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Introduction

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

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

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

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

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

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

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

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

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

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

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

Legend

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

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

Audience

This document is intended for school administrators, system administrators, and teachers.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 6
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Select Staff

Just as it is often necessary to search for students to view or edit student information, you will
periodically need to search for staff. For frequently used searches, utilize the Stored Searches
function. For more information, see the section "Staff Stored Searches."

How to Select Staff by Last Name

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

Search Staff

; (Al ;) @

L

Yiew Field List  How to Search

Browse Staff

H
[ L A
h

Teachers Staff  Lunch Staff  Suobstitutes MOF

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

2. In the Search field, enter the last name of a staff member whose record you want to review.

Note: Alternatively, enter just the first few letters of the staff member’s last name; however,
this produces more records.

3. Use the pop-up menu to choose the type of staff member. To select from all staff groups,
choose All.

4. Click Go. If you search for a staff member who has a unique last name, the search displays
the one record it finds. If you search for a staff member who has a common last name, a list
of staff members appears.

Select Staff © 2004 Apple Computer, Inc. All rights reserved.
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Select A Staff Member - (6)

Baker, Trisha
Barker, Richard
Beckstrom, Valentine
Biesinger, Micholas
Bliss, Caroline Kay
Brown, Carina Ann

Er— -
' Functions

5. Click the name of the individual whose record you want to review, or, to work with the
entire group of staff members, click Functions at the bottom of the list to display the Group
Staff Functions page. For more information on the group staff functions, see the section
"Work With Staff Groups."

How to Select Staff by Gender

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

Search Staff

; [All :]

Yiew Field List  How to Search

Browse Staff

H I
[ L A
h

Teachers Staff  Lunch Staff  Suobstitutes MOF

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

Q

gt

2. Enter gender=m or gender=f in the Search field.

3. Use the pop-up menu to choose the type of staff member. To select from all staff groups,

choose All.

Select Staff

© 2004 Apple Computer, Inc. All rights reserved.



s
' PowerSchool

Search Staff
Jaender=m All s | @

Yiew Field List  How to Search

Browse Staff

4 BCDEFGHI JELHM
M OPOQRSTUDNY W Y 2
Teachers Staff  Lunch Staff  Substitutes ™M F

Other Options
Mew Faculty Entry  Faculty Directory  Stored Searches
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4. Click Go. The "Select a Staff Member" page displays the male or female staff members.

Select A Staff Member - (9)

Barker, Richard
Heatherman, Matthew
Holland, Robert
House, Jim
Howdyshell, Stephen
Hutchinson, Chad
FPulham, Kasey
Ricks, Kasey
Swenson, Robert

" Functions

5. Click the name of the individual whose record you want to review, or, to work with the
entire group of staff members, click Functions at the bottom of the list to display the Group
Staff Functions page. For more information on the group staff functions, see the section
"Work With Staff Groups."

How to Select Staff by Other Fields

Search for groups of staff that share other characteristics besides gender. Search by any staff-related
field in your PowerSchool system.

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

Select Staff

© 2004 Apple Computer, Inc. All rights reserved.
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Yiew Field List

Browse Staff

Other Options

Howe to Search

All s

& B CDEFGHI JELHM
N OPDORSTUDY W & ¥ 2
Teachers Staff  Lunch Staff  Suobstitutes MOF

Mew Staff Entry  Staff Directory  Stored Searches
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2. Click View Field List. The Staff Field List displays a list of all fields that used to perform a staff
search. Many of the fields displayed are the same as the fields in your school’s PowerSchool
system. However, each school can add or delete fields, so your list might differ from the

example.

Faculty Field List

ACCess
addrass

Allowl l"-:] nEnd
AllowLoginstart
Balancel
Balance2
Balance3

2. Balance4

']

h i = bd k=

10. City
11. Classpua
12. Custom

14. dob
15. Email_Addr

CanChangesSchoo

13. DefaultStudsScrn

. Lunch_ID

. Middle_MName

. NameasImported
4, NoOfCurClassas
. MumbLogins

. Password

. PeriodsAvail

8. Photo

. PowerGradepPw
0. Preferrediame
1, PSAccess

!, Sched_ActivityStatusCode
. Sched_BuildingCode
. Sched_Classroom

3. Click Back on the web browser.

4. In the Search Staff field, enter a field to be used in a search, followed by a field operator and

value.

Select Staff

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

1k

| ®

Fﬂrst name=kasey All

Yiew Field List  How to Search

Browse Staff

& BCDEFGHI JELHM
M OPFPQDRSTUOUNY W XY Z
Teachers  Staff  Lunch Staff  Suobstitutes ™M F

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

5. Click Go. The "Select a Staff Member" page displays the staff members that meet the criteria
you entered.

Select A Staff Member - (2)

Pulham, Kasey
Ricks, Kasey

6. Click the name of the individual whose record you want to review, or, to work with the
entire group of staff members, click Functions at the bottom of the list to display the Group
Staff Functions page. For more information on the group staff functions, see the section
"Work With Staff Groups."

Staff Stored Searches

Use stored searches to repeatedly search for groups of staff members. Either set up and save the
search or use a search that someone else has set up.

