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Logging In to PowerSchool

· Open Internet Explorer in key in this address when you’re at school:
ps/admin

· You can also log in from home.  Use this address:  http://ps.district158.org/admin
· When the site opens, the log-in box will appear.  Key in:
your_user_name;your_password

· Your PowerSchool user name is the same as your network user name.  The first time you log into PowerSchool, your password is district158.  

jsmith;district158
· Remember to use the semicolon and don’t include spaces!!  Then click the [image: image1.png]


 button.

· Your password will not expire at first log-in; however, for security reasons, we suggest that you change it after the first time you log in.  

· To change your password, in the Menu list, click Setup (under the Personalize) heading.  Then click the Change Password link.  Key in your old password; then key in your new password and verify it by keying it in again.
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Function Description

Changs password  Change current password o  new one.

Defaultlogin page  Sets the default login page.
Initial student scrasn Sets the initial student sreen

Interface Sets interface options.




PowerSchool Start Page
There are 4 sections to the PowerSchool Start Page:

1. Navigation bar

2. Main Menu

3. Search Students screen

4. Home link
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· Return to the Start Page any time by clicking the green [image: image4.png]PowerSchool



 logo.  This is the Home link.
· Words in blue on any screen indicate a LINK.  Click on the link for more information.  
· If you have access to more than one school (very few people will have this), click the School link at the top, center of the navigation bar.  Then select the school you wish to work in. 
· If you have access to more than one Term, click the blue Term link at the top, center of the navigation bar.  Then select the term you wish to work in.
· Be sure to  [image: image5.png]Logout



 when you are finished.  If you do not use PowerSchool for 30 minutes, you will automatically be logged out.  Please reenter your username;password to log back in.
Main Menu
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Functions:  You will probably use these most often:

	Absentee Report
	For Attendance Secretaries – use this to run a report of students who were marked absent by teachers.



	Daily Bulletin
	Read what you and/or other staff members display to the public,

teachers, and/or staff.



	Enrollment Summary
	See instant, up-to-date breakdowns of students’ ethnicity by grade and gender.  Also see total numbers of students in each grade level.  View actual lists of students’ names for each breakdown.



	Reports
	Run reports that are built-in to the system.  

Also, set up your own reports.



	Special Functions
	· Add items to the Daily Bulletin

· Search by specific Criteria



	Teacher Schedules
	Click on a teacher’s name to view their schedule. 

Includes their room number, number of students in each class,

and the names of the students.
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Setup:  You have access to these:

	Personalize
	· Change your PowerSchool password at any time.

· Set your default login page



	Staff
	Search for staff member information:

· Teachers’ schedules

· Staff photos

· Change staff PowerSchool password


Searching for Students
3 ways to search:
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1.  Search Students

Key search criteria into the Search Students box.
· If you key in a name, the program assumes that you’re searching for a Last Name.

· If you want to search for something other than a last name, you can use a combination of field names and search arguments.  For instance the search below will bring up everyone in the school whose first name is Mary:
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· Use this format:


	Field Name
	Comparator
	Search Argument

	First_name


	=
	Mary


· If you wish to search for more than one Search Argument, use a semicolon (;) between statements:

first_name=Mary;grade_level=2

This search would bring up every second grader in the school whose first name is Mary.

Rules for Searches:
1. You may use as many simultaneous search commands as you like.  
2. Be sure to separate each search command with a semicolon (;)  When you put a semicolon between search commands, the program assumes that you mean AND.  Therefore, if you search for all 10th grade students  and all students whose last name Smith, your result will only be the students who fit both criteria; only 10th grade students whose last name is Smith.
3.  You may use any field name to search.  Click the View Field List link (under the Search Students field) for a complete list of fields from the Students table.

4.  When you do a search, the program assumes that you mean Active students.  If you would like to include Inactive students, key in a forward slash / before the field name.  For example, if you key in /last_name=Smith, the result will be all students in your school active and inactive, with the last name of Smith.

5. Most used Comparators are:

	=
	Equals

	<
	Is less than, or before

	>
	Is greater than, or after

	<=
	Is less than or equal to

	>=
	Is greater than or equal to

	#
	Does not equal

	In
	One of the values in the field

	Contains
	The value is contained in the field

	@
	Wildcard


Examples of Searches:

	To Search for:
	Add this in :

	The student whose student ID number is 10731.

	student_number=10731

	All freshmen whose parents have decided that information about their student can not be published.
	grade_level=9;publish_info=no

	All male students whose composite ACT score is more than 21 and whose ACT_English score is less than 20.


	gender=M;ACT_composite>21;ACT_english<20

	All girls who are juniors or seniors.
	gender=F;grade_level>10


	All third grade students who live in Huntley

	grade_level=3;zip=60142

	All students who live on Hillsboro Dr.

	mailing_street contains Hillsboro

	All 7th graders who live in Algonquin

	grade_level=7;mailing_city contains Algonquin


2.   Browse Students
You may use the Browse Students option to search for students by last name, grade or gender.
The All link brings up all the students in your school.  For instance, if you click the letter M, the system will bring up all students whose last name begins with M.  If you click on the number 10, the system will bring up all students in the school who are sophomores.  You may also click on the M for males or the F for females, or ALL for all students in the building.
The Current Selection link will appear after your first search.  PowerSchool remembers the last search you performed and holds it in place for you to perform functions on.
3.  Stored Options

Look in Stored Searches for a search that you or someone else from your school has stored.

