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Entering Daily Attendance

Note: When attendance needs to be taken by an attendance clerk/office staff member through
PowerSchool, please keep in mind that you should know whether to take Daily or Meeting
Attendance. Daily attendance can only be set up and taken at an elementary school on the daily
page, when there is just one period in the bell schedule used for daily attendance that counts
towards ADA. Also keep in mind that all students are automatically present until their
attendance is changed.

1. From the start page, search for and select the student whose attendance will be entered.

i o)

it} Johnson, Alyssa Faith

ﬁ Johnson, Chase Lawrence
i Johnson, Jacguelyn Maya itored
i} Johnson, Josie Taylor

Bloooo o oo o

2. When on the student’s record, click on the Attendance page from the left menu.

Academics

I Attendance I
Logical Attendance Tracker
Attendance Info
Career Information Tracker

Counselor Dashboard
Cumulative Info

Enter Attendance
Graduation Plan Progress
Graduation Plan Selection
Graduation Progress
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3. On the attendance page, click on the Daily option

Attendance %

Jones, Johnny

4. Select the first letter of the day that corresponds with the week of the attendance. For
example, select M for Monday, on the week of 10/7-10/11 to enter attendance for 10/7.

8/30-10/4 10/7-10/11

MTWHFETWHF

5. On the date’s New Daily Attendance page, select the attendance code from the drop down,
enter a comment if needed, the Clock In time, and if there is needs to be a Time Comment. The
attendance code is the only mandatory field.

Date 10/07/2019
ttendance Code | (Present) '| *I
Total Time 0 (calculated on submit)
Comment
i
Clock In (2] {Example entry: 08:00 AM)
Clock Qut =] (Example entry: 02:00 PM)

Exclude from Total Time Calculation

Time Comment
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6. Click the Submit button.

Entering Meeting Attendance

1. From the start page, search for and select the student whose attendance will be entered.

i [

it} Johnson, Alyssa Faith

@ Johnson, Chase Lawrence
ith Johnson, Jacquelyn Maya itored
i Johnson, Josie Taylor

2. When on the student’s record, click on the Attendance page from the left menu.

Academics

I Attendance I
Logical Attendance Tracker
Attendance Info

Career Information Tracker
Counselor Dashboard
Cumulative Info

Enter Attendance
Graduation Plan Progress
Graduation Plan Selection
Graduation Progress
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3. On the attendance page, click on the Meeting option

Entering Attendance for Admins _

Attendance %

Jones, Johnny

4. The meeting attendance page will display with all the student’s active classes along the left-
hand side of the screen and the weeks across the top of the page.

8/19-8/23 8/26-8/30 9/2-3/6

Course Expression

MTWHFMTWHFMTWH
Homeroom 2
Brown, Emilee
E- 08/19/2019 L: 06/06/2020

EHR(A)

Language Arts 2
Brown, Emilee
E: 08/19/2019 L: 06/06/2020

E1B(A)

Art 2
Bussey, Sara Kate
E: 08/19/2019 L: 06/06/2020

E2B(A)

Spanish 2 -Elem
Rivera. Carmen E Rivera,

E2B(A)

F

Meeting | Daily

249-9113 9/16-9/20 9/23-9/2

MTWHFMTWHTF M T

5. Click on the week of the day you want to submit attendance for.

Course

Homeroom 2
Brown, Emiles
E: 08/19/2019 L: 06/06/2020

EHR(A)

Language Arts 2
Brown, Emilee
E: 08/19/2019 L: 06/06/2020

E1B(A)

8/19-8/23 8/26-8/30 9/2-8/6
Expression

MTWHFMTWHFMTWH F

9/9-9/13
MTWHF

Note: If you do not see the week you are looking for, change the term at the top right of the PS page.
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6. Select the attendance code that the student is being given from the Current attendance code
drop-down menu.

Current attendance cofe: | SC-UNEX (Unexcused/Unverified) v |
| (Present)
Monday 11" = SC-UNEX (Unexcused/Unverified)
08/26/2019 08/47IZ SC-EX (Excused)
Set All st / SC-PA (Principal Approved)
SC-MED (Medical)
720/720 mins 720/720ni| SC-LCE (Lice) 7201}
SC-FLU (Flu-Influenza)
Homeroom 2 Homero SC-PN (Parent Note) Hom
) .| SC-UEPN (Unexcused Parent Mote)
Brown, Emilee Brown, Efil¢ Brow|

SC-IMNZ (Immunization)
SC-AH (Administrative Hearing)
PB:00 AM - 08:50 AM | 08:00 AVE-0 5C-ETRD (Excused Tardy) 08:0
SC-UN SC-BTRD (Bus Tardy)
= SC-UTRD (Unexcused Tardy)
FHR(A EHR(A

A) A SC-HMBD (Homebound)

tanguage Arts 2 Languagl A SC-HBSD (Homebased Instruction) Langl

EHR(

7. Click in the text box of each course/expression for each period the student needs an
attendance code. If you want to add a comment for the attendance code, click on the comment
box next to the attendance code text box.

