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Introduction  
The purpose of this course is to introduce school office staff and administrators to the 
basic functionality of PowerSchool. This course focuses on administrative functions 
and is mandatory for all DISD users who will be required to access the student 
information system to perform their job responsibilities.  

PowerSchool is a web-based application installed on a server hosted for DISD in a 
server facility that PowerSchool Group maintains. As a web-based application, 
PowerSchool functions in real time, meaning that users see information the instant 
that it is updated in the system.  

In this course, you will learn the functional areas of the Start Page, how to switch 
schools, select terms, navigate the system and perform basic to complex searches for 
students. You will also learn how to save lists of students, run reports, print mailing 
labels, access the master schedule, teacher schedules and export data into Microsoft 
Excel.  

Upon completion of this course, you will be able to:  

• Sign-in to PowerSchool  

• Understand the four components of the Start Page  

• Navigate between pages and use navigation buttons  

• Use menu options to perform various school-level functions  

• Perform basic to complex student searches  

• View student records  

• Save lists of students  

• Access common Functions  

• View attendance totals and school enrollments  

• View the school’s master schedule and teacher schedules  

• Run reports  

• Export data  

• Sign out of PowerSchool  

Note:  

 
  

 
  

  

NOTE :  Indicates additional information about the current PowerSchool  
feature.  

  

NOTE :  Indicates additional information about the current PowerSchool  
feature.  
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Sign In to PowerSchool  
There are four types of users that will sign into PowerSchool to perform specific 
tasks.  These role types are, school administrators, staff members, teachers, 
substitutes and parents/students. PowerSchool is web-based application and each 
user role signs in slightly different.  To access the system, in the address bar of the 
browser, type the URL of the server, plus the extension that matches your role level 
of access to PowerSchool:  

Administrators: http://PowerSchool.dallasisd.org/admin  

NOTE:. To sign-in to PowerSchool, first launch the internet browser, 
then in the address bar enter the DISD PowerSchool server URL 
address followed by a forward slash / followed by the role type. 
For school administrators and office staff you will enter /admin, 
then press Enter. The PowerSchool Sign in Page   

  

  

  

  

  

  

  

  

should now appear.  

http://powerschool.dallasisd.org/admin
http://powerschool.dallasisd.org/admin
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In the PowerSchool Sign In fields, enter your username and password. Passwords are 
encrypted for your protection on the system, therefore the system displays a dot in 
the Password field for each character you enter. Click Sign In.  

Once signed in, admin users see the PowerSchool Start Page. Admin users can view, 
add, and change staff and student information based on their security permissions.  
Teachers: http://PowerSchool.dallasisd.org/teachers  

  NOTE: Teachers access the PowerSchool Teacher Portal by entering the  

 Internet address of their school district's PowerSchool server followed     by 

/teachers in the address field. Using the portal, teachers can take attendance and 

view the daily bulletin, print reports, and view grades  

  and student information.  
  

Substitutes: http://PowerSchool.dallasisd.org/subs  

  

  NOTE: Substitute teachers access limited functions in PowerSchool by   entering 
the address of the school district's PowerSchool server   followed by /subs. 
Substitutes can take attendance and view  
 the daily bulletin.  
  

Parent/Student: http://PowerSchool.dallasisd.org/public  

  NOTE: Parents and students sign in to the system by entering the   Internet 
address of the district's PowerSchool server in the     address field of a web 
browser (/public appears at the end of  

the Internet address after they press Enter.) Using the  
  PowerSchool Student and Parent portals, students and parents   can view 
attendance, assignments, grades, and teachers'  

comments in real time.  
.     

The Start Page  
The Start Page contains four main areas: the header, the navigation toolbar, the 
main page, and the main menu. Once you understand the features and functions 
in each of these areas, it is easier to use PowerSchool.  

  Header  Navigation Toolbar  

http://powerschool.dallasisd.org/teachers
http://powerschool.dallasisd.org/teachers
http://powerschool.dallasisd.org/subs
http://powerschool.dallasisd.org/subs
http://powerschool.dallasisd.org/public
http://powerschool.dallasisd.org/public
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The Header  
• The header includes the PowerSchool icon, the name of the staff member, a 

link to the Help menu, and a link to sign out of the system.  

• The PowerSchool icon is a link to return to the Start Page.   

• Click Help to access definitions, explanations, and how-to steps related to 
the content that you are viewing.   

    
The Navigation Toolbar  

• The navigation toolbar includes the School menu, the Term menu, the 
navigation path, and navigation buttons.  

• The first feature of the navigation toolbar is the School menu. To open the 
School menu, click School.   

  

  
  

  

  

Main Page  Main Menu   
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• The Term menu defaults to the current term. To open the Term menu, click 

Term.  

• From the Term menu, select a school year and term to work with.  

  
• Once you leave the Start Page for another page, the page names appear in 

the blue banner in the navigation toolbar. These are called the navigation 
path, or breadcrumbs. The previous page names appear as links in the 
navigation path. Click a link in the navigation path to return to that page.  

  

• The exclamation point  is the Notification icon. Click 
this button to review information regarding your password security and 
other system-generated messages.  

• The button that looks like a piece of paper with writing on it 

 is the Report Queue button. Click this button to view any 
report requests, or "jobs," that you have in the system report queue.  

