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Using the Daily Attendance Report 
 
Purpose: Administration – several times a day school staff may run an attendance report in 
order to follow-up with parents or guardians on the missing student or to verify records. The 
PowerSchool Absentee Report will provide that information. 
 
To run the Attendance Report from the start page: 

1. Click on Reports from the left menu column 
2. Click Run Reports 
3. Choose Absentee under the Attendance category of reports 

 
In our example we want to find all students that were marked unexcused absent so far today. 

4. Make sure you 
are including all 
students in 
your search. 

5. If you were 
only looking for 
a specific grade 
level you could 
check that 
grade here. 

 
6. Choose 

U(Unexcused) 
from the 
Attendance 
Codes. You 
would have 
choosen ALL 
CODES if you 
wanted to show 
any and all 
students out of 
school for this 
time frame. 

 
7. Leaving Periods 

blank will show 
all periods. 

 
8. Click Submit 

 
 

 
Created on 04.24.07                                                                               Page 1 of 2                                                                        Revision Date 
Created by sbenson                                                Copyright ©  Grant Wood Area Education Agency                                            Revised by 

                                                                                                     PowerSchool Premier 5.1



                               PPOOWWEERRSSCCHHOOOOLL  DDOOCCUUMMEENNTTAATTIIOONN    
                                                                                                                                                                                                                                                                         Audience Code:  GW – DA –SA 

                                                                                                                                               Doc. No. PS-0704-24 ATTE 
 
 
 
 

                       
9. When the report is competed it will 

provide you with a list of those students 
who were marked Unexcused so far 
today (through 1st period in this 
example). 

 
10.You can use the telephone information 

on the report to call a parent if needed. 
 

11.Click on the student name to update or 
modify that student’s attendance. For 
instance you may have learned Corby 
Adams came late to the office and you 
gave him a tardy pass to class. Click on 
his name and the Edit Meeting 
Attendance screen will appear allowing 
you to change the U to a T.   

 
12.If you want to modify more students off the report list after you have clicked submit 

to save one student, click the back button on your browser twice to return to the 
report where you can choose another student from the list. 
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13.Run this report again after each 2nd, 3rd, and 4th periods to see who has been 
marked absent or tardy for those periods. 


