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=~ YPSILANTI

COMMUMNITY SCHOOLS

School

New Student Enrollment Checklist

Offfice Use Only -
__ Staff Inthals
_ Date
_ Complete

Incomplete

Mame of Student

Grade

Required Forms:

Required if applicable:

__ Student Enrollment Forms [Student & Parent/
Guardian)
Release Request -Fermission for publication of
Student Photographs/Audio

_____ Rights & Privacy Act (FERPA)
(MNotice for Directory)

Request for Educational Records

Acceptable Use Policy
Emergency Contact

Health Information Survey (if applicable)

Free & Reduced Lunch Family Application
(if Applicable)
Affirmation of Prior Discipline Record (School of

Choice only)
Home Language Survey (if applicable)

Special Education Survey (if applicable)
Student Residency Questionnaire
Military Information (if applicable)

Required Documents:

Criginal Birth Certificate (with raised seal), student passport or visa

Official Immunization records

Proof of residency

Address of the school your student last attended

Immunization Waiver Form

Driver's License of parent/legal guardian, passport or visa

The following documents are required to prove residency:

Homeowner: Purchase agreement, closing papers or deed

Renter: Current lease/rental agreement

__ Property tax statement

guardianship, divorce decree, etc )

AND:

Certified copies of court orders or placement paper, if applicable (i.e., Appointment of legal

____ Two different current utility bills: Gas, Electric, Cable TV, Land line phone bill with name of the person en

rolling the student or written up confirmation from the company

OR

Moving Company invoice or truck rental receipt validating address

Requirements for non-traditional living arrangements (if applicable)

___ Motarized Affidavit of Residency

____ Notarized aAffidavit of Guardianship




Opening Screen:

When you sign into PowerSchool, your login name determines how PowerSchool acts for
you: the school(s) you can see, the screens you see and whether you can change data or
only view it. Thus YOUR tools may not be the same as someone else’s tools, and those
are determined by your job title and needs.

School: District Office  Term: 13-14 Year
Functions ¢t
Start Page
Attendance
Daily Bulletin Search
Enroliment Summary -
Master Schedule Students | Staff | Parents
Dashboard
Special Functions \ n View Field List How to Search

Teacher Schedules
Browse Students

Reports

o A B & DEFGHII  JJEKELEMNG@PE RET U XY Z

System Reports

3 PK3 P 2 7 7 9 g 2 2 E

ReportWorks 4 -3 K3 PK4 K 2 4 € 7 8 9 10 11 12 1 14 1 All
People Other Options

Student Search Enroll New Student Stored Searches Stored Selections

Staff Search

Parent Search What's New

SroRieNdeE See what's new in the latest feature release of PowerSchool. Read more

New Staff Entry

New Parent Entry

Navigation Bar
At the top of the opening screen is your default school. If you have access to multiple
schools, clicking the blue word “School” will display a list of available schools. This is
the pattern of PowerSchool. Blue text indicates click-able links. Black text is
informational.

Below the school indicator is the term indicator. Click the Term link to change the
time- frame. Other processes are dependent upon the term displayed.

."---\'.
At the right edge of the navigation bar are the help button & , a logout button and the
report queue indicator L. While help and logout are self-explanatory, it is nice to know
that the report queue indicator will access the screen tracking your reports.

Menu
The menu runs up the left side of the start screen. There are 2 menus that display in
this area. One displays when students are selected, the other if no selection has been
made.
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Personalize / Smart Search:
Personalize - Interface

Enable task navigator [}

Smart Search Options
Enable Smart Search 4]

Include Inactive Student/Staff Results 4]

To use Smart Search:

@ Enable Smart Search @ Enter a search command

| J

Enable task navigator O

Smart Search Options

Enable Smart Search - fleld name
n e A « student name
Include Inactive Student/Staff Results - staff name

- stored search

@ Select the student

[te }
V @@ Teoresonski, Amanda B

& Tennis

B Team

B tennis

B TeacherGrouplD
9 B teacher_section

B teacher pw
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Simple Searches

Simple Searches:

Search by student’s First Name
first_name=elizabeth

Search by street
Street contains Washtenaw
This will give you a list of
students living on Washtenaw
Street.

Search all inactive and active male
students with grade level of 8.

/grade level=8;gender=m

More Searches

Comparator Meaning
= equals
< islessthan
> s greaterthan
= s less thanor equal o

»= g greaterthan or equal to

#  doesnotequal

in  is[field] presentin the search argument?
containg  is the search argument contained in the [field]?
Icontain  is the search argument not contained in the [field]?

[ wildeard
= |i||Ju-3 L

Selecting one or more students is the beginning of many processes. The more
comfortable you are with locating students, the easier many jobs will be. To see a list of
all 3" graders, click the 3 under Browse Students. Clicking a letter will offer a list of all
students whose last names begin with that letter. For more targeted searches, use the
search box where you can enter your search string.

Note: A new feature, called “Smart Search” highlights the first matching student, as you
type in the search string. You may display 5 students as you type Johns — and the first
one is selected. Pressing Enter will select the single student. Clicking the magnifying
glass will select the matching group. If you prefer working without “Smart Search,”it
may be disabled: Start Screen > Personalize > Interface . . . uncheck “Smart Search”

When entering just the name, PS will
match as much as you type.