  
  

  

  
  

NOTE :  If you work at the District Office or work at multiple schools;  
use the School menu to change the schools.  
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• The button that looks like a printer  is the Printer button. 
Use this button to print the PowerSchool page that you are viewing.  

The Main Page  
• Use the main page area of the Start Page to conduct student, staff, and parent 

searches.  

The Main Menu  
• Use the links in the main menu of the Start Page to access other PowerSchool 

features.  

• The main menu is divided into five sections, with similar tasks grouped 
together.  
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Fundamental Searches for Students  
On the main page, click a tab in the search area to begin your search. The Students 
tab is the default tab. On the Students tab, search for an individual student or 
groups of students.  

You have several ways to search for students in PowerSchool.  

Browsing Students  

  
Click one of the search links to conduct specific, single-criteria searches. Using 
the links, search for students by:  

• First letter of the student’s last name  

• Grade level  

• Gender  

• All currently enrolled students  

Or   

You can type the following:  

• Student’s lastname  

• Student’s number  

Smart Search  
Smart Search is an auto-completion feature that works with the search field. 
Once enabled, as you type in the search field, you will see a suggestion menu 
below the field relating to possible student or staff names, fields, or stored 
searches. Use the cursor to select one of the suggestions, or continue typing in 
the field.  

  
NOTE: You must enable Smart Search in order to use it.  
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1. On the school Start Page, click Personalize located on the Main meu, under 
Setup.  

 

 
3. Check Enable Smart Search.  

  
2.   Click  Interface.   
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4. Check Include Inactive Student/Staff Results (optional).  

5. Click Submit.  

Search for Students District Wide  
If your search results do not find the student you are searching for, you can use the 
district wide search command to find the student as the student may have 
transferred out.    

  
NOTE: The District Search results will be view-only.  You will not be  

  able to open the student record.  
    

  

To perform District Search follow the steps below:  

1. On the Start Page, click the District Search tab.  
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2. Select a comparator for the field(s) you will search by.  

3. Enter field data to search, for example Last Name contains Smith, First 
Name starts with “Mic”.  

  

NOTE: You must enter at least 3 characters for Last Name, First Name  
and Home Phone.  

    

4. Press Enter or click the Search tool.  
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for your account.  

View Individual Student Pages  
After searching for students, select a student to access the student's individual 
pages.   

  
The student page main menu is categorized by five sections:  

• Information  

• Academics  

• Administration  

• Enrollment  

• Scheduling  
     
The Student Pages  
The student pages contain core student’s information as described in the table below:  

  NOTE: The viewable pages will vary based on the security settings  

  

  

Student Page  Description  
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Quick Lookup  View a summary of the student’s schedule, teachers, 
current grades, standards-based grades, and 
attendance. This page mirrors the page parents and 
students view through the PowerSchool Student and 
Parent Portals.  

Print A Report  View a menu of available reports. Types of reports 
are separated by dashes. The first group of reports 
is Form Letters. The second group of reports is 
Report Cards. The last group of reports is Object 
Reports.  

Switch Student  Quickly access another student’s information by 
entering the student’s name in the field on the 
dialog box.  

List  Return to the Student Selection page and view the 
last group of students you selected. Use the right 
and left arrows to switch to another student in the 
group.  

Information  

Access Accounts  View both student’s and parent’s portal access 
information. Add and edit access accounts. Also, 
search for parent/guardian access accounts on the 
Start Page.  

Addresses  View and edit both the student’s physical and 
mailing addresses.  

Attachments  View and download documents attached to the 
student’s record.  

Custom Screens  View a list of the custom student pages that your 
district or school has created.  

Student Page  Description  

Demographics  View and edit the student’s basic demographic 
information.   

Emergency/Medical  

  

View emergency contact and doctor information; 
also add a Medical alert for a student.  
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Family  View and edit a list of the selected student’s siblings 
or relatives who attend any school that uses your 
PowerSchool server.  

Health  View and edit the student’s health and immunization 
information.  

Modify Info  View and edit student information such as family 
rep, homeroom, locker number, and district and 
school entry and exit dates.   

Other Information  

  

View and edit miscellaneous student information 
such as school and course fee exemption status and 
if the student is excluded from class rank. Also, use 
this page to add an Other alert for a student.  

Student Email  Add and edit the student’s email address.  

Parents  

  

View and edit the student’s mother’s and father's 
name and daytime contact information. If applicable, 
view and edit a guardian’s name and information. 
Also add a guardian alert using this page.   

Photo  View the student’s photo. Also, submit a new photo 
for the student using this page.  

State/Province  View and edit information for regulatory compliance 
reporting that is specific to your region's 
requirements, if applicable.  

Transportation  Use this page to log student transportation 
information to and from school.  

  
Academics   

Attendance  Use this page to view and change the student’s 
attendance record.  

 
Academics  

Enter Attendance  Use this page to change a student’s meeting or daily 
attendance for the current week.  
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Cumulative Info  View the student’s GPA and class rank information. 
Your school decides what information appears on 
this page.  

Graduation Plan Progress  View the graduation plan(s) selected for this 
student and the courses the student has completed, 
waived, or is currently enrolled in, to fulfill these 
requirements. Your district creates the requirements 
for this page.  

Graduation Plan Selection  Use this page to select the graduation plan(s) and 
post-secondary plan(s) the student is trying to 
complete.  