How to Search for Staff Using Stored Searches

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

Staff User Guide

Select Staff © 2004 Apple Computer, Inc. All rights reserved.
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Search Staft

; All

Yiew Field List  How to Search

Browse Staff

&8 B CDEFGG
N OPDODRST
Teachers Staff  Lunc

HI JK LM
oy W x ¥ Z
h Staff  Substitutes

Other Options

Mew Staff Entry  Staff Directory  Stored Searches

M F

2. Click Stored Searches. The Stored Staff Searches page appears.

Stored Staff Searches

- -
Mew

Science Teachers

Mame of Stored Search Perform Search Now

GOl

3. Click the Search icon next to the stored search. The Group Staff Functions page appears and

asks what to do with your selection.

Group Staff Functions

falue zalected tean hers

What do you want to do for the 8 staff members you have selected ?

cport Uszing Lk=ez & terplate to export date on currently salected
Template teachers
List S4arm Members  Prints a quick list of currently selected teachers
Frint Mailing . ¥

o bl 3 : Prints mailing labels for currently selected teachers
Print a Report Frints a report for currently selected teachers
Quick Export Exporta deta on currently selected teachera.
Set Staff Field Changes £he wvalue of a teacher field for currently

For more information, see the section "Work With Staff Groups."

How to Edit Stored Staff Search Criteria

If you find that a search is not finding the correct staff members, there could be a problem with the
search commands. On the other hand, perhaps the criteria for a specific group have changed. In

either case, you must edit the search criteria.

Select Staff © 2004 Apple Computer, Inc. All rights reserved.
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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, choose Staff from the main menu. The Search Staff page appears.

Search Staff

Browse Staff

A BCDETF
NDOPOERS

Other Options

Teachers Staff  Lunc

G H I
T U ¥
unch

Yiew Field List  How to Search

Staff  Substitutes ™MF

Mew Staff Entry  Staff Directory  Stored Searches

(Al R

gt

unovoZ
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2. Click View Field List to determine the fields to be used to search for staff members. The Staff

Field List displays a list of all fields that can be used to perform a staff search. Many of the
fields displayed are the same as the fields in your school’s PowerSchool system. However,
each school can add or delete fields, so your list might differ from the example.

Faculty Field List

ACCess
addrass

Allowl l"-:] nEnd
AllowLoginstart
Balancel
Balance2
Balance3
Balance4

h i = bd k=

.|
10. City

11. Classpua
12. Custom

14. dob
15. Email_Addr

CanChangesSchoo

13. DefaultStudsScrn

W W w W W w W

L L
I

O

4

J.

1

Lad

. LoginiD

. Lunch_ID

. Middle_MName

. NameasImported

4, NoOfCurClasses

Lr

-

. MumbLogins

. Password

. PeriodsAvail

8. Photo

. PowerGradepPw
. Preferrediame
41,
42,

PSAccess
Sched_activitystatusCode
Sched_BuildingCode

4, Sched_Classroom

3. Click Back on your web browser.

4. On the Search Staff page, click Stored Searches. The Stored Staff Searches page appears.

Select Staff

© 2004 Apple Computer, Inc. All rights reserved.
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Stored Staff Searches

- -
Mew

Mame of Stored Search Perform Search Now

Science Teachers

GOl
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5. Click the name of the stored search to be edited. The Edit Stored Staff Search page appears.

Edit Stored Staff Search

Option Value

Nama Female Staff
gender={

Search

Ingtructions

(one search

command an

each line)

Fd

Delere f Submir

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

Field

Description

Name

Enter a name for the stored search.

Search instructions

Enter the field and field values determined in step 2.

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

7. Click Submit. The Stored Staff Searches page displays the edited stored search.

Stored Staff Searches

- -
Mew

Mame of Stored Search Perform Search Now

Science Teachers GOl

Select Staff

© 2004 Apple Computer, Inc. All rights reserved.
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How to Create a Stored Staff Search

Create a new group of staff members for whom you and other users can search. To create a stored
search that is similar to another stored search, copy a 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, choose Staff from the main menu. The Search Staff page appears.

Search Staft

; (Al ;) @

L

Yiew Field List  How to Search

Browse Staff
4 B CDEFG
NOPOQORST

1]

H |
oy W x ¥ Z
Teachers Staff  Lunch

Staff  Substitutes ™M F

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

2. Click View Field List to determine the fields to be used to search for staff members. The Staff
Field List displays a list of all fields that can be used to perform a staff search. Many of the
fields displayed are the same as the fields in your school’s PowerSchool system. However,
each school can add or delete fields, so your list might differ from the example.

Faculty Field List

1. ACcess 30, LogqinID

2. address 31, Lunch_ID

3. allowLoginEnd 12, Middle_Name

4. allowlLoginstart 33, NameAsImported

5. Balancel 34, NoOQfCurClasses

5. Balance2 35, NumLogins

', Balance3 36, Passwaord

2. Balance4 37. PeriodsAvail

3. CanChangesSchoo 38. Photo

10. City 39, PowerGradePw

11. Classpua 40, Preferrediame

12. Custom +1. PSAcceass

13. DefaultStudscrn 42, Sched_ActivitystatusCode
14. dob 43, Sched_BuildingCode
15. Email_Addr +4. Sched_Classroom

3. Click Back on your web browser.

4. On the Search Staff page, click Stored Searches. The Stored Staff Searches page appears.

Select Staff © 2004 Apple Computer, Inc. All rights reserved. 15
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Stored Staff Searches

- -
Mew

Mame of Stored Search Perform Search Now

Science Teachers GOl

5. Click New. The Edit Stored Staff Search page appears.

Edit Stored Staff Search
Option Value
Name Female Staff

gender=female

Search
instructions
(one search
command on
each lina)

f Submr ¥

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

Field

Description

Name

Enter a name for the stored search.