Current attendance code: | SC-UNEX (Unexcused/Unverified) v

Monday Tuesday Wednesday Thursday
08/26/2019 08/27/2019 08/28/2019 08/29/2019
Set All Set All Set All Set All

Meeting Time | 720/720 mins 7201720 mins 7201720 mins 7201720 mins

08:00 AM | Homeroom 2 Homeroom 2 Homeroom 2 Homeroom 2
Brown, Emiles Brown, Emiles Brown, Emiles Brown, Emiles

08:00 AM - 08:50 AM - - 08:00 AM - 08:50 AM | 08:00 AM - 08:50 AM
SC-UNEX
EHR(A) — A EHR(A)
Language Arts 2 Language Arts 2 Language Arts 2 Language Arts 2
09:00 AM | Brown, Emiles Brown, Emilee Brown, Emilee Brown, Emilee

08:50 AM - 10:00 AN e EEITTIEIEE—05.50 AM - 10:00 AM | 08:50 AM - 10:00 AM
SC-UNEX
E1B(A) E10(A) E1B(A) E1B(A)

10:00 AM | PE 2 PE 2 PE 2 PE 2
Townsend, John Kirk | Townsend, John Kirk | Townsend, John Kirk | Townsend, John Kirk

10:00 AM - 11:30 AM 10:00 AM - 11:30 AM | 10:00 AM - 11:30 AM
SC-UNEX
E2B(A) e — () EZB(A)
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8. Click the Submit button.
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Submitting Class Roster Attendance

1. From the Start Page, click Teacher Schedules on the left menu.

Functions

Attendance
Attendance Today
Daily Bulletin
Enroliment Summary
Master Schedule
Dashboard

Special Functions
Sections Report
Teacher Schedules |
Message Sender
Alert Solutions 2

2. On the Teacher Schedule page, you will see a list of teacher names. Click on the teacher’s
names you will be submitting roster attendance for.

Badgett, Jennifer H H@ PowerSchool Si

Brown, Emilee

Buckless-Lewis, Mary Start Page > Teacher Schedules
Bullard, Sarah L

Bussey, Sara Kate d

Campbell, Joy C Teacher Schedules

Chucta, Casey Mulvihill
Converse, Ashton Richard

Cooper, Deborah Housley Use the navigation pane on the left to
Davis, Selma Dorion = Click a teachers name to view i
Diorio, Gregory Roger

Dooling, Holly B

Enright, Lindsey

Gartlan, Christiane
Wilhelm

Graf, Debra Leigh
Gruel, Blake A
Hamner, Deborah Lynn
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3. On that teacher’s schedule page, select the chair icon for the corresponding course you will
be submitting attendance for.
Note: If you want to take attendance for more than one day, click the calendar icon next to the

chair.
Teacher Schedule - Appow, Jean Marie
Display today's sections m
Exprassion Term Course # Course Sec# Room Enroliment Lock
EHR(A) 19-20 08971000 Homeroom SHRA 23 a
E1A(A) 19-20 10010500 | Language Arts 5 ELASA 23 a
EZ2A(A) 19-20 11100500 | Math 5 SMA 23 a
E3A(A) 19-20 12010500 | Science 5 SCI5A 23 n
EAB(A) 19-20 13010500 Social Studies 5  SS5A 23 n
Make all students listed above the current selection

4. Select the Attendance Code you want to give the students, choose the proper attendance
Date, and click the Submit button.

Record Meeting Attendance: Homeroom - EHR(A)

l& By submitting attendance on this page you are verifying that attendance has been taken for this entire class. Blank attendance ¢

Attendance Code Date Classes
| SC-UNEX (Unexcused/Unverified) v Thu 12/5 (Today) ¥ Show Multiple Sections
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5. Click inside of the attendance box for the students whose attendance needs to be changed
from Present.

Attendance Code Date c
SC-UMNEX (Unexcused/Unverified) v Thu 12/5 (Today) »

Students Alerts Attendance: Thursday, December 05,

Atkinson, Lauren

McKenna

Carter, Amelia Elizabeth = ¥ SC-UNEX

Cordi, Brayden J
Cruz, Noah William ¥

Dickerson, Emmalyn SC-UNEX
Hope

Ewing, Mickenzy
Connor

Foster, Donovan Seagle SC-UNEX (Unexcuseff/Unverified)
Guilin, Samuel Anthony
Haney, Maya Lee

Hiers-Brisebois.
Catherine Marie

Jones, Zhania Jazmine | ¥

Kushnereit, Camden
In VTl

6. Click the Submit button at the bottom of the page.
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