Type this Locates this
Johnson Johnson, Thomas
Johnson, W alter
Johnson, W Johnson, Walter
Joh Johns, Andrea

Johnson, Thomas
Johnson, W alter
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Last_name=Kennedy Kennedy, Brenda

Kennedy, Oscar
Last_name=Ken@ Kennedy, Brenda
The @ acts as a wildcard Kennedy, Oscar

Kensington, Jason
Last_name = @son Johnson, W alter

Anderson, Cynthia

Wilson, Seth
First_ name=Alexandra Martin, Alexandra
First_name=@lex@ Martin, Alexandra
or Norris, Lexis
First_name contains lex Peterson, Alexander Bartholomew
Last_name=@son;grade_level=4 Finds 4™ graders whose names end in son
ID_KSchedcode = 1 AM Kindergarten students
ID_KSchedcode = 2 PM Kindergarten students

Note: Searches find only active students. To include inactive students, preface the
search string with /. Example: /Last_name = Kennedy. To find only inactive students try
this: /Last_name Kennedy; enroll_status #0

Below the search box are two links: View Field List and How to Search. These give you
summaries of field names and the symbols used in searching. Below are examples of the
some of the fields you might need.

Field Names

DOB Father Grade_Level LastFirst
Enroll_status First_ Name Home_Room Mail_Street
Last_ Name Mother
Search Students
first_name = Alexis @
View Field List How to Search
Ethnicity Gender
= Equals # Does not equal
< Less than Contains | Contains
> Greater than Icontain | Does not contain
= Greater than or equal to In Is part of the group. Example:
Last_name in Wilson,Weaver,Walsh
<= Less than or equal to @ | Wildcard
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Search symbols
Example:
The complete list of fieldnames is available by clicking the link below the search box. When

the list is displayed, clicking on one of the field names will insert it into the search box
where you can complete your search criteria.

Multiple search criteria, semi-colon separated:

Examples: First_name=Janice; grade_level=3
Entrydate>9/15/09; DOB =
(finds students entered after 9/15/2009 and have nothing in Date of Birth)
Advanced
Searches

(note that Calculated searches begin with *)

Search example Should find
*as_of = 11/15/06 Students who were active on that date
*not_enrolled_in_period= 0 Students who had no zero period

Elementary schools can use this technique also. Elementary Schools AM Attendance is considered
Period 1, PM Attendance is Period 2 and the Core subjects are Period 3. So — the search string of

*not_enrolled_in_period = 1 should find everyone who is not enrolled in AM attendance and should be
only the afternoon Kindergarten students.

*not_enrolled_in_period = 3 should get any student who is not enrolled in a core course.

*enrolled_in = LA20542 Students enrolled in that particular course or in the specified

*enrolled_in = 2034010000.110 section of that course

*has_completed_course= LA20542 Students who have completed this course. Remember that with
course number changes, this search may produce an
incomplete list.. And while this says *has completed, it includes
current classes, if there are stored grades for that class.

*cumulative_credit_hours>10 Students with more than 10 credits

*number_of classes=6 Students who are currently enrolled in 6 classes; those with

more than 5 classes.
*number_of _classes>5

*hours_requested<4 Students with the designated number of requests.

*birthday=9/15 Those with this birthdate

Compound searches with calculated elements need to begin with the calculation:

*as_of = 11/15/06;grade_level=9 To find 9™ graders active on Nov 15.
Not grade_level=9;*as_of = 11/15/06

Use compound searches to find exactly what you want

*as_0f=12/1/2006;enroll_status#0 Students who were enrolled on the date listed, but are not
active now.
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Powersource:
https://powersource.pearsonschoolsystems.com/login.action

PEARSON Produsts Saluticns Suppert Communities Partners Company

O Welcome to PowerSource Login

PowerSource is & community-focused cusiomer Suppor portal for all Pearson School Systems products
PowerSource is availabse b all district and schood sial, including teachers, administrabors and |T S1a

What's Inside:

Expansive Knowlsdgebase: Quickly search through over 34 200 arbicles and documents
Forums: Connect and collaborate with more than 271,800 members in over 11,500 discussion

threads

Profesdional Development: Mmearsve and comprenenshed wab-Dased dislancd MAIMNG Courses
Mastery in Minutes: A growing Bs] of mone Man 150 nleracive and anienaining Iulsnals
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PowerSource Commun

View an online demonstration of our
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award er‘ll"llﬂg prﬂducts of the largest and fastest growing communites of

IECNNGIONY SNMAUSIEsES N K-12 sducation
271,896 Users And Counting!
1822 USers are curmenily onling

Wi A Deme O
Learn More O

PEARSON

e | Suseen | PewwTescme

o r

PEARSON b B ® @
Sugeot  Powacinacwr T Sances  Lass  Comrunty v s ocomng e 10 e o gack sntwars

B — 000
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0%'Dl  PowerSchool University 2013 s
" c 5 [ pu—
DON'T MISS OUT! w0
PEARSON
Techacd Suppot Teworg Servces Communty
£ + Course Offerings
For o ot poue Find et o 0 Diacont 3 wide range Comed W o o— Aeairg & Doy 16 the Baneel Yesr Seneduie — [ O]
woocisgpt O] iy © oty eyt - Lo S 10 500 8 s3tmacn 0 v G 0 Pt BCROSH BRI o
e oengs sanucn P = | {40 s renwe e e senest vasr senceuie o [ e ©]
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Entering a New student:

PowerSchool

How to enter new Student:
1. Search to verify the student
has not been enrolled
before in Powerschool.
el 2 School building should be
set on “District”.
3. If the student is not
showing under “District”

School: Manfattzn Communty  Term: 12-13 Semester2

Fun
) ! - School
A garc
Da Welcome, Stephanie Gabriel | Help | Sign Out
2 Siudents | Saf | parents |
Ma | | School: District Office Term: 13-14 Year
% Vsample, j
ol | . Then change School: to
[ F— SA—— - -
R your building
Reports rowse
Welcome, Stephanie Gabriel | Help | Sign Out
System Reports ABCDEFGHIJKLMNOPQRSTUVWXYZ
FHLTE QA0 1412 W FAI CurentSeecion (130 School: STEMI Academy Term: 13-14 Year
People Other Options
Stucent Seztn Stored Searches Stored Selecions
Staff Search
Parent Search What's New
ol e . o"
EnrolHew Sucend See whaf's new in the latest feature release of PowerSchool. Read more. . CI|Ck on Enro” NeW
New Staff Enlry ”
New Parent Enry Student
Setup
Sthool
System