Search instructions

Enter the field and field values determined in step 2.

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

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

Stored Staff Searches

- -
Mew

Name of Stored Search Perform Search Mow

Female Staff 0!
Science Teachers GO!
© 2004 Apple Computer, Inc. All rights reserved. 16
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How to Delete a Stored Staff Search
Remove a stored staff search that is no longer used.

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, choose Staff from the main menu. The Search Staff page appears.

Search Staff

; (Al R

Yiew Field List  How to Search

Browse Staff

H I
[ L A
h

Teachers Staff  Lunch Staff  Sobstitutes MOF

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

2. Click Stored Searches. The Stored Staff Searches page appears.

Stored Staff Searches

- -
Mew

Name of Stored Search Perform Search Mow
Fernale Staff 0!

Science Teachers 0!

3. Click the name of the stored search to be deleted. The Edit Stored Staff Search page
appears.

Select Staff © 2004 Apple Computer, Inc. All rights reserved. 17
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Edit Stored Staff Search

Option

Name

Search

Instructions
(one search
command an
each line)

Value

Female Staff

gender={

r

!
Delere

4. Click Delete. The Selection Deleted page appears.

Select Staff

© 2004 Apple Computer, Inc. All rights reserved.
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Work With an Individual Staff Member

After searching for and selecting a staff member using the methods described in other sections, use
the Staff page to manage the staff record in a variety of ways. Each option discussed in this section
assumes that you selected an individual staff record. If you do not know how to do this, see the
section "Select Staff."

Staff Page Layout

Search Staff
List {897

Current Schedule
Edit Information
Functions

Fhiato

Schedule Setup
Security Settings
Tranzactions

Custom Screens
Certification
Ermergency Information

Each view or menu item on the Staff page looks different, but the top of each displays the name of
the page and of the staff member. Look at the staff pages menu on the left side of the screen. All of
the items listed are either possible actions performed or items viewed on a staff member’s record.
This is where you will start the activities described in this section.

Use the following buttons and links to help you find the staff records you need:
* Search Staff: Displays a search field to look for other staff records
* List: Displays the current selection of staff members on the "Select a Staff Member" page
* Previous Record arrow: Displays the record preceding the selected record
* Next Record arrow: Displays the record following the selected record

The remaining links indicate possible actions to be performed on the selected record.

Staff Information

After selecting a staff member, you can edit information about that person. When a staff member
no longer works at your school, indicate an inactive status for that person. For more information on
adding staff members, see the section "How to Add a New User."

How to Edit Staff Information

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

Work With an Individual Staff Member © 2004 Apple Computer, Inc. All rights reserved. 19
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2. Click Edit Information. The Edit Information page appears.

Edit Information

Staff User Guide

Lahel abui

Mame {LasL, Firsl HI} [Marczak [Staniey

Stan

|stznmigschooledu

Praferred Nama

Email Ailildezs

Tkl

Gender lale =

Ethnicity | Caucasian (C) :
I sian

Homenum 458

Hizhaiol

fpple Grove High School | & |

Lamch 1D 123

Home Phowe #

EE5-B5E-555E

Sehool Phone ¢

SE5-55E-555E

Etreel [123 M0 Strest

City, Btate, Zip |antonm EZ [
REN | T

ilal:] 01-0-51

Stalf Slatus [ Teacher  #]

Status Current =

f Sobmat Y

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

Field

Description

Name

This is the user's last, first, and middle name.

Preferred Name

Enter the user's preferred name, such as a nickname.

Email Address

This is the user's email address.

Title This is the user's role or professional title.

Gender Choose either Male or Female from the pop-up menu.
Ethnicity Choose the user's ethnicity from the pop-up menu.

ID This is the user's identification number (required).

Homeroom This is the user's homeroom number.

School The selected school appears.

Lunch ID This is the user's PowerLunch identification number. For more

information, see the section "How to Create Lunch ID
Numbers for Staff."

Work With an Individual Staff Member

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

Description

Home Phone #

This is the user's home telephone number.

School Phone #

This is the user's school telephone number.

Street

This is the user's address.

City, State, Zip

This is the user's city, state abbreviation, and postal code.

SSN This is the user's Social Security number.

DOB This is the user's birthdate.

Staff Status Choose the user's status from the pop-up menu. It is
recommended that a status is assigned to each staff member.
This makes searching for and selecting staff members more
efficient.

Status Choose whether the staff member is Current or "No longer

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

4. Click Submit. The Edit Information page appears.

How to Inactivate a Staff Member

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

2. Click Edit Information. The Edit Information page appears.

Work With an Individual Staff Member

© 2004 Apple Computer, Inc. All rights reserved.
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Edit Information

Lahve|

Mams {Lasl, Frsl HIk
Praferred Nama
Email Al eas
Tille

fiender
Ethnicity

[

Homenum
Hizhanal

Lwsch 1D

Home Phowe #
Behool Mhose ¢
Himaal

City, Btate, Jip
HEN

e

Eialf Slatus

Atatus

i

L

[Marczak [Staniey H

Stan

|stznmigschooledu

flale =

y

Caucasian (C) ¥

S

El

i

".