Graduation Progress  View the list of graduation requirements for your 
school and the courses the student has completed, 
or is currently enrolled in, to fulfill these 
requirements. Your school creates the settings for 
this page.  

Historical Grades  View and modify the student’s academic record. Use 
this page to enter historical grades for students who 
transfer to your school.  

Honor Roll  View a list of all of the times the student made the 
honor roll.  

Standards  Use this page to view the student’s progress 
compared with specific standards outlined by your 
region, district, and school.  

Teacher Comments  View comments that teachers enter in  
PowerTeacher. The student’s internal ID number is 
listed at the bottom of the page.  

Term Grades  View the student’s grades as they were stored and 
reported on his or her report cards during the 
current or previous years.  

Test Results  

  

View and enter the student’s test scores on 
standardized tests, such as the SAT, ACT, or 
regional norm-referenced tests. Your district 
determines what tests and scores to track in 
PowerSchool.   

Truancies  Use this page to log incidents of student truancy.  
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Academics   

Administration   

District Specific  View and edit information that certain school 
districts track in PowerSchool.  

Fee Transactions  View the student’s financial transaction information, 
including beginning and current balances. Use this 
page to record new transactions.  

Log Entries  

  

Add and view log entries that describe a student's 
behavior, performance, or activity. Use this page to 
add a Discipline alert.  

Lunch  View and edit the student’s lunch status information, 
lunch ID number, and current lunch balance.  

Lunch Transactions  View all of the student’s transactions in PowerLunch 
for the current year.  

Net Access  View a summary of the number of times that the 
parent and student have accessed the PowerSchool 
Student or Parent Portals via the Internet.  

SEOP Review  View Student Education Occupation Plan 
information, most often entered and edited by 
school counselors.  

Incidents  View a list of discipline incidents associated with the 
student. Use this page to add, edit, or delete 
discipline incidents.  

Enrollment   

Activities  View and edit the activities in which the student is 
involved. Your school determines what activities are 
available.  

All Enrollments  View a list of all courses in your district that the 
student has been enrolled in, as well as the date the 
student entered and existed the course, since your 
district began using PowerSchool. Select View to 
see the final letter grade and final percentage, as 
well as a list of the assignments and scores for the 
course.  
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Academics   

Functions  View a list of functions that you can perform for this 
student, including printing a report, transferring out 
of school, re-enrolling in school, transferring to 
another school, enrolling in a course at another 
school, and recalculating the lunch balance.  

Special Programs  Use this page to enroll the student in a special 
program, such as a special education-related or 
gifted and talented program. Your school determines 
what special programs to track in PowerSchool.  

Transfer Info  View the student’s current and previous enrollments 
for each school year your district has used 
PowerSchool.  

Scheduling     

Bell Schedule View  View the student’s schedule for the current week.  

List View  View the student’s schedule for the selected term in 
a list format.  

Matrix View  View the student’s schedule for the selected term in 
a graphical format.  

Modify Schedule  View and modify the student’s schedule manually or 
use the automated scheduler. Also enter student 
course requests.   

Request Management  Use this page to modify the student’s schedule 
request, override prerequisites, manage course 
recommendations, and view or modify course 
requests for the current or upcoming school year.  

Scheduling Setup  View and edit the student’s scheduling preferences 
for use with PowerScheduler and the End of Year 
process. Use this page to define the student’s next 
year grade level, next year school indicator, and 
whether PowerScheduler should schedule the 
student.  

  
  

Quick Lookup  
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  NOTE: At the top of the student pages menu, you'll see links to two  
  most frequently used student pages: Quick Lookup and Print  
   A Report.  
  

  

On the student’s Quick Lookup page;  

• At the top, left of the Quick Lookup page, you might see alert icons. Each icon 
represents a different alert. By hovering over an alert icon; the system will 
identify what type of an alert it is, for example, Medical, Parent, Discipline, 
Fees and Other.  

  
•   
• You can view a his/her attendance for the prior week and for the current week.  
• You can also see a his/her grades and attendance for each class in the current 

term.  

• Below the student’s listed classes, in the middle of the page, you will find the 
students current simple GPA.   

  

  

  

  

  

  

  

  

NOTE :  By clicking an alert icon, the system will display a window with  
a short explanation of the alert.   
  
These alerts are entered on various student screens, for  
example the Medical (Emergency/Medical Screen), Parent  
( Parent Screen), Discipline (Log Entries Screen), Balance (Fee  
Transactions Screen) and Other (Other information Screen).  
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Print a Report for an Individual Student  
Generate a report for a single student using built-in report templates.   

1. Search for and select a student.  

2. From the student pages menu, click Print a Report.  

  

3. From the “Which report to print” menu, select a report.  
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4. Determine the enrollment period if you are printing schedules, or the time 

period if you are printing a fee list.  

  
5. Select a watermark (optional), and choose when to print (default is ASAP).  

6. Click Submit.  

7. When the Print Que appears and status shows Completed, click View.  
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8. The Report appears in the new tab window.  Click the new tab to view the 
report.  

  

9. Use your browser’s print function to print the report.  

    

NOTE :  By Right clicking the View link, then choosing then  Open Link 
in New Tab , another window tab will appear at the top of  
the screen with the report results allowing you to toggle  
between the PowerSchool tab window and the Report tab  
window.   
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Search using Field Names  
Search for student records using fields, comparator symbols, and text to locate the 
student or students based on matching attributes.  