Start Page > Special Functions > Enroll New Student

Functions
Attendance

Daily Bulletin
Enrollment Summary
Master Schedule
Dashboard

Special Functions
Teacher Schedules

Reports

System Reports
ReportWorks

People

Student Search
Staff Search
Parent Search
Enroll New Student
New Staff Entry
New Parent Entry

Setup
School
System
Personalize

Applications
PowerlLunch
PowerScheduler
PS Administrator
PT Administrator
ReportWarks Developer

Enroll New Student Populate the following fields:
— 1. Student’s Name
N 3ample | * Joseph it
(Last, First Middle)
D0B a0 R o) 2 . DO B
Student number l:hmmsﬂe\d is left blank, the system will assign the Stude 3 . P h 0 n e N u m be r
Social Security Number |:|
Prae tumber 4. Enrollment date
Enrollment date fremors | emeoorre) * . .
I 5. Full-time Equivalency
rte e 8 Bl 6. Grade level
Entry Code OE (Original Entry) [
Track [E 7. Entry COde
e e 8. District of Residency
= L 9. Mother’s Name (Last, Firstname)
Information for Family Match

ludents may De linked to other family members in the school or distict and their demographic information may De copied to the studen ’ 1
St el e el r s re gt ain e e s’ 10. Father’s Name (Last, Firstname)
11. Guardian’s Name (Last, Firstname)

© Enroll without Linking or Copying Information
@ search For Family Members to Link to and Copy Information from

- — 12.Street, Apt/Suite
- 13. City, Sate, Zip
ather's Name H H
| i 14. Click on Submit
Guardian's Name [ 15
s TR TR : : i
\:;IFudet:‘l‘l:dent'sLaslName(Samp\eHnSearcn. FYI."Enro"ment Date." ThIS date
Home Address

e — should be the date the student will
st o T physically be in the building attending
a schedule class(es).




Duplicate /Family search results:
© Once you have clicked on submit from the new enrollment page, the “Check
for Duplicate Students” will first need to validate if this is a duplicate entry of a
student. If you find a match, click on the student’s name to re-enroll that
student or to go to the student’s detail screens.
o If NO match is found, click on the “Enroll” button to proceed.

Start Page > Special Functions > Enroll New Student > Check for Duplicate Students

otons “ Check for Duplicate Students
I
Daily Bulletir List Of Students
' o T Student Name School DOB SSN Home Entry Exit Enroll Matched by:
ashboard Number Last, First Phone Date Date Status | st SSN Phone
Name/
DoB
Reports 10774 Sample, Joe A | WAY | 1/1/1994 A Yes
\ AY 200 A\ Yes
Re 5 WAY  00/00/00 555-565-5655 6/30/2013 8/31/2013  Active Yes
People 10775 ample, Jane HP  1/1/1996 1 3/18/2011 Inactive Yes

if you find a match for this student in the list above, click on the student’'s name to re-enroll that student or to go to the student's
detail screens

if no match is found, click on the 'Enroll’ button below to proceed with a new enroliment

CONTINUE OF THE FAMILY SEARCH RESULTS =

O Below are possible family members.

o To use one of the listed students, there are two options:
1. Copy: This will copy demographic, parent and emergency contact
information
2. Related: Will establish a family link between the student being enrolled
and any of the students listed below. The system will establish a link
between them and keep their common family information synchronized.

Start Page > Special Functions > Enroll New Student > Check for Related Students

Functions i . .

Family Search Results for Sample, Suzie
Attendance
BeyBET Possible Family Members
Enroliment Summary
Master Schedule The following list of students represent those who matched all or some of the search criteria and may possibly be family members of the
Dashboard current student. To use one of the listed students as a source to copy demographic, parent and emergency contact information from the
Special Functions select the appropriate "Copy" radio button. To establish a family link between the student enrolled and any of the students listed below,
T G e check the "Related" checkbox. The system will establish a link between them and keep their common family information synchronized
Reports Copy Related  Student Name School Grade FamiyID = Physical Address  Mother's Name  Father's Name:
System Reports @ a] Sample, Jane High Point 1 123 Smith St
ReportWaorks WAY sample

E 4] Sample, Joe A 1 1234 Apple St Sample, Mary

People Washtenaw Joseph
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General Demographics Page:

Quick Lookup
Print & Report
Switch Student
List (1)
Information
Acoess Accounts
Addresses
Custom Soreens
Demographics
Emergency/Medical
Family
Hesalth
Medify Info
Crther Information
Student Email
Parents
Photo
State/Province - MI
Transportation

Academics
Attendance

Cumulative Info
Graduation Plan Progress
Graduation Plan Selection
Graduation Progress
Historical Grades

Honor Roll

Standards

Teacher Comments
Term Grades

Test Results

Truancies

Administration
Diistrict Specific
Fee Transactions
Log Entries

Lunch

Lunch Transactions
Met Acoess

SECOF Review
Incidents

Enrollment
Activities

All Enrollments
Functions
Special Programs
Transfer Info

Scheduling

Bell Schedule View
List View

Matrix WView

Meodify Schedule
Reguest Management
Scheduling Setup

PowerSchool

General Demographics

Name (Last, First Middle}
Heme Address

Street, Apt/Suite

City, State, Zip

Geocode

Mailing Address - Copy From Home Address
Street, Apt'Suite
City, State, Zip

Geocode

Home phone
Age
Aggregate days of membership (YTO}
Areaneighborhood
DoB
Federal Ethnicity and Race
Ethnicity

Race

Scheduling/Reporting Ethnicity
Father {last, first}

Father's Day Phone

Father's Employer

Father's Home Phone

Gender

Grade Level
Graduation Year
Guardianship
Guardian Email
IMother {last, first)
Mother's Day Phone
Mother's Employer
other's Home Phone
Previous Student ID
55N