Apple Grove High School | & |

5E5-558- 5558

I

SE5-55E-555E

[123 M0 Strest

Ez [

15
B

G- 0555
01-01-50
[T-=.>.rh-=r i]

f Sobmat Y

3. Choose "No longer here" from the Status pop-up menu.

Staff User Guide

4. Click Submit. The Edit Information page appears, and the staff member can no longer log in

to PowerSchool.

Staff Current Schedule

View the schedule for a specific teacher. You can view a teacher's current schedule from either the
Staff page or the main menu. To view teacher schedules from the main menu, see the section

"Teacher Schedules."

When viewing a teacher's schedule from the Staff page, you can view the schedule in either a table

or a matrix format.

How to View Teacher Schedules From the Staff Page

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

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

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

3. Click Current Schedule. The selected teacher’s schedule appears.

Work With an Individual Staff Member

© 2004 Apple Computer, Inc. All rights reserved.
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Teacher Schedule - Allphin, Timothy 6

a Mew R
Period Term guurse Course EEE Room Size
01 S22 927 Frep 36 B211 0
oz 52 &0l Bazic Foods 03 B211 10
03 520 90 Teachers Aide T4 1

I nde pendent
03 520 e044 Living 01 B211 &
04 S22 e00% Textile Design 2 1
04 520 e045 Culinary &rts 2 11

Child. &
05 52 6051 Families oz B211 16
e S22 e00% Textile Design 1 10
o7 S22 900 Teachers Aide 72 1
o7 2 e0t1d Basic Foods 04 B211 13

Make all students listed above the current selection

4. Do one of the following:

To work with the group of students in all of the selected teacher's classes listed in
the schedule, click "Make all students listed above the current selection." The Group
Functions page appears. For more information, see the section "Work With
Groups."

To add a section to the teacher's schedule, click New and complete the Create New
Section page.

Click the term next to a course to view term information for this section. For more
information, see the section "How to View Sections by Term."

Click the name of the course in the Course column to view basic course information.

Click the section number next to a course to view information about this section.
For more information, see the section "Sections."

Click the size to display the section's class roster. For more information, see the
section "How to View the Class Roster."

How to View the Teacher Schedule Matrix

The schedule matrix graphically represents a teacher's schedule for all days, periods, and terms in
the currently selected year.

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

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

Work With an Individual Staff Member © 2004 Apple Computer, Inc. All rights reserved. 23



s
. PowerSchool

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

3. Click Schedule Matrix. The teacher's Schedule Matrix appears.

Schedule Matdx - Aldredge. Jessica 3

fowgutar CharivT |
1520 ==

Faiw O Fow'y- 75
SILEER L E B w Bl 2lAi %1
AT Tzl
mwing ¢
1591 3
Ha i oh
(LT h LR
s

Staff User Guide

The schedule matrix displays the teacher's schedule for each period and day in each term.
Identical colors on the schedule indicate the same section. A blank block means that
nothing is scheduled for that block in that term. Each block includes the following

information:
¢ Course name
* Course number
* Section number

e Room number

* Schedule expression, which is the combination of period(s) and day(s)

* Term taught

e Current/maximum enrollment

Staff Functions

Current Schedule
Edit Information
Functions

Photo

Schedule Setup
Security Settings
Transactions

Use the Functions page to perform actions related to an individual record. For more information on

working with groups of staff members, see the section "Work With Staff Groups."

How to View Staff Functions

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

Work With an Individual Staff Member

© 2004 Apple Computer, Inc. All rights reserved.
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2. Click Functions. The functions possible for the selected staff member appear.

Functions

Print a Report for Milton, John

How to Print a Report for a Staff Member

Select this option to print reports for a staff member. For more information, see the section "How
to Print a Staff Report.”

Staff Photos

Current Schedule
Edit Information
Functions

Photo

Schedule Setup
Security Settings
Transactions

This page displays a photo of the staff member. If no photo is available, click "Submit a new photo
for staff member."

How to View Staff Photos
1. On the start page, search for and select a staff member.

2. Click Photo. The Teacher Photo page appears. If a photo is available, it appears in the center
of the page.

Teacher Photo - Allphin, Timothy 6

Mo photo available

Subrmit a new photo for Allphin, Tirnothy

3. Tochange or add a photo for a staff member, click "Submit a New Photo for [staff
member]." The Submit Photo page appears.

Staff User Guide
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Submit Photo - Allphin, Timothy 6

Phaodin

Locote the photo
Tor Allphin, Timothy:

Mote: The pheto st Be in JPEG farmnet

" Browse,,,

Syt Y

Staff User Guide

4. If you know the file name, enter it in the "Locate the photo for [staff member]" field and skip
to step 6. If you do not know the name of the file, click Browse. The Open dialog appears.

~

Open

From: (2 Macintosh HD

@3 PowerGrad. .. 5 X Installer
Snapz Pro 2 Installer Log
Snapz Pro X.dmg

i ]

System
Systemn Folder |
# teacherl.pg |
Temporary ltems I
untitled
A Lsers

Go to

Add 1o Favorites r Cancel

¥ Open

5. Locate and double-click the file. The Submit Photo page appears.

Submit Photo - Allphin, Timothy &

Locate the pholo

for Allphin, Timothy: | gacherl |pg

Mobe: The phato mwsl be in JPEG for nat

'l i
Browse. ..

oo )

6. Click Submit. The Photo page displays the staff member’s photo.

Work With an Individual Staff Member
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Staff Schedule Setup

Current Schedule
Edit Information
Functions

Photo

Schedule Setup
Security Settings
Transactions

Use this page to edit information related to scheduling for the currently selected staff member.