To Create a Stored Search:

Note: When you create a stored search, the stored search will be visible to everyone in your school.  You MUST store your searches using the following format:

Username_name of search_month/year
For example…
pfresso_Birthday List_10/07

To keep the system uncluttered, the administration will delete any stored searches are not in this format!!
· Click on the Stored Searches link. 



· Click the [image: image10.png]


 button.

· Give the search a name.   In the Search Instructions field, key in the search commands.  The example below will show all the student’s whose birthday is today.

· If you have more than one search command, key in one command on each line.

· Click the [image: image11.png]( Submit )



 button.
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To Run a Stored Search:
· From the Start page, click on the Stored Searches link.
· Find the Stored Search that you would like to run.  Then click the Run link.
· The results will display with the number of students that the search found.  To see the result names, click on the number:
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Note:  When you find the student you were searching for, double-click on his/her name for more information!

To change a student’s PowerSchool password:

1.  Search for the student, by keying his last name into the Search Students field.

2.  From the Menu list, click the Modify Info link. 

3.  About half-way down that page, locate the Student Web PW field.  Reset that field to student158.

Working with Individual Students
You can find all kinds of information about the student you selected.  Each item in blue is a link to more information.  Remember, to see all the information links, YOU MUST BRING UP THE STUDENT’S NAME FIRST!!
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Best Picks for Screens:

	Bell-Schedule
Matrix View

List View
	Shows the student’s schedule; class, period, time, room, and teacher for each course. 

Each view shows the same information in a different layout.


	Quick Lookup
	Shows this week’s and last week’s attendance, current and stored 

grades for each class, absences and tardies. May click a link on the

quarter grade to see assignments that contributed to the grade. 

Parents see this screen with their account.



	Demographics
	Gives basic information about the student; address, phone, age,

DOB, parent’s phone numbers.



	Activities
	Shows all the activities/sports that the student is in.


	Modify Info
	A screen that stores the student’s PowerSchool ID and password, the parent’s ID and password, locker combinations


Do you want to see the same screen each time you click on a student’s name?  You can set your own default screen:
· From your Start Page, click the Personalize link.

· From the Personalize screen, click the Initial student screen link.

· Use the drop-down menu to select your favorite screen; then click Submit.

Group Functions
After you do a search, you can perform a function on the results of the search.  Click the down arrow as shown below:
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Exporting a List to Excel
1. Search for the group of students that you want:

· For a Class List

· Click the Teacher Schedules link from the Functions menu

· Click the name of the teacher.

· In the Size column, click on the number of students.

· A list of students in that class will appear.  At the bottom of the list, click on the “Make this the current selection of students” link.

· On the Group Functions screen, click the Quick Export link.

· For all students in a particular grade

· Click on the grade number from the Browse Students section of the Start page.

· Use the down arrow next to Select a function for this group of students and choose Quick Export.

· For all students in a particular team:

· From the start page, search for the team.  For example, use the expression, 

Team=6-1

· Use the down arrow next to Select a function for this group of students and choose Quick Export.

3.  On the Quick Export window, key in the field names that you would like on the report.  Key in one field name per line, or separate each line with a semi-colon.  Be sure to key them in exactly!  If you’re not sure of the field names, click the FIELDS link to see the complete list of student fields. Then click the Submit button.
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4.  Select Save, and save the file to your network folder.

5.  Open Excel.  Choose “All Files” from the Files of type field, and click on the text file you just saved.  

6.  Click Next, Next, and Finish.

7.  Your list will open in Excel.  Save the file as an Excel file.

8.  To add the class list to your website (elementary schools only), resave the file as a .pdf.  

Daily Bulletin

The Daily Bulletin is a list of announcements from your school.
1.  Read the Daily Bulletin by clicking the Daily Bulletin link in the Functions area:
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2.  Add items to the Daily bulletin:

· Click the Special Functions link in the Functions area
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· Select the Daily Bulletin Setup link.

· Click New to enter a new item.

· Give your item a title.  Then select a date range.  

· Select the Target Audience:

· Public will view to your school’s Administration, Teachers, Parents (grades 3 – 12), and Students (grades 6 – 12)

· Teacher Users will view to your school’s Administration and Teachers

· Admin Users will view to your school’s Administration only.

