos g% i ng

3. Click the name of the activity to be edited. The Edit Activity page appears.
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Edit Activity
Label Value
Activity Name |Cheerleading

Student Field Hame
{no spaces - use _

|Cheerleading

instead}
Activity Type [ Athletic 3
Required =

. . = )
This activity ' Apple Grove High Schaol anly
appearg for y

wr All zchools on this server

© Delete f Submit ¥

Note: If performing this procedure after selecting or working with a student record, the
student’s name, grade, and student number replace the Invalid Student ID heading in this
example.

Use the following table to edit information in the fields:

Student User Guide

Field Description

Activity Name Edit the name of the activity.

Student Field Name Edit the activity's field name. Remember that spelling is
important and that you must use underscores (_) rather than

spaces between words.

Activity Type Edit the type of activity.

This Activity Appears For [ Select an option to display this activity for only the selected

school or all schools on this server.

Click Submit. The Activities Setup page appears.

Activities Setup

- -
Mew

Activity Hame Student Field
Sth Yaolleyball B willeybal |3b
Basketball Basketball

Boys Basketball
Eoyws Swimming

Cheerleading

Boys_Basketbal |
bovs_swimming

Cheerleading

Standards
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Add the activity to a student record. For more information, see the section "How to Add or

Delete Activities on a Student Record."

How to Delete an Activity

Student User Guide

This action deletes the activity from your school or your system. It also deletes the activity from any
student records that indicate participation in the activity.

Important: This action cannot be undone. Contact other users before deleting an activity from the

PowerSchool system.

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

2. On the School Setup page, click Activities Setup. The Activities Setup page appears.

Activities Setup

3. Click the name of the activity to be deleted. The Edit Activity page appears.
Edit Activity

Activity Hame
Sth Yaolleyball B
Baszketball

Boys Basketball
Eoyws Swimming

Cheerleading

- -
Mew

Student Field
willeybal |3b
Bazketball
Boys_Basketbal |
bovs_swimming

Cheerleading

Label
Activity Hame

Student Field Hame
{no spaces - use _

instead}
Activity Type
Required

This activity
appearg for

Value

|Cheerleading

|Cheerleading

[ Athletic 4

Qﬁpple Growve High School anly
wr All zchools on this server

'r.DeIete_\ f submit ¥

4. Click Delete. The Activities page displays without the deleted activity.
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Activities Setup

Activity Hame
ath volleyball B
Bazketbal |

Bows Basketball

Bows Swimming

2 -

b 1

Student Field
volleyballGb
Bazketbal |
Bows_Basketball

bos g% i ng

How to Clear Activities for All Students

Student User Guide

Clear the values of the activities field for all students. For example, clear the activities for all students
at the end of each school year. This does not remove the activity from PowerSchool. To remove an
activity, see the section "How to Delete an Activity."

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

2. On the System Administrator page, click Clear Activities. The Clear Activities page appears.

Clear Activities

Activity Name
i‘ Track

? Bazketbal |
i‘ Chearleading
@ Cross Country

—

— [Drama

 FeoLa
i‘ Boys Basketball
@ Boys Swimming

Mote: The list above applies to Apple Grove High Schoal anly.

Check the boxes of the activies vou would like to clear.

f Submit

3. Select the checkbox(es) next to the activity for which you want to delete the values for all

students in the selected school.

4. Click Submit. The System Administrator page appears.
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Balance Alert

Using the Balance Alert Setup page, you can define thresholds for students' lunch account balances
and fee account balances. If students' account balances go over a set threshold, an alert appears on
the student page indicating that the student is in the "red."

The balance alert also appears in PowerSchool Parent Access if the "Do not show the lunch balance
on parent/student pages if you do not want to display the alert" checkbox has not been selected
during district setup. For more information, see the section "How to Set Up Miscellaneous
District Settings."

The Balance Automatic Email feature automatically sends parents or guardians email messages
informing them that their students' accounts are in the red. For more information, see the section

"Parents/Guardian."

How to Set Up the Balance Alert
1. On the start page, choose School from the main menu.

2. On the School Setup page, click Balance Alert. The Balance Alert Setup page appears.

Balance Alert Setup

‘Wwhena Student’s lunch balance falls below an alert will display on the student pages. Email will

also be sent to parents who choose to receive "Balance Alert” emails.

‘Whena Student's fee balance goes above an alert will display on the student pages. Email will also

be sent to parents who choose to receive "Balance &lert™ emails.

This message will display inthe alert
window along with the balances of Lunch
and Fees.

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

Field Description

[Lunch Balance Alert] Choose the lunch balance level from the pop-up menu. An
email is sent to parents who choose to receive "Balance Alert"
emails.

[Fee Balance Alert] Choose the fee balance level from the pop-up menu. An email
is sent to parents who choose to receive "Balance Alert" emails
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Field Description

[Alert Email] Enter the balance alert text in the field. This message will
appear in the alert window along with the balances of lunch
and fees.

4. Click Submit. The Changes Recorded page appears.

Changes Recorded

The changes have been recorded.

f Back M

Citizenship Codes

Use this page to create, view, edit, or delete citizenship codes used when grading students.

How to Add a Citizenship Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. (Click Citizenship Codes. The Citizenship Codes page appears.

Citizenship Codes

r New ™%
Code Description Sort Order
H Honorable 1 =%
5 Satisfactory A
M Meeds to improve i =

Mote: This list of citizenship codes applies to all schools using
thiz PowerSchool server. Even if wour school does nat use
citizenship codes, you must set up at least one for PowerGrade
to function correctly.

£ Submit

3. Click New. The Edit Citizenship Code page appears.
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Edit Citizenship Code

Label Value
Code IL.I
Description |UI‘|5i3tIE|:EE|ZDF'_.‘

Sort order for display

f Submit ¥

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

Field Description
Code Enter the citizenship code.
Description Enter a description for the citizenship code.

Sort order for display

Use the pop-up menu to choose the sort order to appear on
the Citizenship Codes page.

5. Click Submit. The Citizenship Codes page displays the new citizenship code.

Citizenship Codes

Mew
Code Description Sort Orcler
| {on ile 1 —]
5 Satisfactory 2 &
M Meads o | mproge 3 -
I Inaatisfactory 4 &
Moke: This Hst of citizenship codes applies 1o all schoals using this
Poswgrschodl server. Even T wour school does not use cltizenship codes

]

J must set up et least one for PowerGrade to function correctly

f Submit ¥

How to Edit a Citizenship Code

You must log in to the district office before performing this procedure.

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

2. (Click Citizenship Codes. The Citizenship Codes page appears.

Standards
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Code

=1

M

© New
Description Sort Order
lon e 1 >
Mesds 1o | mproye 3 =
Insatisfactory 4 &)

Mote: This list of citizenship codes applies 1o all schools using this
Poswgrschodl server. Even T wour school does not use cltizenship codes
you must set up at lesst one for Powerbrade o function correctly

f Submit ¥

3. Click either the code or the description of the citizenship code to be edited. The Edit

Citizenship Code page appears.

Edit Citizenship Code

Label Value
Code ILJ
Description |L.lns:31t|5f:3u:t1:|r'_.r

Sort order for display

“ Delete f Submit ¥

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

Student User Guide

Field Description
Code Edit the citizenship code.
Description Edit a description for the citizenship code.

Sort order for display

Use the pop-up menu to choose the sort order to appear on
the Citizenship Codes page.

5. Click Submit. The Citizenship Codes page displays the edited citizenship code.
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Citizenship Codes

“ New
Code Description
H Honarable
5 Satisfactory 2
M Meeds to i mprove 3
1 In-zatisfactory 4

g
'_I.'-'I-
o
-1
8

Mote: This list of citizenship codes applies to all schools using
this PowerSchool server. Even if wour school does not use
citizenship codes, wou rust set up at least one for PowerGrade

to function carrectly.

f Submit ¥

How to Delete a Citizenship Code

You must log in to the district office before performing this procedure.

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

2. (Click Citizenship Codes. The Citizenship Codes page appears.

Citizenship Codes

“ Mew b
Code Description Sort Order
H Honorable =
5 Satisfactory 2 =
{] Meeds to i mprove >
1 In-zatisfactory =

Mote: This list of citizenship codes applies to all schools using
this PowerSchool server. Even if wour school does not use
citizenship codes, wou rust set up at least one for PowerGrade

to function carrectly.

f Submit ¥
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3. Click either the code or the description of the citizenship code to be deleted. The Edit
Citizenship Code page appears.

Edit Citizenship Code

Label Value
Code IL,I
Description |Lplnsatim‘al:h:ur'_.r

Sort order for display

" Delete £ Submit ¥

4. Click Delete. The Selection Deleted page appears.

Ethnicity Codes

Set up ethnicity codes to assign to students using the Demographics page. For more information
on assigning ethnicity codes, see the section "How to Modify Student Demographics."

How to Add an Ethnicity Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Ethnicity Codes. The Ethnicity Codes page appears.

Ethnicity Codes

- -
Mew

Code Description
Asian

Caucasian
African American

Hispanic

— T ™ & I-

Mative &dmerican
] Other

Mote: This list of ethnicity codes applies to all schools using
this PowerSchool server.

3. Click New. The Edit Ethnicity Code page appears.
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Edit Ethnicity Code

Option Value

Code IP_

Description |Pa|:|ﬁ|: Islander

£ Submit 3

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

Field Description
Code Enter the ethnicity code.
Description Enter a description for the code.

5. Click Submit. The Ethnicity Codes page displays the new ethnicity code.

Ethnicity Codes

e )
Code Description

B fsian

C Caucasian

F African American
H Hizpanic

| Mative &rmerican
] Other
P Pacific [slander

Mote: This list of ethnicity codes applies to all schools using
this PowerSchool server.

How to Edit an Ethnicity Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Ethnicity Codes. The Ethnicity Codes page appears.
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e )
Code Description

B fsian

C Caucasian

F African American
H Hizpanic

| Mative &rmerican
] Other
P Pacific [slander

Mote: This list of ethnicity codes applies to all schools using
this PowerSchool server.

Student User Guide

3. Click the ethnicity code or description to be edited. The Edit Ethnicity Code page appears.

Edit Ethnicity Code

Option Value

Code IP_

Description |F'EI:IFII:|5|EI'IUEF

“ Delete f Submit ¥

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

Field Description
Code Edit the ethnicity code.
Description Edit the description for the code.

5. Click Submit. The Ethnicity Codes page displays the edited ethnicity code.

Standards
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Mote . This list of ethnicity codes spplies o all 2choolz using this PowerSchool server

How to Delete an Ethnicity Code

You must log in to the district office before performing this procedure.

1.

2. Click Ethnicity Codes. The Ethnicity Codes page appears.

On the start page, choose District from the main menu.

Ethnicity Codes

Mote . This list of ethnicity codes spplies o all 2choolz using this PowerSchool server

Student User Guide

3. Click the ethnicity code or description to be deleted. The Edit Ethnicity Code page appears.

Edit Ethnicity Code

Value

Ip_

Option
Code

" Delete

Description |F'EI:IFII:|5|EI'IUEF

f Submit ¥

4. Click Delete. The Selection Deleted page appears.

Standards

© 2004 Apple Computer, Inc. All rights reserved.

264



s
' PowerSchool

Student User Guide

Comment Bank

Teachers create comments that appear for each student per section. View comments in
PowerSchool Teacher, from the student pages menu in PowerSchool, and on the Parent Access
pages. Parent notes created by teachers in PowerGrade are sent to the PowerSchool system, where
they are called teacher comments.

Additionally, teachers can select from an unlimited number of comment codes in a district-wide
comment bank. The comment text can include links to web sites. Teachers select comment bank
codes from the comment bank in both PowerGrade and PowerSchool Teacher.

How to Create Comments in the Comment Bank
1. On the start page, choose School from the main menu.

2. Click Comment Bank. The Comment Bank page appears.

Comment Bank

2 -

Code Comment Category

Student was not inschool and was not excused
TR 5
by an authority.

3. C(lick New. The New Comment page appears.

New Comment

Label Value

Commaent
Code Uk

Category I optional )

Available 'E' All Schools

o  @pple Grove High School only

Student was unprepared for class.

Commaent
Taxt

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

Description

Comment Code

Enter a numeric, alphabetical, or alphanumeric code.

Category

Enter a category to which you want to assign your comment
(optional). The comment bank groups the comments by
category.

Note: Categories are not relevant to reports or searches.
Comment categories affect only how the comments appear on
the Comment Bank page.

Available to

Select an option to display this comment for all schools on this
server or only the selected school.

Comment Text

Enter the comment text, which can include hyperlinks and
HTML.

5. Click Submit. The Comment Bank page displays the new comment.

Comment Bank

o o -
Code Comment Category
TR Student was not in schoal and was nat

excused by an autharity.
P Student was unprepared for class.

How to Edit Comments in the Comment Bank

1.

On the start page, choose School from the main menu.

2. Click Comment Bank. The Comment Bank page appears.

Comment Bank

o o -
Code Comment Category
TR Student was not in schoal and was nat

excused by an autharity.
P Student was unprepared for class.

3. Click the code for the comment you want to edit. The Edit Comment page appears.

Standards
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Edit Comment

Label Value
Comment
Code IUN

Category | (ontionad

Available Al Schools

- wr Bapple Growve High School only
Student was unprepared for class.

Comment

Text

®

(" Delete ® f Submit ¥

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

Field

Description

Comment Code

Enter a numeric, alphabetical, or alphanumeric code.

Category

Enter a category to which you want to assign your comment
(optional). The comment bank groups the comments by
category.

Note: Categories are not relevant to reports or searches.
Comment categories affect only how the comments appear on
the Comment Bank page.

Available to

Select an option to display this comment for all schools on this
server or only the selected school.

Comment Text

Enter the comment text, which can include hyperlinks and
HTML.

5. Click Submit. The Comment Bank page displays the edited comment.

TR

1IN

Comment Bank

Code Comment Category

- e

Student was not in school and was not
excused by an authority.

Student was unprepared for class.
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How to Delete Comments in the Comment Bank

1.

On the start page, choose School from the main menu.

2. (Click Comment Bank. The Comment Bank page appears.

Comment Bank

- e

Code Comment Category

Student was not in school and was not

U excused by an authority.

1]y} Student was unprepared for class.

Student User Guide

3. Click the code for the comment you want to delete. The Edit Comment page appears.

Edit Comment

Label Value

Commeant

Code IUN

Category | {optional’

Available @) Schools
o wr Bapple Growve High School only

Student was unprepared for class.

Comment
Text

(" Delete ® € Submit ¥

4. Click Delete. The Comment Bank page appears without the comment.

Comment Bank

2 -

Code Comment Category

Student was not inschool and was not excused

L by an authority.

Standards

© 2004 Apple Computer, Inc. All rights reserved.

268



s
' PowerSchool

Student User Guide

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."

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 Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fial Creates and edits custorn fields

Courses Description

Course Fields Creafes and edifs custom fields

Sections Description

Section Fields Creates and edits custom fields

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

- o

Name Dezcription
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

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

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.
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Name

ACT _composite
ACT _date
ACT_english
ACT —math

ACT _reading

ACT _science

- -
Mew

Description

ACT composite test program

How to Edit Custom Student Fields

1.

On the start page, choose System.

Student User Guide

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

- -
Mew

Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

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

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.
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Name

ACT _composite
ACT _date
ACT_english
ACT —math

ACT _reading

ACT _science

- -
Mew

Description

ACT composite test program

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.

Student User Guide

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.

Staft Description

Cugtorn Stafm Scresns Provides quick setup of new stall scregns.
Staff Fiel 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 Student Fields. The Student Fields page appears.
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Name Description

ACT _composite ACT composite test program
ACT _date

ACT_english

ACT —math

ACT _reading

ACT _science

Student User Guide

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

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.
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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
tudent Flalds Creates and edits customn Tields.

Staft Description

Custom Staff Screens Provides quick setup of new stafl screens.
Staff Fiel Creates and edits custorn 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.

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.
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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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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

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

Student User Guide

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.
e 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
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 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.

How to Delete Custom Student Screens

1.

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

Student User Guide

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

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

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.
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Mew

Screen Edit fields
Second Mailing Edit Fields
Transportation Edit Fields

Student User Guide

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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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:

Student User Guide

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

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

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

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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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) Isecnnd_ma”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 %

Iﬁ Cwidth incharacters)

Iﬁ_ Cheight in lines)

f Submit 3

r ™
I Delere

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.
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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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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 "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.
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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 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).

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.
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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.

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.

New Course Field

Label Value

Field Hame |Demand

sual demand for this
Description |course.

f Submit

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

gdditional 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.

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

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

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 Course Fields. The Course Fields page appears.
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& Mew b
Dezcription

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

Name

Dernand Uzual demand for this course.

Student User Guide

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

Edit Course Field

Label Value
Field Hame Demand

Lsual 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.

£ Submit Y

" Delete

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.

Click Submit. The Course Fields page displays the edited field.
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Name Description

Additional course number used for

Al PO UTHET state reporting or district purposes.

Dernand Typical demand for this course.

How to Delete Custom Course Fields

Student User Guide

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.

Custom Fields / Screens

Students Description

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

Staft Description

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

Courses Description

Course Fields Creates and edits custom fields

Sections Description

Section Fields Creates and edits custom fields

3. (lick Course Fields. The Course Fields page appears.
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© New O
Description

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

Name

Dernand Typical demand for this course.

Student User Guide

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

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.

f Submit ¥

' 5
I Delete

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

Student User Guide

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 Custom Field Deleted page appears.

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

Custom Section Fields

Fields." The Custom Fields page appears.

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

3. Click Section Fields.

page appears.

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

The Section Fields page appears.

Name

Section Fields

section_no MNumber identifying the section.

F & 7
Mew

Custom Screen Menu
Description

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 ¥
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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,

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
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 Section Fields. The Section Fields page appears.
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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,

Student User Guide

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

Edit Section Field

Label Value

Field Name |request_prev_term
Mumber of requests for this

Description  |section from the previous

term.

— Check here towerify 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.
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Name

request_prev_term

section_no

- -
Mew

Custam Screen Menu

Deszcription

Requests for this section from
the previous term.

Mumber identifying the section.

How to Delete Custom Section Fields

Student User Guide

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.

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

Section Fields

- - -
Custam Screen Menu
Deszcription

Requests for this section from
request_prev_term thjprevinus term.

Mumber identifying the section.

Name

section_no

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.

Student User Guide

ge appears.
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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 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.

“ Delete f Submit ¥

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
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.

Custom Field Deleted

Custom field request_prev_term has been deleted.

Return 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.

Entry Codes

Use entry codes to identify the reasons why students enroll in and transfer to your school.

How to Add an Entry Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Entry Codes. The Entry Codes page appears.
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Entry Codes
“ New O
Code Meaning
AF Alternative Placement
1] Previous Drop Qut
FR Fromoted from previous yvear
Ta Transfer from out of State
TS5 Transfer from within State
Mate: This list of entry codes applies to all schools using this
PowerSchool server.

3. Click New. The Edit Entry Codes page appears.
Edit Entry Code

Option Value

Code Iﬁ

Heaning |H|:|me Schoal

€ Submit 3
4. Use the following table to enter information in the fields:
Field Description
Code Enter the code.
Meaning Enter a description of the code.

5. Click Submit. The Entry Codes page displays the new code and its meaning. Any authorized
user can apply the new code to any student transferring out of your school.
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“ New
Code Meaning
HP Alternative Placement
Do Previous Drop Out
HS Horne Schoal
PR Pramoted from previous vear
Ta Transfer from out of State
TS Tranzfer from within State
Mote: This list of entry codes applies to all schools using this
PowerSchool server.

How to Edit an Entry Code

Student User Guide

Everyone who enrolls or transfers students will be affected by any changes you make to a code. You
may want to discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

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

2. Click Entry Codes. The Entry Codes page appears.

Entry Codes

“ New
Code Heaning
HP Alternative Placement
Do Previous Drop Out
HS Horne Schoal
PR Pramoted from previous vear
Ta Transfer from out of State
TS Tranzfer from within State
Mote: This list of entry codes applies to all schools using this
PowerSchool server.

3. Click the code or the meaning of the code to be edited. The Edit Entry Codes page appears.
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Option
Code

Edit Entry Code

Value

s

Heaning |H|:|me Schoal

F Delete y f Submit ¥

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

Student User Guide

Field Description
Code Edit the code.
Meaning Edit a description of the code.

5. Click Submit. The Entry Codes page displays the edited code and its meaning. Authorized
users can apply the edited code to any student transferring out of your school.

Entry Codes

Code
AP
1]
HS
PR
TO
TS

Mote: This list of entry codes applies to all schools using this

- -
Mew

Meaning

Alternative Placement
Previous Drop Out

Horne Schoal

Pramoted from previous vear
Transfer from out of State

Tranzfer from within State

PowerSchool server.

How to Delete an Entry Code

Everyone who manages transfers will be affected by changes you make to a code. You may want to
discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

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

2. Click Entry Codes. The Entry Codes page appears.
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Entry Codes

“ New
Code Meaning
HP Alternative Placement
Do Previous Drop Out
HS Horne Schoal
PR Pramoted from previous vear
Ta Transfer from out of State
TS Tranzfer from within State
Mote: This list of entry codes applies to all schools using this
PowerSchool server.

Student User Guide

3. Click the code or the meaning of the code to be deleted. The Edit Entry Codes page

appears.

Edit Entry Code

Option Value
Code IHS

Heaning |H|:|me School

f Submit ¥

F -
[ Delere

4. Click Delete. The Entry Codes page displays without the deleted code:

Entry Codes
& Mew b
Code Meaning
&P &lternative Placement
1] Previous Drop Qut
FR Fromoted from previous yvear
TO Tranzfer from out of State
T3 Tranzfer from within State

Mate: This list of entry codes applies to all schools using this
PowerSchool server.
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Use exit codes to identify the reasons why students leave your school.

How to Add an Exit Code

You must log in to the district office before performing this procedure.

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

2. (lick Exit Codes. The Exit Codes page appears.

Exit Codes

Code
AP
DE
Ex
GR
PR
Ta
TS

- -
Mew

Meaning

Alternative Placement
Death

Explusion

Graduated from H3
Promoted to next vear
Tranzfer Out of State

Transzfer within State

Mote: This list of exit codes applies to all schools
using this Power3chool server.

3. C(lick New. The Edit Exit Codes page appears.
Edit Exit Codes

Option Value

Code Iﬁ

Meaning [Drop Out

f Submit ¥

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

Student User Guide

Field Description
Code Enter the code.
Meaning Enter a description of the code.
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5. Click Submit. The Exit Codes page displays the new code and its meaning. Authorized users

can apply the new code to any student transferring out of your school.

Exit Codes

Code
AP
DE
0o
E¥
GR
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Death

[Drop Out

Explusian

Graduated fram HS
Prarmoted to next year
Transfer Out of State

Transfer within State

Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Edit an Exit Code

Everyone who transfers students out of your school will be affected by changes you make to a
code. You may want to discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

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

2. (lick Exit Codes. The Exit Codes page appears.
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Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

3. Click the code or the meaning of the code to be edited. The Edit Exit Codes page appears.
Edit Exit Codes

Option Value

Code Iﬁ

Heaning |Drup out

3 Delete f Submit ¥

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

Field Description
Code Edit the code.
Meaning Edit a description of the code.