Student Number

Legend

ion = General Demographics

Tai Sample, Jog A 14 B110010774 HP 2012 01/01/1984 M HIPA3

sarmid s s
[1234 Apple 5t Il |
[&nn Arbor [ ||ag108 |

Validate

[1224 Apple 5t

Ir‘-‘\nn Arbor

Validate

I
m

24-TEE1212

19 yrs 11 menths

5]

8

01/01/1994 B pawoonrrrn)

Yes ® Mo |s the studen

What is the student's race

Caucasisn [T}
smple, Josegh
341111111

&BC Plant

241111112

Male [+] *

4

HD

hmsample@h:}tmail.mm

smple, Mary
24-111-1114
C Enterprise

341111112

I

110010774

All the fields in
this Registration
page will be found
in the student’s
enrollment packet
from varies pages
of the enrollment
packet.

These fields will
populate in other
areas in the
Information
Function menu.
(i.e. Residence
address and
mailing address
will be populated
in the Addresses,
Demographics,
and
State/Province

page.)
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Emergency Contact/Medical Page:

Quick Lookup

Print A Report

Switch Student
List (1)

Information
Access Accounts
Addresses
Custom Screens
Demographics
EmergencyMedical
Family

Health

Modify Info

Other Information
Student Email
Parents

Photo
State/Province - M
Transportation

Academics

Attendance

Cumulative Info
Graduation Plan Progress
Graduation Plan Selection
Graduation Progress
Historical Grades

Honor Roll

Standards

Teacher Comments
Term Grades
TestResults

Truancies

Administration
District Specific
Fee Transactions
Log Entries

Lunch

Lunch Transactions
Net Access

SEOP Review
Incidents

m

PowerScheool

Start Page > Student Selection > Emergency Contact/Medical
) -
- Emergency Contact/Medical

Sample, JosephJ 9 10005 UHS 2017  01/01/2000 Inactive

Contact Mame (Last, First)

Contact #1

Phone

Contact Mame (Last, First)
Contact #2

Phone

Contact Mame (Last, First)
Contact #3

Phone
Doctor 1
Dentist 1
Special Medical
Considerations

r
Alergies —
Polio MMR DPT

mmnatens — — —

Nedical Alert Text

Z

Alert Expires (date)

0/0/0 B pwoonverv) (0/0/0 to never expire)

Vvelcome, Stephanie Gabnel | Help | Sign Uut

After completing the
registration page, you will
need to enter emergency
information from the
student’s completed
enrollment packet.

1.

From the menu
under
“Information”, click
on
“Emergency/Medic
al”.

Populate all the
emergency contact
1-3, other than a
parent’s name.
Medical Alert Text is
for life-threatening
issue. This will place
a medical icon next
to student’s name.
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Modify Information Page:

Tg Modify Information

T L sample, Joe A 14 8110010774

HP 2012 01/01/115854 W

Family rep

Graduation Requirement Set
Home Room

Locker Combination
Locker Humber

Lunch D¢

Part-Time Student Indicator
Phone 10

Current Team

Current House

Current Campus/Building
Track

Tracker

District Entry Date

District Entry Grade Lewvel
School Entry Date

School Entry Grade Lewvel

Only Field Populate on
this page is:
Home Room:
Populate with 1°

Sk

HP A2

hour teacher’s
Last name, only.

B panvoornrry)

B panvoornrry)

IR RN L

Auto-gssign |Ds for this student
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State/Province-MI page:

dent

Start Page

MI General

gan State Information > Ml General MSDS

Ta Sample, Joe & 14 3110010774 HP 2012 01/01/1934 N H/P &3
UIC= Birth date=01/01/1994 Grade=14 Age=1992 Prior count date=5/30/2013 Current count date=1

State/Province Areas:
General Tab

| General | aduited | Ler | specEd | Title! | Ec03 | EO Ases | EC2s | EC Ases | an

Version 1.15
Include in MSDS:
As Of Date:
Student Residency

Crperating | 5SOVESA Number:
{from District Info}

Student Resident County:

Student Resident LEA Number:
{from Transfer Info Dist of Res)

School or Facility:
{frem School Info)

School or Relationship code:
From the Educational Entity Master
{EEM} ie: 52E2 code

Educational Setting [Owerrides Grade Level when sgi}:
Entry Date into District:
First day in attendance [Section 25}

Student Resident Membership:
FTE in General Education {Membership):

Student Demographics
Last Name:

First Name:
Middle Name:
Suffix:

Street Address:
Street Address 2:
City:

State:

Zip Code:

Home Phone:

Diate of Birth:

Gender Code:

Multiple Birth Crder®:
*Blank value will extract unless 1-8 is selected indicating student is part of a
multiple birth

Ethnic Codes:

MSD5 Student Identifier

Unique Identification Code [UIC):

M50 5 Attendance Requirements

10/30 Day Rule:

Manual - Days In Days Enrclled:
MS5D5 Homeless

Homeless Status: (Options 1-8 deprecated, use 10-15 for new values.}

T vailus Shown 52 el

{5 digits/s

T
: :
Select Resident Membership

0z/10/2011 R - Non-Resident -

Q

Select Resident M

|:|;:
—_—
=
=)
o &8
Lo
=

- Resident -
(08) Non-Public school student
(09) Section 24 Juvenile Detention Facility
(10) For New PSAs (fall only)
(11) Scheol for the Deaf/Blind
(12) Section €{4){d) Non-Special Education Juvenile Detention
0 A < " i

=

[Lette:

]

I

34 Apple St
FE Resident

1224 Apple 5t ocled resicent

Ann Arbor

Michigan

B
L)
e
=1

o
=

=
ha
iy
3

24.7EE1

1011994 B0

=]

(M} Male

| [Select an Option if Part of & Multiple Birth

American Indian or Alaskan Native
Asian American
Bladk or African American
Mative Hawaiian or Other Pacific Islander

White

Hispanic or Lating

{10 charact:

Error the unigue student identifier is req
{Annnnnnnnn).

