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Taking Period Attendance

Purpose: School Administration and staff — Use this procedure to take Period (also known as
Meeting) attendance for the select student. You can mark attendance for a particular day,
several days, a week or several weeks at a time using this method. These instructions will also
show you how to take attendance for a group of students all at once.

Assumptions: In lowa, attendance is officially recorded and then sent to the state in half day
increments. For schools taking attendance each meeting or period it has been predetermined by
the district how many periods it takes to count as a half day and how many to count as a full
day. Check with district officials to find out what those settings are.

How to Take Meeting (Period) attendance for a Single Day/Period for a single student

1. On the start page, search for and select the student.

2. Choose Attendance from the student pages menu. The default attendance page appears.
The default attendance page that appears is based on the “Default Attendance Recording
Page” setting on the Attendance Preferences page. If no default is specified, the first
enabled attendance recording method is used.

Note: To go directly to the Edit Meeting/Interval Attendance page, click Enter
Attendance instead of Attendance. The Edit Meeting/Interval Attendance page appears.
To continue, skip to Step 6.

3. If the Meeting/Interval Attendance page does not display by default, click

Meeting/Interval. The Meeting/Interval Attendance page appears.
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6. The Edit Meeting/Interval Attendance page appears.
Note: The Submit button appears disabled until Step 7 is performed.

7. Choose the
attendance code from  Edit Meeting Attendance I %
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Current sttendance code: | P (Parent Excused) v
op-up menu.
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appropriate day(s) Set All Set All set Al Set All Set All
G | Math G | Math G I'm G | Math G | Math
and class (eS) . The — Fintom, Linda 1 Finton, Linda 1 Finton, Lin%ﬂXJ Finton, Linda 1 Finton, Linda 3 |
ST 120 120 120 120

Edlt Meeting/ |nterval ' mwﬁ% 8:30 AM - 10:00 AM | 8:30 AM - 10:00 AM | 8:30 AM - 10:00 AM
1(B)

1(A)

P \ s || 1@ || | 18)

Attendance page

10:00 AM

i U.5. History Individual Sports U.S. History Individual Sports U.5. History
dlsplays the Higgins, Theodore X | Swaney, Jim H Higgins, Theodpbre X | Swaney, Jim H Higgins, Theodore X
1 124 GymaA 124 GymA 124
attendance COde In 10:05 AM - 11:35 10:05 AM - 11:35 10:05 AM - 11:%5 10:05 AM - 11:35 10:05 AM - 11:35 |
H 11:00 AM | AM AM AM AM
the fields.

| 2(4) | 2() | 2(8) | 2(4)

9. To set all the periods
and/or intervals for Eae Shaion « [SMIERIT o

118 Pool 118

Swimming English Survey
Pool Director, TBH Bowe, Sheldon K

Pool 118 |

the ent“"e day to the 1:00 PM | 12:15 PM - 1:45 PM 12:15 PM - 1:45 PM 12:15 PM - 1:45 P 12:15 PM - 1:45 PM 12:15 PM - 1:45 PM
selected code click the e || 2= | P 2| 203 || 200
'-lset AI I" Iink Iocated B = g:‘aThee:yer, Dan ;Ir;chemyer, Dan gl?ari‘:—‘hee:yer, Dan a:‘;chemyerr Dan grc‘ari‘:—‘hee:yer, Dan |
In the COIumn header ?SFDEPM-BQD PM iDSBD PM - 3:20 PM ?SFéEPM-BQD PM iDSBD PM - 3:20 PM ?SFDEPM-BQD PM
for the appropriate 3:00 Pm ) || |+ | P |4 || 4 || s [
day(s).
10.Click Submit. o
11.To quickly change the attendance for another student 3
return to the top of the left menu and click Switch PowerSchool &
Student.
12. Type in the last name of the student you are trying to T P
change. Switch Stude
List (<) %
13.Choose the student from a list you will get if there is Information
more than one student with that last name.
14.That new persons Edit Meeting Attendance page will appear.
15.Complete steps 7-10 for that student.
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Taking Period (Meeting) attendance for Several

Students with Same Reason

Let’s assume you have 10 students that call in sick at the beginning of
the day. You can enter attendance for all 10 students at once if their

reasons are the same. To do this:

1. From the start page select All to provide you a list of all enrolled

students at your school.

2. From the “Select a function for this group of students” drop down
box at the bottom select, Select Students By Hand. —_—

3. Hold down your Ctrl key (Open Apple on a Mac) and select the

students you want to perform the group function on.

