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How Teachers Take Attendance
__________________________________________________
Teachers may take attendance through one of two programs:
· PowerTeacher (grades Pre-K – 12)  
· PowerGrade (grades 3 – 12)

For Elementary School, only homeroom teachers will take attendance.  Attendance will be taken only for the homeroom period.  Elementary homeroom teachers will only enter the UNV (unverified) code when a student is not present.  
For Middle School and High School, teachers will take attendance for each period.  Teachers will have the choice of selecting the UNV (unverified), UT (Unexcused Tardy) or ET (Excused Tardy) codes.
Attendance gets uploaded into PowerSchool when the teacher submits (PowerTeacher) or saves the attendance screen (PowerGrade).  Teachers will be trained to submit or save attendance even if everyone in their class is present.  
Using the Absentee Report
_________________________________________________
Use the Absentee Report to quickly generate a list of students who have been marked absent (all grades) or Absent or Tardy (HS/MS)

1.  Under Functions in your Main Menu, click Absentee report.
2.  Select All Students to check for entire school, or click the checkboxes next to a particular grade.

3.  Click the specific Attendance Code to check.  If you wish to check more than one, hold down the Ctrl key while selecting.

4.  For meeting attendance (HS/MS) you may select a specific period; otherwise, leave blank for all periods.  

5.  Click the Submit button.
Viewing a list of Teachers who have not Taken Attendance
_________________________________________________
To run a list of teachers who have not taken attendance:

1.  From the menu list under Functions, click on the Reports link.

2.  From the Reports window, click the Run Reports link.

3.  Under Attendance, click the PowerGrade Attendance link.  
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4.  If you do meeting attendance (HS/MS) you may select the periods for which to run the report.  

5.  Click the Submit button.

Updating Student Attendance
A.  Daily Attendance  (Grades Pre-K – 5)
1.  From the Start page, search for the first student on the Absentee report.

2.  From the Menu List, under Academics, select Attendance.

3.  Make sure the Daily Attendance screen appears.  If it doesn’t, click the Daily link.

4.  Click the link in a week where you want to enter or change the code.  

5. The New Daily Attendance screen opens.  Change the attendance code to the correct code.  Enter any comments that you wish, and the time in and out.   

B.  Meeting Attendance  (Grades 6 -12)
1.  From the Start page, search for the first student on the Absentee report.

2.  From the Menu List, under Academics, select Attendance.

3.  The Attendance screen appears, showing each class on the student’s schedule.  

4.  Click the link for the week where you want to enter or change the code.

5.  The Edit Meeting Attendance screen opens.  Use the drop-down menu to select the correct code.
Entering Attendance for an Extended Period
Use this method to enter attendance for a student who will be out for an extended period, due to illness, vacation, etc.

A.  Daily Attendance (Grades Pre-K – 5)
1.  Follow steps A1 – A3 above.  At the Daily Attendance screen, click the Change Multiple Dates link.  
2.  Enter beginning and ending dates for the absence.  Then use the drop-down menu next to Attendance Code to select the correct reason for the absence.
3.  Click the Submit button.
B.  Meeting Attendance  (Grades 6 – 12)
1.  Follow steps B1 – B3 above.  At the Attendance screen, click the Change Meeting Attendance link.  

2.  Enter the beginning and end dates.  

3.  The Attendance screen appears, showing each class on the student’s schedule.  
Other Attendance Reports
_________________________________________________
PowerSchool offers many other Attendance reports, which you may or may not need.
1.   From the menu links under Functions, click Reports.
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2.  Click the Run Reports link.
3.  Several reports are listed, including the Absentee Report:
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