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Taking Daily (AM/PM) Attendance 
Teacher Takes AM – Office Records Changes 

 
Purpose: Administration – Instructions for taking daily (AM/PM) attendance in Iowa schools. 
Iowa law requires schools to report attendance for both Am and Pm.  In PowerSchool it is 
called Daily attendance but we will refer to it as AM/PM attendance to avoid confusion with 
state law. This document will cover instances where the teacher takes AM attendance from 
PowerSchool in the classroom and then the Office determines if the absence is excused or not 
and determines if it is a full day or a half day. 
 
We assume the attendance taken by the teacher is considered unexcused until marked 
excused by the office. We also assume the office has accumulated a call in list that has 
recorded the calls from parents to notify the school of their child’s absence. 
 
Teacher Records Attendance 
 
In this scenario the teacher will use PowerGrade or the Web PowerTeacher to take attendance 
from their classroom (instructions for the teacher’s process in this is provided in separate 
documentation). The role the office has in this scenario is to verify the absences, change the 
unexcused status to excused when necessary, and making other changes.  
 
After the teachers have taken attendance the office will 
From the Start Page: 

1.  Run the Daily Attendance Report 
(instructions on document PS 0704-
24 ATTE) to determine who has 
been marked absent in the 
classroom.  

 
2. From that Daily Attendance Report 

run the “Find teachers who have 
not taken attendance” report to 
determine which teachers are yet to take attendance so you know how accurate 
your Daily Attendance Report is. 

 
3. Compare the Daily Attendance Report to your Call-in Log. Proceed with adapted 

school procedures to follow-up on missing students. 
 

4. To change a particular student’s attendance click on a student name from the Daily 
Attendance Report to go to their Attendance page. 
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5. From here click on the Day you want to edit 
6. Change the 

Attendance 
Code to 
indicate the 
new condition 
you know is 
current. 

7. Enter a 
comment if 
required 

8. Click Submit 
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