5. Click Submit. The Exit Codes page displays the edited code and its meaning. Authorized
users can apply the edited code to any student transferring out of your school.
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Code
AP
DE
Do
Ex
GR
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Death

Dropout

Explusion

Graduated fram H3
Promoted to next year
Transfer Out of State

Transfer within State

Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Delete an Exit Code

Student User Guide

Everyone who manages transfers will be affected by changes you make to a code. You may want to
discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

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

2. (lick Exit Codes. The Exit Codes page appears.
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Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

3. Click the code or the meaning of the code to be deleted. The Edit Exit Codes page appears.
Edit Exit Codes

Option Value

Code Iﬁ

Meaning |Drup out

'FDEIete_\ f Submit ¥

4. Click Delete. The Exit Codes page displays without the deleted code.
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Code
AP
DE
Ex
GR
PR
Ta
TS

- -
Mew

Meaning

Alternative Placement
Death

Explusion

Graduated from H3
Promoted to next vear
Tranzfer Out of State

Transzfer within State

Mote: This list of exit codes applies to all schools
using this Power3chool server.

Log Types

Student User Guide

Log entries are used to create a record regarding a student's behavior, performance, or activity.
Many schools use log entries to chronicle disciplinary actions. Log entries can also be used to

record students' positive achievements.

Log types are used to group log entries by classification indicating the nature of a log entry.
Additionally, subtypes can be created within each log type to further characterize the log entry. For
example, a log entry related to cheating on a test is discipline-related. Discipline is the log type, and
cheating is the subtype. For more information on log entries and the use of log types, see the

sections “Log Entry Fields” and "Log Entries."

To access log types, log in at the district level, navigate to the District Setup page, and click Log
Types. Using the Log Types page, you can add, edit, and delete log types and subtypes.

How to Add a Log Type

You must log in to the district office before performing this procedure.

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

2. (lick Log Types. The Log Types page appears.
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Log Types

Log Type
Dizcipline
Attendance
Canference
Activity
Parent Conflict
Caunzelar

Health

Mate: This list of log types applies to all schools using this PowerSchool server.

Edit Subtypes
Edit Subtypes
Edit Subty pes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes

3. Click New. The Edit Log Types page appears.

Edit Log Type

Liog Ty pe EGrade Change

fLimit 20 characters)

£ submit Y

4. Enter a log type in the Log Type field.

Click Submit. The Log Types page displays the new log type. To add subtypes, see the section
"How to Add a Log Subtype."
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Log Types

Log Type
Discipline
Attendance
Canference
Activity
Parent Conflict
Counzelor
Health

Grade Change

Mote: This list of log types applies to all schools using this Power3chool server.

Edit Subty pes
Edit Subtypes
Edit Subty pes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes

How to Edit a Log Type

You must log in to the district office before performing this procedure.

1.

2. C(lick Log Type. The Log Types page appears.

3. C(lick the log type to be edited. The Edit Log Type page appears.

On the start page, choose District from the main menu.

Log Types

Log Type
Discipline
Attendance
Canference
Activity
Parent Conflict
Counzelor
Health

Grade Change

Mote: This list of log types applies to all schools using this Power3chool server.

Edit Subty pes
Edit Subtypes
Edit Subty pes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
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Edit Log Type

Log Type [ie Change Request (| imit 20 characters)

(Delee ) (Csubmn )

4. Edit the log type.

Click Submit. The Log Types page displays the edited log type. To edit subtypes, see the section
"How to Edit a Log Subtype."

Log Types
— N m,\

Log Type
Discipline Edit Subtypes
&ttendance Edit Subtypes
Conference Edit Subtypes
Activity Edit Subtypes
Parent Conflict Edit Subtypes
Counzelar Edit Subtypes
Health Edit Subtypes
Grade Change Request Edit Subtypes
Mote: This list of log types applies to all schools using this Power3chool server.

How to Delete a Log Type
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. (lick Log Types. The Log Types page appears.
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Log Types
— N m,\

Log Type
Discipline Edit Subtypes
&ttendance Edit Subtypes
Conference Edit Subtypes
Activity Edit Subtypes
Parent Conflict Edit Subtypes
Counzelar Edit Subtypes
Health Edit Subtypes
Grade Change Request Edit Subtypes

Mote: This list of log types applies to all schools using this Power3chool server.

3. C(lick the log type to be deleted. The Edit Log Type page appears.

Edit Log Type

Log Type [ie Change Request (| imit 20 characters)

(Delee ) (Csubmn )

4. Click Delete. The Log Types page displays without the deleted log type.
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Log Types

Log Type
Dizcipline
Attendance
Canference
Activity
Parent Conflict
Caunzelar

Health

Edit Subtypes
Edit Subtypes
Edit Subty pes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes

Mate: This list of log types applies to all schools using this PowerSchool server.

How to Add a Log Subtype

You must log in to the district office before performing this procedure.

1.

On the start page, choose District from the main menu.

2. (lick Log Types. The Log Types page appears.

Log Types

Log Type
Discipline
Attendance
Canference
Activity
Parent Conflict
Counzelor
Health

Grade Change Request

Mote: This list of log types applies to all schools using this Power3chool server.

Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes
Edit Subtypes

3. C(lick Edit Subtypes next to the log type to be edited. The Edit Subtypes page appears.
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Edit Subtypes - Grade Change Request

i -
Mewns

Code Description

4. Click New. The Edit Subtype page appears.

Edit Subtype
Option Value
Log Code Em
Description |Parenta| Request {Limit 20 characters)
£ Submit-

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

Field Description

Log Code Enter the code for the log subtype.

Description Enter a description of the log subtype. This appears in the
Subtype pop-up menu when using log entries.

6. Click Submit. The Edit Subtypes page appears.

Edit Subtypes - Grade Change Request

- -
Mew

Code Description

01 Parental Request

How to Edit a Log Subtype

You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.
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2. C(lick Log Types. The Log Types page appears.

Log Types
— N m,\

Log Type
Discipline Edit Subtypes
&ttendance Edit Subtypes
Conference Edit Subtypes
Activity Edit Subtypes
Parent Conflict Edit Subtypes
Counzelar Edit Subtypes
Health Edit Subtypes
Grade Change Request Edit Subtypes
Mote: This list of log types applies to all schools using this Power3chool server.

3. (lick Edit Subtypes next to the log type you want to edit. The Edit Subtypes page appears.

Edit Subtypes - Grade Change Request

Code Description

01 Parental Request

4. Click either the code or description of the subtype want to edit. The Edit Subtype page

appears.
Edit Subtype
Option Value
Log Code im T
Description EF‘arental Request (Limit 20 characters)
(Tbelete ) Submit )

5. Edit the log subtype.
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6. Click Submit. The Edit Subtypes page displays the edited log subtype.

How to Delete a Log Subtype
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. C(lick Log Types. The Log Types page appears.

Log Types
— N m,\

Log Type
Discipline Edit Subtypes
&ttendance Edit Subtypes
Conference Edit Subtypes
Activity Edit Subtypes
Parent Conflict Edit Subtypes
Counzelar Edit Subtypes
Health Edit Subtypes
Grade Change Request Edit Subtypes
Mote: This list of log types applies to all schools using this Power3chool server.

3. C(lick Edit Subtypes next to the log type to be edited. The Edit Subtypes page appears.

Edit Subtypes - Grade Change Request

Code Description

01 Parental Request

4. Click either the code or description of the subtype you want to delete. The Edit Subtype
page appears.
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Edit Subtype
Option Value
Log Code im T
Description EF‘arental Request (Limit 20 characters)
(Tbelete ) Submit )

5. Click Delete. The Edit Subtypes page appears.

Log Entry Fields

Log entries are used to create a record regarding a student's behavior, performance, or activity.
Many schools use log entries to chronicle disciplinary actions. Log entries can also be used to
record students' positive achievements.

The default Log Entries page contains over forty fields, which may or may not be applicable to your
district. Based on your needs, you can customize the page to eliminate superfluous fields thereby
enhancing the function of entering a log. Any Log Entries page customizations made are reflected
on both PowerSchool's Log Entries page and PowerGrade's Submit Log Entry page.

To access log entry fields, log in at the district level, navigate to the District Setup page, and click
Log Entry Fields. Using the Log Entry Setup page, you can determine which fields appear and the
selections for each field, the format in which the field appears, and the order in which the field
appears on the page.

Note: If you have customized the HTML in the Log Entries page in a previous release and have now
updated to PowerSchool 4.0, you will need to enter the customized values in the "Data for Popup
or Radio Buttons" field on the Log Entry Setup page in order to maintain data integrity.

How to Customize the Log Entries Page
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Log Entry Fields. The Log Entry Setup page appears.
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Log Entry Setup

Discipline_lncident Ty pe
Dizcipline_lncidentTypeCategqory
Category
Discipline_Incident Ty peDetail
Discipline_lncident Date
Discipline_IncidentContext
Discipline_IncidentLocation
Discipline_lncident LocDetail

Discipline_0ffender

Incident Type

Incident Type Category The incident type category 10 H
Cateqory The incident category 11 =
Incident Type Detail Provides detail far the incident tywpe 12 =
\'\,[:Ef'%”t Date CMMADDY  1hq date of the incident 13 =

. Detailed description of the context in -
Incident Contexct which the incident occurred 14 hd
Incident Location The location where the incident took place 15 =

) ) Detailed description of the incident -
Inzident Lo Detail Iocation 16 =
Offender A categorical description of the offender 17 H

Field Name Field Label Description Sort Order
Entry_Date Date The date when the Log entry was created 1 -
Entry_Time Time The time when the Log entry was created 2 -
The name of the person who created the -
Entry_duthor suthor (e 3 =
LogType Log Ty pe Describes the Log entry type ! =
Subtype {optional for : -
Subtype discipline) Describes the Log entry subtype 5 -
Consequence {optional Lo
Consequence for discipline} The autcome for the incident
Subject Title # summary of the incident 7 =
Entry Log Entry Text The textual description of the incident

Describes the type of the incident

The following information displays for each of the 44 configurable log entry fields:

Field Description

Field Name Name of all the log entry field as it appears in the database. To
edit this information, click the corresponding Field Name link.

Field Label Title of field name, which appears on the Log Entries page.

Description Description of field name. This information is for reference only
and does not appear on the Log Entries page.

Sort Order Indicates the order in which field appears on the Log Entries

page. A value of 1 to 44 can be assigned. If two or more fields
are given the same value, the fields appear in ascending
alphabetical order within the selected sort order.

If you do not want a field to appear on the Log Entries page,
choose Hide. Fields that are not assigned a value appear in
ascending alphabetical order at the bottom of this page.
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Field Description

Note: The Hide menu item cannot be applied to the following
fields: Entry_Date, Entry_Time, Entry_Author, LogType, Subtype,
Consequence, Subject, and Entry.

3. Click the Field Name link of the appropriate field you wan to customize. The Edit Log Entry
Field page appears. The page varies based on the field you selected.

Option Value

Field Name Entry_Date

Field Label (Original) [ate

Field Label Date

Input Type Entry field

Width r"' e

(applies only to 'entry field' and 'entry box' types) U {width incharacters)

Height

(applies only to 'entry box' type) IU_ Cheight in lines)
MDD Y

Data for Popup or Radio buttons
(press return after each entry)

£ Submit 3
4. Use the following table to edit information in the fields:
Field Description
Field Name Name of the log entry field as it appears in the database.
Field Label (Original) The default title of the field name as it appears on the Log
Entries page.
Field Label Enter the title of the field name, which you want to appear on

the Log Entries page. HTML formatting is supported.

Note: The Field Label cannot be modified for the following
fields: Entry_Date, Entry_Time, Entry_Author, LogType, Subtype,
Consequence, Subject, and Entry.

Input Type Use the pop-up menu to select the form in which you want the
field to appear:
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Field Description
*  Entry field
e Static field
* Checkbox
e Popup menu
* Radio buttons
* Entry box
Not all menu items are available for each Field Name. Only
those menu items that are applicable Input Types appear.
Note: The Input Type cannot be modified for the following
fields: Entry_Date, Entry_Time, Entry_Author, LogType, Subtype,
Consequence, Subject, and Entry.
Width If the Field Type of "Entry field" or "Entry box" is selected, enter
a value to indicate the width of the field/box.
Height If the Field Type of "Entry field" or "Entry box" is selected, enter

a value to indicate the height of the field/box.

Data for Popup or Radio
buttons

If the Input Type of "Popup menu" or "Radio buttons" is
selected, enter the information you want to appear.

A "Popup menu" contains values, which consists of two
segments. The first segment is the value that is stored in the
database. This value is not visible on the Log Entries page. The
second segment is the label, which appears within the "Popup
menu." The first and second segments use a semi-colon as a
delimiter. To set a default value for a "Popup menu," enter a
semi-colon as the delimiter and then enter an asterisk at the
end of the default entry. The following is an example of a
properly formatted data for a "Popup menu" where "P;Police" is
the default entry:

S;Student T;Teacher A;Administrator O;Other School Staff
P;Police;* N;Non-School Individual U;Unknown

Some fields in the Log table are called "flag fields" because they
end with "Flag," such as "Discipline_FelonyFlag" and
"Discipline_LikelylnjuryFlag." Flag fields are stored as numeric
values. No is stored as a 0 while Yes is stored as 1. The following
is an example of properly formatted flag fields:

O;No 1;Yes

A "Radio button" follows the same rules as a "Popup menu."
The only difference is with a "Popup menu" you can enter
numerous sets of values. Whereas, with a "Radio button," you
are limited to only two sets of values.
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5. Once you have entered the appropriate data on the Edit Log Entry Field page, click Submit.

Upon submitting your customizations, data validation is performed. An error page appears

if one or more invalid entries are found due to the following:

* An empty entry.

¢ More than one default value.

* An entry that has only one segment.

* An entry that has only one segment where that entry is marked as the default entry.

The error page lists the line numbers where the error occurred and instructs you to return

to the Edit Log Entry Field page to make corrections. The following are example of error
messages you may encounter:

* The entry in line 2 of the popup values is invalid.

* The entries in these lines of the popup values are invalid: 2 and 4.

* The entries in these lines of the popup values are invalid: 2, 3, and 4.

Note: Additionally, the system removes nulls (Char(0)) though no alert page is returned.

6. Once you have made all of your Log Entry Field customizations, click Submit.

Log Entry Fields

Field Description

Entry_Date The date the log entry is entered, such as 5/17/2004. By default
this field appears as an "Entry field" on the Log Entries student
page and is auto-populated with today's date.

Entry_Time The time the log entry is entered, such as 3:41 PM. By default

this field appears as an "Entry field" on the Log Entries page as
is auto-populated with the current time.

Entry_Author

The name of the staff member making the log entry. By default
this field appears as an "Entry field" on the Log Entries page and
is auto-populated with the author's username.

LogType

Classification indicating the nature of a log entry. By default this
field appears as a "Popup menu" on the Log Entries page. To
modify the field selections, see the sections "Log Types."

Subtype

Further characterization of a log entry associated to a specific
LogType. By default this field appears as a "Popup menu" on
the Log Entries page. To modify the field selections, see the
sections "Log Types."

Consequence

Action resulting from the log entry. By default this field appears
as a "Popup menu" on the Log Entries page.
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Field Description

Subject The title for the log entry. By default this field appears as an
"Entry field" on the Log Entries page.

Entry Description for making the log entry. By default this field
appears as an "Entry box" on the Log Entries page. There is no
limit to the length of the entry.

Custom Custom field created by your district to display a variety of
information about students, staff, courses, and sections.

The following fields were incorporated into PowerSchool in order to address the Federal Gun-Free

Schools Act.

Field

Description

Discipline_IncidentType

The type of incident. Discipline incident types indicate the
nature of an incident. By default this field appears as a "Popup
menu” on the Log Entries page.

Discipline_IncidentTypeC
ategory

The category of incident. Discipline incident categories are the
general groups of incidents. Add a discipline incident category
to further classify group incidents. By default this field appears
as a "Popup menu" and an "Entry field" on the Log Entries page.

Discipline_IncidentType
Detail

The details of the incident. Discipline incident details include
specific information about incidents. Use discipline incident
details to record additional information about an incident. By
default this field appears as a "Popup menu" and an "Entry
field" on the Log Entries page.

Discipline_IncidentDate

The date the incident occurred, such as 5/17/2004. By default
this field appears as an "Entry field" on the Log Entries page and
is auto-populated with today's date.

Discipline_IncidentConte
Xt

Indicates if the incident occurred during or outside school
hours and if it occurred at a school-sponsored activity. By
default this field appears as a "Popup menu" on the Log Entries

page.

Discipline_IncidentLocati
on

Indicates if the incident occurred on campus, during an off-
campus school activity, or while using school-sponsored
transportation. By default this field appears as a "Popup menu"
on the Log Entries page.

Discipline_IncidentLocDe
tail

Discipline location details include specific information about
incident locations. By default this field appears as an "Entry
field" on the Log Entries page.

Discipline_Offender

Category of the person committing the incident. By default this
field appears as a "Popup menu" on the Log Entries page.
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Field

Description

Discipline_Reporter

Category of the person reporting the incident. By default this
field appears as a "Popup menu” on the Log Entries page.

Discipline_ReporterlD

Identification number of the person reporting the incident. By
default this field appears as an "Entry field" on the Log Entries

page.

Discipline_VictimType

Category of the person victimized by the incident. By default
this field appears as a "Popup menu" on the Log Entries page.

Discipline_FelonyFlag

Indicates if the incident was a felony. By default this field
appears as a Yes or No "Popup menu" on the Log Entries page.

Discipline_LikelylnjuryFla
g

Indicates if the incident likely resulted in an injury. By default
this field appears as a Yes or No "Popup menu" on the Log
Entries page.

Discipline_SchoolRulesVi
oFlag

Indicates if the incident was a violation of school rules. By
default this field appears as a Yes or No "Popup menu" on the
Log Entries page.

Discipline_Policelnvolved
Flag

Indicates if there were police involved in the incident. By
default this field appears as a Yes or No "Popup menu" on the
Log Entries page.

Discipline_HearingOfficer
Flag

Indicates if there was a hearing officer involved in the incident.
By default this field appears as a Yes or No "Popup menu" on
the Log Entries page.

Discipline_GangRelatedF
lag

Indicates if the incident was gang-related. By default this field
appears as a Yes or No "Popup menu” on the Log Entries page.

Discipline_HateCrimeRel
atedFlag

Indicates if the incident was a hate crime. By default this field
appears as a Yes or No "Popup menu" on the Log Entries page.

Discipline_AlcoholRelate
dFlag

Indicates if the incident was alcohol-related. By default this field
appears as a Yes or No "Popup menu" on the Log Entries page.

Discipline_DrugRelatedFl
ag

Indicates if the incident was drug-related. By default this field
appears as a Yes or No "Popup menu" on the Log Entries page.

Discipline_DrugTypeDet
ail

Discipline drug details include specific information about drug-
related incidents. By default this field appears as a "Popup
menu" on the Log Entries page.

Discipline_WeaponRelate
dFlag

Indicates if a weapon was used during the incident. By default
this field appears as a Yes or No "Popup menu" on the Log
Entries page.
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Field

Description

Discipline_WeaponType

Indicates the type of weapon. By default this field appears as a
"Popup menu" on the Log Entries page.

Discipline_WeaponType
Notes

Notes relating to the weapon type. By default this field appears
as an "Entry field" on the Log Entries page. A maximum of 79
characters can be entered.

Discipline_MoneyLossVal
ue

The amount of money lost in the incident, if the incident results
in a dollar loss amount for any party. By default this field
appears as an "Entry field" on the Log Entries page.

Discipline_ActionDate

The date the discipline action was taken, such as 5/17/2004. By
default this field appears as an "Entry field" on the Log Entries
page and is auto-populated with today's date.

Discipline_ActionTaken

The disciplinary action taken against a student. By default this
field appears as a "Popup menu" on the Log Entries page.

Discipline_ActionTakenD
etail

Specific information about disciplinary action taken against a
student. By default this field appears as a "Popup menu" on the
Log Entries page.

Discipline_ActionTakenE
ndDate

The date the discipline action ends. By default this field appears
as an "Entry field" on the Log Entries page.

Discipline_DurationAssig
ned

The assigned duration of the discipline action. By default this
field appears as an "Entry field" on the Log Entries page.

Discipline_DurationActu
al

The actual duration of the discipline action. By default this field
appears as an "Entry field" on the Log Entries page.

Discipline_DurationChan
geSource

Reasons for any difference in the values of the
Discipline_DurationActual from the
Discipline_DurationAssigned fields. By default this field appears
as a "Popup menu" on the Log Entries page.

Discipline_DurationNote
s

Notes relating to the duration of the discipline action. By
default this field appears as an "Entry field" on the Log Entries
page. A maximum of 79 characters can be entered.

Discipline_Sequence

The numerical sequence of this log entry if entering more than
one log entry for the incident. By default this field appears as an
"Entry field" on the Log Entries page.
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Next School

Add, edit, or delete a school to which the selected group of students graduates when they leave
your school. Next school selections are made either per student or as a default for all students. For
more information on setting the default school, see the section "Next School Indicator."

If the next schools share your PowerSchool system, PowerSchool automatically transfers student

records to the next school when you use the end-of-year process.

How to Create a Next School Indicator

Student User Guide

If there is more than one school that your students often graduate to or move to, you may want to
set up additional next school indicators.

1.

On the start page, choose School from the main menu.

2. Click Next School. The Next School page appears.

Next School
'] N["‘qﬂl N

School Name School Abbrev. School Number
#pple Grove High Schoo AGHS 4000

Middl | HMS SO00

l&rnEntar IE 2000
Mote: The "Default’ school number will be used for all students
niot axsigned a specific school next schio

3. Click New. The Edit ‘Next School’ Record page appears.

Edit 'Next School Record

Option Value

School Name |Graduated students
School abbrew. GRAD

School number

{Important} IUUUD

Sort order for T =

display -

£ Submit ¥

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

School Name Enter the name of the school.

School Abbrev. Enter the abbreviation for the school.

School Number Enter the school number.

Sort order for display Choose the sort order on the list of next schools from the pop-
up menu.

5. Click Submit. The Next School page displays the new school.

Next School
- — -

School Namae School Abbrev School Number
wpple Grove | Al HS

herry Hill | CHMS

2 TTRFS0N Clementary JE

Graduated Students GRAD
Mote: The "Default’ school number will be used for all students
not assigned & specific school next school

Now you and other users can assign it as the next school for any student.

How to Edit a Next School Indicator

There are times when it is necessary to edit a next school record on the PowerSchool system. The
changes you make to the next school record apply to the school and not to the students who are
assigned to attend that school.

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

2. Click Next School. The Next School page appears.
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- -
Mew

School Name School Abbrev School Number

wpple Grove | A HS
herry Hi CHIMS
efferson Elementary JE

sraduated Students GRAD

Mote: The "Default’ school number will be us
not assigned & specific school next school

ed for all students

Student User Guide

3. Click the school name, school abbreviation, or school number to be changed. The Edit ‘Next
School’ Record page appears.