How to Edit Staff Schedule Setup

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

2. Click Schedule Setup. The Staff Scheduling Preferences page appears.

Required Settings

Department

Preferred Room

Mazimum Consecutive Penods
Maximum Perindsz Free

achedule This Teacher

Iz Alvays Free?

Optional Settings

Building Code

House Code

Team Code

Staff Scheduling Preferences - Allphin, Timothy 6

i N

7 Associate
Stience
i I i

=E Associate
ko
0 =

.

=

" Associare )

f Associate

i

lTeam A +

f Subenit

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

Staff User Guide

Field

Description

Department

Click Associate to select this teacher's department.

Preferred Room

Click Associate to select this teacher's classroom. The system
always attempts to schedule courses assigned to this teacher in
his or her preferred classroom first.

Work With an Individual Staff Member
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Field

Description

Maximum Consecutive
Periods

Choose the maximum number of periods this teacher can teach
in a row (according to his or her contract) from the pop-up
menu.

Maximum Periods Free

Choose the maximum number of free periods this teacher can
have in his or her schedule each day from the pop-up menu.

Schedule This Teacher

Select this checkbox if you want the system to schedule this
teacher.

Note: If you deselect this checkbox, the system will not include
this teacher in the schedule build process.

Is Always Free?

Select this checkbox to allow this teacher to be scheduled for
an unlimited number of courses during the same period. For
example, some special education teachers teach different
subjects to different students in the same room during the
same period.

Building Code (optional)

Click Associate to select this teacher's building.

House Code (optional)

Click Associate to select this teacher's house.

Team Code (optional)

Choose the team to which you want this teacher to belong

from the pop-up menu.

4. Click Submit. The Staff Scheduling Preferences page displays the changes.

Staff Security Settings

Current Schedule
Edit Information
Functions

Photo

Schedule Setup
Security Settings
Transactions

The PowerSchool administrator uses this page to modify security settings for the selected staff
member. For more information, see the section "Security Permissions."
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Security Settings - Holland, Robert 15243

Label Value

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

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

__ Taylor Middle School

@ District Office

Group [ Teacher {13) =

IP Addresses [1.1.1.1

Log in to administrative

portion of PowerSchool?

Lunch 1D 4499

PowerGrade Connectivity

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

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

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

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

Delete Submit )

Work With an Individual Staff Member © 2004 Apple Computer, Inc. All rights reserved.
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Staff Transactions

Current Schedule
Edit Information
Functions

Photo

Schedule Setup
Security Settings
Transactions

Use the Transactions page to view or record any fee-related transactions for the selected staff
member.

Transactions such as meal purchases automatically appear on the Transactions page. Since
PowerlLunch records meal purchases, do not use the Transactions page to enter meal purchases.

How to View Staff Transactions

View any debit or credit transactions for the selected staff member. The Transactions page displays
the staff member's name, ID, and current balance.

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

2. Click Transactions. The Transactions page displays any financial transactions for the selected
staff member:

Transactions - Allison, Marissa Marie 5

i 7
Mew

Balance: 10.00
Date Time Het Balance Description

100372002 1:11PM 1000 10.00 Bookstore purchase

How to Record Staff Transactions

Use this page to enter transactions such as campus bookstore purchases and payments to staff
members' accounts. Since PowerLunch records meal purchases, do not use the Transactions page
to enter meal purchases.

Transactions cannot be deleted. However, you can reverse a transaction by adding an opposite
transaction. For example, if you enter a credit transaction but meant to enter a debit transaction,
enter two debit transactions of the same amount. Enter text such as Reverse accidental
credit transaction in the Description field for one of the debit transactions.

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

2. C(lick Transactions. The Transactions page displays any financial transactions for the selected
staff member:

Staff User Guide
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Transactions - Allison, Marissa Marie 5

Date Time Het Balance Description

Balance: 10.00

1070352002 1:11 PM 10,00 10,00 Hookstore purchase

3. Click New to record a new transaction.

The Transaction Record page appears.

Transaction Record - Allison, Marissa Marie 5

Label Value
Date of Transaction 107312002
Description [Payment

Debit (reduces balancel |§ 50

Credit lincreases
balance}

W

£ Submit ¥

Note: Do not manually record transactions that are normally automated transactions, such
as PowerLunch Quicksales. For more information, see the section "PowerLunch."

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

Field

Description

Date of Transaction

Enter the 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 for the transaction. Only the first 24
characters and spaces of the description appear on the
Transactions page.

Debit

Enter an amount for the transaction to decrease the balance on
the staff member's account. If you enter a debit, do not enter
anything in the Credit field. Record credit transactions
separately.

Credit

Enter an amount for the transaction to increase the balance on
the staff member's account. If you enter a credit, do not enter
anything in the Debit field. Record debit transactions
separately.

Work With an Individual Staff Member
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5. Click Submit. The Transactions page displays the new transaction.

