PowerSchool Instructions
Taking Attendance

We are going to practice taking attendance using “test” data. Your presenter will provide you with

a sample Teacher ID at Washington Elementary. We have a limited number of sample teacher
ID’s, so you may have to share your ID with a partner. If you find you keep getting logged off, it
may be that a teacher at another school is practicing with the same ID. Take a break and try
again in about fifteen minutes if this happens. You also have the option of simply watching a
video of the procedure by visiting www.slcedtech.net and clicking on PowerSchool  then
PowerSchool Instructions and Tutorials. The practice procedures are below:

1. Point your Internet Explorer browser to www.slcedtech.net and
click the PowerSchool Test link near the bottom of the page.
Refer to your Sample Teacher ID to determine which of the three
Test Servers you have been assigned.

2. Use your Washington Elementary teacher identity’s last name as
the username. Your password is 123. Click enter or use your
enter key to log in.

PowerSchool

3. a) If you teach first through third grade, you will only see one class.

Clicking on the chair enables you to take attendance; clicking on
the knife and fork enable you to take lunch count.

Current Classes
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Click chair to take attendance. Click knife and fork to take lunch count.

b) Some sample teachers see a list of subjects. If this is the case,
only take attendance and lunch count for your Homeroom class.
Click on the Homeroom chair to take attendance, and click on the
Homeroom Knife and Fork to take lunch count.

Current Classes
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10.

11.

12.

(NOTE: SLCUSD elementary teachers will ONLY see their
homeroom class listed this year. Next year, upper grade teachers
will see a list of graded subjects on the Current Classes/startup
screen.)

All students are considered “Present” by default.
Click the drop-down menu and select the A.

English 1 - 2(B)

Current attendance code: | (Fresent) =

Dowdle, Jon-Michael O

Eastrnan, Morgan A

Click next to a student’s name to mark them absent. Then click

“Submit.”
Wiai, Simone H I
white, Brady P IA
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. This should take you back to the main screen titled “Current

Classes.” You've just taken attendance. This will need to be
done within the first thirty minutes of class.

If a student is less than a few minutes late. You may mark them
tardy (refer to your school’s attendance policy for more info).

Click the same class chair. Now select Tardy from the drop-down
menu.

English 1 - 2(B)

Current attendance code: | (Fresent) =

Dowdle, Jon-Michael D \‘ Gt
B T (Tardy)

Eastrnan, Morgan A

Click next to a student you've marked absent. The A will turn into
aT. You may also click next to any student to mark them tardy.
Click Submit . Use the same procedure to switch a tardy or absent
mark to present.

Students coming with a late pass from the office will have already
been marked tardy by the attendance office.

If you’ve made an error, you have until the end of the “duty day” to
fix it yourself within PowerSchool. If you realized you made a
mistake after the “duty day,” the attendance office will need to
make the change for you.



13. If all students are present, you still must click the submit key on the
class attendance page. “If all students sit, you still must submit!!!”

14. Now click on the knife and fork. This is where you will enter the
number of lunches your students order. The menus will be

number to match the screen. >(‘

Submit Lunch Counts

Ftudent Main Entras Im Adult Salad #2

Student Alternate Entrea ([ Adult Sandwich #1

Student Pizza ] Adult Sandwich #2

Adult Salad #1 il] Adult 1/2 Sand Spec

Adult Green Salad

| 1717771

Submit

15. Log out and back in a few times taking attendance so you get a
good feel for the process.

The office can generate a list of all teachers who have not taken
attendance; however, they can NOT generate a list for those who
haven't submitted their lunch counts. It will be assumed that if you
took attendance that you also submitted your lunch count.

The following pages have general information about some of the
information and tools within PowerSchool. Our District PowerSchool
site may look somewhat different, and the data on your test site may
not be complete.



Getting Around PowerSchool
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" The chair icon is for taking attendance;

the knife and fork is for elementary lunch counts;

2P

P
=) the backpack contains demographic and historical data;

%l the gradebook allows you to enter and grade assignments.

1. The green PowerSchool logo is a link that will take you back to
the main “Current Classes " page.

PowerSchool

Honmernm t

Takes you to "Current
Classes"

2. On the left side of the Current Classes page are a series of
buttons. These feature your school’s Daily Bulletin and Staff
Directory.

W Current Classes

Daily Bulletin

3. Click on the Daily Bulletin. This will feature bulletin items that
parents will have online access to as well as information that will
only be available to teachers. Remember that clicking the green
PowerSchool logo takes you back to your start page



4. The log out button is in the top, right-hand corner. You will be
logged off automatically after fifteen minutes of inactivity. Itis
VITAL that you keep your PowerSchool account secure and log off
when you aren’t working.