Edit 'Next School Record

Option Value

School Hame |Graduated students

—

Sort order for T =
display >

School abbrew.

School number
{Important}

" Delete £ Submit ¥

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

Field

Description

School Name

Edit the name of the school.

School Abbrev.

Edit the abbreviation for the school.

School Number

Edit the school number.

Sort order for display

up menu.

Choose the sort order on the list of next schools from the pop-

5. Click Submit. The Next School page displays the changes.
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Next School

¢ Mew b
School Name School Abbrev. School Number
dpple Grove High School  AGHS 4000
Cherry Hill Middle
Sehool CHMS 000
Jefferson Elementary JE 2000
Graduated Students GRAD ]

Mote: The *Default’ school nurmber will be used for all students
not azzigned a specific school next schoal.

How to Delete a Next School Indicator

If students are no longer continuing on to a particular school that has been set up as a next school,
delete that school from the list. Before doing so, it is important to verify that the school is to be
removed. Any student assigned to that school is impacted by this change.

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

2. Click Next School. The Next School page appears.

Next School
- e -
School Name School Abbrev. School Numbaer
apple Grove High AGHS 1000
Cherry Hill Middle CHMS : ]
Jeffersan Elementary JE 2000
Graduated Studends GRAD
Mote: The "Default’ school number will be used for all students
not assigned & specific school next school

3. Click the school name, school abbreviation, or school number to be deleted. The Edit ‘Next
School’ Record page appears.
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Edit 'Next School Record

Option Value

School Name |Graduated students
School abbrew. GRAD

School number

{Important} I':|

Sort order for T =

display -

" Delete £ Submit ¥

4. Click Delete. The Next School page displays without the deleted school.

Next School
i N[\qﬁl b

School Name School Abbrev. School Number
fpple Grove High Sihio AGHS 4000

Middl | HMS SO00

l&rnEntar IE 2000
Mote: The "Default’ school number will be used for all students
niot axsigned a specific school next schio

Special Program Setup

Use this page to view a list of special programs already defined for your school and all the schools
that use your PowerSchool server or to view the students enrolled in a special program. You can
print enrollment reports for each special program.

Create a new program on the PowerSchool system. Then, any PowerSchool user with the proper
access can add students to that program. To add a student to a special program, see the section
"Special Programs."

Note: The Special Programs page for Utah schools displays the link "Utah schools click here." Click
the link to display the Utah Special Programs page, which describes state-specific special program
information.

How to View Students in a Special Program

You must log in to the district office before performing this procedure.
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1.

On the start page, choose District from the main menu.

2. Click Special Programs. The Special Programs page appears.

Special Programs

Program Name

D&RE

R&FT

Mote: This list of special

Show Current Students
Dizplay
Dizplay

programs applies to all schools

using this Power3chool server.

Student User Guide

3. C(lick Display next to the program to be viewed. The Enrolled Students: [program name]
page displays the students enrolled in the special program.

Enrolled Students: Career Training
Students Student Number Grade Level
Eradshaw, Charidee B 25225 12
Chrizstenzen, &li L 25228 12
DuMars, kelly A. 25223 12
Ford, &ngela ZBETZ 12
Hansen, Amanda 22213 12
Hardy, Phillip K 25212 12
Hicks, Charrli 26563 12
Huntingtan, Danielle & 25202 12
Johnzon, Eliza 23199 12
Miller, fmy w 25187 12
Maortimer, Matthew 25193 12
Nielzen, Dauglas 25190 12
Olzen, Byron 23188 12
Parry, Jazon 25185 12
Richards, Dillon [ 25177 12
‘Webber, Kelvin ZBEEZ 12
‘Waolstenholme, daron 25156 12

Make this the current selection of students
Aidd these students to the current selection of students
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How to Add a Special Program
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Special Programs. The Special Programs page appears.

Special Programs

)
Program Mame Show Current Students
D&RE Dizplay
R&FT Dizplay

Mote: Thiz list of special programs applies to all schoals
uzing this PowerSchool server.

3. Click New. The Special Program Information page appears.

Special Program Information

Frogram name [J.;;.b Training
{noeammmEs )

Qualifies as a
special education
program

£ submit ¥
4. Use the following table to enter information in the fields:
Field Description
Program name Enter the name of the program.
Qualifies as a special Select this checkbox if the special program is considered a
education program special education program.

5. Click Submit. The Special Programs page displays the new program.
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Special Programs

p— N EWH\
Program Name Show Current Students
DaRE Dizplay
Job Training Dizplay
R&FT Dizplay

Mote: This list of special programs applies to all schools using
this PowerSchool server.

Any authorized PowerSchool user can add students to the program.

How to Edit a Special Program
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Special Programs. The Special Programs page appears.

Special Programs

Program Name Show Current Students
DaRE Dizplay
Job Training Dizplay
R&FT Dizplay

Mote: This list of special programs applies to all schools using
this PowerSchool server.

3. Click the program name for the program to be edited. The Special Program Information
page appears.
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Special Program Information

Frogram name [J.;;.b Training
{noeammmEs )

Qualifies as a
special education
program

© Delete ® £ submit »

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

Field Description

Program name Edit the name of the program.

Qualifies as a special Select this checkbox if the special program is considered a
education program special education program.

5. Click Submit. The Special Program page displays the edited program.

Special Programs

P
Program Name Show Current Students
Career Training Dizplay
D&ARE Dizplay
RAFT Dizplay

Mote: This list of special programs applies to all schools using
this PowerSchool server.

How to Delete a Special Program
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Special Programs. The Special Programs page appears.

337
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Special Programs

p— N EWH\
Program Name Show Current Students
DaRE Dizplay
Job Training Dizplay
R&FT Dizplay

Mote: This list of special programs applies to all schools using
this PowerSchool server.

3. Click the program name for the program to be deleted. The Special Program Information
page appears.

Special Program Information

Frogram name [J.;;.b Training
{noeammmEs )

Qualifies as a
special education
program

© Delete ® £ submit »

4. Click Delete. The Selection Deleted page appears.

Standards Setup

Before using standards in PowerSchool, understand what your district wants and is expected to
report to a board of education, superintendent, or the state Department of Education (DOE). There
is no need to define benchmarks levels at every grade level if you are not expected to report that
information. For example, the Wyoming DOE requires schools to report student progress at the
fourth-, eighth-, and eleventh-grade levels. Schools in Wyoming often select to have all teachers
match their assignments to only those benchmarks unless their local DOE requires it at every grade
level. Kindergarten through fourth-grade teachers can align to the fourth-grade set of benchmarks;
fifth- through eighth-grade teachers can align to the eighth-grade set; and so on.

This section outlines the procedures to set up standards and benchmarks. Use the following
procedures to set up standards:

* Set up conversion tables to convert percentage scores given by teachers to standard letter
or number scores.

* Enter each set of standards. This includes assigning parent relationships, aligning standards,
and creating conversion tables.
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Before entering standards, you must first create at least one conversion scale. Log in to the district
office before performing this procedure.

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

2. Click Standards. The Standards page appears.

Display Settings

List Standards

Standards

Function Description
Conversion Define and manage grading scales used by the
Scales standards swstem.

) Search and display standards within a
Custom List hierarchical list.
Custom List Set the search criteria for displaying
Settings standards with a hierarchical list.

Setup the student standards screen.

Dizplay and create new standards.

3. Click Conversion Scales. The Custom Standards List page appears.
Custom Standards List
i Mew b Y
Name Edit Scale Descriplion
Academic Key Edit Scale Yes=66F, Improving=33F%, No=0%
Default Edit Scale 1,2,3,4
Height Edit Scale
nownSUnknown  Edit Scale  Used in Kindergarten Grading
Letter = /- Scale  Edit Scale  U=ed for 4-F with + /-
Mext Year Grade Edit Seale  Used to indicate nesch vear’s grade lesva
Mot Applicabile Edit Scale Mot Applicable
Irie Effort Scale  Edit Scale Lised for V- N scale
sEight Edit Scale
Mote: These Standards Conversion 3cales apply ta all schools an this serve
The Standards Conversion Scales page displays with the default scale already created.
However, you must define each scale and enter the cutoffs for each level and for the
converted score.
Note: It is advantageous to leave a default scale in your system for importing purposes.
4. Click New. The New Standard Conversion Scale page appears.
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New Standard Conversion Scale

Option Value
Name |SaL5Ia|:l{:-ry Scale
Type [ Alphanumeric = ]

Used for Satisfactory/Unsatisfactony

Description |CUtstanding scale.

€ Submit )
5. Use the following table to select the grade scale type:
Type Description
Name Enter a name for the standard conversion scale.
Type Choose a grade scale type from the pop-up menu:

* Alphanumeric: Used for letter grades such as A, B, C or
E, S, and N, or descriptive grades such as Excellent,
Satisfactory, and Unsatisfactory.

*  Numeric (2 decimal places): Used for GPA-type grades
such as 4.00, 3.00, and 2.00.

*  Numeric (zero decimal places): Used for simple
numerical grades such as 1, 2, 3, and 4.

Description Enter a description.

6. Click Submit. The Standards Conversion Scales page appears.

Note: Enter as many conversion scales as needed for the district.

How to Enter Cutoffs

After defining the conversion scale, enter the scale cutoffs. You must log in to the district office
before performing this procedure.

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

2. Click Standards. The Standards page appears.
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Standards

Function Description
Conversion Define and manage grading scales used by the
Scales standards swstem.

) Search and display standards within a
Custom List hierarchical list.
Custom List Set the search criteria for displaying
Settings standards with a hierarchical list.

Display Settings Setup the student standards screen.

Lizt Standards  Display and create nesw standards.

3. Click Conversion Scales. The Custom Standards List page appears.

Custom Standards List

Name Edit Scale Description

Academ 7 1hcale Yes=E6F, Improving=33%, ko=0F
Di=fault dit Seale 1,234

Height it Soale

Knownd Unk nmer dit Seale sed in Kindergarien Grading

Letter +4- Seale  Edif Scale . Used for &-F with = /-

M ear Gra it Geale  Lsed to indicate nect year's grade leve

Nat &pplicable di1 Grale Mot Applicabls

atisfactory Scale Edit Scale  Used for Sstisfactory/Unsd isfactorye ADutstanding scale
Urie Effors Seele  Edit Spale sed for - N acale

wight 414 Seale
Mot These Standards Conversion Scales apply tooall schools on $his server

4. Click Edit Scale for the scale you want to modify. The Custom Standards List page appears.

Custom Standards List

pe -
I MNew

PowerGrade

% sarned® Translates to

Description

There are mo scale entries.

“Similar to a gradebook gradescale, antries in the "% earned” column
CONE pr--'rrm ages from the leval 1[r~r||’ir i up intil the next hiu;hr-'.f
Knni-'l_._.'

5. Click New. The New Standard Conversion Scale Entry page appears.
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New Standard Conversion Scale Entry

Option Value

Description |'l'}ulse.t:!nd|r1!.;

Cutof! Percent |90

Translates to 0

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

Student User Guide

Field

Description

Description

Enter a description of the new standard conversion scale entry.

Cutoff Percent

Enter the cutoff percent. This is the minimum a student must
earn on an assignment to receive this grade.

Translates to

numeric, with or without decimal places.

Enter the conversion grade. This must follow the scale rule
previously defined for this scale being alphanumeric or

7. Click Submit. The Custom Standards List page appears.

Custom Standards List

i b
MNew
e PowerGrade ari 2| sl
Description o, aarnad® Translales 1o
utstandi ng 14 i
=Similar bo a gradebook gradescale, entries in the "% earned” calumn
cover percentages from the level specified up until the next highest

& nrin
& entry

Note: Enter as many conversion scale entries as needed for the conversion scale.

Enter Standards

After setting up conversion scales, you can begin entering standards into the system. There are
three methods for entering standards: manually, manually by example, and through an import.

Note: Importing is the easiest way to enter standards into PowerSchool. For more information, see
the section "Quick Import."
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Complete this procedure for each standard you want to enter manually. You must log in to the
district office before performing this procedure.

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

2. Click Standards. The Standards page appears.

Standards

Function

Conversion
Scales

Custam List

Custorn List
Settings

Display Settings
List Standards

Description

Define and manage grading scales used by the
standards swstem.

Search and display standards within a
hierarchical list.

Set the search criteria for displaying
standards with a hierarchical list,

Setup the student standards screen.

Dizplay and create new standards.

3. Click List Standards. The list of standards appears. The types of standards include National,

State, District, or School. If there are no standards of a given type in the system, that type

does not appear.

Standards

- -
Mew

Expand All  Collapse Al
* Hational
* District

* School

4. Click New to create a standard. The New Standard page appears.
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New Standard
Fizhd YWalur
Name [Canguags - Reading Compranensior
Identifier LAa13.0d CRERER F
Sabject Area |I_;,'|||_|_aq-:- Arls

Aligniment Identified

Calculation Parent

l—
Liz1l Parenl A
[N t

Type:

Lezwrezl

Soat Order N
Course Nomber li (only applies 1 School standards

Commenls
Conversion Scale | Default = ]

Azsignments o ssaignmerts to be fied to this stardard

DEscriptinn

hEstne v
e
-

(L]

ncluds commend field [anly appli=s 1o School standards)

e Al o

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

Field Description

Name Enter the name of the standard. This will be used for reporting
purposes.

Identifier Enter the code used by administrators for reporting and by

teachers for designating to assignments. Must be unique.

Subject Area

Enter the global naming convention. This will be used for
reporting purposes.

Alignment Identifier

Enter an alignment identifier to identify standard alignment to
other types of standards; for example, from district to state or
from state to national.

Calculation Parent

Enter a single identifier for which this standard should be
included in calculations. This value should be similar to the List
Parent field.

List Parent

Enter a hierarchical identifier that always identifies the owning
standard.

Standards
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Field Description

Type Choose National, State, District, or School from the pop-up
menu.

Level Choose a level from 1 to 6 from the pop-up menu. This field is
used for identification purposes only.

Sort Order Enter a sort order for the standard, used to determine non-

alphabetical ordering.

Course Number

This field is used to identify which standards should be
presented to a teacher on the Standards Final Grade Entry page
in PowerSchool Teacher.

The standards that list a course number matching the course
number of the teacher's current class are presented for final
grade entry.

This field may contain multiples values separated by commas.

Comments

Select this checkbox to include a comment field for school-
specific standards.

Conversion Scale

Select a previously defined conversion scale; each standard can
have only one.

Assignments

Select this checkbox to allow a teacher to assign a standard
identifier to an assignment.

Description

Enter a description of the standard. This field is used for
reporting purposes only.

6. Click Submit. The Changes Recorded page appears.

How to Manually Enter Standards by Example

Manually enter standards by example to preset many of the required fields for repeated use. You
must log in to the district office before performing this procedure.

1.

On the start page, choose District from the main menu.

2. (lick Standards. The Standards page appears.

Standards
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3. Click Custom List Settings. The Custom Standards List Settings page appea

PowerSchool

Standards

Function

Conversion
Scales

Custam List

Custorn List
Settings

Display Settings
List Standards

Description

Define and manage grading scales used by the
standards swstem.

Search and display standards within a
hierarchical list.

Set the search criteria for displaying
standards with a hierarchical list,

Setup the student standards screen.

Dizplay and create new standards.

Flzid

Home:

Idendifier
Subpert Arca
Dres ol b
Course Humberisl
Tupe

Lewed
Assigniments

Conuersiom cale:

Sort Ordar

Colume: to Shove

Only 1re Standards medching the criteria balow w
pec Ty = many critaria as gealred. The 3 mesans wnalre
cantain’ inthe Name, |dentifier, 5

Custom Standards List Settings

the lizting. ¥ou me
and the 14 mesng Goes not
hject &rea, ond Description ssamch comparator popupa

b2 included

el
(= ¢]|at o
EY]

[ ]
[1o3

2]

(= =1 =]

( 2]
( :]

[ Hierarchical

(oMM =asparabed )

4k
L

ik | 4x
WY
Ak | A | b

ILigt Parent
;.O|TU|T1IO'|'EI'§Ht
I Algnment |dentifier
L_IConwersion Scale
Al digiqnments
— Couras Number

) Description

f Suﬁuﬂi: )

rs.
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Note: Use the list settings to search for a particular standard by multiple criteria. However,
after you submit the search, enter new standards using the criteria defined by your search.

Standards
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4. Use the following table to select a search comparator:

Comparator Description
(Blank) Ignore this field.
= Must be an exact match.
# Must not be an exact match.
$ Contains.
1S Does not contain.
Use the following table to search for a standard:
Field Description
Name Name of the standard.
Identifier Code used by administrators for reporting and by teachers for

designating to assignments. Must be unique.

Subject Area

Global naming convention.

Description

Description of the standard.

Course Number

Used to send standard identifiers to each teacher's PowerGrade
for school-specific standards.

Type

National, State, District, or School.

Level

Used for identification purposes only.

Assignments

Allows a teacher to assign a standard identifier to an
assignment.

Conversion Scale

Allows you to select a previously defined conversion scale; each
standard can have only one.

Sort Order

Defines how the search results appear.

Columns to Show

Defines what the search displays.

6. Click Submit. The Custom Standards List page appears.

Standards

Custom Standards List

Mew Standard by Example
Identifier Lewel Standard

L& 1 Lanquage Arts
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After searching for the specific criteria, the results of your search appear; however, the

results can be blank.

Click "New Standard by Example" to create new standards using the criteria you specified in
the search as the initial values for the entry fields. The "New Standard by Example" page

appears.

New Standard by Example

Fleld Value:

Hnmi [Canguags - Compasition

ldentifier LAJBAS fex. - LAT1.3.12)
Subjecl Anea |I_ﬂ|‘|§|J=.'|'CI'." Aris

Algnment Mantifar
Caalclntmn Pornent
Lisl Parent L&

Type [National ;|
L] | 1] =

sanrt Owder 1
Course Humbier :-, niy '.p.l|i'.: b Schin | #landar ]'.:

Comments - Include comment field {only applies fo School standards)
Conversion Scale | Crefault - |
Assignments ? Ailllow gsslgnments to be tied 1o this standard

rlational-level standard far composition

Descriptinn

" Submir ¥

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

Field Description

Name Enter the name of the standard. This will be used for reporting
purposes.

Identifier Enter the code used by administrators for reporting and by

teachers for designating to assignments. Must be unique.

Subject Area

Enter the global naming convention. This will be used for
reporting purposes.

Alignment Identifier

Enter an alignment identifier to identify standard alignment to
other types of standards; for example, from district to state or
from state to national.

Calculation Parent

Enter a single identifier for which this standard should be
included in calculations. This value should be similar to the List

Standards
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Field Description
Parent field.

List Parent Enter a hierarchical identifier that always identifies the owning
standard.

Type Choose National, State, District, or School from the pop-up
menu.

Level Choose a level from 1 to 6 from the pop-up menu. This field is

used for identification purposes only.

Sort Order Enter a sort order for the standard, used to determine non-
alphabetical ordering.

Course Number This field is used to identify which standards should be
presented to a teacher on the Standards Final Grade Entry page
in PowerSchool Teacher.

The standards that list a course number matching the course
number of the teacher's current class are presented for final
grade entry.

This field may contain multiples values separated by commas.

Comments Select this checkbox to include a comment field for school-
specific standards.

Conversion Scale Select a previously defined conversion scale; each standard can
have only one.

Assignments Select this checkbox to allow a teacher to assign a standard
identifier to an assignment.

Description Enter a description of the standard. This field is used for
reporting purposes only.

9. Click Submit. The Custom Standards List page appears.

How to View Standards

View standards in a hierarchical listing. You must log in to the district office before performing this
procedure.

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

2. (lick Standards. The Standards page appears.
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Standards

Function

Conversion
Scales

Custam List

Custorn List
Settings

Display Settings
List Standards

Description

Define and manage grading scales used by the
standards swstem.

Search and display standards within a
hierarchical list.

Set the search criteria for displaying
standards with a hierarchical list,

Setup the student standards screen.

Dizplay and create new standards.

Student User Guide

Click List Standards. The list of standards appears. The types of standards include National,
State, District, or School. If there are no standards of a given type in the system, that type

does not appear.

Standards

- -
Mew

Expand 411 Collapse All
* Hational

* District

* School

4. Click the small triangle to display the first level of standards in each type. Continue clicking
the triangle to expand the list. Alternatively, click Expand All to expand all levels.

Standards
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F MNew

Expand &1 Collapse &l
* Hational
¥ District
¥ L& - Lanquage &rts
¥ LAD1 - LA Grade 1
LAOT.1 - LA Grade 1 Standard 1
LAOT.2 - LA Grade 1 Standard 2
LAOT.3 - LA Grade 1 Standard 3
LAOZ - LA Grade £
LAOE - LA Grade 3
LAO4 - LA Grade 4
LAOS - LA Grade 5
LAOS - LA Grade 5
LAOZ.1 - LA Grade & Standard 1
LADSZ.Z2 - LA Grade 3 Standard £
LAOE.3 - LA Grade & Standard 3
LADG.4 - LA Grade G Standard 4
LA4OS.5 - LA Grade 5 Standard 5

4 ¥ ¥ ¥ r

Student User Guide

5. Click the name of a standard to view its details. The Edit Standard page appears.

Standards
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Edit Standard
[Fieddd Walue
Home [LA Grade 1 Standard 1
ldentifier W (&x. - LA 10,3120
Bubject Area [Languags Arts

Aligmmeent ldend ifier

Cakculation Parent LA

List Parent LA

Type Cistnct ¢|
Leswel 3 =
Sort Order [

Comrse: Bumber Lanky 1p.l|iv'> o School slandsr ].'_'

Commenls

;|II.|LIJ7 commend field [only applies 10 School standsrds)
Conwerson Scale Detault S ]
Assignments \fﬂ re m=aigriments 1o be fied ba this sfandard

Studants read avariaty of grads leye
malzrials, applying skralegies approgriately lo

Deseriplion warous situatons

Tests Setup

Before entering test scores for an individual student, create new tests that are available to all the
schools on your system. If the test already exists on your system, you can edit test information, such
as its description or the sort order of test scores.

How to Create New Tests
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Tests. The Test page appears.
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Test
i N EW\
Test A Edit
Mame Type Description Baiis
College entrance examination Edit
SAT Mational offered to students beginning Rk
grade 11
Mote: This list of test applies to all schoals using this
PowerSchool server.

3. Click New. The New Test page appears.

New Test
Option Value
Name |;-.L|:_;'

Matonal College Entrance Exam.

Description

¢ submit Y
4. Use the following table to enter information in the fields:
Field Description
Name Enter the name of the test.
Type Choose the level of the test from the pop-up menu.
Description Enter a description for the test that appears on the Test Scores
and student pages menus.