Transactions - Allison, Marissa Marie 5

" New
Halance 50
Date Time Net Balance Description
1040372002 1:11 PM 10,00 10.00 Bookstore purchase

10/0372002 112 PM -9.50 0.50 Payment

Staff Custom Screens

PowerSchool administrators design custom screens to display a variety of information about staff
members. 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 will differ from the examples. After
selecting a staff member and clicking Custom Screens, a list of custom screens at your school
appears.

For more information on creating custom screens, see the section "Custom Staff Fields and
Screens."

How to View Staff Custom Screens

1. On the start page, search for and select a staff member. A list of custom screens appears.

Custom Screens
Certification
Ermergency Infarmation
Ermergency Information
Pozitions

Summer Term

Note: Your PowerSchool administrator can modify this page or create new ones to meet
your school's needs.

2. Click the links to the pages, if available. The custom screen appears.

Positions

£ Submit 3
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Work With Staff Groups

Once you have selected a group of staff members using the methods described in the section
"Search and Select," PowerSchool displays the Group Staff Functions page. From here, you can
manage the group’s records in a variety of ways.

How to Export Staff Using Template
Using a template, this function exports staff data for the currently selected staff members.

1. On the start page, select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?
Cpart mng T
f (e ' 65 8 lemplate o expor dala on currently sslected b hers

st Saff Memb Prints s quick list of currently s=lected tesc hers

cint Feiling Lokl rinte mailing labels for currently aeleched teachers.
F Jau], Frints a report for cur rently s=lecied feachers
Quick Export £ ports data on currantly selected teacheta.
Staff i Changes the walus ol a leacher field for currently selected
teachers

3. (lick Export Using Template. The Export Using Template page appears.

Export Using Template

Export template? [ Teacher Lunch Balances = ]

£ Submit A

4. Choose the template from the "Export template" pop-up menu.

5. Click Submit. The exported staff information page appears.
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How to List Staff Members

Use this page to generate a printable report of the currently selected staff members.

1. On the start page,

select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?

Export Lising = 2 :
BT At Jaes a lemplate o export dala on currently salecled bt hers
Lisk SEafF Hembers Er '.I-\.q.| ek ligk 6f eu |.-'.||__. sa|ar{ad leac hers

Print Failing Lazlz  Printz malling labels for currently selected teachers.
Print a Repor Frints a report for cur rently s=lecied feachers
Quick Export £ ports data on currantly selected teacheta.

PR e Changes the walus ol a leacher field for currently selected
aet Staft Fleld Yalue o 00

3. Click List Staff Members. The List Staff Members page appears.

Staff User Guide
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Staff List - 90 staff members will be listed
Report Titke (shown at top of page):
[Lunch iDs
Col Field name Column Titla
1. [lunch_id IT
2. |f|rsl name Iﬁ
3 [last_name Imc__m
“ o —
i —
o | I
7. [
8. |
4, |
10 | li
Padding In Each Call |?_ {hr et
# Aows In Between Breaks l_
Other Options :r"ﬁL:ﬂ:I: nea — Export
Optional: Sart Flald Name DHreetian
|Las‘.F st E
| 80
F Subemit ¥

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

Field Description
Report Title Enter a report title.
Col. Enter the field name. Select any of the fields noted in the fields

list. Click Field Name to view the entire list of fields.

Enter the column title. This may or may not be the same at the
field name. For example, to display birthdays on the printed list,
you can title the column Birthday even though the field name is
DOB.

Repeat for each column you want to create for the report.

To number the staff members on the printed list, enter *count
in the Column 1 Field Name field.

Work With an Individual Staff Member
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Field

Description

Padding in Each Cell

Enter the amount of space between the cell and the text in
points.

Note: One point equals 1/72 of an inch.

# Rows in Between

This refers to the number of staff 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 list items are ordered
each time.

5. 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.

Lunch IDs

Apple G

Lunch MName Sumarme

Jesdica Alldredgs
Lunch MName Sumamis
0 easica Marie Allen
Lurich Mama Surrama
Alllzan

Marlz=a Marie

Lunch Name  Surmame

|

23 Timatky Allphin

6. Click your web browser’s Print button to print the report.

Note: To fit more staff members 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.

Work With an Individual Staff Member
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How to Print Staff Mailing Labels

Prints mailing labels for the currently selected staff members. Set up the mailing label layouts for
staff from the same area as the student mailing labels. For more information, see the section

"Mailing Labels."

1. On the start page, select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?

:I- :. e 65 8 lemplate o expor dala on currently sslected b hers
sk SEaFF Memb Prints a quick list of currently slected tese hers
cint Feiling Lokl rinte mailing labels for currently aeleched teachers.
= RE ol Frints a report for cur rently s=lecied feachers
Quick Export £ ports data on currantly selected teacheta.
St Staff Fleld Yalue Changes the walus ol a leacher field for currently selected
fenchers

3. Click Print Mailing

Labels. The Print Mailing Labels page appears.

Print Mailing Labels

Dption Value

Print Mailing Labels For

The selected 90 faculty members

Teacher Addrasses =+ I

Use this malling labed layoul:

e page only
22411 pages

ASAP :]

How Many Pages?

When to print

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

Staff User Guide

Field

Description

Print Mailing Labels For

report will be run, if necessary.