Group Functions

4. Click Functions

5. From the Group Change Meeting Attendance

Functions page select
Attendance Change

Option
Change attendance for

From this Date

To this Date

6. You will note you are
changing attendance for
the 10 students you
choose

Meetings to scan

7. Change the date if it is
different than today

8. Choose the periods and
rotation days the will be
marked for

Code(s) to scan for

9. You will probably leave
the Codes to scan for
defaulted to All. This
means the system will
look for any code
currently set for these
students and change it to
what you set in step 10.

Attendance Code to Set

If Other Than a Default Present (default presents will
be overwritten regardless)

Comment
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Select a student to view student screens
menu below to perform an action for the

Fee Functions ~
ID/Password Assignment

LDAP Directory Synchronization

List Students

Mass Enroll in Classes

Mass Print A Student Screen

MNext School Indicator

Print Report

Print Mailing Labels

Quick Export

Re-Enrallin Schoal

Reports Menu

Save Stored Selection

Search By GPA

Search By Grades/Attendance
Search For Perfect Attendance
Student Field Value

Student Schedule Report
Transfer Out Of School ~f
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10.Choose an Attendance Code to Set

11.Choose to overwrite any existing codes or to not overwrite

12.Enter any comments about the absence.

13.Click Submit.

14.A Changes Recorded page will appear indicating the records for those students have been

updated.

15.Click on the PowerSchool Logo or the Start page from the bread crumbs to return to the

Start Page.

Here are Fields and Descriptions of each of the options in the Change Meeting Attendance screen

shown above.

Field

Change attendance

for

From this date

To this date

Meetings to scan

Code(s) to scan for

Attendance code to

set

If other than a
default present

Comment

Created on 4.23.07
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Description

The selected student(s) appear.

Enter the first day of the date range using the format mm/dd/yyyy or mm-dd-
yyyy. If you do not use this format, an alert appears. If you submit the date
with an incorrect format, the date field will be submitted as a blank entry.

Enter the last day of the date range using the format mm/dd/yyyy or mm-dd-
yyyy. If you do not use this format, an alert appears. If you submit the date
with an incorrect format, the date field will be submitted as a blank entry.

Select the checkbox(es) to indicate the period(s) to change. To mark
attendance for the entire day, click Select All.

Either choose all by selecting the "All" button or select the "These Codes"
option and then choose the attendance code(s) for which you want to scan

Choose the attendance code to apply to the date range from the pop-up menu.

Select the option to either overwrite or not overwrite any existing attendance
codes.

Enter comments that are relevant to this attendance record.
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Taking Attendance for a Previously Defined Group

You may need to take attendance for as a group of previously defined groups of students, such
as Band members, the Football team, etc.

From the Start page:

1. Search for the group using the search student steps defined in other documents i.e.
Band# or track#. This will provide you with a listing of all the students in that group.

2. From the Group Functions drop down box
I ~

choose Attendance Change e

. i . Counselor's Screen

3. Follow steps 6-15 in above instructions on Enroliment Summary

) : . Export Using Templat
Taking Period (Meeting) attendance for Several |rooFuncioss o

Students with Same Reason. ID/Password Assignment
LDAP Directory Synchronization

List Students

Mass Enroll in Classes
Mass Print A Student Screen
MNext School Indicator

Print Report

Print Mailing Labels

Quick Export

Re-Enroll in School

Reports Menu

Save Stored Selection
Search By GPA

Search By Grades/Attendance
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Quick Reference
Taking Period Attendance

Take Attendance for Single Student

From Start Page

Search for student by last name

Select Student from list

Click Enter Attendance

Change Current Attendance Code to the code you want to enter

Click set All if you want to mark absent all day

Click the appropriate period field if student is gone only certain period(s)
Click Submit

NoukLNE

To quickly change to another student return to top of left menu:
Click Switch Student

. Type last name of new student

3. Choose from list

4. Edit their attendance

N =

Take Attendance for Several Students with the Same Reason
From Start Page

Select All

Choose “Select Students by Hand” from Select a function drop down
Select all the students you want to modify attendance for

Click Functions

Choose Attendance Change from Group Functions page
Check Meetings to Scan

Choose Codes to Scan for

Choose Attendance Code to Set

. Choose to Overwrite or not to Overwrite

10.Indicate a Comment if necessary

11.Click Submit

CONOOAWNE

Taking Attendance for a Previously Defined Group

From Start Page

Search for group from start page

Choose Attendance Change from Group Functions dropdown
Check Meetings to Scan

Choose Codes to Scan for

Choose Attendance Code to Set

Choose to Overwrite or not to Overwrite

Indicate a Comment if necessary

Click Submit

PNoGhwNPE
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