Click Submit. The Test Scores page displays the new test. To add test scores, see the section "How
to Create Test Scores."
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Test
£ MNew
Test - Edit
Nama Type Description Srniae
ACT  Mational  Mational College Entrance Exam. 'TJI'II_
A P |:l.||l:,'r.' entrance axamination offered Edit
3t Matiomal 0 s begining arade 1 1 =—
Mote: This liat of teat applies to all achools using this Power3chool
SEMYEr
How to Edit Tests
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.
2. Click Tests. The Test page appears.
Test
{ New ¥
Test i Edit
Name Type Description Siniee
ACT  Mational  Mational College Entrance Exam. 'TJI'II_
. . College entrance examination offered  Edit
3t Matiomal 0 s baci ring arade 1 1 ~——
Mote: This list of test applies to all schools using this Power3chool
IErVEr

3. Click the name of the test you want to edit. The Edit Test page appears.
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Edit Test
Uption Valua
Name ACT
Type Mational
Mational lff--':-l!n;e;;e* Enlrance Exam
Description
Pote: Delating this test will causs ALL Student scores of this typs o be delated
lick this checkbox to confirm that wou want to delete this test.
" Delete £ Submit

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

Field Description

Name Edit the name of the test.

Type Choose the level of the test from the pop-up menu.

Description Edit the description for the test that appears on the Test Scores
and student pages menus.

Click Submit. The Test Scores page displays the edited test. To add test scores, see the section
"How to Create Test Scores."

How to Delete Tests
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Tests. The Test page appears.
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i
£ Mew ¥
Test _— Edit
Name Type Description Baores
ACT Mational Mational College Entrance Exam. 'TJI'II_
A P |:l.||l:,'r.' entrance axamination offered Edit
St National o ot udents beginning grade 1 1 S
Mote: This liat of teat applies to all achools using this Power3chool
SEFYEr

3. Click the name of the test you want to delete. The Edit Test page appears.

Edit Test

Option Valua

Hame jacT

Type

Mational lf:-ulln;ege_ﬁ. Enlrance Exam

Dreacription

Miote: Delating thiz testwill causa ALL Student scores of this type fo be delated
Chick this checkbasx to confl rm that wou want to delete this test.

(o) o)

4. Select the checkbox at the end of the warning note.

5. Click Delete. The Test Scores page displays without the deleted test.

Test Scores Setup

Student User Guide

Test scores are scores associated with a particular test. Use the test score fields when entering
scores for individual students. Before creating test scores, identify or create the appropriate test. For
more information, see the section "Tests Setup."

How to Create Test Scores

You must log in to the district office before performing this procedure.

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

Standards
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Test
i N EW\
Test A Edit
Mame Type Description Baiis
College entrance examination Edit
SAT Mational offered to students beginning Rk
grade 11
Mote: This list of test applies to all schoals using this
PowerSchool server.

Student User Guide

3. (Click Edit Scores next to the test you want to edit. The Test Scores: [Test Name] page

appears.

Test Scores: SAT

Score Name Description Sort Order

Math Math: 00 points possible i1
£ Submit 3

4. Click New. The New Test Score: [Test Name] page appears.

MNew Test Score: SAT

Option Value

Name |‘+’Erba

Sort Drder |2

Description

# Submit \

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

Standards
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Field Description

Name Enter the name of the test score

Sort Order Indicate the order for the test score.
Note: Alternatively, leave the Sort Order field blank and set the
sort order from the Test Scores: [Test Name] page. For more
information, see the section "How to Edit Tests."

Description Enter a description for the test to appear on the Test Scores
page.

6. Click Submit. The Test Scores: [Test Name] page displays the new test score.

How to Edit Test Scores

You must log in to the district office before performing this procedure.

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

2. Click Tests. The Test page appears.

3. (lick Edit Scores next to the test you want to edit. The Test Scores: [Test Name] page

appears.

Test

Test

Mame Type

Description

College entrance examination
SAT Mational offered to students beginning
grade 11

Edit
Scores

Edit
Scores

Mote: This list of test applies to all schoals using this

PowerSchonl server.

Test Scores: SAT

Math Math: 00 points possible

Score Name Description Sort Order

[

# Submit Y

Standards
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4. Skip to Step 6 to edit a test score. To change the sort order of the test scores, enter the
order of each test scores in the Sort Order fields.
Click Submit.

6. Click the score name for the test score you want to edit. The Edit Test Score: [Test Name]
page appears.

Edit Test Score: SAT

Option Value

Name |".-'-:“I1:E|

Saort Order 2

Description

Hote: Delating thiz score will cause ALL Student acores of This type to be deleted

Click thiz checkbo: to contirm that you want 1o dalete this scone,

" Delete " £ Sobmit ¥

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

Field Description
Name Edit the name of the test score
Sort Order Indicate the order for the test score.

Note: Alternatively, leave the Sort Order field blank and set the
sort order from the Test Scores: [Test Name] page. For more
information, see the section "How to Edit Tests."

Description Edit a description for the test to appear on the Test Scores
page.

8. Click Submit. The Test Scores: [Test Name] page displays the edited test score.

How to Delete Test Scores
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Tests. The Test page appears.
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3. (lick Edit Scores next to the test. The Test Scores: [Test Name] page appears.

Test

Edit
Scores

Test

Mame Type

Description
College entrance examination Edit
SAT Mational offered to students beginning

grade 11 i

Mote: This list of test applies to all schoals using this
PowerSchool server.

Test Scores: SAT

€ New )
Score Name Description Sort Order
Math Math: 00 points possible i1

# Submit Y

4. Click the score name for the test score you want to delete.

5. Select the checkbox at the end of the warning note.
6. Click Delete. The Test Scores: [Test Name] page displays without the deleted test score.

Fees Administration

Fees Management Overview

Fees Management spans PowerSchool, PowerSchool Teacher, and PowerSchool Parent Access.

Student User Guide

IMPORTANT: If you decide to upgrade to this release and use fees, you will need to perform a fee
conversion due to the restructuring of the data model. The conversion must be performed prior to

performing any fee functions. For more information, see the section "Fee Conversion Process.

Fee Categories

Fee Categories serve as the first tier within the Fees Management structure. To access Fee
Categories, log in at the district level, navigate to the District Setup page, and click Fee Categories.

Standards
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Using the Fee Categories page, you can add, edit, and delete fee categories. It is advised that you
do not delete or modify the default fee categories.

There are two default categories, School and Course. Fees created using the fee category of School
are called school enrollment fees and are automatically assessed at the school level when students
enroll in a school. Fees created using the fee category of Course are called course enrollment fees
and are automatically assessed at the course level when students enroll in a course.

A third fee category of SOY (Start of Year) Balance may display if balances have been transferred
using the End-of-Year process or if you have performed the Fee Conversion. You cannot associate
fee types to this category, nor can you create fees using it. This information acts behind the scenes
and appears on the student Fee Transactions page.

In addition to School, Course, or SOY Balance, you can create as many other fee categories as your
district needs, such as Field Trip. Fees created using these other fee categories are called student
fees and are assessed manually.

Note: If you delete a fee category, you must then update any fee record containing that category
and select a new category. Transaction records already created are not affected.

Once fee categories have been created, you can create payment methods.

Payment Methods

Payment Methods indicate the method by which fees are paid. To access Payment Methods, log in
at the district level, navigate to the District Setup page, and click Payment Methods. Using the
Payment Methods page, you can add, edit, and delete payment methods. Although payment
methods can be deleted, it is preferred that you do not delete them in order to maintain uniformity
across the states for state reporting purposes.

There are six default methods of payment, cash, credit card, check, electronic fund transfer, money
order, and other. In addition, you can create as many other payment methods as your district
needs.

Note: If you delete a payment method, you must then update any fee record containing that
payment method and select a new payment method. Transaction records already created are not
affected.

Once fee categories and payment methods have been created, you can associate (create) fee types
under those fee categories.

Fee Types

Fee Types serve as the second tier within the Fees Management structure. For each fee category
created, you can then associate (create) fee types. Fee types created using the fee category of
School are called school enroliment fees and automatically assessed at the school level when
students enroll in a school. Fee types created using the fee category of Course are called course
enrollment fees and are automatically assessed at the course level when students enroll in a course.
Fee types created using fee categories other than School, Course, or SOY Balance are called student
fees and are assessed manually.

To access Fee Types, log in at the school level, navigate to the School Setup page, and click Fee
Types. Using the Fee Types page, you can add, edit, and delete fee types. Additionally, you can use
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the Priority field to indicate the order by which a payment/credit is to be distributed
against/towards a student's fee balance. A value of 0 to 99 can be entered.

Note: If you delete a fee type, you must then update any fee record containing that fee type and
select a new fee type. Transaction records already created are not affected.

Once fee categories and payment methods have been created and fee types have been associated
(created) under those fee categories, you can create school enrollment fees, course enrollment fees,
and student fees.

School Enrollment Fees

School Enrollment Fees are used to automatically assess certain fees when a student enrolls in
school. To access School Enrollment Fees, log in at the district level, navigate to the Edit School
page, and scroll down to the School Enrollment Fee section where you can add, edit, and delete
school enrollment fees. Only those fee types with the fee category of School are available in the Fee
Type pop-up menu. When creating school enrollment fees, you can indicate whether or not you
want the fee pro ratable. If Pro Ratable is selected, the school fee will be assessed on the basis of
the number of school days in the year. If a student enrolls in school after the start date or withdraws
from school before the end date, the student will only be charged for that portion of the school
year.

Note: When importing students, school enrollment fees are not automatically assessed. You must
manually assess school enrollment fees using Fee Functions. For more information, see the section
“Fee Functions.”

Course Enrollment Fees

Course enrollment fees are used to automatically assess certain fees when a student enrolls in a
course. To access Course Enrollment Fees, log in at the school level, navigate to the Edit Course
page, and scroll down to the course Curse Enrollment fee information section where you can add,
edit, and delete course enrollment fees. Only those fee types with the fee category of Course are
available in the Fee Type pop-up menu. When creating course enrollment fees, you can indicate
whether or not you want the fee to be pro ratable. If Pro Ratable is selected, the course fee will be
assessed on the basis of the number of days within the term for the course section. If a student
enrolls in the course after the start date or drops the course before the end date, the student will
only be charged for that portion of the course.

Note: When importing students, course enrollment fees are not automatically assessed. You must
manually assess course enrollment fees using Fee Functions. For more information, see the section
“Fee Functions.”

Fee Exemption Status

Fee Exemption Status can be used to exempt an individual student or a group of students from
automatic fees, such as school or course fees.

To exempt an individual student, log in at the school level, search for and select a student, and click
Other Information. Using the Fee Exemption Status pop-up menu, you can exempt the student

Standards © 2004 Apple Computer, Inc. All rights reserved. 362



s
. PowerSchool

Student User Guide

from course fees, school fees, or all fees. If the student is enrolling in school, you can use the Enroll
a New Student page to select the student’s fee exemption status.

To exempt a group of students in a school, log in at the district level, navigate to the Edit School
page, and scroll down to the School Fee Information section. Using the Fee Exemption Status pop-
up menu, you can exempt group of students (per school) from course fees, school fees, or all fees.

Note: While you can indicate to the system that fees are not being assessed automatically, this does
not prohibit fees being assessed manually.

Student Fees

Student Fees are used to manually assess fees other than school or course fees, which are assessed
automatically. You can manually assess student fees to an individual student or to a group of
student.

To manually assess student fees to an individual student, log in at the district or school level, search
for and select a student, and click Fee Transactions. Using the Fee Transactions page, you can create
and assess student fees, as well as view existing fee information.

To manually assess student fees to a group of students, log in at the district or school level, search
for and select a group of students, and then select Fee Functions from the pop-up menu. The Fee
Functions page is also accessible via the Special Functions link on the start page. Using the Fee
Functions pages, you can create and assess student fees to a group of students.

Fee Transactions

Fee Transactions represent the exchanges of funds for a student within PowerSchool. To access Fee
Transactions, log in at the district or school level, search for and select a student, and click Fee
Transactions. The Fee Transaction page displays the student’s fee and transaction information for
the current school year. Using this page, you can view transaction information, create new
transactions, distribute payments, and issue refunds. When distributing a payment, funds are
allocated based on the priority established on the Fee Types page.

Fee Functions

Fee Functions offers similar functionality as Fee Transactions but for a selected group of students.
You can access Fee Functions one of two ways; using the Special Functions link on the start page or
by searching for and selecting a group of students, and choosing Fee Functions from the pop-up
menu on the Student Selection page. From the Fee Functions page, you can create transactions,
assess school and course fees, and clear current balances. Each time you perform a group fee
function, the system generates a group ID. The group ID can then be used to perform additional
actions, such as reversing fee assessments or transactions and for generating reports.

Note: Fee Functions is accessible at the school level.

Searching and Selecting Students

Searching and selecting students based on fee and transaction information can be performed at
the district or school level via the start page. For example, to search for students who have one or
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more fees and/or transactions associated to them, enter *fee.fee_balance>0 in the Search Students
field on the PowerSchool start page.

End-of-Year Processing

End-of-Year Processing now includes a Fees Transfer Method section, which you can use to indicate
to the system how you want balances handled at the end of the year. To view this new option, log
in at the school level, navigate to the System Administrator page, and click End-of-Year. Scroll down
to the bottom of the page. Note the Fees Transfer Method section. You can Roll over the current
balance or you can Zero the current balance. If you rollover the balance, students with a balance
remaining will receive a SOY Balance at the start of the next school year.

Reports

Use object reports containing fee and transaction information to create a variety of reports to suit
your needs. To access Object Reports, log on at the district or school level, navigate to the Report
Setup page and click Object Reports. The Object Reports page displays the list of any object report
templates created for your school. When creating or editing an object report, you can include fee-
related information using the Fee List object.

PowerSchool Teacher

If a student has a fee transactions balance, the Balance icon and the balance amount display on the
student pages in order to indicate and make the staff members aware of this information.

Note: If the Fee Transactions section on the Balance page does not display in PowerSchool Teacher,
log in to PowerSchool at the district level, and then navigate to the Miscellaneous page. Verify that
the Do not show the lunch balance on parent/student pages checkbox is not selected. If it is,
deselect the checkbox and click Submit.

PowerSchool Parent

Parents can view their students’ fee transactions information via the Balance page. The Fee
Transaction section displays current balance information, as well as detailed information per
fee/transaction.

Note: If the Fee Transactions section on the Balance page does not display in PowerSchool Parent,
log in to PowerSchool at the district level, and then navigate to the Miscellaneous page. Verify that
the Do not show the lunch balance on parent/student pages checkbox is not selected. If it is,
deselect the checkbox and click Submit.

Fee Categories

Fee Categories serve as the first tier within the Fees Management structure. To access fee
categories, log in at the district level, navigate to the District Setup page, and click the Fee
Categories link. Using the Fee Categories page, you can add, edit, and delete fee categories. It is
advised that you do not delete or modify the default fee categories.
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There are two default categories, School and Course. Fees created using the fee category of School
are called school enrollment fees and are automatically assessed at the school level when students
enroll in a school. Fees created using the fee category of Course are called course enrollment fees
and are automatically assessed at the course level when student enroll in a course.

A third fee category of SOY Balance may display if balances have been transferred using the End-of-
Year process or if you have performed the Fee Conversion. You cannot associate fee types to this
category, nor can you create fees using it. This information acts behind the scenes and is used on
the student Fee Transactions page.

In addition to School, Course, or SOY Balance, you can create as many other fee categories as your
district needs, such as Trip. Fees created using these other fee categories are called student fees
and are assessed manually. Once fee categories have been created, you can create payment
methods.

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section “Lunch Transactions.”

Fee information can appear on object reports; for more information, see the section “Object
Reports.”

How to View Fee Categories
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Fee Categories. The Fee Categories page appears.

Fee Categories

Fee Category
Course
School

Mote: This list of Fee Categories applies ta all schools using this PowerSchool server.

How to Add Fee Categories
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Fee Categories. The Fee Categories page appears.
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Fee Categories

Fee Category
Course

School
Mote: This list of Fee Categories applies ta all schools using this PowerSchool server.

3. Click New. The New Fee Category page appears.

MNew Fee Category

Label Value

Fee Category |Field Trip fLimit 20 characters)

£ submit ¥

4. Enter the name of the fee category in the Fee Category field, such as Trip.

5. Click Submit. The Fee Categories page displays the new fee category.

Fee Categories

Fee Category
Courze
Field Trip

S hool
Mate: This list of Fee Cateqories applies to all schools using this PowerSchool server.

How to Edit Fee Categories
You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.
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2. Click Fee Categories. The Fee Categories page appears.

Fee Categories

Fee Category
Courze
Field Trip

S hool
Mate: This list of Fee Cateqories applies to all schools using this PowerSchool server.

3. Click the fee category to be edited. The Edit Fee Category page appears.

Edit Fee Category

Label Value

Fee Category |Trip (Limit 20 characters)

£ Submit Y

4. Edit the name of the fee category in the Fee Category field.
5. Click Submit. The Fee Categories page displays the edited fee category.

Fee Categories

Fee Category

Course

Schaol

Trip

Mote: This list of Fee Categories applies to all schools using this PowerSchool server.
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How to Delete Fee Categories
You must log in to the district office before performing this procedure.

Note: If you delete a fee category, you must then update any fee record containing that category
and select a new category. Transaction records already created are not affected.

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

2. Click Fee Categories. The Fee Categories page appears.

Fee Categories

Fee Category

Course

Schaol

Trip

Mote: This list of Fee Categories applies to all schools using this PowerSchool server.

3. Click the fee category to be deleted. The Edit Fee Category page appears.

Edit Fee Category

Label Value

Fee Category |Trip (Limit 20 characters)

F

Delere ) (T Submir )

4. Click Delete. The Selection Deleted page appears.

Payment Methods

Payment Methods indicate the method by which fees are paid. To access payment methods, log in
at the district level, navigate to the District Setup page, and click the Payment Methods link. Using
the Payment Methods page, you can add, edit, and delete payment methods. Although payment
methods can be deleted, it is preferred that you do not delete them in order to maintain uniformity

across the states (state reporting).

There are six default methods of payment, cash, credit card, check, electronic fund transfer, money
order, and other. In addition, you can create as many other payment methods as your district
needs.
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Once fee categories and payment methods have been created, you can associate (create) fee types
under those fee categories.

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section “Lunch Transactions.”

Fee information can appear on object reports; for more information, see the section “Object
Reports.”

How to View Payment Methods
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Payment Methods. The Payment Methods page appears.

Payment Method
Code Description
Cazh Cazh
CC Credit CardsBank Card
Check Check/Draft
EFT EFT
0 Money Order
Other Youchers
Mate: This list of payment methods applies to all schools using this PowerSchool server.

How to Add Payment Methods
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Payment Methods. The Payment Methods page appears.
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Payment Method
Code Description
Cazh Cazh
CC Credit CardsBank Card
Check Check/Draft
EFT EFT
0 Money Order
Other Youchers
Mate: This list of payment methods applies to all schools using this PowerSchool server.

3. Click New. The New Payment Method page appears.

4.
5.
6.

New Payment Method

Option Value

Code I.:;p

Description E(;c.upc'n

£ Submit Y

Enter the name of the method of payment in the Code field, such as CP.

Enter a description of the method of payment in the Description field, such as Coupon.

Click Submit. The Payment Methods page displays the new payment method.

Student User Guide
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Payment Method

Code
Cazh
CC
Check
CP
EFT
0
Other

Description

Cash

Credit Card/Bank Card
ChecksDraft

Coupan

EFT

Maney Order

Youchers

Mote: This list of payment methods applies to all schools using this PowerSchool server.

How to Edit Payment Methods

You must log in to the district office before performing this procedure.

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

2. Click Payment Methods. The Payment Method page appears.

Code
Cazh
CC
Check
CP
EFT
0
Other

Payment Method

Description

Cash

Credit Card/Bank Card
ChecksDraft

Coupan

EFT

Maney Order

Youchers

Mote: This list of payment methods applies to all schools using this PowerSchool server.

3. C(lick the payment method to be edited. The Edit Payment Method page appears.
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Edit Payment Method

Option Value

Code I[;p

Description EREdeemable Coupon

(Delete ) (" Sibmit )

4. Edit the name of the method of payment in the Code field, if needed.
5. Edit the description of the method of payment in the Description field, if needed.
6. Click Submit. The Payment Methods page displays the edited payment method.

Payment Method
Code Description
Cash Cash
CC Credit Card/Bank Card
Check ChecksDraft
CF Redeemable Coupon
EFT EFT
M0 Money Qrder
Ot her Youchers
Mote: This list of payment methods applies to all schools using this PowerSchool server.

How to Delete Payment Methods
You must log in to the district office before performing this procedure.

Note: If you delete a payment method, you must then update any fee record containing that
payment method and select a new payment method. Transaction records already created are not

affected.
1. On the start page, choose District from the main menu.

2. Click Payment Methods. The Payment Method page appears.
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Payment Method

Code
Cash
CC
Check
Cp
EFT
0
Ot her

Description

Cash

Credit Card/Bank Card
ChecksDraft
Redeemable Coupon
EFT

Money Qrder

Youchers

Mote: This list of payment methods applies to all schools using this PowerSchool server.

3. C(lick the payment method to be deleted. The Edit Payment Method page appears.

Edit Payment Method

Option Value

Code Igp

Description EREdeemable Coupon

(Delete ) (" Sibmit )

4. Click Delete. The Selection Deleted page appears.

Fee Types

Fee Types serve as the second tier within the Fees Management structure. For each fee category
created, you can then associate (create) fee types. Fee types created using the fee category of
School are called school enroliment fees and automatically assessed at the school level when
students enroll in a school. Fee types created using the fee category of Course are called course

enrollment fees and are automatically assessed at the course level when students enroll in a course.
Fee types created using fee categories other than School, Course, or SOY Balance are called student

fees and are assessed manually.
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Example
Fee Category | Fee Type Assessed
School Enrollment Uniform Automatically when students enroll in school.
Course Textbook Materials Automatically when students enroll in a
course.
Trip Instructional Recreational | Manually by district or school administrator.

To access fee types, log in at the school level, navigate to the School Setup page, and click the Fee
Types link. Using the Fee Types page, you can add, edit, and delete fee types. Additionally, you can
use the Priority field to indicate the order by which a payment/credit is to be distributed
against/towards a student's fee balance. A value of 0 to 99 can be entered.

Once fee categories and payment methods have been created, and fee types have been associated
(created) under those fee categories, you can create school enrollment fees, course enrollment fees,
and student fees.

Notes

For information on exempting individual students from course fees, see the section “Other
Information.”

For information on exempting a group of students, see the section “School Information.”

This option does not apply to lunch account balances. For information on lunch transactions, see
the section “Lunch Transactions.”

Fee information can appear on object reports; for more information, see the section “Object
Reports.”

How to View Fee Types
You must log in to a school before performing this procedure.
1. On the start page, choose School from the main menu.

2. Click Fee Types. The Fee Types page appears.
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Fee Types
— N m,\

Fee Types Category Priority
Instructional Trip iD_—-
Enrallment Sechoal ﬁm
Unifarm Schaol E“
Textbook Course w
Materials Course Fﬁm
Mote: This list of fee types applies to &dpple Grove High School anly.

€ Submit 3

How to Add Fee Types
You must log in to a school before performing this procedure.