When you create a search command, it consists of three parts:  

  [Field name] [Comparator] [What you’re looking for]  

  first_name   =    James  

In the search area of the Start Page, click View Field List to see a list of student 
field names.   

 
• Use comparator symbols in search commands to compare a value to what 

you’re looking for.  

• The results of the search will appear in the Current Student Selection area of 
the Start Page.   

  

  

  

  

  

  

  

NOTE :  After clicking on the View Field List link, the PowerSchool Field  
List page appears.  
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Symbol  Means  Does  Example  

=  Equals  Finds exact match   
First_name=cody  

<  Less than  Finds all matches less than the 
number you enter  

Grade_level<11  

>  Greater than  Finds all matches greater than the 
number you enter  

Grade_level>3  

<=  Less than or 
equal to  

Finds all matches less than or 
equal to the number you enter  

Grade_level<=10  

>=  Greater than o 
equal to  

rFinds all matches greater than or  
equal to the number you enter  

Grade_level>=4  

#  Does not equal  When used as a search command, 
returns all matching results   

  

  

When used as a comparator, finds 
everything that doesn’t match 
what you entered  

Football#  

Returns all students who 
have the Football check  
box selected  
Football#1  

Returns all students who 
don’t have the Football 
check box selected  

in  One of these 
values is 
present in the  
field  

Finds all matches that contain one 
of the items you entered  

Last_name in 
smith,jones  

  

Contains  Value is 
contained in 
the field  

Finds all matches where what 
you’re looking for is anywhere in 
the field  

Street contains maple 

!contain  Value is not 
contained in 
the field  

Excludes matches to what you 
typed  

Street !contain maple 



Search using Field Names      June 2018  24  

@  Wildcard  Fills in unknown information in the 
search  

 last_name=@ski  

Finds any student whose 
last name ends with 
“ski,” such as Kowalski  

    
Additional Search Commands  
To access both active and inactive student records, begin the search command with a 
forward slash (/). For example, if you search for /Smith, you will find all students 
with the last name Smith, regardless of whether or not they are currently enrolled.  

  
NOTE: By default, PowerSchool retrieves active student records when  

    you perform a search. However, you might search for students who 
preregistered for next year, transferred or dropped out of  

school midyear, or graduated early. These student records are  
 inactive.  

    

  NOTE: Other commands can be added to a search to look for student  

 status information.  

    

Examples of Additional Commands  
Command  Use  

alert_medical#  
For students with medical alerts  

/enroll_status=-1  
For preregistered student  

enroll_status=0  For active students only  

/enroll_status#0  
For any student who isn’t active  

/enroll_status=1  
For inactive students only  

/enroll_status=2  
For transferred-out students  
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/enroll_status=3  
For graduated students  

/enroll_status=4  For historical grades imported for students who were 
never active in the PowerSchool application  

mother contains -  
For mothers who have hyphenated names  
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Compound Student Search  
Compound Searches combine two or more search commands into one; this allows 
multiple searches simultaneously.  

  
  NOTE: To create a compound search, start with your first search 

command, then, ADD a semicolon (;) followed by your second  
    search command.  

  

  

To conduct more complex searches, use the general formula:  

Field   

Name  

Comparator  Search 
Argument 

Compound   
  

Field  
name  

comparator  search 
argument  

Grade_Level  =  9  ;  Gender  =  F  

  

  NOTE: Use the filter option in the View Field List to limit the fields to  
 those that contain certain letters or keywords. Reference p22.      Click the field 
name to add it to the search field. Add a   comparator and a search argument to 
complete the search  

query.  
  

  

Examples of Compound Searches  
Find all Grade 9 students that live on “Maple” street or road or any other related 
street types of “Maple”  

Grade_level=9;Street contains Maple  

Find grade 9 students enrolled after the first day of school  

  Grade_level=9; Entrydate>22/8/2016  

Find boys who play football and soccer  

  Gender=m;Football#;Soccer#  

Find students who’s lastname begin with L-U  

  Last_name>L;lastname<U  

Find Grade 9 and 10 boys who play baseball  

 Grade_level<11;Baseball#  
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Search Codes  
A search code is a special type of search command that starts with an asterisk (*). 
These codes are also listed in the field list. When there is no field name for the 
information you want, check to see if there is a search code that meets your needs. 
On the Start Page, click View Field List and scroll to the bottom of the field list to 
see a list of the available search codes.  

  
  

Enter search codes as you would any search command in the search field. For 
example, to find students born on November 10, enter *birthday=11/10 in the 
search field, and press Enter.  

Search Code  Comparative  Search Argument  

*birthday  =  11/10  

You can also combine search commands with search codes to perform a compound 
search. For example, to search for 11th-grade students who were enrolled as of 
January 10, enter *as_of=1/10/2017;grade_level=11.  