Duplicate UIC chedk

O (Checked for Yes)

[ ] iMNNNNN) e.g. 0091010 if studd

| Select Status ﬂ




M5D5 Program Eligibility
Section 504:
Seat-Time Waiver Participant:

Ds ion Kindergarten:

Out-of-State Student:

21st Century Comm Learning Ctr Prg:
International Student:

Alternative Education:

Early/Middle College:

Advanced and Accelerated:

Migrant Education Student:

Legend

Page lcons: *- Required Fizld | 5 - Date Entry |

| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)
| (Chedked for Yes)

| (Chedked for Yes)

State/Province - MI - Spec Ed Tab:

If the student is receiving Special Educational services, there should be a check in the box, as shown

below.

¥

MI Special Education

HP 2112 01
ate=8/30/2013 Current count date=10/2/2013 Age at count=15.75

¥ A sample, JoeA 14 8110010774

UIiC=Birth date=01/01/15%4 Grade=14 Age=15992 Priorc

| eneral | AdultEd | LEF | SpecEd

Version 2.7

Special Education Student: ¥ ([This box must be checked for data on this tab te be included in an M505 submission.}

Student Initial IEP Section

EC0-2 | ED Asses

Ec35 | ECAsess | atnd | Bas | Secz3a | croc | obs |

The determination date {initial IEP date) is not sent in the MSDS Initial |IEP component. If the determination date is between the
MNaote: MSDS Initial IEP component is sent in the MSD5 collection. The student special educaticn flag does not have to be set to Yes fx
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State/Province-MI - EC 3-5 Tab:
Enrolling Pre-K Students

There is some additional information required when registering or exiting early childhood
students. To enter this data. you will need to go to the MI Early Childhood Enrollment page.
From the student screen. click on State /Province - MI and then click on the EC 3-5 tab at
the top.

el PowerSchool

Print A Report e

Switch Student
List {1} Start Page > Studant Selection > Michigan State Information > M| Eary Childhood Enrol

Information

| Acceas Acocounts

MI Early Childhood Enrollment %

Addresses
[ Custom Scroans

i Demographics

EmergencyiMedical 2 =
Family Genaral | AdultEd | LEP | SpecEd | Title) | EQ0-3 | EO Asses{ | EC35 |
| H ealth
1| Medify Info Version 1.12
Paren] Preferancss Include in MSDS:
Other Infommation
Student Emai As Of Date:
Ly Parents Studont Residancy
Fholo
Studant Resident County:
Transportation Studant Residant LEA Numbar:
(from Transfer Info Dist of Res)

On the MI Early Childhood Enrollment page, you will need to enter the following:

Educational Setting (separate from the rest of this data, found near the top of the page)
Early Childhood Enrollment Placement

Fiscal Entity Type Code (District (D))

Fiscal Entity Code (81000)

Program Start Date

Program End Date (when applicable- only fill out when a student leaves the program)
Early Childhood Exit/Completion Reason (see Program End Date)

Funding Type (01 Formula)

Delivery Method

Delivery Schedule

o o o o o i o

*Note that there are five sections for early childhood enrollment placements 1-5. Always
start with placement 1. If placement 1 was used in the previous year, use placement 2 etc.
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Section 25e LEA Building Level Process:
When entering a new student into Powerschool be aware of the following PS pages of the student’s

records:

1. Enroll New Student Page:
e The enrollment date: This date should be the date the student will physically be in the
building attending a schedule class(es). Note this field’s default to today’s date: CHANGE

THE DATE to be the FIRST DAY they are physically in the building!

Enroll New Student

Student Infermation

Student's Name *
(Last, First Middle) A Missing required field

DoB BB moorory *
Gender v

Student number
Social Security Number

Phone Number

Enroliment date 02/02/2014 B oummororyy)
Full-Time Equivalency v *

Grade Level KG v

Entry Code

Track v

(I this field is left blank. the system will as

2. State/Province-MI you must also populate the following fields: NOTE—This date needs to be
populated with the 1* Day the student attended.
e First day in attendance (Section 25): Verify this by looking at the student’s attendance.

Blank reflects present or D1. D1 is a code the teacher should use for first day in attendance
for a new student.

See example below:

General | AdultEd | LEP | SpecEd | Title| | EO 03 | EO Assess | EC36 | ECAssess | Attnd | BAA | Sec23a | CRDC | Obs

Version 1.15

Include in MSDS:
As Of Date:

Student Residency

Operating ISD/ESA Number:
(from District Info)

Student Resident County:

Student Resident LEA Number:
(from Transfer Info Dist of Res)

School or Facility:

(from School Info)

School or Relationship code:

From the Educational Entity Master
(EEM) ie: S2E2 code

Educational Setting (Overrides Grade Level when set):

() Yes v
B moosrren(Used in Student Record Maintenance. Will use Count Date/End Date if
blank )
81 Select ISD/ESA Number v
(01) Alcona

81000 (81100

(The valos sho

06147 (5 digits/state assigned - NNNMN)

(5 characters/state assigned - NNNNN)

(5 digits/state assigned - NNNNN)

Select Setting
0211012011

Entry Date into District:
IFirsl day in attendance (Section 25):

= oo
[EER muwopirvry)
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Medify Schedule - Enrollments

3. Scheduling — Modify Schedule

. Regua-s
e Effective Enrollment Date — Must be
Wiew Enire Year Scheduie

populate with the date the student - F—
will physical be in the building * Functions
attending a schedule class(es). EMeciive Enrolmant Date T v
NOTE EffECtive EnrOIIment Date - Saarch Available Classes Guick Enrall
defaults to today’s date.