Note: Before adding fee types, fee categories must be created. For more information, see the
section “Fee Categories.”

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

2. Click Fee Types. The Fee Types page appears.
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Fee Types
— N ew“
Fee Types Category Priority
Inztructional Trip iD
Enrallment Sehoal E1
Unifarm Schoal I2
Textbook Course EB
Materials Course ld
Mote: This list of fee types applies to &dpple Grove High School anly.
£ Submit
3. Click New. The New Fee Type page appears.
New Fee Type
Label Value
Fee Type iﬁecreational {Limit 50 characters)

Foe :
Category

Fee Type
Description

IExl:.ursicun for entertainment value.

£ Submit Y

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

Field

Description

Fee Type

Enter the name of the fee type, such as Recreational.

Fee Category

Choose the fee category you want to associate the fee type to
from the pop-up menu, such as Trip.

Fee Type Description

Enter an explanation of the fee type, such as Excursions for
entertainment/amusement value.

5. Click Submit. The Fee Types page displays the new fee type.
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Fee Types
(New )

Fee Types Category Priority
Instructional Trip EE___"
Recreational Trip E"n"""""
Enroll ment School |'1"'"_
Unifarm Schoal Eémm
Textbook Course E“—w
Materials Course Efim
Mote: This list of fee types applies to Apple Grove High School anly.

£ Submit 3

How to Edit Fee Types
You must log in to a school before performing this procedure.
1. On the start page, choose School from the main menu.

2. Click Fee Types. The Fee Types page appears.
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Fee Types

Fee Types

Instructional
Recreational
Enrall ment
Unifarm
Textbook

Materials

Category

Trip
Trip
School
Schoal
Course

Course

Priority

1117

Mote: This list of fee types applies to Apple Grove High School anly.

£ Submit A

3. Click the fee type to be edited. The Edit Fee Type page appears.

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

Edit Fee Type

Label Value

Fee Type iREL’.reatiunal

Fee :
Category

fLimit 50 characters)

Fee Type
Description

iExl:.ursinn for entertainmentamusement value.

£ Submiv ¥

Field

Description

Fee Type

Enter the name of the fee type, such as Recreational.

Fee Category

Choose the fee category you want to associate the fee type to
from the pop-up menu, such as Trip.

Fee Type Description

Enter an explanation of the fee type, such as Excursions for
entertainment/amusement value.
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5. Click Submit. The Fee Types page displays the edited fee type.

Fee Types
(New )

Fee Types Category Priority
Instructional Trip EE___"
Recreational Trip E"n"""""
Enroll ment School |'1"'"_
Unifarm Schoal Eémm
Textbook Course E“—w
Materials Course Efim
Mote: This list of fee types applies to Apple Grove High School anly.

£ Submit 3

How to Delete Fee Types

You must log in to a school before performing this procedure.

Student User Guide

Note: If you delete a fee type, you must then update any fee record containing that fee type and
select a new fee type. Transaction records already created are not affected.

1.
2.

On the start page, choose School from the main menu.

Click Fee Types. The Fee Types page appears.
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Fee Types
(New )

Fee Types Category Priority
Instructional Trip EE___"
Recreational Trip E"n"""""
Enroll ment School |'1"'"_
Unifarm Schoal Eémm
Textbook Course E“—w
Materials Course Efim
Mote: This list of fee types applies to Apple Grove High School anly.

£ Submit 3

3. Click the fee type to be deleted. The Edit Fee Type page appears.

New Fee Type
Label Value
Fee Type  |Recreational (Limit 50 characters)
Fee ;
Category
Ei';;.‘fgt?on IExl:.ursicunfﬂrentertainmentvalue.
£ Submit Y

4. Click Delete. The Selection Deleted page appears.

How to Rank Fee Types

Once you have created fee types, you can rank them in order by which you want the fees to be
paid. A lower value, such as 1, indicates the fee type that will be paid before a fee type with a
higher value, such as 3. You can also assign a Priority value of 0 for one-off fees, such as a specific
event.

You must log in to a school before performing this procedure.

1. On the start page, choose School from the main menu.
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2. Click Fee Types. The Fee Types page appears.

Fee Types
— N m,\

Fee Types Category Priority
Instructional Trip iD_—-
Enrallment Sechoal ﬁm
Unifarm Schaol E“
Textbook Course w
Materials Course Fﬁm
Mote: This list of fee types applies to &dpple Grove High School anly.

€ Submit 3

Note the Priority field for each fee type.

4. Enter a numeric value for each fee type indicating the order in which payments are to be
distributed.

5. Click Submit. The Fee Types page displays.

School Enrolilment Fees

Once fee categories and payment methods have been created, and fee types have been associated
(created) under those fee categories, you can create school enrollment fees.

School enrollment fees are used to automatically assess certain fees when a student enrolls in
school. To access school enrollment fees, log in at the district level, navigate to the Edit School
page, and scroll down to the School Enrollment Fee section where you can add, edit, and delete
school enrollment fees.

Note: When importing students, school enrollment fees are not automatically assessed. You must
manually assess school enrollment fees using Fee Functions. For more information, see the section

“Fee Functions.”

When creating school enroliment fees, you can indicate whether or not you want the fee pro
ratable. If Pro Ratable is selected, the school enrollment fee will be assessed on the basis of the
number of school days in the year. If a student enrolls in school after the start date or withdraws
from school before the end date, the student will only be charged for that portion of the school
year.
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Fee Exemption Status

Fee Exemption Status can be used to exempt an individual student or a group of students from
school enrollment fees. To exempt an individual student, log in at the school level, search for and
select a student, and click the Other Information link. For information on exempting individual
students from course fees, see the section “Other Information.” If the student is enrolling in
school, you can use the Enroll a New Student page to select the student’s fee exemption status. For
information on exempting individual students from course fees, see the section “Work With an
Individual Student.” To exempt a group of students (by school), log in at the district level,
navigate to the Edit School page, and scroll down to the School Enrollment Fee section. For
information on exempting a group of students, see the section “School Information.”

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section “Lunch Transactions.”

Fee information can appear on object reports; for more information, see the section “Object
Reports.”

How to View School Enrollment Fees
You must log in to the district office before performing this procedure.
1. On the start page, choose School from the main menu.

2. Click Schools/School Info. The Schools/School Info page appears.

Schools/School Info
F NI?'\.‘. b

Schools Abbrov School Number Sort Order
Gradusted Student Graduated Students 999599 I:.'l

axhington Elementar, WE 1oon ET
Jeffarson Elementary JE Z000 20

| i jddle | CHHS 000 a0
Apple Grove High Schoo AGHS A000 L1

£ Submit 3

3. Click the name of a school. The Edit School page appears.

Standards © 2004 Apple Computer, Inc. All rights reserved. 382



s
. PowerSchool

Student User Guide

Edit School

School Name

School Abbreviation

School Address (Full)
[include school name)

School Address
School City

School State/Province
School PostalZip Code
School Phone Number

School FAX Number

School Number (9 digit
maximum)

Alternate School Number

Exclude From State
Reporting?

Grades

Historical Grade Levels (only
historical data in this range of
grade levels is used for

cumulative GPAs, graduation
credit, etc.)

Default Next School

Sort Order

When Scheduling, Display
Courses From

iTa'_.fIi:ur Middle School

ETMS texample: FHS)

123 Main Street
Anytown, CA 12345

E123 Main Street

ij_ﬁm'_.flﬂwn

[ California =

I12345

ESUUD {once entered, do not change later}

i i leave as zero to uze school number

Iﬁ e IT {lowest - highest)
CANCEN

i1 ooo {a school number where students who graduate from this school will be
sent. Leave as 0 for none.)

50

[ Current School % ]

4. Scroll down to the School Enrollment Fee section.

School Fee Information

Fee Exemption
Status

[ Students Not Exempted =

School Enrollment Fees

Fee Type

Enrallment

Amount

$1,200.00

How to Create School Enrollment Fees

You must log in to the district office before performing this procedure.
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Note: Before adding school enrollment fees, the fee category of School must be created and fee
types associated to it. For more information, see the sections “Fee Categories” and “Fee Types.”

1. On the start page, choose District from the main menu.
2. Click Schools/School Info. The Schools/School Info page appears.

Schools/School Info
" New O

Schools Abbrov School Number Sort Order
Gradusted Student Graduated Students 999993 I':.'l
ashington Elementary  WE 1000 I"-l.’fl
Jeffarson Elementary JE Z000 |2[2l
| i1 Hiddie | CHMS 3000 i'd-':'
Apple Grove High Schoo A HS 4000 L1

£ Submit 3

3. Click the name of a school. The Edit School page appears.
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Edit School

School HName

School Abbreviation

School Address (Full)
[include school name)

School Address
School City

School State/Province
School PostalZip Code
School Phone Number

School FAX Number

School Number (9 digit
maximum)

Alternate School Number

Exclude From State
Reporting?

Grades

Historical Grade Levels (only
historical data in this range of
grade levels is used for

cumulative GPAs, graduation
credit, etc.)

Default Next School

Sort Order

When Scheduling, Display
Courses From

ITaonr Middle School

ITMS fexample: FH3)

123 Main Street
Anytown, CA 12345

[123 Main Street

IJ_ﬂtnYtDWn

[ California =

|12345

IBDDD {once entered, do not change later)

I {leave a5 zero to use school number)

IE}- = I--g-- {lowest - highest)
AN

|1 0oo {aschool number where students who graduate from this school will be

zent. Leave as 0 for none.)

50

[ Current School % ]

4. Scroll down to the School Enrollment Fee section.

School Fee Information

Fee Exemption
Status

[ Students Not Exempted

School Enrollment Fees

Fee Type

Enrallment

Amount

$1,200.00

5. Click New. The New School Enrollment Fee page appears.
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New School Enroliment Fee

Label Value

ﬁ';'?,.f’f' dpple Grove High School
Fee Type Uniform  #
Daepartmant :]
Amount IW

Date mm

Description |F€E|:|mred school uniform.

Pro Ratable [ ]

as this school.

Note: Changes made here will affect this course at all schoals which use the same PowerSchool server

£ Submit Y

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

Field

Description

School Name

The selected school's full name.

Fee Type

Choose the type of fee from the pop-up menu. Only those fee
types with the fee category of School appear in the Fee Type
pop-up menu.

Note: For more information on fee types, see the section “Fee
Types.”

Department

Choose the department you want to associate the fee to from
the pop-up menu, if any.

Amount

Enter the amount of the fee to be assessed.

Date

Enter the date the fee becomes applicable. The default is set to
today's date.

Pro Ratable

Select this checkbox to indicate that the fee is to be assessed
based on the number of school days in the year. If a student
enrolls in school after the start date or withdraws from school
before the end date, the student will only be charged for that
portion of the school year.

7. Click Submit. The Fee Types page displays the new fee type.
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School Enrollment Fees

Fee Type
Enrallment

Unifarm

Amount
$£1.,200.00
$125.00

How to Edit School Enrollment Fees

You must log in to the district office before performing this procedure.

1.

On the start page, choose District from the main menu.

2. Click Schools/School Info. The Schools/School Info page appears.

Schools/School Info

F \
M

Abbrov

Graduated 5tudents
WE

JE

CHHS

AGHS

School Number Sort Order

399993 o
2000 20
00n 30
An0n 40
£ Submit ¥

3. Click the name of a school. The Edit School page appears.
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Edit School

School HName

School Abbreviation

School Address (Full)
[include school name)

School Address
School City

School State/Province
School PostalZip Code
School Phone Number

School FAX Number

School Number (9 digit
maximum)

Alternate School Number

Exclude From State
Reporting?

Grades

Historical Grade Levels (only
historical data in this range of
grade levels is used for

cumulative GPAs, graduation
credit, etc.)

Default Next School

Sort Order

When Scheduling, Display
Courses From

ITaonr Middle School

ITMS fexample: FH3)

123 Main Street
Anytown, CA 12345

[123 Main Street

IJ_ﬂtnYtDWn

[ California =

|12345

IBDDD {once entered, do not change later)

I {leave a5 zero to use school number)

IE}- = I--g-- {lowest - highest)
AN

|1 0oo {aschool number where students who graduate from this school will be
zent. Leave as 0 for none.)

50

[ Current School % ]

4. Scroll down to the School Enrollment Fee section.

School Enrollment Fees

Fee Type
Enrallment

Unifarm

Amount
$1,200.00
$125.00

5. Click the fee type to be edited. The Edit School Enrollment Fee page appears.
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Edit School Enrollment Fee

Label Value

School

Name

Fee Type Uniform =

Amount 1258

Date 1114/2003

Description |F€E|:|mred school uniform to be purchased at Campus Store.

Pro Ratable '_

Note: Changes made here will affect this course at all schoals which use the same PowerSchool server

as this school.

" Delete

£ Submit

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

Field

Description

School Name

The selected school's full name.

Fee Type Choose the type of fee from the pop-up menu. Only those fee
types with the fee category of School appear in the Fee Type
pop-up menu.

Note: For more information on fee types, see the section “Fee
Types.”

Department Choose the department you want to associate the fee to from
the pop-up menu.

Amount Enter the amount of the fee to be assessed.

Date Enter the date the fee becomes applicable. The default is set to
today's date.

Pro Ratable Select this checkbox to indicate that the fee is to be assessed

based on the number of school days in the year. If a student
enrolls in school after the start date or withdraws from school
before the end date, the student will only be charged for that
portion of the school year.

7. Click Submit. The Fee Types page displays the updated fee type.
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School Enrollment Fees

Fee Type
Enrallment

Unifarm

Amount
$£1.,200.00
$125.00

How to Delete School Enrollment Fees

You must log in to the district office before performing this procedure.

1.

On the start page, choose District from the main menu.

2. Click Schools/School Info. The Schools/School Info page appears.

Schools/School Info

F \
M

Abbrov

Graduated 5tudents
WE

JE

CHHS

AGHS

School Number Sort Order

399993 o
2000 20
00n 30
An0n 40
£ Submit ¥

3. Click the name of a school. The Edit School page appears.
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Edit School

School HName

School Abbreviation

School Address (Full)
[include school name)

School Address
School City

School State/Province
School PostalZip Code
School Phone Number

School FAX Number

School Number (9 digit
maximum)

Alternate School Number

Exclude From State
Reporting?

Grades

Historical Grade Levels (only
historical data in this range of
grade levels is used for

cumulative GPAs, graduation
credit, etc.)

Default Next School

Sort Order

When Scheduling, Display
Courses From

ITaonr Middle School

ITMS fexample: FH3)

123 Main Street
Anytown, CA 12345

[123 Main Street

IJ_ﬂtnYtDWn

[ California =

|12345

IBDDD {once entered, do not change later)

I {leave a5 zero to use school number)

IE}- = I--g-- {lowest - highest)
AN

|1 0oo {aschool number where students who graduate from this school will be
zent. Leave as 0 for none.)

50

[ Current School % ]

4. Scroll down to the School Enrollment Fee section.

School Enrollment Fees

Fee Type
Enrallment

Unifarm

Amount
$1,200.00
$125.00

5. Click the fee type to be deleted. The Edit School Enroliment Fee page appears.
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Edit School Enrollment Fee

Label Value

School

Name

Fee Type Uniform ¥
Amount E 1258

Date i1 1/14/2003

Description ERequired school uniform to be purchased at Campus Store.

Pro Ratable :

Note: Changes made here will affect this course at all schoals which use the same PowerSchool server
a5 this schoal .

( Delere ) € Submic )

6. Click Delete. The Selection Deleted page appears.

Course Enrollment Fees

Once fee categories and payment methods have been created, and fee types have been associated
(created) under those fee categories, you can create course enrollment fees.

Course enrollment fees are used to automatically assess certain fees when a student enrolls in a
course. To access course enrollment fees, log in at the district or school level, navigate to the Edit
Course page, and click the Fees tab to access the Edit Course Enrollment Fees page where you can
add, edit, and delete course fees. Only those fee types with the fee category of Course are available
in the Fee Type pop-up menu.

Note: When importing students, course enrollment fees are not automatically assessed. You must
manually assess course enrollment fees using Fee Functions. For more information, see the section

“Fee Functions.”

W hen creating course enrollment fees, you can indicate whether or not you want the fee to be pro
ratable. If Pro Ratable is selected, the course enrollment fee will be assessed on the basis of the
number of days within the term for the course section. If a student enrolls in the course after the
start date or drops the course before the end date, the student will only be charged for that portion
of the course.

Fee Exemption Status

Fee Exemption Status can be used to exempt an individual student or a group of students from
course enrollment fees. To exempt an individual student, log in at the school level, search for and
select a student, and click the Other Information link. For information on exempting individual

students from course fees, see the section “Other Information.” If the student is enrolling in
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school, you can use the Enroll a New Student page to select the student’s fee exemption status. For

information on exempting individual students from course fees, see the section “Work With an

Individual Student.” To exempt a group of students (by school), log in at the district level,
navigate to the Edit School page, and scroll down to the School Enrollment Fee section. For
information on exempting a group of students, see the section “School Information.”

Notes

*  When scheduling students using Walk-in Scheduling or Power Scheduler, enrollment fees
that are associated to a course will be assessed to those students enrolling in the course.

This option does not apply to lunch account balances. For information on lunch transactions, see
the section “Lunch Transactions.”

Fee information can appear on object reports; for more information, see the section “Object
Reports.”

How to View Course Enrollment Fees

Determine if fees will be applied to student accounts when students are scheduled in a particular
course section.

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

2. On the School Setup page, click Courses. The Courses page appears.

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
9241 -4 Acadernic Supp. 10
9241-B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.

5570 AGEDA
3571 AGEDZ
5581 AGED 3
2591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

Click the name of a course. The Edit Course page appears.

4. Click the Fees tab. The Edit Course Enrollment Fees page appears. If there are any
enrollment fees associated to this course, they will appear in the Course Enrollment Fees
section.
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Edit Course
District | Fees | Scheduling | Relationships

Label Value
Course Name Binlogy
Course Number 1511
Course Name [Bic-lc-g'_.f
Alternate Course Number E
Credit Hours 0.500

CIP Code
Credit Type

Default Maximum Enrollment

Department

Subject Area

Prerequisite Courses

Prerequisites apply only to the current scheduling
term.

[comma-separated)

PowerLink (English)

PowerLink (Espanol)

Exclude From Attendance
[Optional: Use only to exclude all sections from

E U vocational Class
I {no spaces)
E'IE

—

counting towards ADM/ADA for students.)

Grade Scale [ Default =
GPA Added Value Points 0 fusually zero )
—
Exclude from GPA? ®nciude Obceiuge
Y
Exclude from Class Rank? @Include o Exclude
-
Exclude from Honor Rell? @Include s Exclude

Use The Course For Lunch

Exclude On Report Cards/Transcripts

MNote: Changes made here will affect this course at all schools which use the same Power3chool server as
thiz schoal.

How to Add Course Enrollment Fees

Add a fee that will be charged to each student scheduled in a particular course. Multiple fees can
be added to a course by repeating this procedure.

Note: Before adding course enrollment fees, the fee category of Course must be created and fee
types associated to it. For more information, see the sections “Fee Categories” and “Fee Types.”

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

2. On the School Setup page, click Courses. The Courses page appears.
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Sort by nurmber or name
Yiew Master Course List

2033 &P English

9241 -C Academic Supp. 12
9241 -4 Acadernic Supp. 10
9241-B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.
S50 AGED

5571 AGEDZ

5581 AGED 3

5591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

3. Choose the name of the course from the courses menu. The Edit Course page appears.

4. Click the Fees tab. The Edit Course Enrollment Fees page appears.

Student User Guide

Course Enrollment Fees

Fee Type
Textbook

Amount

$25.00

5. Click New in the Course Enrollment Fees section. The New Course Fee page appears.

MNew Course Fee

Label Value
Course :
MName Einlogy
Course

Number 1511

Foo Type

Department | Science %

Amount 26500

Date 111442003

1

Description [Lal:l specimens

Pro Ratable

a3 this schoal.

Mote: Changes made here will affect this course at all schools which use the same PowerSchoal server

£ Submit Y

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

Description

Course Name

The name of the course appears.

Course Number

The number used to identify the course appears.

Fee Type Choose the type of fee from the pop-up menu. The menu only
contains fee types for the selected school that fall under the
category type of Course.

Note: For more information on fee types, see the section “Fee
Types.”

Department Choose the name of the department you want to associate the
fee to from the pop-up menu.

Amount Enter the amount of the fee to be assessed.

Date Enter the date the fee becomes applicable. The default is set to
today's date.

Description Enter an descriptive explanation of the fee.

Pro Ratable Select this checkbox to indicate that the fee is to be assessed

based on the number of days within the term for the course
section. If a student enrolls in the course after the start date or
drops the course before the end date, the student will only be
charged for that portion of the course.

7. Click Submit. The Courses page appears.

How to Edit Course Enrollment Fees

Use this procedure to change the fee or the type of fee for a course.

1.

On the start page, choose School from the main menu.

2. On the School Setup page, click Courses. The Courses page appears.

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
92471 -4 Seademic Supp. 10
9241 -B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.

S50 AGED

5571 AGEDZ

5581 AGED 3

5591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

3. Choose the name of the course from the courses menu. The Edit Course page appears.
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Course Enrollment Fees

- N ew“
Fee Type Amount
Materials $25.00
Tewxthaok $25.00

5. Click the course enrollment fee in the Fee Type column that you want to edit. The Edit

Course Fee page appears.

Edit Course Fee

Label Value
Course :
MName Biology
Course

Number 1511

Foo Type
Department
Amount EE“_“

Date E'TTHEE’EEE

Description ILED specimens and supplies.

Pro Ratable

a3 this school.

Mote: Changes made here will affect this course at all schools which use the same PowerSchool server

£ Submit -

FDelete

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

Field Description

Course Name The name of the course appears.

Course Number

The number used to identify the course appears.

Fee Type

Choose the type of fee from the pop-up menu. The menu only
contains fee types for the selected school that fall under the
category type of Course.

Note: For more information on fee types, see the section “Fee
Types.”

Department

Choose the name of the department you want to associate the

fon ta fram tha nan 11n mona
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Field Description

fee to from the pop-up menu.

Amount Enter the amount of the fee to be assessed.

Date Enter the date the fee becomes applicable. The default is set to
today's date.

Description Enter an descriptive explanation of the fee.

Pro Ratable Select this checkbox to indicate that the fee is to be assessed

based on the number of days within the term for the course
section. If a student enrolls in the course after the start date or
drops the course before the end date, the student will only be
charged for that portion of the course.

7. Click Submit. The Courses page appears.

How to Delete Course Enrollment Fees
Use this procedure to delete a course fee.
1. On the start page, choose School from the main menu.

2. On the School Setup page, click Courses. The Courses page appears.

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
92471 -4 Seademic Supp. 10
9241 -B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.

5570 AGEDA
2571 AGEDZ
5581 AGED 3
2591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

3. Choose the name of the course from the courses menu. The Edit Course page appears.

4. Click the Fees tab. The Edit Course Enrollment Fees page appears.

Course Enrollment Fees

o N ew“
Fee Type Amount
Materials $25.00
Tewxthaok $25.00

5. Click the course fee in the Fee Type column. The Edit Course Fee page appears.
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Label

Course
Name

Course
Number

Fee Type
Department
Amount
Date

Description

a3 this school.