Search 
Code  

Comparative  Search 
Argument  

Compound  Search Code Comparative  Search 
Argument 

*as_of  =  1/10/2017   ;  Grade_Level   =  11  

  

  NOTE: Keep in mind that when using the *as_of code in a compound  
 search, this search code MUST COME FIRST.   
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Examples of Search Codes  
  

Search Code  Does  Example  

*birthday  Finds students whose 
birthdays are today, 
on a certain date, or in 
a specific range  

*birthday=today  
*birthday=4/1  
*birthday>=4/1;  
*birthday<=4/30  

*as_of  Finds students who 
were active on the 
specified date  

*as_of=8/31/2016  

*not_enrolled_in_period  Finds students who are 
not enrolled in a course 
for the specified period  

 *not_enrolled_in_period=1  

*enrolled_in  Finds students who are 
currently enrolled in a 
specified course and 
section  

 *enrolled_in=1200  
*enrolled_in=1200.4  

*not_enrolled_in  Finds students who are 
currently not enrolled 
in the specified course  

 *not_enrolled_in=1200  

*has_completed_course  Finds students who 
have at least one 
historical grade entry 
for the specified 
course 

*has_completed_course=1200  

  

*has_not_completed  Finds students who do 
not have any historical 
grade entries for the 
specified course  

*has_not_completed=1200  

*cumulative_credit_hours  Finds students with the 
specified number of 
credit hours  

 *cumulative_credit_hours=12 
*cumulative_credit_hours<15 
*cumulative_credit_hours>5  

*number_of_classes  Finds students who are 
currently enrolled in the 
specified number of 
classes  

 *number_of_classes=8 
*number_of_classes<8  
*number_of_classes>7  
*number_of_classes#8  
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Search Code  Does  Example  

*attendance_points  Finds students who 
have the specified 
number of attendance 
points in any course, 
during a specified term 
or between a specified 
range of dates  

*attendance_points>9  
*attendance_points(S1)>9  
*attendance_points(8/28/17, 

, 12/20/17)>9  

*hours_requested  Finds students who 
have course requests 
for the specified 
number of credit hours  

*hours_requested<6  
*hours_requested>8  
*hours_requested=10  

*special_program  Finds students who are 
enrolled in the specified 
special program  

 *special_program=gifted and  
talented  

*fee.fee_balance  Finds students who ow 
money on their 
student fee accounts  

e*fee.fee_balance>0  

*secondarystudents  Finds students who are 
scheduled in classes at 
your school but also 
attend another school 
within DISD.  

 *secondarystudents=all  

    
Using the Advanced Search Feature  
Use the Advanced search options to refine, add, or subtract from the search results. 
When you check Advanced on the Start Page, you separate the search results from 
the current selection. You are verifying that the search worked before making the 
students the current selection.   

In the following example the desired search outcome will be Grade 10 and 11 male 
students who play football or soccer.  Examples of SET, ADD, SUBTRACT and WITHIN 
will be demonstrated.  

1. On the Start Page, Check Advanced.  
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2. On the Search bar enter Soccer#, press Enter.  

3. Click Set, this will set these students, the Soccer students, as the current 
student selection, replacing the previously selected students.  

  
  

  

  

  

  

NOTE :  After clicking Advanced you will now have two separate search  
result areas, the Search Results (top window) and the Current  
Student Selection (bottom window).  
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4. In the Search bar enter Football#, press Enter.  

5. Click the Add button, this will add the Football students to be in the list with 
the Soccer students.  

  
  

  

  

TIP :    By clicking  Set , this command restarts the current student  
selection list. The student list you might have previously had  
selected are now replaced with the new student list.   



Compound Student Search      June 2018  32  

 
In this next step, you will exclude all female students from the list.  

6. On the search bar, enter Gender=F, press Enter.  The female students are 
now displayed in the Search Results (top window).  

  

  NOTE: Alternatively you could have also searched for Female students   by 

clicking on the search link F (for Female).  

    

  

NOTE: You will notice that the football students are now added to the  
Current Student Selection list.  
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7. Click the Subtract button.  All female students who play soccer or football will 

then be removed from the Current Student Selection list (bottom window).  

 
In this next step, you will compare the student names in the Search Results (top 
window) with the students in the Current Student Selection (bottom window) and 
where there’s a match those students will remain in the Current Student 
Selection (bottom window).  Your goal here is to only have 10th and 11th male 
students who play either Soccer or Football in the list.  

  

  

NOTE :  You will notice the female students are now removed from the  
Current Student Selection list.  
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8. On the Search bar, enter Grade_Level in 10,11 then click Enter.  

  

9. Click Within, this will now compare the students in the Search Results with 
those in the Current Student Selection and where there’s a match, those 
students will remain in the Current Student Selection (bottom window).  

 

  

  

NOTE: The Current Student Selection now lists all boys in 10 th  and  
11 th  grade who play either soccer or football.  
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Work with a Group of Students  

Group Functions  
Once you select a group of students, you can perform a variety of tasks by accessing 
the Group Functions Menu.  There are several locations you can access the Group 
Functions Menu, the initial menu you will find on the Start Page.    

1. To access the Group Functions Menu, first select a group of students  

• Select by clicking on a letter (for lastname), grade level, gender, All, or 
Select by Hand.  

2. Click the Group Function arrow, the menu will appear.  

     
Selections by Hand  
After you select a group of students, such as grade 11 students, you can narrow 
down the selection by using the Select By Hand feature.  

  
  NOTE: Selection by Hand can be used to select a subset of 

students from a generated command search.  
    
   

To select certain students within the current selection, follow the steps below:  

1. Click to select a group of students, for example, click 11th grade.  

2. Click Select By Hand button.  
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3. Click the top check box, next to the Student column title, to clear the 
currently selected students.  