Coaarid Mumbad Gourss. Secdon

Pwriad

e |

SRM Section 25e “Potential” Calendar for 2014-2015:

First Date of Attendance SRM Must be Submitted by
Between 10/2 and 11/12/2014 December 12, 2014

Between 11/12/2014 and 1/10/2015 Submit within 30 calendar days
1/11/2015 and after Submit by 2/10/2015

SOC Process:

YCS School of Choice Application period is open from June 2014 to Count Date in October
2014. Each student in the household must have a completed SOC form, Affirmation of Prior
Discipline Record (Grade 1-12'"), and Request for Student Discipline Records. This must be
submitted to the Superintendents of Schools, either in person, by fax (734-221-1214) or by
mail; no later than deadline stated on the SOC enrollment form. This form can be found at
http://www.ycschools.us/our-schools/enrollment-information/

The best process to ensure that the student needs to complete a SOC form is you MUST verify student’s
home address to verify if it is located “out” of district.

Tools to Use:

Schooldistrictfinder.com

PS Address Validate button

Street Index File (handed out in July and in August)

AAPS - http://curriculumdb.aaps.k12.mi.us/streets/FMPro?-
db=streets.fp5&-lay=Single record&-format=search.htm&-view

* & & o
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How to Update Student’s address

1. Go to Powerschool >Search for Student>Go to>Print A report>Which report to
print>District — Student Information Verification Form

a. Once the District — Student Information Verification Form report is printed,
provide it to the parent/guardian for the changes to be made and other
information is reviewed by them.

b. When this report is returned, review the “Updates/Changes column” of the
report to view any and all changes prior to making the initial changes in PS. If
the student’s home address has been updated, you must make sure the new
address is in YCS district. Use the following tools:

i. Go to www.schooldistrictfinder.com enter new address to validate
school district of address.
ii. Go to the YCS Street Index document
iii. PS Address Validate Button ONLY use IE browser

¢. Once address has been validated, make all changes from the District — Student

Information Verification Form into Powerschool on the following pages under

Information and Enrollment categories in PS:
i. Demographic — Address, phone numbers, guardian email
ii. Emergency/Medical — Emergency contacts, Doctor/Dentist phone
number, Medical information updates
iii. State/Province-MI —Student’s Resident LEA (if LEA district has changed)
iv. Transfer Info
1. Under Current Enrollment click on Entry Date, which is highlighted
in Blue --District of Residence (if district of residence has changed
due to new address)
d. Building Secretary must do the following:
i. Date and Sign when received and updated in PS
ii. Place document in the Student’s CA-60 file

Ypsilanti Community Schools - Emergency Card

H" cord” column shows information current | . Please check all information, and
al ges i ns” colu ion ated ever

r by a parent or other legal

A. Student Information Current Record Updates/Changes
Student Name

Student Home Phone
Gender

Grade

Date of Birth

Language Spoken at Home
| “Eihnicity(See Note Below) |

“Ethnic Types: Pacific Islander; African American; American Indian; Asian, Caucasian; Hispanic
B. Address Information

Mailing Address 1_.ﬁ1 St
Mailing City, State, Zip Ypsilanti, MI 48198
Home Address (if different) 10 Jett St

Home City. State, Zi Ypsilanti, MI 48188
C. Parent Information

Father/Step Father/Guardian Name L
Home Phone

Employer YCS schools
WorkiCell Phone(s) 7

Mother/Step Mother/Guardian Name | G
Mother's Home Phone T

21| Page


http://www.schooldistrictfinder.com/

PS Address Validate button is located on the New Student enrollment
page.