Edit Course Fee

Value

Biology

1511

ILED specimens and supplies.

Pro Ratable [

Mote: Changes made here will affect this course at all schools which use the same PowerSchool server

£ Submit -

FDelete

6. Click Delete. The Courses page appears.

School Information

The School Information page provides information about the selected school. Use this page to add
a new school to the system or to edit information about a school already in the system.

How to Add a School

Once you add a school to the system, you cannot delete it. You must log in to the district office
before performing this procedure.

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

2. Click Schools/School Info. The Schools/School Info page appears.
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Schools/School Info
" New O

Schools Abbrov School Number Sort Order
Gradusted Students Graduated Students 999993 Il:I
Mashingion Eleme ntary 'WE loon I":f:l
Jeffarson Elementary JE Z000 |2[2l
Cherry Hill Middle School CHIMS 3000 |3,.;:.
Apple Grove High Schoo A HS 4000 I-:1L'I

€ Submit

3. Click New. The Edit School page appears.

Student User Guide

Edit School

School HName

School Abbreviation

School Address (Full)
[include school name)

School Address
School City

School State/Province
School PostalZip Code
School Phone Number

School FAX Number

School Number (9 digit
maximum)

Alternate School Number

Exclude From State
Reporting?

Grades

Historical Grade Levels (only
historical data in this range of
grade levels is used for

cumulative GPAs, graduation
credit, etc.)

Default Next School

Sort Order

When Scheduling, Display
Courses From

|Taylor Middle School

ITMS fexample: FH3)

123 Main Street
Anytown, CA 12345

[123 Main Street

|An:,rtown

 California B
555555555

555550000

IW fonce entered, do not change later)
I— {leave as zero to use school number)

IF = Iﬁ {lowest - highest)
AN

|1‘:”:”:I {aschool number where students who graduate from this school will be

zent. Leave as 0 for none.)

E

[ Current School i’
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4. Use the following table to enter information in the fields:

Field

Description

School Name

Enter the school's full name.

School Abbreviation

Enter an abbreviation for the school to be used in PowerSchool.

School Address (Full)

Enter the school's address.

School Address

Enter the school's street address.

School City

Enter the school's city.

School State/Province

Select the school's state from the pop-up menu.

School Postal/Zip Code

Enter the school's postal/zip code.

School Phone Number

Enter the school's phone number including are code.

School FAX Number

Enter the school's fax number including area code.

School Number

Enter the school's number. A maximum of nine digits can be
used. Once you submitted to the system, do not change.

Note: States usually assign school numbers.

Alternate School Number

If you wish to use an number other than what is listed above to
identify the school, enter the number here. Otherwise, leave
blank.

Exclude From State
Reporting?

Select this checkbox is you want to exclude this school from
being included in state reporting.

Grades

Enter the lowest and highest grade levels at the school. Only
historical data in this range of grade levels is used for
cumulative GPAs, graduation, credit, etc. Students at the
highest level are affected by the end-of-year process. For more

information, see the section “End of Year Process.”

Historical Grade Levels

Enter the range of grade levels from which historical data is
pulled, such as cumulative GPAs and graduation credit.

Default Next School

Enter the number of the school where students who graduate
from this school will be sent. Otherwise, leave as 0 for none.

Sort Order

Enter the number that indicates the order in which this school
appears on school lists and pop-up menus.
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Field

Description

When Scheduling,
Display Courses From

Use the pop-up menu to choose the school from which you
want to view the course list when you create student schedules
for next year:

e Current school

* Next school: The system only displays courses from the
next school for students whom you have indicated a
next school.

5. Note the School Administration Information section.

School Administration Infarmation
Principal’s Name
Principal’s Phone 5EE-5RE-1111
Principal’'s Emai
AssistantWVice-Principal’s Nama
aAssistantVice-Principal’s Phone W
Assistant\ice- P R al's Emaill
Bulletin Email {where
correspondence pertaining to
the bulletin should ga)

Attendance Secretary Email
Registrar Email

Email Copies of Now Teacher
Lag Entrias To:

[Elzine Kariowsk

|L'}=ft'r',l."':.=.cuu

|George Randolf

| gri@tms.edu

[bulleting@ims edu

| attendance@ims.edu

|r.—'.~u:_:|5lr:-:r;§'1_:lr:1-1 edu

gri@tms.edu

6. Use the following table to edit information in the fields in the School Administration

Information section:

Field

Description

Principal's Name

Enter the name of the school's principal.

Principal's Phone

Enter the telephone number of the school's principal.

Principal's Email

Enter the email address of the school's principal.

Assistant/Vice-Principal's

Name

Enter the name of the school's assistant or vice-principal.

Assistant/Vice-Principal's

Phone

Enter the telephone number of the school's assistant or vice-
principal.

Assistant/Vice-Principal's

Email

Enter the email address of the school's assistant or vice-
principal.

Bulletin Email

Enter the email address of the person responsible for including

items in the daily bulletin. This address appears on the Daily
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Field

Description

Bulletin page for users to link to when submitting daily bulletin
items.

Attendance Secretary
Email

Enter the email address of the attendance secretary.

Registrar Email

Enter the email address of the registrar.

Email Copies of New
Teacher Log Entries To

Enter the email address(es) of anyone who wants a copy of new
log entries submitted by teachers. Separate multiple entries
with commas.

7. Note the County Information section.

County Information
County Name |]’u|u|u

County Numb.er 1234

8. Use the following table to edit information in the fields in the County Information section:

Field

Description

County Name

Enter the name of the school's county.

County Number

Enter the number for the school's county.

9. Note the School Fee Information section.

School Fee Information

Fee Exemption

Biatus [ Students Not Exempted e

Fee Type

Enrallment

School Enrollment Fees

" —

Amount

$1,200.00

10. Use the following table to edit information in the fields in the School Fee Information

section:

Field

Description

Fee Exemption Status

School and course enrollment fees are automatically assigned
to students when they enroll in school or in a course. Students
can be exempted from having these fees assigned to them
automatically by using this pop-up menu. While you can

indicate to the system that school and/or course enrollments
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Field

Description

fees are not be assigned, this does not prohibit fees being
assigned manually.

the School Fee Information section:
* Students not Exempted
* Students Exempted from Course Fees
* Students Exempted from School Fees

* Students Exempted from All Fees

particular school, see the section “Other Information.”

Choose the students' fee exemption status the pop-up menu in

Note: For information on exempting an individual student at a

Fee Type

school enrollment fees. For information, see the section
“School Enrollment Fees.”

Use the School Enrollment Fee section to add, edit, and delete

11. Click Submit. The Schools/School Info page displays the new school.

Attendance Conversions

Name Edit Conversion ltems
Default Edit Conversion |tems
Special Education Edit Conversion [tems

MNote: This list of &ttendance Conversions applies to Apple
Growve High Schoal anly.

How to Edit School Information

Although you cannot delete a school, you can edit school information. You must log in to the
district office before performing this procedure.

1.

On the start page, choose District from the main menu.

2. Click Schools/School Info. The Schools/School Info page appears.
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Name

Default

Special Education

Attendance Conversions

Edit Conversion ltems
Edit Conversion |tems

Edit Conversion [tems

MNote: This list of &ttendance Conversions applies to Apple
Growve High Schoal anly.

Student User Guide

3. Click the school name in the Schools column for the school to be edited. The Edit School

page appears.

Edit School

School Mame
School Asnrweialion
Schogd Addrese IFull]
lincude schesd name)
Schag Addrese

Sehas Ty

Scheol SininProvinm
Bohaol PostalThe Code
Behaal Phions Mumber
Schaad FAX Humber
School Nasbar

Altgmate School Mumber

Exzbade Fram Simte
Mapurtng?

Grades

Hisloneal Sete Levals anly
historizal dats in Enis g o
grade lavels | usad for

tumubstrer GP&x grsduslion
cradi, ahs.)

Dafaul Hext Sooo

Sor Qrder

When Schaduling, Dwply
Cawarsas Fram

[Tayior Widdis Scnon

TS tmcarrpla FHEI

123 Main Sireel
Amytoer, A 12045

|22 Main Sireel

[wmtown
Califrrnila ]

EEE-555.5665

BEE-5LE0000

BOCO [yrce erbeeed, do rt chargs lxler)

0 T

o b e ezheel ngmhar ]

7 E]
AOC g sohi aunden <Hene shadeals <5 geaduale Trom 1his

2. Lairaz iy CTEF MeaB 2.

e
Current Sehand &

shoel Wil 52

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

Field

Description

School Name

Enter the school's full name.

School Abbreviation

Enter an abbreviation for the school to be used in PowerSchool.

School Address (Full)

Enter the school's address.

School Address

Enter the school's street address.

School City

Enter the school's city.
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Field

Description

School State/Province

Select the school's state from the pop-up menu.

School Postal/Zip Code

Enter the school's postal/zip code.

School Phone Number

Enter the school's phone number including are code.

School FAX Number

Enter the school's fax number including area code.

School Number

Enter the school's number. A maximum of nine digits can be
used. Once you submitted to the system, do not change.

Note: States usually assign school numbers.

Alternate School Number

If you wish to use an number other than what is listed above to
identify the school, enter the number here. Otherwise, leave
blank.

Exclude From State
Reporting?

Select this checkbox is you want to exclude this school from
being included in state reporting.

Grades

Enter the lowest and highest grade levels at the school. Only
historical data in this range of grade levels is used for
cumulative GPAs, graduation, credit, etc. Students at the
highest level are affected by the end-of-year process. For more
information, see the section “End of Year Process.”

Historical Grade Levels

Enter the range of grade levels from which historical data is
pulled, such as cumulative GPAs and graduation credit.

Default Next School

Enter the number of the school where students who graduate
from this school will be sent. Otherwise, leave as 0 for none.

Sort Order

Enter the number that indicates the order in which this school
appears on school lists and pop-up menus.

When Scheduling,
Display Courses From

Use the pop-up menu to choose the school from which you
want to view the course list when you create student schedules
for next year:

e Current school

* Next school: The system only displays courses from the
next school for students whom you have indicated a
next school.

5. Note the School Administration Information section.
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School Administration Infarmation
Principal’s Name
Principal’s Phone 5EE-5RE-1111
Principal’'s Emai
AssistantWVice-Principal’s Nama
aAssistantVice-Principal’s Phone W
Assistant\ice- P R al's Emaill
Bulletin Email {where
correspondence pertaining to
the bulletin should ga)

Attendance Secretary Email
Registrar Email

Email Copies of Now Teacher
Lag Entrias To:

[Elzine Kariowsk

|L'}=ft'r',l."':.=.cuu

|George Randolf

| gri@tms.edu

[bulleting@ims edu

| attendance@ims.edu

|r.—'.~u:_:|5lr:-:r;§'1_:lr:1-1 edu

gri@tms.edu

Information section:

6. Use the following table to edit information in the fields in the School Administration

Field

Description

Principal's Name

Enter the name of the school's principal.

Principal's Phone

Enter the telephone number of the school's principal.

Principal's Email

Enter the email address of the school's principal.

Assistant/Vice-Principal's
Name

Enter the name of the school's assistant or vice-principal.

Assistant/Vice-Principal's
Phone

Enter the telephone number of the school's assistant or vice-
principal.

Assistant/Vice-Principal's
Email

Enter the email address of the school's assistant or vice-
principal.

Bulletin Email

Enter the email address of the person responsible for including
items in the daily bulletin. This address appears on the Daily
Bulletin page for users to link to when submitting daily bulletin
items.

Attendance Secretary
Email

Enter the email address of the attendance secretary.

Registrar Email

Enter the email address of the registrar.

Email Copies of New
Teacher Log Entries To

Enter the email address(es) of anyone who wants a copy of new
log entries submitted by teachers. Separate multiple entries
with commas.

7. Note the County Information section.
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County Mame

County Information

County Numb.er

|Tuli:||u

1234

8. Use the following table to edit information in the fields in the County Information section:

Field

Description

County Name

Enter the name of the school's county.

County Number

Enter the number for the school's county.

9. Note the School Fee Information section.

School Fee Information

Fee Exemption
Status

[ Students Not Exempted

School Enrollment Fees

Fee Type

Enrallment

Mew

Amount

$1,200.00

10. Use the following table to edit information in the fields in the School Fee Information

section:

Field

Description

Fee Exemption Status

School and course enrollment fees are automatically assigned
to students when they enroll in school or in a course. Students
can be exempted from having these fees assigned to them
automatically by using this pop-up menu. While you can
indicate to the system that school and/or course enrollments
fees are not be assigned, this does not prohibit fees being
assigned manually.

Choose the student's fee exemption status the pop-up menu in
the School Fee Information section:

Students not Exempted

Students Exempted from Course Fees

Students Exempted from School Fees

Students Exempted from All Fees

Note: For information on exempting an individual student at a
particular school, see the section “Other Information.”

Fee Type

Use the School Enrollment Fee section to add, edit, and delete

cchoanl anvallbnant faone Carv infaromation can tha cactinn
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Field Description

school enrollment fees. For information, see the section
“School Enrollment Fees.”

11. Click Submit. The Schools/School Info page displays the edited school.

Attendance Conversions

Name Edit Conversion ltems
Default Edit Conversion |tems
Special Education Edit Conversion [tems

MNote: This list of &ttendance Conversions applies to Apple
Growve High Schoal anly.

Student Fees

Student Fees are used to manually assess fees other than school or course enrollment fees, which
are usually assessed automatically. For more information, see the section "School Enroliment
Fees" or "Course Enrollment Fees." To manually assess student fees to an individual student,
log in at the district or school level, search and select a student, and then click the Fee Transactions
link. Using the Fee Transactions pages, you can create student fees. To manually assess student fees

to a group of students, see the section "Fee Functions."

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section "Lunch Transactions."

Course fees can appear on object reports; for more information, see the section "Object Reports.

How to Add Student Fees

Be sure the information you enter is accurate, as there is no edit or delete function for student fees
(in order to preserve the history of the transaction). If you inadvertently make a mistake, you will
have to create a transaction using payment, credit, or void to reverse the effect.

Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Eriggs, Jessica k. 10 25021 AGHS
[ Create New Fee % Balance: 40.00 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
1271072003 451 PM Instructional 0O Matural History Museum 50,00 10.00 40.00 Payment

Totals: 50.00 1000 4000 Distribute
All Transactions Fee Balances

MNote: Credits are distributed across all outstanding fees based on fee type priority.

3. Choose a fee type from Create New Fee pop-up menu. The New Fee Transaction page
appears.

Note: Only fee types other than School or Course display in the pop-up menu. For more
information on fee types, see the section "Fee Types."

MNew Fee Transaction

Jacobus, Noah BGHS
New Fee Instructional
Category Trip
Department
Transaction Date m
Description IEx:ursiun to the science museum.
Amount of Fee 75.00
Amount of Credit 25.00
Payment Method | Check/Draft (Check) % | ¢ required for payment)

Payment Reference Number [4[)?{,

Course Number E1511

Student User Guide

£ Submit
4. Use the following table to enter information in the fields:
Field Description
New Fee The selected fee type appears, such as Instructional.
Category The category associated to the fee type appears, such as Trip.
Transaction Date Enter the date the student fee is to be assessed. The default is
set to today's date.
Note: If you enter a different date, be sure to use the format
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Field Description
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.

Description Enter an explanation of the student fee being created, such as

Excursion to science museum.

Amount of Fee

The dollar amount to be assessed to the student's account
balance, such as 75.00.

Amount of Credit

If the student is providing full or partial payment at the time
this fee is being created, enter the payment amount in this
field, such as 25.00.

Note: If the student's payment is greater than the fee, the extra
money will be applied as payment to other unpaid fees based
on fee type priority.

Payment Method

If the student is providing full or partial payment at the time
this fee is being created, choose the method of payment from
the pop-up menu, such as Check/Draft (Check).

Payment Reference
Number

If the student is providing full or partial payment at the time
this fee is being created, enter the payment reference number
in this field, such as Check Number 4076.

Course Number

If this fee is related to a course, enter the number used to

identify the course in this field, such as 1511 (Biology).

5. Click Submit. The Changes Recorded page appears.

Fee Transactions
Jacobus, Moah 9 440000

675 AGHS

- Balance:

[ Create Mew Fee * 1 027.73 Refund
Date Time Fee Type Priority Description Fea Paid Balance Transaction
157 306 pirent e 85279 0.00 85279  Payment
2003 P enrallment fee. : ; ; ¥

Y zoe initorm o be.

;353 P Unifarm 2 purchased at 12500  0.00 125.00 Payment

Campus Store.
i 310 : Excursion to the
;353 PH Instructional 0 T s et 75.00 25.00 50.00 Pay ment

Totals: 1,052.79 25.00 1,027.79 Distribute

&1l Transactions Fee Balances

Standards
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Fee Transactions

You can use the Fee Transactions page to create transactions, distribute payments, and issue
refunds for individual students. For information about fee functions for a group of students, see the
section "Fee Functions."

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section "Lunch Transactions."

Course fees can appear on object reports; for more information, see the section "Object Reports.

How to Navigate the Fee Transactions Page
Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.

Fee Transactions

Briggs, Jessica k. 10 25021 AGHS
[ Create New Fee - Balance: 40.00 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
121072003 451 PM Instructional 0O Matural History Museurn S0.00 10,00 40,00 Pavment

Totals: S50.00 10.00 40,00 Distribute
&l Tranzactions Fee Balances

Note: Credits are distributed across all outstanding fees bazed on fee type priority.

The first part of the page displays the following:

Field Description

Create New Fee Use this pop-up menu to create student fees. For more
information, see the section "How to Add Student Fees."

Balance The student's total debits and credits for the current year and
school.

Note: The Balance and the Totals may not be the same in cases
where the student has a negative balance.

Refund Click this link to issue a refund. For more information, see the
section "How to Issue a Refund."
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The second part of the page displays fee transaction line items. For each line item, the following
information appears:

Field Description

Date The date the fee transaction occurred. Click this link to access
the View Transaction page, which displays information about
the fee record.

Time The time the fee transaction occurred.

Fee Type The fee type from which the fee transaction was created.

Note: For more information, see the section "Fee Types."

Priority The priority in which this fee is to be paid in respect to the
other fee types.

Note: For more information, see the section "How to Rank

Fee Types."
Description An explanation of the fee.
Fee The total amount of the fee.
Paid The amount of the fee that the student has paid. Click this link

to access Transactions page, which displays the transactions
associated with the fee. For more information, see the section
"How to View Transactions Associated with a Fee."

Balance The amount of the fee that the student owes.

Transaction Click the Payment link to access the New Transaction page
where you can enter a payment into the system for the
selected fee. For more information, see the section "How to
Create a New Transaction."

Click the Distribute link to access the Distribute Payment page
where you can enter a payment into the system and have it
distributed across all outstanding fees based on fee type
priority. For more information, see the section "How to
Distribute Payments."

The third section of the page contains the following information:

Field Description

Totals The total amount of fees, amount paid, and balance for the
selected student.

Note: The Balance and the Totals may not be the same in cases
where the student has a negative balance.
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Field Description

All Transactions Click this link to access All Transactions page, which displays all
the transactions associated with this student (for the current
school and year). For more information, see the section "How
to View All Transactions."

Fee Balances Click this link to access Fee Balances page, which displays the
global balances associated with this student (for each school
and year combination). For more information, see the section
"How to View Fee Balances."

How to Create New Transactions

To enter a payment into the system for a selected fee, navigate to the New Transaction page to
create a new transaction. If you want to enter a payment and have it distributed across all

outstanding fees based on fee type priority, see the section "How to Distribute Payments."
Note: Log in to the district office or a school to perform this procedure.

1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.

Fee Transactions

Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Locate the fee for which you want to enter a payment.

4. Click Payment in Transaction column. The New Transaction page appears.
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New Transaction
Jacabus, Noah AGHS

Transaction For Enrallment

Course

Transaction Date E1 1152003
Transaction Type

Description [Partlal payment
Amount 500.00
Payment Method | Check/Draft (Check) 3

Payment Reference Number |4uar_~.

£ Submit Y
5. Use the following table to enter information in the fields:
Field Description
Transaction For The fee type from which the fee was created appears, such as
Enrollment.

Note: For more information on fee types, see the section "Fee

Types."
Course The number used to identify the course appears. The
information only displays if a course was associated to the fee.
Transaction Date Enter the date of the transaction. The default is set to today's
date.

Note: If you enter a different date, be sure to use 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.

Transaction Type Choose the type of transaction you want to create from the
pop-up menu:
* Payment
*  Credit
* Void
Description Enter an explanation for creating the transaction.
Amount Enter the amount of the payment. If the Transaction Type

calactad ic \inid thava ic na nand 0o cntar A vinliin in thic finld
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Field

Description

will be rejected.

selected is Void there is no need to enter a value in this field.
The amount will be set by the fee balance.

Note: If the payment is higher than the balance, the payment

Payment Method

payment is being made:
* (ash

¢ Check/Draft

* Money Order

e Vouchers

Methods."

e C(Credit Card/Bank Card

e EFT (Electronic Funds Transfer)

Choose the method from the pop-up menu by which the

Note: For more information, see the section "Payment

Payment Reference
Number

such as a check number.

You can use this field to record additional payment information,

6. Click Submit. The Changes Recorded page appears.

Totals: 1,052.79 525.00

Fee Transactions
Jacobus, Moah 9 440000675 AGHS
[ Create New Fee s Balance: 527.72
Date Time Fee Type Priority Description Fee
:15i .05 Enrallment 1 P
2003 Fr1 enrollment fee.
e moe ot to be.
;383 P Uniform z purihased at
Campus Store.
L1 310 : Excursion to the
;363 P bl 8 SCiBNCE MUSEUM.
All Transactions Fee Balances

85279 500.00

125.00

75.00

Refund

Balanee Transaction

35279

125.00

50.00

527.79

Payment

Payment

Payment

Distribute

How to Distribute Payments

To enter a payment into the system and have it allocated across all outstanding fees based on fee

type priority, navigate to the Distribute Payment page to distribute payments. For more information
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for a selected fee, see the section "How to Create New Transactions."

Note: Log in to the district office or a school to perform this procedure.

1.

On the start page, search for and select a student.

Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.

3. C(lick Distribute in the Transaction column. The New Payment (Distributed) page appears.

Fee Transactions
Jacabus, Moah

2 4400006875

[ Create Mew Fee

e
-

Date Time Fee Type
114

157 S}ﬁ'ﬁ Enrollment
2003
1/

15/ : Unifarm
zopz FM

117
154
2003

310
P

Instructional

AGHS
Ealance:
1,027.79 Refund
Priority Description Fee Paid Balance Transaction
Semester
1 TR g52379 000 85279 Payment
Required schoaol
unifarm to be
2 purchased at 125.00 Q.00 125.00 Payent
Campus Store.
Excursion to the
n i ?5.00 25.00 50.00 Paymnent
Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions

Fee Balances

Distribute Payment

Jacabus, Noah

Transaction Date

Description

Amount

Payment Method

i1 1M15/2003

EDistriI:uute payment

IEUD.DD

| Check/Draft (Check) 3

Payment Reference Number iﬁle.I

£ Submit

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

Description

Transaction Date

Enter the date of the transaction. The default is set to today's
date.