  
4. Select the students you want in the group.  

5. Click Update Selection.  The students you selected are now the current 
selection.  

Using Student Screens  
Use the Student Screens function to navigate to the same student page for a 
selection of students.  

1. Search for a group of students.  

2. Click the Select Function arrow and choose Student Screens.  
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3. From the Student Screens page, choose the student page you wish to view 

for the selection of students  

  
4. Click Submit.  

5. Click a student’s name from the left-side of the screen.  
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6. Click the name of each student whose student page you want to view.  
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Stored Searches and Stored Selections   
The difference between a Stored Search and a Stored Selection is that a Stored 
Search is a search command.  A Stored Selection is a saved list of students or staff. 
A Stored Search is dynamic, meaning each time you run it, the list of students or 
staff names will update as they meet the search command criteria.  

Stored Selections are static lists of students or staff that hold the actual list of 
names from the time you create the stored selection.  

You can store search information of students and staff in PowerSchool by using two 
different methods:   

• Stored Searches  
• Stored Selections  

  

 NOTE: Stored Searches are District wide, therefore will be created by the District 
Office. All users will have access to run the Stored  

   Searches created by the District Office.    
  

A stored selection is a snapshot of a group of students at a particular time and does 
not change when information changes. However, it is suggested that you periodically 
delete and re-create your stored selections to refresh the data.  

Each user manages his or her stored selections and can publish a stored selection for 
other staff members at your school to use.  

  
NOTE: When a Stored Selection is shared with other users at your  

  school, other users have the ability to modify the list.  
    

  

You can create an additional stored selections from previously created Stored  
Selections. For example,  

Stored Selection #1  

Stored Selection #2  

Stored Selection #1 + Stored Selection #2 = Stored Selection #3  

    
Working with Stored Searches  

Run a Stored Search  
After you have created a Stored Search you can run the search by following the steps 
below:  
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1. On the Start Page, click Stored Searches.  

  
2. The Stored Search page appears.  Click Run Search.  

 
  

  

TIP :    When you click Run Search, the Group Function page will  
appear.  
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The Current Student Selection field at the top of the page, will display the number of 
students selected. You can now perform an action for the selected stored search 
result.  For example, enter mass attendance, export the list of students, print a 
report, labels, or the student’s schedules.  

At the top of the Group Functions page, displays the number of students in the 
selection.  You can click on the number to list the students.  

    
Working with Stored Selections  

Store a Selection  
To create a stored selection of students, follow the steps below.  

1. Search for and select a group of students.  
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2. Click the Group Function arrow and under Search choose Save Stored 

Selection.  

  
3. In the field, “Name of new selection”, enter a name for the stored selection of 

students.  
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4. From the list of options, select SAVE the current selection with a new name.  

  
5. Click Submit.  

    
Edit the Name of a Stored Selection  
Although you cannot remove records from a stored selection, you can change its 
name. To add records to a stored selection.  

1. On the start page, click Stored Selections. The Stored Selections page 
appears.  
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2. Click the name of the stored selection you want to edit. The Edit Stored 
Selection page appears.  

  

3. Change/Edit the name of the Stored Search.  

4. Click Submit.  

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

1. On the start page, search for and select a group of students that you want to 
use to add to or combine with another stored selection. A list of students 
appears in the Current Student Selection section.   

2. Click the Select Function arrow. The Group Functions pop-up menu appears.  
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3. Click Save Stored Selection. The Stored Selections page appears.  

  

    
4. Use the following table to select one of the options:  

Field  Description  

Add  

To add records to the current selection from one or more 
stored selections, select the checkboxes next to the stored 
selections and select the Add option. Leave current 
selection as the name of the new selection.  
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Filter  

To include only records in the current selection that are also 
included in any chosen stored selections, select the 
checkboxes next to the stored selections 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 selections, select the 
checkboxes next to the stored selections and select this 
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 selections, select 
the stored selections and select this option. Enter a name for 
the stored selection.   

5. Click Submit. The Stored Selections page displays the new or modified stored 
selection.  

    
Delete a Stored Selection  
You can delete any or all of your stored selections, including the stored selections 
that you publish.  To delete a Stored Selection, follow the steps below:  

1. On the start page, click Stored Selections. The Stored Selections page 
appears.  
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2. Select the Delete option.  

3. Select the checkboxes next to the names of the stored selections to be deleted.  

 

4. Click Submit. The Stored Selections page appears without the deleted stored 
selections.   

Publish a Stored Selection  
Since stored selections are user-specific, you manage your own set of stored 
selections. However, you can publish a stored selection to all users for your school.   

  

  
TIP: 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 a school (or district) can delete the stored  
  selections that others publish. When a user who 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.   
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2. Select the Publish option.  

3. Select the checkboxes next to the names of the stored selections to be 
published.  

 

4. Click Submit. The Stored Selections page displays the stored selections that 
have been published.  
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TIP :    The Stored Selections page displays the published stored  
selections with the letter “P” under the Published Column.  
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Functions  
This section will provide you with a quick overview and introduction of a few features 
within the Functions menu.  

Attendance  
To access the Attendance page, under Functions, click Attendance.  

  
The Attendance page is divided into four tabs: Reports, Daily, Meeting, and 
Consecutive Absences.  