· Key your information into the Item Body.
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Class Lists for the Front Doors…
1.  Log into PowerSchool.

2.  From the menu list, click Reports.  Then click Run Reports
3.  At the bottom of the Run Reports screen, you’ll see a Student Listings section.  Click the Class Rosters (PDF) link.

4.  At the Class Rosters (PDF) screen, hold down the Ctrl key as you click on all the homeroom teachers from one grade.  (For instance, all 3rd grade homeroom teachers).

5.  Click the checkbox, next to the number 1 in the A column.

6.  Click the radio button next to are currently enrolled in class.
7.  For size, line height, style, key in 16.  Check the box next to Bold.
8.  In the Heading text field, key in the information, exactly as appears below:
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9.  For the Roster Columns field, key in the information, exactly as appears below:
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10.  Click Submit. 

11.  In the Report Queue, wait until the status says Completed.  Then click the Completed link.

12. Click Save.  Save the file as the grade level, for instance, 1st Grade.

13.  When you open the file, you’ll have a .pdf file with all of that grade level’s classes.  You may print the classes from here.

SAMPLE

When parents open the file, they just need to click on the teacher’s name, which are bookmarks to their class lists.
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Class Lists on the Website…
1.  Open your school website in FrontPage.  Then minimize FrontPage.

2.  Find the grade level .pdf file that you just created.  Click Edit; select Copy.

3.  Maximize FrontPage.  Open the Class Lists folder in your folder list.  Then right-click on the appropriate grade level folder.  Select Paste.  

4.  If you use this method, you won’t need the ClassLists.htm page at all.  You can just put a link for each grade level class list on the right side of your school home page.  Something like this:
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Editing Class Lists if things Change…
If you have to update any teacher’s list, best thing to do is to run the report again for all the teachers in that grade level.  Call the .pdf the same as you had before.  Then go into your web through FrontPage and copy over the new .pdf.

Printing Student PowerSchool Passwords
1. Open PowerSchool
2. Click the Teacher Schedules link.

3. Click on the name of the first teacher who has an advisory.

4. In the Size column, click on the number of students in the Advisory row.

5. A list of students will appear.

6. Under the list of students, click the link that reads Make this the current selection of students.
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7. On the Group Functions screen, click the List Students link.

8. Key in the name of the teacher.  Then key in the following information as shown:
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9. Click Submit.  A list of students and their PowerSchool Passwords will appear. 

10. Print the list.

11. Repeat steps 2 – 10 for the next advisory teacher, until all are done and printed.

12. Place the lists in each teacher’s mailbox.

Parent Phone Lists

1. For High School, click on the Term link and change the term to 07-08 1st Semester.  For Middle Schools and Elementary Schools, leave the term as 07-08 Year. 

2. From the side menu, click the Reports link.   Then click Run Reports.

3. Scroll down to the bottom of the page and select Class Rosters (PDF)
4. Click on the first teacher’s name.

5. Make sure all the boxes are unchecked in the Meetings section.

6. Heading font should be Times

7. Size should be 10, and bold.

8. Print heading on the first page of each class.

9. In the Heading text field, key in exactly as shown below:

^(teachername)

^(expression)

^(coursename)

10. Column title font should be Times

11. Size should be 8, bold

12. Roster Font should be Times

13. Size and line height should be 8

14. In the Roster columns field, key in exactly as shown below.  If you wish, you may copy this text and paste it directly into the field box.

lastfirst\Name\1.25\L

parent_1_rel\Relationship\.50\L

parent_1_first\First Name\.50\L

parent_1_last\Last Name\.50\L

parent_1_homep\Home\.80\L

parent_1_cellp\Cell\.80\L

parent_1_workp\Work\.80\L

parent_2_rel\Relationship\.50\L

parent_2_first\First Name\.50\L

parent_2_last\Last Name\.50\L

parent_2_homep\Home\.80\L

parent_2_cellp\Cell\.80\L

parent_2_workp\Work\.80\L

15. Change the left and right margins to .25.

16. Change the Orientation to Landscape (horizontal)

17. Click Submit.  When the report is completed, click the Completed link to bring up the .pdf file.  It will look something like this:
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18. Save a copy of the file, naming it the teacher’s last name.

19. Repeat the process for the next teacher, until all teachers’ reports have been run, saving each as the teacher’s last name.  For quarter classes (some high school and some middle school only) you will need to change the Term to the correct quarter before you run that particular teacher’s report.  Be sure to change it back when you are done with that teacher!

20. Email each teacher his/her .pdf file, as an attachment.  

Important!!�You can perform several functions on the same group of students!! PowerSchool will remember the students in the group until you change the group.
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4 – Home Link
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3 - Search Students
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Click Here





To access all these functions





Links to the .pdf files that you created.
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