Note: If you enter a different date, be sure to use 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.

Description

Enter an explanation for creating the transaction.

Amount

Enter the amount of the payment.

Payment Method

Choose the method from the pop-up menu by which the
payment is being made:

* C(Cash

* (Credit Card/Bank Card

*  Check/Draft

e EFT (Electronic Funds Transfer)
* Money Order

* Vouchers

Note: For more information, see the section "Payment
Methods."

Payment Reference
Number

You can use this field to record additional payment information,
such as a check number.

5. Click Submit. The Changes Recorded page appears.

Standards
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Fee Transactions

Jacobus, Moah 9 440000675 AGHI

[ Create New Fee = Balance: 27.79
Date Time Fee Type Priority Description Fee
0 308 Semester
1 Fis X Enrollment 1 352.79
2003 P entollment fee.
114 Required schoal
306 . uniform to be
;353 PH Unifarm 2 purchased at 125.00
Campus Store.
117 310 Excursion to
57 F‘H Instructional 0 the science 75.00
2003 TUSe .

Totals: 1,052.79

&l Transactions

Fee Balances

Balance Transaction

0.00

2779

0.00

27.79

Refund

Payment

Payment

Payment

Distribute

How to Issue Refunds

To issue a refund, navigate to the Refund page to distribute payments. Refunds can be issued when
the student's global balance is negative (the school owes money to the student). Refunds cannot
be issued when the student's global balance is positive (the student owes money to the school) or
null (global balance of zero).

Note: Log in to the district office or a school to perform this procedure.

1.

On the start page, search for and select a student.

Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Jacaobus, Moah

Fee Transactions
9 440000675 AGHS

[ Create New Fee

= Balance: 27.79

1
1F g
2003

3:06
P

114
15¢
2003

306
P

114
154
2003

310
P

Date Time Fee Type

Enrollment 1

Priority Description Fee

Semester
entollment fee.

Required schoal
unifarm to be
purchased at
Campus Store.

2

Excursion to

Instructional 0 the science 75.00

MUSeumnm.

Totals: 1,052.79 1,025.00

&l Transactions Fee Balances

852.79

125.00

Balance Transaction

0.00

2779

0.00

27.79

Refund

Payment

Payment

Payment

Distribute

3. Click Refund. The Refund page appears.

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

Field

Description

Transaction Date

Enter the date of the refund. The default is set to today's date.

Note: If you enter a different date, be sure to use 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.

Description

Enter an explanation for creating the refund.

Amount

Enter the amount of the credit.

Payment Method

is being made:
* (ash

e Check/Draft

* Money Order

e Vouchers

Methods."

e C(Credit Card/Bank Card

e EFT (Electronic Funds Transfer)

Choose the method from the pop-up menu by which the credit

Note: For more information, see the section "Payment
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Field Description
Payment Reference You can use this field to record additional payment information,
Number such as a check number.

5. Click Submit. The Changes Recorded page appears.

How to View Fee Record Information

To view fee record information for a line item on the Fee Transaction page, click the date in the
Date column of the transaction line item you want to view.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.

Fee Transactions

Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. C(lick the date in the Date column of the transaction line item you want to view. The View
Fee Transaction page displays.
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Jacabus, Noah 9 440000675

New Fea
Category
Transaction Date
Description
Amount of Fea
Amount Paid
Balance
Department Name
Course Numbaer
Course Name
Paymaent Method
Priority

Pro Rated

Original fee {Before pro-rating)

Year 1D

Group Transaction 1D

AGHI

Enrollment

School

11A15/2003 3:06 PM
Semester enrallment fee.
852.79

§52.749

0.00

1

Wes
1,200.00
13

0

£ Submit Y

The following information appears:

Student User Guide

Field Description
New Fee The selected fee type.

Note: For more information, see the section "Fee Types."
Category The category associated to the fee type.

Note: For more information, see the section "Fee Categories.

Transaction Date

The date the student fee was created.

Description

The explanation of the fee.

Amount of Fee

The total amount of the fee.

Amount Paid

The amount of the fee that the student has paid.

Balance

The amount of the fee that the student owes.

Department Name

The name of the department associated to this fee, if any.

Course Number

The number of the course associated to this fee, if any.

Standards
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Field Description

Course Name The name of the course associated to this fee, if any.

Payment Method The method by which the student has paid for the fee.
Note: For more information, see the section "Payment
Methods."

Priority The priority in which this fee is to be paid in respect to the

other fee types.

Note: For more information, see the section "How to Rank
Fee Types."

Pro Rated Indicator of whether or not you the fee is prorated.

Note: For more information, see the section "School
Enroliment Fees" or "Course Enroliment Fees."

Original Fee The amount of the original fee.
YearID The year in which the fee was created.
Group Transaction ID If the fee was created using Fee Functions, a system-generated

group transaction identification number displays.

Note: For more information, see the section "Fee Functions.

How to View Transactions Associated with a Fee

To view transactions associated with a fee for a line item on the Fee Transaction page, click the
amount in the Paid column of the transaction line item you want to view.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click the amount in the Paid column of the transaction line item you want to view. The
Transactions page displays.

Transactions
Jacabuz, Noah AGHS
; . ; Payment _—
Date Time Type Debit Credit Balance Method Description
U an e A
P ¥ : ) d payment
2003
15F 517 pement 35279 35279 0.00 Check  Distribute
20073 P ¥ ’ ’ ’ payment

The following information appears:

Student User Guide

Field

Description

Date

The date the transaction occurred. Click this link to access the
View Transaction page, which displays information about the
transaction record:

* Transaction Date
e Time
* Transaction Type

e Starting Balance

Standards
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Field Description

*  Amount

* Net Effect

* Global Starting Balance

* Global Net Effect

* Payment Method

* Payment Reference Number
e Description

* Receipt Number

e Group Transaction ID

* YearlD
Time The time the transaction occurred.
Type The type of fee associated to the transaction.
Debit The amount paid.
Credit The amount overpaid.
Balance The amount of the fee that the student owes.
Payment Method The method by which the fee was paid.
Description An explanation for creating the transaction.

How to View All Transactions

To view all transactions associated with a student for the current school and year, navigate to the
All Transaction page.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Fee Transactions

Jacobus, Noah 2 4400006875 AGHT

[ Create Mew Fee

- Ealance:

Date Time Fee Type

117

306
15¢
zo03 PN
[ T
15, 3
2003
e
B < o
2003

- 1,027.79 Refund
Priority Description Fee Paid Balance Transaction
Semester
Enrallrment 1 SR §52.79 0.00 552.79 Payment
Required schoaol
B unifarm to be
Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
Instructional 0 Excursion 1o the 75.00 2500  50.00  Payment
SCIBNCE MUSEUM. i : :

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click All Transactions. The All Transactions page displays.

All Transactions
Jacabus, Moah AGHS
; Starting MNet 1A
Date Time Type Bal. Amount Effect Method Reference Description
}éi 517 payment 12500 9721 27.79 Check 5061 b
FHM b : : ; pasy ment
2003
{80 517 pment 47779 35279 125.00 Check 5061 Distribute
FI b - : : pasment
2003
M sy Distribute
15/ ' Payment 527.79 5000 477.79 Check 5061 Sariaty
2003
{80 513 pent 10279 50000 52779 Chesk 4085 Partial
PP ¥ ! : : : payment
2003
114 %10 Excursion to
15/ P'M Payment 1,052.79 25.00 1,027.79 Check 4076 the science
2003 MEeUm.
The following information appears:
Field Description
Date The date the transaction occurred. Click this link to access the

View Transaction page, which displays information about the
transaction record:

¢ Transaction Date
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Field Description

e Time

* Transaction Type

* Starting Balance

*  Amount

* Net Effect

* Global Starting Balance

* Global Net Effect

* Payment Method

* Payment Reference Number

¢ Description

* Receipt Number

* Group Transaction ID

* YearlD
Time The time the transaction occurred.
Starting Balance The total amount of the fee.
Amount The amount of the fee that the student has paid.
Net Effect The amount of the fee that the student currently owes.
Method The method by which the students if paying for the fee
Reference If the student paid by check or credit card, the check number or

credit card number may appear in this column.

Description An explanation for creating the transaction.

How to View Fee Balances

To view global balances associated to a student for each school and year combination, navigate to

the Fee Balances page.

Note: Log in to the district office or a school to perform this procedure.

1. On the start page, search for and select a student.

Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Fee Transactions

Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click Fee Balances. The Fee Balances page displays.

Fee Balances
Jacabusz, Noah AGHS

School Year Debit Credit Balance

4000 2003 1,052.79 1,025.00 2779

The following information appears:

Field Description

School The school identification number.

Year The current year.

Debit The total amount the student owes.

Credit The total amount the student is owed.

Balance The difference between what the student owes and what is
owed to the student.
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Fee Transaction Information

You can use the Fee Transactions page to view a wide variety of transaction information, including
fee record information, transactions associated with a fee, all transactions associated with a student
for the current school and year, and global balances associated to a student for each school and
year combination. To perform fee transaction functions for a group of students, see the section
"Fee Functions."

Notes

This option does not apply to lunch account balances. For information on lunch transactions, see
the section "Lunch Transactions."

Course fees can appear on object reports; for more information, see the section "Object Reports.

How to View Fee Record Information

To view fee record information for a line item on the Fee Transaction page, click the date in the
Date column of the transaction line item you want to view.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.

Fee Transactions
Jacobus, Noah 9 440000675 AGHS
- Ealance:
[ Create New Fee * 1 027.79 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o S 85279 000 85279  Payment
P enrallment fee. : ; ; ¥
2003
s Required schoaol
306 ) unifarm to be
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- e Sn i 75.00 25.00 5000 Payment
P SCience Museum. ; 3 ! ¥
2003
Totals: 1,052.79 25.00 1,027.79 Distribute
&l Transactions Fee Balances

3. C(lick the date in the Date column of the transaction line item you want to view. The View
Fee Transaction page displays.
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View Fee Transaction
Jacabus, Noah 9 440000675

New Fea
Category
Transaction Date
Description
Amount of Fea
Amount Paid
Balance
Department Name
Course Numbaer
Course Name
Paymaent Method
Priority

Pro Rated

Original fee {Before pro-rating)

Year 1D

Group Transaction 1D

AGHI

Enrollment

School

11A15/2003 3:06 PM
Semester enrallment fee.
852.79

§52.749

0.00

1

Wes
1,200.00
13

0

£ Submit Y

The following information appears:

Student User Guide

Field Description
New Fee The selected fee type.

Note: For more information, see the section "Fee Types."
Category The category associated to the fee type.

Note: For more information, see the section "Fee Categories.

Transaction Date

The date the student fee was created.

Description

The explanation of the fee.

Amount of Fee

The total amount of the fee.

Amount Paid

The amount of the fee that the student has paid.

Balance

The amount of the fee that the student owes.

Department Name

The name of the department associated to this fee, if any.

Course Number

The number of the course associated to this fee, if any.
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Field Description

Course Name The name of the course associated to this fee, if any.

Payment Method The method by which the student has paid for the fee.
Note: For more information, see the section "Payment
Methods."

Priority The priority in which this fee is to be paid in respect to the

other fee types.

Note: For more information, see the section "How to Rank
Fee Types."

Pro Rated Indicator of whether or not you the fee is prorated.

Note: For more information, see the section "School
Enroliment Fees" or "Course Enroliment Fees."

Original Fee The amount of the original fee.
YearID The year in which the fee was created.
Group Transaction ID If the fee was created using Fee Functions, a system-generated

group transaction identification number displays.

Note: For more information, see the section "Fee Functions.

How to View Transactions Associated with a Fee

To view transactions associated with a fee for a line item on the Fee Transaction page, click the
amount in the Paid column of the transaction line item you want to view.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click the amount in the Paid column of the transaction line item you want to view. The
Transactions page displays.

Transactions
Jacabuz, Noah AGHS
; . ; Payment _—
Date Time Type Debit Credit Balance Method Description
U an e A
P ¥ : ) d payment
2003
15F 517 pement 35279 35279 0.00 Check  Distribute
20073 P ¥ ’ ’ ’ payment

The following information appears:

Student User Guide

Field

Description

Date

The date the transaction occurred. Click this link to access the
View Transaction page, which displays information about the
transaction record:

* Transaction Date
e Time
* Transaction Type

e Starting Balance
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Field Description

*  Amount

* Net Effect

* Global Starting Balance

* Global Net Effect

* Payment Method

* Payment Reference Number
e Description

* Receipt Number

e Group Transaction ID

* YearlD
Time The time the transaction occurred.
Type The type of fee associated to the transaction.
Debit The amount paid.
Credit The amount overpaid.
Balance The amount of the fee that the student owes.
Payment Method The method by which the fee was paid.
Description An explanation for creating the transaction.

How to View All Transactions

To view all transactions associated with a student for the current school and year, navigate to the
All Transaction page.

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a student.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Fee Transactions

Jacobus, Noah 2 4400006875 AGHT

[ Create Mew Fee

- Ealance:

Date Time Fee Type

117

306
15¢
zo03 PN
[ T
15, 3
2003
e
B < o
2003

- 1,027.79 Refund
Priority Description Fee Paid Balance Transaction
Semester
Enrallrment 1 SR §52.79 0.00 552.79 Payment
Required schoaol
B unifarm to be
Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
Instructional 0 Excursion 1o the 75.00 2500  50.00  Payment
SCIBNCE MUSEUM. i : :

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click All Transactions. The All Transactions page displays.

All Transactions
Jacabus, Moah AGHS
; Starting MNet 1A
Date Time Type Bal. Amount Effect Method Reference Description
}éi 517 payment 12500 9721 27.79 Check 5061 b
FHM b : : ; pasy ment
2003
{80 517 pment 47779 35279 125.00 Check 5061 Distribute
FI b - : : pasment
2003
M sy Distribute
15/ ' Payment 527.79 5000 477.79 Check 5061 Sariaty
2003
{80 513 pent 10279 50000 52779 Chesk 4085 Partial
PP ¥ ! : : : payment
2003
114 %10 Excursion to
15/ P'M Payment 1,052.79 25.00 1,027.79 Check 4076 the science
2003 MEeUm.
The following information appears:
Field Description
Date The date the transaction occurred. Click this link to access the

View Transaction page, which displays information about the
transaction record:

¢ Transaction Date
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Field Description

e Time

* Transaction Type

* Starting Balance

*  Amount

* Net Effect

* Global Starting Balance

* Global Net Effect

* Payment Method

* Payment Reference Number

¢ Description

* Receipt Number

* Group Transaction ID

* YearlD
Time The time the transaction occurred.
Starting Balance The total amount of the fee.
Amount The amount of the fee that the student has paid.
Net Effect The amount of the fee that the student currently owes.
Method The method by which the students if paying for the fee
Reference If the student paid by check or credit card, the check number or

credit card number may appear in this column.

Description An explanation for creating the transaction.

How to View Fee Balances

To view global balances associated to a student for each school and year combination, navigate to

the Fee Balances page.

Note: Log in to the district office or a school to perform this procedure.

1. On the start page, search for and select a student.

Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Transactions from the student pages menu. The Fee Transactions page appears.
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Fee Transactions

Jacobus, Moah 9 440000675 AGHS
| Create New Fee s 153!23_?'3?9 Refund
Date Time Fee Type Priority Description Fee Paid Balance Transaction
o Semester 85279 000 85279  Payment
2003 il enrollment fee.
e zo0e ot to be.
12383 P Uniform 2 purchased at 12500 0.00 125.00 Payment
Campus Store.
- Excursion 1o the 75.00 2500  50.00  Payment
2003 P SCIEMNCE MUSEU.

Totals: 1,052.79 25.00 1,027.79 Distribute

&l Transactions Fee Balances

3. Click Fee Balances. The Fee Balances page displays.

Fee Balances
Jacabusz, Noah AGHS

School Year Debit Credit Balance

4000 2003 1,052.79 1,025.00 2779

The following information appears:

Field Description

School The school identification number.

Year The current year.

Debit The total amount the student owes.

Credit The total amount the student is owed.

Balance The difference between what the student owes and what is
owed to the student.
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Fee Functions

Fee Functions offers similar functionality as Fee Transactions, but for a selected group of students.
You can access Fee Functions one of two ways; using the Special Functions link on the start page or
by searching and selecting a group of students, and then choosing Fee Functions from the pop-up
menu on the Student Selection page. From the Fee Functions page, you can create transactions,
assess school enrollment and course enrollment fees, and clear current balances. Each time you
perform a group fee function, the system generates a group ID. The group ID can then be used to
perform additional actions, such as reversing fee assessments or transactions and for generating
reports.

Notes
For information about fee functions for individual students, see the section "Fee Transactions."

This option does not apply to lunch account balances. For information on lunch transactions, see
the section "Lunch Transactions."

Course fees can appear on object reports; for more information, see the section "Object Reports.

Group Transaction IDs Warning

Each time such a group transaction is performed, a new Group Transaction ID is generated and
assigned to each record created by the transaction. When running any of the group functions that
require entering a Group Transaction ID, be sure to enter the correct Group Transaction ID. If you
inadvertently enter the wrong Group Transaction ID, you may be affecting a large amount of date
and reversing the error may take considerable time. To find the group transaction ID, check at least
one fee or transaction record that has been created by the group fee functions.

How to Add Student Fees

Student Fees are used to manually assess fees other than school or course enrollment fees, which
are usually assessed automatically. To manually assess student fees to the selected group of
students, navigate to the Fee Functions page and click the New Fee link. To manually assess
student fees to an individual student, see the section "Fee Transactions."

Note: Log in to the district office or a school to perform this procedure.
1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.
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Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click New Fee. The New Fee page displays.

New Fee
Field Value
Add Fee For The selected 3 students
Fee Type [ Instructional (Trip) #*

Transaction Date ETT;“IB;‘EUUS

Description

Amount of Fee

E.....m
Amount of Credit E__...._._
[
|
E

Payment Methad * | {Required far payment)

Payment Reference Number

Course Number

£ submit -
4. Use the following table to enter information in the fields:
Field Description
Add Fee For The selected number of students.
Fee Type Choose the fee type you want use to create the fee.
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Field Description
Department Choose the department you want to associate to this fee, if any.
Transaction Date Enter the date the student fee is to be assessed. The default is

set to today's date.

Note: If you enter a different date, be sure to use 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.

Description Enter an explanation of the fee being created.

Amount of Fee The dollar amount to be assessed to the students' account
balance.

Amount of Credit If the student are providing full or partial payment at the time
this fee is being created, enter the payment amount in this
field.

Note: If the students' payment is greater than the fee, the extra
money will be applied as payment to other unpaid fees based
on fee type priority.

Payment Method If the students are providing full or partial payment at the time
this fee is being created, choose the method of payment from
the pop-up menu.

Payment Reference If the students are providing full or partial payment at the time

Number this fee is being created, enter the payment reference number
in this field.

Course Number If this fee is related to a course, enter the number used to

identify the course in this field.

5. Click Submit. The system generates a Group Transaction ID. The Changes Recorded page
appears.

How to Add School Enrollment Fees

School enrollment fees are used to automatically assess certain fees when students enroll in school.
For more information, see the section "School Enrollment Fees." If school enrollment fees are
created after students have enrolled in school, then the new school enroliment fees need to be
manually assessed. To manually assess a school enrollment fee to the selected group of students,
click the New School Enrollment Fee link.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.

Note: For information on searching and selecting a student, see the section "Search and Select."
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2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.

Fee Functions

Mew Transaction

Clear Current Balance

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,

#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

Current student selection: 3

#dd & transaction for currently selected students.

Create transaction opposite to each non null fee balance.

3. Click New School Enrollment Fee. The New School Enroliment Fee page displays.

Transaction Date

MNew School Enroliment Fee

Field Value

Add Selected School Enrollment Fea(s) For The selected 3 students
School Enrollment Fees for apple Grove High Schoal
Description (Fee Type) Amount
| semester enrollment fee. {Enraliment’ $1.z00.00
= Requited school uniform to be purchased at Campus Store. {Uniform) $125.00

E1 1162003

£ Submir Y

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

Field

Description

Add Selected School
Enrollment Fee(s) For

The selected number of students.

School Enrollment Fees
For

The name of the selected students' school.

Description (Fee Type)

Select each school enrollment fee checkbox you want to be

annlind tn tha calactad ctiidantc
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Field Description

applied to the selected students.

Amount The dollar amount to be assessed to the selected students'
account balance.

Transaction Date Enter the date the fees are to be assessed. The default is set to
today's date.

Note: If you enter a different date, be sure to use 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.

5. Click Submit. The system generates a Group Transaction ID. The Changes Recorded page
appears.

Note: If a fee is marked as pro ratable, then it will be assessed on the basis of the number of
school days in the year.

How to Add Course Enrollment Fees

Course enrollment fees are used to automatically assess certain fees when students enroll in a
course that has fees associated to it. For more information, see the section "Course Enroliment
Fees." If course enrollment fees are created after students have enrolled in a course, then the new
course enrollment fees need to be manually assessed. To manually assess a course enrollment fee
to the selected group of students, click the New Course Enrollment Fee link.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.
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Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click New Course Enrollment Fee. The New Course Enrollment Fee page displays.

New Course Enroliment Fee

Field Value

Add Course Enrollment Fee(s) For The selected 3 students

Course Number E

£ Submit Y

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

Field Description

Add Course Enrollment The selected number of students.

Fee(s) For

Course Number Enter the course code for which you want to assess course

enrollment fees.

5. Click Submit. The second New Course Enrollment page displays.

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

Field Description

Add Course Enrollment The selected number of students.

Fee(s) For

Course Number The course code for which you want to assess course

anvallrmant fane annanave
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Field Description

enrollment fees appears.

Description (Fee Type) Select each course enrollment fee checkbox you want to be
applied to the selected students.

Amount The dollar amount to be assessed to the selected students'
account balance.

Transaction Date Enter the date the fees are to be assessed. The default is set to
today's date.

Note: If you enter a different date, be sure to use 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.

7. Click Submit. The system generates a Group Transaction ID. The Changes Recorded page
appears.

Note: If a fee is marked as pro ratable, then it will be assessed on the basis of the number of
days within the term for the course section.

How to Create a New Transaction
To create a new transaction for the selected group of students, click the New Transaction link.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.
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Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click New Transaction. The New Transaction page displays.

New Transaction
Field Value
Add Transaction For The selected 3 students
Fee Type [ Enrollment (School) %

Transaction Date iﬁﬂ B/2003
Transaction Type

Description

Amount

Payment Method ¥ | ¢Required for payment)

Il

Payment Reference Number

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

Field Description

Add Transaction For The number of selected students for which their transaction is
being created.

Fee Type The fee type from which the fee was created appears, such as
Enrollment.
Note: For more information on fee types, see the section "Fee
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Field

Description

Types."

Transaction Date

Enter the date of the transaction. The default is set to today's
date.

Note: If you enter a different date, be sure to use 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.