  
Based on the attendance mode or modes selected on the Attendance Preferences 
page for the school, you’ll see the Daily tab, the Meeting tab, or both tabs.  

Use these tabs to view and filter today’s attendance data. At the top of the page, 
you’ll find a visual representation of certain pieces of information. For example, on 
the Daily tab, you will see tiles that represent the number of absent students, tardy 
students, and students with unexcused absences for the current day. At a glance, 
you see the numbers associated with these categories.  
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Click the Meeting tab to see a quick, comprehensive look at school attendance 
information for today, and to view which teachers have not submitted attendance.  

The date, student counts, and filters all look the same as on the Daily tab. However, 
the Meeting tab has one more section called Attendance Submission Status.  

  
The school-wide percentage for attendance submission status is for the date listed 
below the tabs. Use the Attendance Submission Status section to see which teachers 
have and have not submitted attendance.   

Click Complete to view the list of teachers who have taken attendance. Click 
Incomplete to view the list of teachers who have not taken attendance.  

  
     
Using the Daily Bulletin  
The daily bulletin is a tool administrators use to post announcements, messages, and 
reminders to other staff, students, and parents.  
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Creating Bulletin Items  
1. On the Start Page, click Special Functions > Daily Bulletin Setup.  

2. Click   

3. Enter the date range during which the item will appear in the bulletin.  

 
4. Select the target audience.  

a. Public: All users (administrators, parents, students, and teachers) 
can view the item.  

b. Teacher Users: Administrative users and teachers can view the item.  

c. Admin Users: Only administrative users can view the item.  

 
5. Enter the sort order.  

 
  

  
  
  

  
  

NOTE :  The bulletin is an online bulletin board, not an email utility.  
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  NOTE: An item with a low sort order number, such as 1, will appear   at the 
top of the bulletin.  

  
  

6. Enter an item title, such as Staff Meeting This Friday.  

  
7. In the Item Body field, type the message.   

8. Click Submit.  

    
Editing Bulletin Items  

1. On the Start Page, click Special Functions > Daily Bulletin Setup.  

2. Click the start date of the bulletin item you wish to edit.  

  
3. Edit the Date Range and Target Audience fields.  
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4. Enter the preferred sort order, such as 10.  

  
  

 NOTE: Items that have the same sort order will be sorted by date. Use the default sort 
order of 0 for items that are very important and  need to be listed first.    

  
5. Edit the Item Title and Item Body fields.  

6. Click Submit.  

    
Deleting Bulletin Items  

1. On the Start Page, click Special Functions > Daily Bulletin Setup.  

  
2. Click the bulletin item’s start date.  
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3. Click Delete.  

Viewing All Bulletin Items  
1. On the Start Page, click Special Functions > Daily Bulletin Setup.  

2. Below the list of items, click Show all bulletin items, including expired 
terms.  

     
Enrollment Summary  
The Enrollment Summary page displays a table that breaks down student enrollment 
by grade level, gender, and ethnicity.  
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To Search using the Enrollment Summary for the entire school follow the steps 
below:  

1. On the Start Page, on the Main menu, under Functions, click Enrollment 
Summary. The Enrollment Summary page appears.   

  

Note:  The dark blue numbers represent boys, the pink numbers 
represent girls. Click the dark blue number to view a list of males 
in the group. Click the pink number to view a list of females in the 
group. Click the light blue number to view a list of males and 
females in the group.  

  

  NOTE: To return back to the Enrollment Summary page, click   
  Enrollment Summary on the Main Menu.  

      
2. On the View field, select the view you would like to display, select either 

Scheduling/Reporting Ethnicity or Federal Ethnicity and Race.  
Scheduling/Reporting Ethnicity is the default.  

3. On the Student field, click to select either All Active Enrollments or Current 
Selection.  

4. On the Date field, select a date.  Today’s date is the default.  

5. Click on a pink or dark blue number to select a list of girls or boys. For 
example, clicking on the pink number for 10th Grade girls will display the 
following page.  
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6. Click Make Students Current Selection or Add Students to Current Selection. 

The Group Functions page will appear allowing you to perform tasks for the 
selected students.  

  
NOTE: To return back to the Enrollment Summary page, click   

  Enrollment Summary on the Main Menu.  
    

  

 
  

7. Click on a Grade Level to display the Enrollment by Ethnicity Chart.  The 
Enrollment Summary Chart appears.  

  

TIP :    Click Column or Row headings to view Ethnicity information on  
Flash-based charts.  
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8. Click the column title of a desired Ethnicity group, to display a flash based 
chart.  The Enrollment Summary Chart appears.  

  

  

NOTE :  To return back to the Enrollment Summary page, click   
Enrollment Summary  on the Main Menu.  
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View Schedules  
View the Master Schedule  
The master schedule contains enrollment numbers for each class section.  

You can view the following:  

• Class roster  
• Enrollment number for a section  
• Add students from the class roster to the current selection  
• Make the student’s the current selection  
• Enroll students in a different class  
• Drop them from the class.  

You can select "matrix view" to view the master schedule in a grid format, along with 
links to the class roster page. Or you can select "list view" to view the master 
schedule in a list format.  

  
TIP:  You can change the options again by clicking Show Preferences at  

 the bottom of the Master Schedule page.  
      