Select an option to indicate the staff members for whom the

layout

Use this mailing label

Choose a mailing label layout from the pop-up menu. Click
"mailing label layout" to view, add, or edit a mailing label
layout. For more information on mailing label layouts, see the
section "How to Add a Mailing Label Layout."

How Many Pages?

Select an option to indicate the number of pages to print.

Work With an Individual Staff Member
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5. Click Submit. The report appears with the specified parameters. Review it from beginning to
end to verify that the formatting and content are correct.

John Brige
0 2snrgrﬁ&n=ﬂ1
Folsom, CA 05630

Jussiln Bliss
102 Cantar Straat
Folsam CA §3630

Joshua Babcock
166 Hoowar Drive
Folsom, CA 95630

Wacil Bahls
20 LHah Avenue
Folsom, CA 95630

Wichael Bekon ng'aﬂ Briggs
4045 Roosevelt Strast 113 Indiana Strast
Folsam CA §5630 Folsom, CA 05630

If you are ready to print the labels, see the section "Run, Print, and Save Reports."

How to Print a Staff Report

Use this page to print reports for the currently selected staff members. Set up the report layouts
from the same area as the student reports. For more information, see the section "Form Letters."

1. On the start page,

select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?

Export Lizing
Bmplate

Jaes a lemplate o export dala on currently salecled bt hers

Eaff e m bers urrertly s=lected teac hers

Prints s quick |ist of

Print Feiling Labelz  Print: meiling labels for currently selected teachers.

Print a Repor Frints a report for cur rently s=lecied feachers
Quick Export £ ports data on currantly selected teacheta.

PR e Changes the walus ol a leacher field for currently selected
aet Staft Fleld Yalue o 00

3. Click "Print a Report." The Print A Report page appears.

4. Use the following

Print A Report

Option Value
Which report would you like

io print? | Teacher Lunch Information ¢]

The selected 90 faculty mambers
— Print only the first |2 pafes

2

For which staff members?

Watermark Text

|
Overlay =] |

Watermark Mode

 Submir 3

table to enter information in the fields:
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Field

Description

Which report would you
like to print?

Choose the form letter from the pop-up menu.

For which staff
members?

Select an option to indicate the staff members for whom the
report will be run, if necessary.

Print only the first X
pages

If you only want to print a limited number of pages, select this
checkbox and enter the number of pages.

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 a standard
phrase or select Custom and enter the text you want to print as
a watermark in the field.

Watermark Mode

Choose how you want the text to print from the pop-up menu.
Watermark prints the text behind objects on the report, while

Overlay prints the text over objects on the report.

5. Click Submit. The report appears with the specified parameters. Review it from beginning to
end to verify that the formatting and content are correct.

(B

Saaerzly,

Iimadey A lipiun

Crr Tinesthy,

Bscently, we goererabed lunch IO caeds wa irgeose the siliciency of the bunch Bne, Leed the cands are meody, you wil
need Ip el the berch stalt vour lunch 10V number,

Wonr lunch EL nomibesr e

Frisipal Shinm

If you are ready to print the report, see the section "Run, Print, and Save Reports."

How to Quick Export Staff

Use this page to quickly export staff data for the currently selected staff members.

1. On the start page, select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?

" Hemb Brints s quick list of ¢

aes 4 lemplate fo expor] dala on currently sslected beshars

Work With an Individual Staff Member

ling Lokl rinte mailing labels for currently aeleched teachers.
= RE ol Frints a report for cur rently s=lecied feachers
Quick Export £ ports data on currantly selected teacheta.
= old ¥ Changes the value of a teacher Meld for currently selected
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3. Click Quick Export. The Export Staff page appears.

Export Staff - Export the 90 selected staff members

lastlirst ssn homeroom

Field Delimiter | Tab ¥ | ........
FAecord Delimiter | CE v H

— "Surround Fields”

FIEL[X:

Column titles on Ust row

£ Subemin ¥

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

Field

Description

Export the [#] selected
staff members

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.

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 select 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:

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

If you select Other, enter the delimiter in the field.

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.

5. Click Submit. Either save the file to a specified location or open the file to display the report

in a spreadsheet application.
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Lastfirst S=n Harmeraom
Anderzon, Jo 111-22-3418

Baker, Trishz111-22-25&2

Boren, Maggilll-22-351%8

Buckley, Jerm111-22-3414

Connell, Jenr111-22-2412

Crashaw, Ricl123-45-6789 150
10 Donne, John 123-45-6789 41z
11 Gardner, Jas111-22-2410

12 Grange, Robert

12 Greene, Tode111-22-2326

14 Jdones, Sama 111-22-3390

15 |Kimball, Karl 111-22-3432

16 Ludwig, Justii111-22-2429

17 Lyrman, Kimb111-22-3503

18 Milten, Jahn L1

19 Rasmussen, 111-22-3529

20 [ Smith, Jane 1111-22-3426

21 Torres, Emily

22 Trujillo, Robe111-22-3369

23 |'woodbury, R 111-22-3455

2
3
4
5
B
ry
8
9

How to Set Staff Field Value

Use this page to change the value of the selected field for all of the currently selected staff

members.

1. On the start page, select the group of staff members.

2. Click Functions. The Group Staff Functions page appears.

Group Staff Functions

What do you want to do for the 90 staff members you have selected ?
aps 3 Template o e
|

iFf e m b Erints a quick list of currently s=

rimtz malling labels for currently seleched teachers.