Transaction Type

Choose the type of transaction you want to create from the
pop-up menu:

* Payment

¢ Credit

* Void
Description Enter an explanation for creating the transaction.
Amount Enter the amount of the payment. If the Transaction Type

selected is Void there is no need to enter a value in this field.
The amount will be set by the fee balance.

Note: If you make a mass payment and the payment is higher
than the balance for a specific student, that student will receive
a credit.

Payment Method

Choose the method from the pop-up menu by which the
payment is being made:

* C(Cash

* (Credit Card/Bank Card

*  Check/Draft

e EFT (Electronic Funds Transfer)
*  Money Order

* Vouchers

Note: For more information, see the section "Payment
Methods."

Payment Reference
Number

You can use this field to record additional payment information,
such as a check number.

5. Click Submit. The system generates a Group Transaction ID. The Changes Recorded page

appears.
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How to Assess School Enrollment Fees

To assess school enroliment for the selected group of students, click the Assess School Enroliment
Fees link. This function automatically assigns school enrollment fees to the selected group of
students. Before running this function, be sure that the fees have not already been assessed to the
selected students. Otherwise, the fees may be duplicated.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.

Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click Assess School Enrollment Fees. The Assess School Enroliment Fees page displays.

Assess School Enrollment Fees

School

For all currently enrolled students in Apple Growe High fam
For the selected 3 students anly t

For Jacobus, Mark only

£ Submit Y

4. Select the appropriate radio button indicating which students you want to apply the school
enrollment fee to:

* For all currently enrolled students in [name of school]

* For the selected [number] students only
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* For [name of student] only
5. Click Submit. The Changes Recorded page appears.

How to Assess Course Enrollment Fees

To assess course enrollment for the selected group of students, click the Assess Course Enrollment
Fees link. This function automatically assigns course enrollment fees to the selected group of
students. Before running this function, be sure that the fees have not already been assigned to the
selected students. Otherwise, the fees may be duplicated.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.

Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click Assess Course Enrollment Fees. The Assess Course Enrollment Fees page displays.

Assess Course Enrollment Fees

E} For 4LL CURREMTLY EMROLLED STUDEMTS {all students in
Apple Grove High School )

P

- For the selected 3 students anly

P
. For Jacabus, Mark anly

£ Submir
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4. Select the appropriate radio button indicating which students you want to apply the course
fee to:
* For all currently enrolled students in [name of school]
* For the selected [number] students only
* For [name of student] only:

5. Click Submit. The Changes Recorded page appears.

How to Clear Current Balance

To clear current balances for the selected group of students, click the Clear Current Balance link. The
function removes school or course enrollment fees that have been assigned to a selected group of
students.

Note: Log in to the district office or a school and select the appropriate term before performing this
procedure.

1. On the start page, search for and select a group of students.
Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.

Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click Clear Current Balance. The Clear Current Balance page displays.
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Clear Current Balance

@ For ALL CURREMWTLY EMROLLED STUDENTS {all students in Apple Grove
High Sichonol

. For the selected 3 students anly

— For Jacobus, Mark anly

Transaction
Date

Description l

1116/2003

£ Submit -}

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

Field

Description

[Student Selection]

Select the appropriate radio button indicating which students
you want to clear current balances for:

* For all currently enrolled students in [name of school]
* For the selected [number] students only

* For [name of student] only

Transaction Date

Enter the date for which you want the clearance to occur. The
default is set to today's date.

Note: If you enter a different date, be sure to use 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.

Description

Enter an explanation for clearing the balance.

5. Click Submit. The Changes Recorded page appears.

How to Reverse Action Using Group Transaction ID

To reverse unpaid fees, navigate to the Reverse Action Using Group Transaction ID. This is the

easiest way to correct an action that you have performed on a group of students. This function will
not reverse a transaction of type Void. Transactions that have been performed outside of the group
function do not have a Group Transaction ID. In those cases, you have to reverse them manually.

Note: Log in to the district office or a school and select the appropriate term before performing this

procedure.

1. On the start page, search for and select a group of students.
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Note: For information on searching and selecting a student, see the section "Search and Select."

2. Choose Fee Functions from the pop-up menu. The Fee Functions page appears.

Fee Functions

Current student selection: 3

Function Description

Mew Fee &dd a fee for currently selected students.

Mew School Enrollment Fee &dd & school enrallment fee for currently selected students.
Mew Course Enrallment Fee &dd a course enrollment fee for currently selected students.
Mew Transaction #dd & transaction for currently selected students.

fzsess School Enrollment Fees dutomatical ly assign school enrollment fees to students,
#33ess Course Enrollment Fees #utomatical ly assign course enrollment fees to students.
Clear Current Balance Create transaction opposite to each non null fee balance.

Rewverse Action Using Group Transaction |0 Rewerse anaction by using the group transaction 1D,

3. Click Reverse Action Using Group Transaction ID. The Reverse Action Using Group
Transaction ID page displays.

Reverse an action

Field Value
Reverse an action

using the group
transaction ID

Group Transaction 1D E
Transaction Date !1 1162003

Description E

f Subrmit 3
4. Use the following table to enter information in the fields:
Field Description
Group Transaction ID Enter appropriate Group Transaction ID.

Note: It is very important that you enter the correct Group
Transaction ID.
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Field Description

Transaction Date Enter the date for which you want the reversal to occur. The
default is set to today's date.

Note: If you enter a different date, be sure to use 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.

Description Enter an explanation for reversing an action.

Click Submit. The system generates a Group Transaction ID. The Changes Recorded page
appears.

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.

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
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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)
* |nactive (1)
* Transferred Out (2)
* Graduated (3)
* Imported as Historical (4)

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).
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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.

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
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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.

5. If you want a separate, ASCll-export archive copy of your lunch transactions and/or
historical grades, go to Export Data Archives (recommended).

6. 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."

7. 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."

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.”

8. 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."

9. 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."

10. 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.

Standards © 2004 Apple Computer, Inc. All rights reserved. 454



s
. PowerSchool

Student User Guide
11. Run process without selecting the "Check here to confirm that you really want to do this."
checkbox to make sure no validation errors occur.

12. 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. 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.

On the Special Functions page, click Importing & Exporting.

On the Importing & Exporting page, click Quick Import.

O © N o Uk~ W

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.
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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.

Tiasof Replace
styupdent Exit Code for Current Enrollment Entry Code for New Enroliment Exit Comment Existing
Values?

Graduating | GR (Graduation) 2] wa [Graduated O
Promoted
to next [ PRS (Promoted To Next School) # | [ RE (Retained) 4 | [Promoted Next School O
schoo
Promoted
i | PRG (Promoted To Next Grade) # | [ TOS (Transfered from out-of-state) % | [Promole Same School =
school
Retained | RE (Retained) ¢ ] [ Ol (Optioned In) 4 | [Retained =
Demoted [ DE (Demoted) $ ] [ PWS (Promoted within School) s ] [Demated ]
Fees: Transfer Method ® Roll over the current balance ) Zero the current balance
_ Check here to confirm that you real ly 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 Displays the highest-grade level specified by each school.
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 Displays the default next school for students who are in the
for Students in High highest-grade level. Students at each school who are currently
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Field

Description

Grade

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
(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:

e AP (Alternative Placement)
e DE (Death)

* DO (Dropout)

* EX (Expulsion)

* GR (Graduated from HS)
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Field

Description

* PR (Promoted to next year)

* 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)

e SC (Still Enrolled - Course Study)

SE (Still Enrolled - Met No Requirements)

* PS (PowerSchool enrollment status change)
eSS (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)
* SS (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
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Field

Description

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
(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
that you really want to
do this.

Use this checkbox to confirm whether or not you want the end-
of-year process to do one of the following:

* 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.
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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.

* (reate 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.

Set up school enrollment fees for each school.

Set up course enrollment fees for each course.

Assess school enrollment fees manually for all students (or some of them at a time).

ik W

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.

Object Reports

Use object reports to create and print official school reports and documents such as transcripts,
scheduling forms, report cards, letters, and award certificates for students. The procedures in this
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section provide instructions on how to create the base for the report and each of the objects. You
must first create the report base and then insert objects in any order. When you are ready to create
an object report, give yourself time to experiment.

These reports are called object reports because you can insert objects such as boxes, lines, circles,
logos, and pictures into them. When you create each object, you determine where it appears on the
report in relation to the other objects. These objects appear on the electronic or paper output
according to the specifications you enter on each object's setup page. The best way to generate an
object report is to create a few objects and print a sample to ensure that it looks as it should. For
more information, see the section "Objects on an Object Report."

Use object reports to display information related to standards and tests. For more information, see
the sections "Object Reports With Standards Grades" and "Object Reports with Test
Tags," respectively.

Note: Open the preview page when you create an object report to view the report prior to printing.
For more information, see the section "How to Open a Preview Page."

How to Open a Preview Page

When creating custom reports—especially object reports—it is a good idea to preview them
frequently as you work. Therefore, before creating any new reports, open a preview page. You can
preview and print any type of custom report from the Print Reports page. For reports pertaining to
a group of students, select a group of students and click Print Reports on the Group Functions

page.
Note: Reports created using the Log table are only accessible by clicking "Print a Report" on the Log
Entry Functions page. For more information, see the section "Search Log Entries."

1. On the start page, search for and select any student.

2. Click the PowerSchool logo.

3. Choose Reports from the main menu.

4. On the Reports page, click Report Setup.

5. On the Report Setup page, click Form Letters. The Form Letters page appears.
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Form Letter Title
extended vear
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HS Student Schedule
Parent Internet Access
Request far 55N
TriFold Address

Web Letter to Parents

Prints For
Students
Students
Students
Students
Students
Students
Students

f Primt N

6. Click Print.

Student User Guide

Leave the Print Reports page open as you create each type of report. You will return to it to review
the report template as you work. In future instructions, this page is referred to as the preview page.

How to Create an Object Report Template

Create an object report template to define the title of the report and other general settings such as
margins, font, and font size. Then, create each object you want to include on the report. After you
create all of the objects on the report and are satisfied with their placement, use the object report

template to print the report.
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 Object Reports. The Object Reports page displays the list of

any object report templates created for your school.
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f New
Report Name Prints For
Sth Grade Scheduling Farm Students
oth Grade Scheduling Farm Students
7th Grade Scheduling Farm Students

District Standards Report Card Students

Freshman Scheduling Form Students
HS Transcript Students
H3 Transcript Final Students
Imrunization Recard Students
Junior Scheduling Farm Students
Medical Students
M3 Transcript Students
Perfect Attendance Certificate  Students
Senior Scheduling Foarm Students
Senior Scheduling Farm. i Students
Sophomare Scheduling Farm Students
Standards-RC Students

4. Click New. The New Object Report page appears.

New Object Report

Opdinn Wnlur

Tille of this report |F'-:|51-Gra-:l.Jat on Transcnpt

Default funt [ Copperplate |

=3

Cetault text lime height |12

Default font sire

[ Letter (8 172" x 11%) |
Page Siae

Custom Bize: Hl!:lﬂl'l'll Whdth
Hinngiins finchess Lent [5 Top [5 Righ [5 gattam |-3
Ovientation | Partrait jwertical) |
Scale 100

08 uses st 8l sehools

This report available bo
wer Dl uzers at Apple Grove High School

Teachers can prind T a

Table | Students #
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5. Use the following table to enter information in the fields:

Field

Description

Title of this report

Enter the title of the report. Then, use the Table pop-up menu
to choose one of the following tables for the report:

e Students
e Staff
* Log

Note: Selecting Log from the Table pop-up menu provides you
access to the Log table from which you can select any field,
including custom fields, you want to include in the report. Each
field you want to include in the log object report must be
specified using the correct syntax in order to successfully
display the data. The text that precedes the syntax (separated
by a colon) can be modified (or deleted) based on your needs.
For example, you could modify Name: A([01]LastFirst) to appear
as Student’s Last Name: A([01]LastFirst).

The following are Log table student fields you can use in the
report:

e Name: A([01]LastFirst)

e Grade: A([01]Grade_Level)

*  SN: A([01]Student_Number)

e DOB: A([01]DOB)

*  SSN: A([0T]SSN)

e Ethnicity: A([01]Ethnicity)

* Mailing City: A([01]Mailing_City)

* Mailing Street: A([01]Mailing_Street)

* Mailing State: A([01]Mailing_State)

* Mailing Zip: A([01]Mailing_Zip)

* Alert Discipline: A([01]Alert_Discipline)
e State Student #: A([01]State_StudentNumber)

The following are Log table discipline fields you can use in the
report:

* Entry Author: ~(Entry_Author)
* Entry Date: ~(Entry_Date)

* Entry Time: ~(Entry_Time)

e Title: ~(Subject)

e Entry Text: ~(Entry)
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Field Description

* Log Type ID: ~(logtypeid)

¢ Subtype: ~(Subtype)

* (ategory: ~(Category)

* Consequence: ~(Consequence)

* Incident Type: ~(Discipline_IncidentType)

* Action Taken Detail: ~(Discipline_ActionTakenDetail)

* Incident Type Category:
~(Discipline_IncidentTypeCategory)

e Action Taken End Date:
~(Discipline_ActionTakenEndDate)

* Incident Type Detail: ~(Discipline_IncidentTypeDetail)
e Student Number: ~(Student_Number)

* Administrator ID: ~(Discipline_AdministratorID)

* Likely Injury Flag: ~(Discipline_LikelylnjuryFlag)

* Alcohol Related Flag: ~(Discipline_AlcoholRelatedFlag)
* Money Loss Value: ~(Discipline_MoneyLossValue)

* Drug Related: ~(Discipline_DrugRelatedFlag)

* Offender: ~(Discipline_Offender)

* Drug Type Detail: ~(Discipline_DrugTypeDetail)

* Police Involved: ~(Discipline_PolicelnvolvedFlag)

¢ Duration Actual: ~(Discipline_DurationActual)

* Reporter: ~(Discipline_Reporter)

* Duration Assigned: ~(Discipline_DurationAssigned)

* Reporter ID: ~(Discipline_ReporterID)

* Duration Change: ~(Discipline_DurationChangeSource)
* School Rules Vio Flag: ~(Discipline_SchoolRulesVioFlag)
* Duration Notes: ~(Discipline_DurationNotes)

* Sequence: ~(Discipline_Sequence)

* Felony Flag: ~(Discipline_FelonyFlag)

* Victim Type: ~(Discipline_VictimType)

* Gang Related Flag: ~(Discipline_GangRelatedFlag)

* Weapon Related: ~(Discipline_WeaponRelatedFlag)

* Hate Crime: ~(Discipline_HateCrimeFlag)
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Field

Description

*  Weapon Type: ~(Discipline_WeaponType)

* Hearing Officer: ~(Discipline_HearingOfficerFlag)

*  Weapon Type Notes: ~(Discipline_WeaponTypeNotes)
* Incident Context: ~(Discipline_IncidentContext)

* Incident Date: ~(Discipline_IncidentDate)

¢  Custom: ~(Custom)

* Incident Location: ~(Discipline_IncidentLocation)

* Action Date: ~(Discipline_ActionDate)

* Incident Loc Detail: ~(Discipline_IncidentLocDetail)

* Discipline Action: ~(Discipline_ActionTaken)

Default font

Choose the font in which you want the report to print from the
pop-up menu.

The report prints in this font unless you include an HTML tag to
specify another font within an object of the report.

Default font size

Choose the size in which you want the text of the report to
print from the pop-up menu.

The report prints in this font size unless you include an HTML
tag to specify a different font size within an object of the report.

Default text line height

Enter the default height of each line of text on the report. The
line height determines the amount of space for each line of text
in the object.

For example, if you increase the line height, you create more
space between each line of text.

Page Size

Choose the size of the paper on which you want to print this
report from the pop-up menu.

Margins (inches)

Enter the size, in inches, of the left, top, right, and bottom
margins for this report.

Orientation To indicate the paper orientation of this report, use the pop-up
menu to choose one of the following:
* Vertical (portrait)
* Horizontal (landscape)
Scale Enter the percent scale in which you want to print this report.

For example, if you need to include several fields of information
and are not sure if they will all fit on one piece of paper, enter a
scale smaller than 100% and check the results.
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Field

Description

This report available to

Select one of the following options to determine who can use
this report:

* Users at all schools on this PowerSchool system

*  Only users at this school

Teachers can print?

If you want teachers to be able to print this report in
PowerSchool Teacher, select this checkbox. Otherwise, deselect
this checkbox.

6. Click Submit to save the information. The report you created appears on the Object Reports

page.

Object Reports

- o

Report Name Prints For
Sth Grade Scheduling Form Students
&th Grade Scheduling Farm Students
7th Grade Scheduling Form Students
District Standards Report Card Students

Freshman Scheduling Form Students
H3 Transcript Students
HS Transcript Final Students
Imrunization Record Students
Junior Scheduling Form Students
Medical Students
M5 Transcript Students

Perfect dttendance Certificate  Students
Post-Graduation Transcript Students
Senior Scheduling Farm Students
Senior Scheduling Form.1 Students
Sophomare Scheduling Farm Students
Standards-RC Students

7. Click the report name on the Object Reports page to create and format objects on this
report. The Object Report page for that report appears.
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Mew Object: Text Line Box Circle Transcrip

Pictire  Sequence
o Object .

i Label Type Object Info

1 Hariz Line  Length: 7.5, Starting
point: (05,15

2 Horiz Line  Length: 7.5, Starting
point: {0.5,9.375)

5 Hari ine  Length: ¥.57, Starting
point: (0.5,1.687)

4 Repeating Length: 7.875", Starting
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Repeat: 2 times, Horiz
Change: 0.675"

= Hor| ine  Length: £.23°, Starting
point: {4.0,10.25)

Layer Page

0
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From this page, create all of the objects you want to include on the report such as text, pictures,
lines, boxes, transcript lists, and circles. To create an object, click the type of object you want to
create. For more information, see the section "Objects on an Object Report." After you create
an object, indicate the following information for that object:

* Number (sequence in which you created the object)

* Label (name you entered for the object)

* Object type (text, line, box, circle, transcript list, fees list, picture, and sequence)

* Object info (pieces of information you defined for the object)

* Layer (position of the object, if it is layered with other objects)

* Page (page on which the object appears)

How to Edit an Object Report Template

Edit an object report template to define the title of the report and other general settings such as

margins, font, and font size.

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 Object Reports. The Object Reports page displays the list of
any object report templates created for your school.
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Report Name

Sth Grade Scheduling Farm
oth Grade Scheduling Farm
7th Grade Scheduling Farm
District Standards Report Card
Freshman Scheduling Form
HS Transcript

H3 Transcript Fina
Imrunization Recard

Junior Scheduling Farm
Medical

M3 Transcript

Perfect Attendance Certificate
Senior Scheduling Foarm
Senior Scheduling Farm. i
Sophomare Scheduling Farm
Standards-RC

Prints For
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
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4. Click the name of the object report to be edited. The Object Report page appears.

Object Report: MS Transcript

e Ob ject:

#  Label

point: {4.0,10.25)

Text Lime Box Circle Transcript List Fess List

Fictirs SEr e ke

?ytg:“ Object Info Layer Page

Hariz Line  Length: 7.5, Starting u]
point: (0.5,1.5

Horiz Line  Length: 7.5, Starting n]
point: {0.5,9.375)

Horiz Line  Length: .57, Starting d
point: (0.5,1.687)

Repeating  Length: 7.875", Starting u]

Yart Lins point: C2.6,1.5),
Repeat: 2 times, Horiz
Change: 0.875"

Horiz Line  Lengbh: 2.25", Starting 0

5. Click Edit the main report parameters. The Edit Object Report page appears.

Standards

© 2004 Apple Computer, Inc. All rights reserved.

469



s
' PowerSchool

Student User Guide

Edit Object Report

Oplion Walue
Title of Bost Son T i
this report |POSEGraduation Transcrip Teble Students
D fault
o { Times 3|
Dvefault | &
font size 12 =
Default
Le xi line 12
height

| Letter (8 1/2° x 11%) 5
Page Siae

Custom Size: Height | vinidth |
Hargins
{inches) IA-T"rl-5 Tr_'-l-5 :‘:iq-r| ] Bottom |.5
Orientation | Portrait (vertical) 4]
Scale |1 oo
:?,';}:ﬂf;"i ' Users at all schools
to = 0nly users at Apple Grove High School
Teachers
can print ? E

£ Delete Y [ Submit b ]

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

Field

Description

Title of this report

Enter the title of the report. The Table pop-up menu displays
the table used for the report.

Default font

Choose the font in which you want the report to print from the

pop-up menu.

The report prints in this font unless you include an HTML tag to

specify another font within an object of the report.

Default font size

Choose the size in which you want the text of the report to
print from the pop-up menu.

The report prints in this font size unless you include an HTML

tag to specify a different font size within an object of the report.

Default text line height

Enter the default height of each line of text on the report. The

line height determines the amount of space for each line of text

in the object.

For example, if you increase the line height, you create more
space between each line of text.
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Field Description

Page Size Choose the size of the paper on which you want to print this
report from the pop-up menu.

Margins (inches) Enter the size, in inches, of the left, top, right, and bottom
margins for this report.

Orientation To indicate the paper orientation of this report, use the pop-up
menu to choose one of the following:

* Vertical (portrait)

* Horizontal (landscape)

Scale Enter the percent scale in which you want to print this report.

For example, if you need to include several fields of information
and are not sure they will all fit on one piece of paper, enter a
scale smaller than 100% and check the results.

This report available to Select one of the following options to determine who can use
this report:

* Users at all schools on this PowerSchool system

*  Only users at this school

Teachers can print? If you want teachers to be able to have access to print this
report in PowerSchool Teacher, select this checkbox. Otherwise,
deselect this checkbox.

7. Click Submit to save the information. The report you edited appears on the Object Reports
page.
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Report Name

Sth Grade Scheduling Form
&th Grade Scheduling Farm
7th Grade Scheduling Form
District Standards Report Card
Freshman Scheduling Form
H3 Transcript

HS Transcript Final
Imrunization Record

Junior Scheduling Form
Medical

M5 Transcript

Perfect Attendance Certificate
Post-Graduation Transcript
Senior Scheduling Farm
Senior Scheduling Form.1
Sophomare Scheduling Farm
Standards-RC

Prints For

Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
Students
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8. Click the report name on the Object Reports page to create and format objects on this
report. The Object Report page for that report appears.

Object Report: MS Transcript

Mew Object: Text Line Box Circle Transcript List
Fictirs SEr e ke

#  Label %’y‘gg“ Object Info

1. Hariz Line  Length: 7.5, Starting
point: (0.5,1.5

2 Horiz Line  Length: 7.5, Starting
point: {0.5,9.375)

£ Horiz Line  Length: .57, Starting
point: (0.5,1.687)

4 Repeating  Length: 7.875", Starting

Vert Line  point: (2.6,1.5),

Repeat: 2 times, Horiz
Change: 0.875"

g Horiz Line Length: 2.25", Starting
point: {4.0,10.25)

Fees List

Layer Page

0
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From this page, edit all of the objects you want to include on the report such as text, pictures, lines,
boxes, transcript lists, and circles. For more information, see the section "Objects on an Object
Report."
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