To view the Master Schedule, follow the steps below:  

1. Under Functions, click Master Schedule. The preferences page appears, as 
shown in the following illustration.  
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TIP:  The first time you view the master schedule, the master schedule  

    preferences page appears, as shown in the following illustration. You must 

select options that determine what you will see when   you navigate to this page in 

the future. Choose to see all classes   offered during the term, or choose to see a 

certain teacher's  

classes.  
  

Select the options of how you would like to display your Master Schedule. For 
example, you can select Periods or All Periods, Days or All Days, Rooms or All 
Rooms, Teachers or All Teachers, choose the sort order and either Matrix or List 
view.  

 
2. Click Submit.  The Master Schedule appears.  

  

  

  

  

  

Note :   When selecting multi Rooms or Teachers, be sure to hold the Ctrl  
or Command key while selecting.  
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View Teacher Schedules  
From the Functions section of the main menu, click Teacher Schedules.  

To view a teacher's schedule, click a teacher's name.  

From the Teacher Schedule page:  

• View basic term and course information  

• View the settings for a section  

• View a list of students enrolled in the class   
• Take attendance for the teacher  

  

  

  

Note :   The following illustration displays the Master Schedule in Matrix  
format.  
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Exporting Data  

List Students  
Use the List Students function to create a quick report of student information by 
selecting certain fields.   

1. Search for a group of students.  

2. Click the Select Function arrow and under Export choose List Students.  

  

3. Enter a report title, such as Student Helpers.  

  
4. Type a field name, or click Fields and select a field from the Fields list.  
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5. Enter a name for the column title.  For example, if you added lastfirst 

under Field Name for column 1, then enter Name under Column Title for 

column 1. If you added lastname under column 1, then enter Last Name 

under Column Title for column 1.  

6. Specify what additional columns you want on the list by adding more field 
names and column titles.  

7. Select Gridlines if you want lines between rows and columns.  

8. Indicate which field you want to sort the list by.  

9. Click Submit.  
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Perform a Quick Export  
Use Quick Export to search for and transfer data out of PowerSchool and into a 
spreadsheet. You can then manipulate, sort and work with the data. Use Quick 
Export to produce a simple list of students and associated data from the Students 
table.  

For example, you could produce a list of students, their grade level, their locker 
number and their locker combination.  

Fieldname  

First_Name  

Last_Name  

Grade_Level  

Locker_Number  

Locker_Combination  

  

  
NOTE: The Quick Export page is also available via Start > System >  

  Page and Data Management > Quick Export.  
    

1. On the Start Page, search for and select a group of students.   

2. Click the Group Functions arrow. The Group Functions pop-up menu 
appears.  

  NOTE: Alternatively, if you have a current selection of students, 
you can choose Special Functions under Functions in the main  

    menu and then click Groups Functions.  

  

3. Under Export, choose Quick Export. The Quick Export page appears.  
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4. In the text entry box, enter the field names for the information that you 

want to export (one per line).  

5. Click Fields to see a list of field names.  

  

  
6. When you finish selecting fields to export, click Submit.  

7. Save and then open the file using a spreadsheet application.  

  

    

Sign Out of PowerSchool  
To Sign out of PowerSchool follow the step below:  
  

1. On the PowerSchool Start Page, on the Header, click Sign Out.  
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Note :   You will automatically be signed out of the system after a  
certain number of minutes of inactivity.  The number of  
inactivity minutes is configured in PowerSchool by your system  
administration.   
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Summary  
Upon completion of this course, you should have a good understanding of the basic 
features and functionality of PowerSchool.  You should now be able to perform the 
following tasks.  

• Sign-in to PowerSchool  

• Understand the four components of the Start Page  

• Navigate between pages and use navigation buttons  

• Use menu options to perform various school-level functions  

• Perform basic to complex student searches  

• View student records  

• Save lists of students  

• Access common Functions  

• View attendance totals and school enrollments  

• View the school’s master schedule and teacher schedules  

• Run reports  

• Export data  

• Sign out of PowerSchool  
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Summary  


	Introduction
	Sign In to PowerSchool
	The Start Page
	The Header
	The Navigation Toolbar
	The Main Page
	The Main Menu

	Fundamental Searches for Students
	Browsing Students
	Smart Search
	Search for Students District Wide

	View Individual Student Pages
	The Student Pages
	Quick Lookup
	Print a Report for an Individual Student

	Search using Field Names
	Additional Search Commands
	Examples of Additional Commands

	Compound Student Search
	Examples of Compound Searches
	Search Codes
	Examples of Search Codes
	Using the Advanced Search Feature

	Work with a Group of Students
	Group Functions
	Selections by Hand
	Using Student Screens

	Stored Searches and Stored Selections
	Working with Stored Searches
	Run a Stored Search
	Working with Stored Selections
	Store a Selection
	Edit the Name of a Stored Selection
	Using Stored Selection Options
	Delete a Stored Selection
	Publish a Stored Selection

	Functions
	Attendance
	Using the Daily Bulletin
	Creating Bulletin Items
	Editing Bulletin Items
	Deleting Bulletin Items
	Viewing All Bulletin Items
	Enrollment Summary

	View Schedules
	View the Master Schedule
	View Teacher Schedules

	Exporting Data
	List Students
	Perform a Quick Export
	Sign Out of PowerSchool

	Summary