I Frints a report for cur rently s=lecied feachers

Exporta data on currantiy selechad teachera.
Changes the walus ol a leacher field for currently selected
teachers

i dals on curPenlly sslected bese hers

3. Click Set Staff Field Value. The Teacher Field Value page appears.

Staff User Guide
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Optlan

Teacher Field Value

Fiedd To Changa

)
M Field Value

Options

D0 femchers are 52 lecled

Valua
|Sched_Scheduled
Mrue
— Clear Field Yal ug
Inzrt = bo use the currand Tield walug s ith the mee figld valie
— Do not overwrits sxisfing data
WARKING: Thizcrangs (s irmeveralble

f Submis ¥

4. 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.

5. Click Submit. When the operation is complete, click Back. Now you can perform a search to
find the group with the changed value.

Staff Directory

The staff directory displays the staff for the selected school and term. Use the staff directory to filter
groups of staff members according to their functions or to find staff members' email addresses.

How to View the Staff Directory

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

Work With an Individual Staff Member
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Search Staft

; All

L L
®

Yiew Field List  How to Search

Browse Staff

&8 B CDEFGG
N OPDODRST
Teachers Staff  Lunc

HI JK LM
oy W x ¥ Z
h Staff Substitutes M F

Other Options
Mew Staff Entry  Staff Directory  Stored Searches

2. Click Staff Directory. The Staff Directory page appears.

Staff Directory
Listing aptinre all - Testess - 5167 - Lures &

¥ Mamn Raom Emnul Homa # Schogl #
1 Aldredg , Jaasie A 4 Franzber mepchiml K1 7 £TH-555-2003
2 hlan, Jessies Marie Ao bescherdechesl k1 caus A3b-DHE-FU0A 400
I Allzen, Harlzzafariz Seom S £36-555-3003
4 Al phin, T it Wi S bache skl K1E ey £TA-S55-0007 438

Ceaker, Trizhs “mom 25 bescharSachml K Ahh=000-F052 4d6-555-204
6 Dwrier, Bohard Ao 1 bescherdsbeol k1 Zosuy S30-555-30%0 4E5-GT5-T102
T Becksirom, Felentine oo 32 becherwschl K12 cous =36-555-9031 438-555-316=
H Bamiramr , Michalas: o Al el Beaclaml kL LA6-550-202% 434-555-2T64
2 D, Carvline Kay oo b beacherdchml k2 oy S30-S55-30T0 430-ST0-T10S
10 Ercwn, Carlng ann Saarn 42 2T5-55E-20<] 4%2-EES-Tlas
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3. Click the individual’'s email address to send an email message to that staff member.
Alternatively, select the email addresses in the Group Email field. Using your email
application, copy and paste the selected addresses into the address field of a new email
message.

Group Email:

Highlight - -» Copy - -» Paste into your favorite email client.
rcrashaw@powerschool.com,
jrdonne@powerschool.com,
imiltong 630.com,

How to Filter Staff Groups

1. On the start page, choose Staff from the main menu. The Search Staff page appears.
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Search Staff
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Browse Staff
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NOPORSISTULDY W XY Z
Teachers Staff  Lunch Staff  Suobstitutes MOF
Other Options
Mew Staff Entry  Staff Directory  Stored Searches
2. Click Staff Directory. The Staff Directory page appears.
Staff Directory
Listing apfiors 4 enbera - S16T - Luned 5
L] Mamn Ranm Emul Homa # Gehosla
1 Aldredg , Jaasie A 4 Pesazbwer @achiml k1% coa SZA-S55-2003 438-555-T1h2
2 hlan, Jessies Marie doom S teacherdechonl k12 s AAE-S55-00 436-555-216
3 Alzon, HarizzaMariz Soom S £3p-506E-3005 4%5-555-

3. Click a staff group

4 Alptin, T il Wain S boeher sl 1 235 SR IN0T 434 5ES TiRs
Bk, Trizhs om Z3 tescher Sl
G Darker, Rohard

Ewa ki o, Fedendi ne

“Ah-555-A0F7 436-555-21 he

Foarn 31 beasberdescheol k1 Zoauy S3E-S55-30T0

ZT5-555-303F

Aom 32 herher ol

H Bamiramr , Michalas: o Al e H PR DT LA6-550-202% 434-555-2T64

2 D, Carvline Kay oo b beacherdschml kT oagy S30-D5E-3050

10 Bsreesn, Carlng Ann Tl A2 <35-55E5-a0=
1t Callistar, Li mm AR Dewc e &l k17 “Th-555-2047
12 Ghristezen, Iyrest Joom oY beacherSuschool k12 caus SAh-SSN-F050
IS Clyce, Linds oom &1 heachereeshml k1 ooy £56-555-30E0

next to Listing Options. The selected staff group appears.

Staff Directory (Substitutes Only)

Start uni:h Stadf

Haome §

School #

Ligtimgoptions: Al - Tee:her

& Mame Roomi Emall

I Fugal, Zarah Room |03 lemher®sihosl k2.2 436-555-2102 436-535-31c64
Group Emeil:
Highlig=t -- = Capay - -» Pasts into wour faverite emeil client
teachanischocl k12 .ca.us,
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4. Click the individual's email address to send an email message to that staff member.
Alternatively, select the email addresses in the Group Email field. Using your email
application, copy and paste the selected addresses into the address field of a new email

message.
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