5[ Logout | (7

5. The backpack icon takes you to the information pages about the
students in your classes. Click the backpack of one of your “Test”
classes.
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6. Click on the last name of a few of the students. At the top of each
student’s “Quick Lookup” screen, are a series of “alerts.” These
will open as pop-up window with the necessary information.

Quick Lookup ¥ L = § ¢ Birthday
ChenM‘i f:; WK ﬂﬂ:
i Money
oy owed alert

Alert Parent

Alert pjscipline
Alert

Medical Alert — This will contain any important medical condition
and/or information that the parents want teachers to be aware of
(e.g., asthma, allergies, etc.). Below is an example of the small
pop-up window that will come up for a student’s medical alert.
Clicking the close button will close the alert.

3= Medical Alert

Harnilton, Scott B

Allergic to Peanuts - Contact Schoaol Murse
Imrnediately if ingested

Alert Expires: Hever /

Close

Parent Alert — This alert is rare and would only be used if the
parent could potentially pose a threat to a teacher’s safety or some
other extreme situation.

Discipline Alert — This alert would contain information about a
disciplinary action that a child’s teacher needed to be aware of.
Financial Alert — PowerSchool can be used to collect payments
and/or keep track of money owed. We may see this utilized some
time in the future.

Birthday Alert — This will alert you that a student’s birthday is
coming up.



7. In the right-hand side of the screen is a drop-down menu that
allows you to access a variety of informational screens. Most of
these won't be utilized at the elementary level until the 2008 —
2009 school year.

8. Click on Demographics. This screen provides the home contact
information, which you can access from home.

select screens :_l
Select screens o

| Curnulative Grade Information
: Expressway Demographics
22 Final Grade Entry (Standards)
Final Grade Entry (Traditional)
bdeeting Attendance

Met/Phone Access Summary
Frint A Report

Cluick Lookup

achedule -

9. The demographics page will contain a student’s home address,
phone numbers, and their parent’s e-mail address.

g Demographics ¥ & $
Barnes, Nathan T 8 840002015 CHMS

Name (Last. First MI) Barnes, Nathan T

Addrece 408 Lavrence Expressvay
Address Folsom, CA 95830
Home Phone 916-555-3212

Age 20 yrs 10 months

Aggregste days of

b e Sy 2

Area/nsighborhood

7/11/1986

(37

Radio Shack
979-555-3466
Kevan Barnes

M
g

Amazon -com
Mother's Home Phone 916-335-146%
Mother's Name Annales Barnes

Mother's Work Phone 978-497-4063

10. Click the Logout button on the top, right-hand screen. You will be
logged off automatically after fifteen minutes of inactivity.

[ ] Logout &,



Your PowerSchool Classes

NOTE: The “Test Servers” that contain Washington Elementary ONLY has test data. Our
“real” district server contains your school and your identity. You can't log into our district
PowerSchool site with your Test ID from Washington Elementary. Our District PowerSchool
site has our District logo on it.

. Click on the Start then PowerSchool then PowerSchool -
Teachers.

To access PowerSchool from home, the address is
https://sis.slcusd.org/teachers (Parent access will be at
https://sis.slcusd.org)

. Your SLCUSD PowerSchool username is the same as your Novell
log-in username . Your presenter will tell you which password to
use.

=~ SaN Luis Coastal UNIFED ScHooL DISTRICT
500 i ; .

Lizzie Street | San Luis Obispo, CA 93401
805-549-1200 | district@slcusd.org

PowerSchool
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. Itis going to be VERY important that you help keep PowerSchool
secure by logging off if when you leave your workstation and
keeping your password secure.

Our next task is going to create a secure password that only you
will be able to see. IS&T will be able to reset your password, but
only you will know the password you are about to create: please
keep it that way.



4. Click on the Personalize Button on the left side or the “Current
Classes” page (The green PowerSchool logo will always take you
back to the “Current Classes” page)

5. Click on the Change Password link.

6. Please create a secure password and do NOT share it with
ANYBODY. Click Submit.

7. Take a few moments to explore the information for you own
classes. Also click on the “Bulletin” to see a listing of upcoming
events. Students, parents, and teachers will be able to view
bulletin announcements. However, some bulletin announcements
will ONLY be viewable by teachers.

8. You will NOT be able to take attendance on the District
PowerSchool site unless it is a current school day. Refer back to
“Getting Around PowerSchool” on page four for definitions and a
description of PowerSchool’s various features.