(LasL, FISL R

¥ Include Student's Last Name In Search.
Home Address
Street, Apt/Suite

City, State, Zip M

Geocode

HTTP://WWW.SCHOOLDISTRICTFINDER.COM /

Q Districts

a

~~~~~~~~~~~~~~~~ MiContact Gusers Say... [l @ ANN ARBOR PUBLIC

SCHOC

x e

a

3JOF YPSILANTI
= el RA

Cherry Hill RS

6}
S

i :,,s w4 5 Type address here.
= Purple pin is the
2 e location of the
T A address.
St — o S The blue shaded area,

- | ” i represent Ypsilanti and
% |.°} B the bold blue line

; (, . separates YCS and
ATl | YA .o B AAPS districts.

22| Page


http://www.schooldistrictfinder.com/

How to Transfer a Student out of School (Exit the student)

These instructions assume the student has
transferred out of YCS and is not going
directly to another building. See
Transferring a Student to Another YCS
Building if that is what you need to do.

When a student exits the district, we need
to account for the record in the current
year and specify where it will go for next
year.

First, select the student to inactivate. In
the navigation menu, under Enroliment,
click Functions.

On the next screen, click Transfer Out of
School in the center of the page.

§ All Enroliments
Functions

‘-'..'\-nﬂ-g-l F-.'ﬂﬂ.'fl.'l'\-.-_

Print Reports For This Student

Transfer Out OF School

Fill out Transfer Comment and Date of
Transfer.
Select an Exit Code.

Transfer Comment can be used to store
specific info such as the new school or a
note that the family plans to return.

NOTE: if the student is transferring to
another YCS building, select '19
(Expected to continue in the same school
district)' as their Exit code and transfer
them directly to their next building. See
Transferring a Student to Another YCS
Building )

Click Submit.

e At this point you the student is
inactivated but still belongs to your
building.

e In order for Child Accounting to know the
student exited from your building, we will
be leaving the inactive record in your
building through the end of the year.

At this point, if you need to find the student put a
"/" before their last name when doing a search.

Transfer Student Out %

Snoopy, Mister & 0 108914 ASA
Whe will
be

Snoopy, Mister A
transferred =
out
Transfer
comment

A

Date of
transfer
{should be
the day = T

after the
student's
last day in
class)

Exit code

Chedk here if student(s) intend to enrol | in school during next schoal year *

* If the box is NOT chy

schedule this student |

advized thet all scheduling relsted dats for next yesr will

and all future course requests.

be clesred. The vslues des

red will be next school,
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How to Transfer a Student to Another School in the District:

Select the student to inactivate. In the navigation
menu, under Enrollment, click Functions.

s

All Enroliments
Functions
Special Programs

On the next screen, click Transfer Out of School
in the center of the page.

Print Reports For This Student

Transfer Out OF School

Re-Enrcll In School

Fill out Transfer Comment and Date of
Transfer. Select a Transfer Code.

Students who are transferring between buildings within

Start Page > Student Selection > Functio

Transfer Student Out

YCS can select 19 (Expected to continue in the same Test. Akira Kinaida 7 3007136
school district)' as their Exit code.
Click Submit j [— [
g
Scroll down the navigation menu. Under
Enrollment, click Functions
PowerSohaol
Functions
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In the center of the next screen,
click Transfer to Another School.

Functions
Print Reports For This Student
Transfer Out Of School

Re-Enroll In School

Transfer To Another School

Enroll In A Class At Another School
Create New School Enroliment
On-Screen Transaction Report
Recalculate Lunch Balance

Enroll New Student Living in the Same Household

In the To which school pull-down, select the
YCS building to which the student is

transferring. Transfer to Another School ¥ #
Click Submit. A - ol v Tenseres o
Who will be transferred i E B

To which school? District Office

Mote: The student must have already been transferr

The following screen will display a message

confirming the student is inactive at the PGWErSChOOI

building you chose.

The student has been transferred! Alert:
snoopy, Mister A is now an inactive student at Ypsil

NOTE: Transfer Out of School date example: if Mister Snoopy moves from
A@ s to EGEEh on March 19th, A@ s secretary will exit him using the exit date of
March 20t and do the Transfer to Another School. She will choose ESllllh Elementary
from the drop-down. Now this student is in the E@Bn Building and the Ef@n
secretary can do a Modify Schedule function using the March 20t date for the Effective
Enrollment date to enroll him into classes at E{n.
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How to Re-Enroll a Student

Click on School and select ™ District Welcome, Stephanie Gabriel | Help | Sign Out
Office”

School: |District Office *| Term: 13-14 year

P

District Office

You will be returned to the PowerSchool E'
start page with your building now set to |Start Page
‘District Office.' I
Search
e Search for the inactive student ) y y .
by putting a "/" before their last | Students | Staff | Parents
name Click the magnifying

Q et |y View Field List  How

Browse Students

glass.

If a list of students is returned change

your School back to your building; Student Selection
Then, re-search for that student you Matches: (3)

want to re-enroll.

1 (300136) (7) Test, Akira Kinaida |
(300005) (7} Test, Louis Quincy
(229310) (4} Tester, Sierra L

In the navigation menu, under B %
Enroliment, click Functions. = =

el All Enrolments
Functions
Special Programs
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On the next screen, click Re-Enroll In
School in the center of the page.

Functions
Print Reports For This Student

Transfer {

n-Soreen Transaction Report

ecalculate Lunch Balance

i

Enroll Mew Student Living in the Same Household

Complete the fields that need to be Re-Enroll Student %
populated. REMEMBER Date of re- _
Snoopy, Mister A 0 108914 ASA  Transferred Out
enrollment must match Schedule
EnrO”ment date and F' rSt date Of Student to re-enroll Snoopy, Mister A
Attenda nce. Date of re-enrocliment 22014 =B neoorrrry *
Entry code T
Click Submit.
Entry comment p
The following screen will display a Full-Time Equivalency Full Time ¥
message confirming the student is Grade Level Ke v
inactive at the building you selected. Track v
District of Residence Ypsilanti Community Schools (81020} T

Restore class enrollments? | Yes ¥
Mote: Regardless of the date specified above, the student's records will be re-activated

immediately.

e See the picture to your right,
notice he is has been re-
enrolled. This means, I
requested for the classes to be
restored.

o IfIhadsaid, "No”, thenIwould  PowerSchool
have to go to Modify Schedule to

enroll him into to class(es).
Alert:

snoopy, Mister A has been re-enrolled.
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Class Enrollment

Because all elementary students in one classroom typically
have identical classes, class enrollment may have been
automated through dependencies (see section: Dependencies).

=

Select the student

Effective Enrollment Date —
Must be populate with the date
the student will physical be in
the building attending a
schedule class(es).
e  This date can be
found on the
Transfer Info
Page.

NOTE: Effective Enroliment Date —
defaults to today’s date.

2. From the menu, under SCHEDULING, choose MODIFY SCHEDULE

3. Change the e Tr—

Effective
Enrollment Date

EMecieor Enrclimen Dete | 17733005

4 . Choose Period Bearoh A vstabie Clas
Cicasrwa Humiber wrind | AA f_E\
5. Click on Find. :

Chmih g

Commrus. Sacisn f_'l.rT:I_\'l

Below image will open, click on Course Name of the teacher you wish to enroll the

student in to.

Filter By

Pericd CIT - Term - | Teacher |AII

Day BT Graas Credit [ v |

Type

Course |:I Showwr on classes with available seats [
gemre) Breizota  |EEamwsomen

Crs. S5ec Course Mame Expression Term Teacher

T Citizenship 1 CITA) 1213 5

CITOM1. Citizenship 1 TIT A 12-14

CITOZ. Citizenship 2 TIT LA 12143

CITOZ. Citizenship 2 CIT{AD 12-14

CITOZ. Citizenship 2 CIT A 12-143

CTITO=2. Citizenship 3 TIT{AD 123-14

CITO3. Citizenship = TIT A 13-14

CITo=. Citizenship 2 TIT A 12-14

CITOD=2. Citizenship = CIT AL 12-143

TITO2., Citizenship 3 TIT{AD 12-14

Grade it Cr Enrcllimen
Type Hrs

o .00 ZEs a0
.00 ZSan
0.0 28

o000 ZE,4AD
o .00 ZEs a0
.00 25,40
o .00 La ]
.00 =

o .00 Zovan
o000 240
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Elementary schools - with Dependencies Set:

When the CIT Sec was
created for a teacher,
the Dependent
Sections was created
to include all of the
course.section that
the student would
have for the whole
day (periods) including
specials.

Dependent
Sections
{course.section,
course.section,
eto.}

WRKDZ. [, ROGE. (@ AT i@ WRID:. @ 5CI03.

G, 0000, G, MUST. er PEDOD. Ger ARTOI. (G

If you have a new
student, schedule the
CIT course FIRST!

This will create the
rest of the student’s
schedule

Modify Schedule - Enroliments L

Snoopy, Mister & 0 106914 ASA

Enreliments | Requests |

- Functions
Effective Enrollment Date 2014 E
Search Available Classes G
Course Number | |
Period CIT ¥ |
= F_III'ICﬁOI'IE -

Effective Enrollment Date

Search Available Classes

[

Course Humber

Period E|

Enroliments

Lock Exp Trm Crs-5ec Course Name
o' ARTIA) 1214 ARTD Art3
W CITA) 1314 CITO Citizenship 4
o MATA) 1314 MAT Math 3
w FRDEA) 1214 RDG Reading 3
w  SCIA) 1314 SCIO Science 3
W SOCiA) 1214 500 Social Studies 3
w WRIA) 1314 WRID Wiriting 3
W WRKA 1214 WRK Work Hebits 2

Brezo1d  [EEumcorrm

Quick Enroll

Course.5ection

L |

Note Teacher Room  Enroll

111 03/10/2014
02/10/2014
02/10/2014

111 02/10/2014

03/10/2014

0210/2014

03/10/2014

06/26/2014

02/10/2014

06/26/2014
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Mass enroll

e Below the student list, is a drop-down
menu and instructions: select a
function for this group of students.
Click the drop-down control and click
“Select Students by Hand”

o Click the first student to be

enrolled in this class. Depress
the [CTRL] key (and keep it

Select all students from the desired grade (click the grade nhumber)

Search Students

View Field List How to Search

Browse Students

ABCDEFGHTIIKLM
NOPQRSTUWVWXYSZ

depressed) as you click on each
additional student until you have
all desired students selected.

e Click the Functions button at the
bottom of the screen.

e Choose “Mass Enroll in Class”

e Set the teacher's name, and the

period (for Elem, this is whether it
is AM, PM or Core class.) Inthe
3" box, type the course number,
a period, and the section number.
Obtain these from the Teacher
Schedule or a Printout of Master

Schedule Report.

Student Selection

Select = student to view student screens or choose the popup
menu belowto perform an action for the current selstion.

Attendance Change
Counselor's Screen
Enrollment Summary
ExportUsing Template
Fee Functions
ID/Password Assignment

List Students

Mass Enroll

Mass Print A Student Screen
Mext School Indicator

Print Report

Print Mailing Labels

Quick Export

Reports Menu

Save Stored Selection
Search By GPA

Search By Grades/Attendance
Search For Perfect Attendance b
Select Students By Hand |
Student Field Value
Transfer Out Of School

Hents

e Thefirst day the

students will be
in class should
be entered in the
Enrollment Date
field.

e  Submit

Mass Enroll - Term: 05-06 Quarter 1

Mass enroll the selected students into which class?
| | AM(0) ¥ 203040G. 106] (course.section)

Clicking the Submit button below vill cause the selected
2 students to be enrolled in the class specified above.

Wicks, Debbie

Enroliment date: |8/9/2005

S )
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Attendance Information:

Changing meeting attendance for one student: (Office
personal - only)

To change meeting attendance:
E] Select the Student @ Select an
attendance option

Search Students
Academics

Daniels, James| Attendance

' H - Enter Attendance
" W earch

@ Select the code @ Apply attendance code
Monday
01/09/2012
[(Wuenx: 0]
Set All

A (Absent)

T (Tardy) AP Hi

TE (Tardy Excused) ~ Hmm

PE (Parent Excused) Mitchell, Sean V

U (Unexcused) 300

S (Schoo! Excused)
08:30 AM - 10:00 AM

» 1(8)
Change Attendance for a Group:
Use this function to change attendance for a
roup, such as a homeroom or class.
group PowerSchool

From the Start Page, Click on Teacher
Schedules. Choose a teacher to open the
teacher schedule.

From the Teacher’s Schedule, click on the

Aﬁendanoe
& B
Attendance Icon & E Chair: Will show

only one day and all of the students Calendar: Will show a three week period and the current day is
highlighted in Green.

Mark your attendance for the students and click on Submit
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Quick Lookup I Standards Grades |

View Student Attendance

Pages T oo m
To view a student’s attendance ae —_— Tt
record in PowerSchool, first WRKE s :
search for and select the ROGA) R
student. Then, click one of these i — — o -
links on the student pages s s o -
menu: ra-Rm: 33

* Click -Quick Lookup o s '
To see Dates of all absences for = o N
school year click on the number ' w=mw 0
next to Attendance Totals = = T =T

MUS(A)

Dates of all absences for 13-14:
Citizenship 1 - Exp. CIT(Ay
1. 09/02/2013 - U
This will show All Absences for the school year like this. Sy
4. 01/29/2014 - EX
WWork Habits 1 - Exp. Wi
OR 1. 09/02/2013-U
2. 01/10/2014 -
. - . 3. 01172014 -1
¢ Click on Attendance to view the meeting attendance + oareorn1s -
Reading 1 - Exp. RDG(A]
Math 1 - Exp. MAT(AY (M)
writing 1 - Exp. WRI(A)
Science 1 - Exp. SCI(A)
Social Studies 1 - Exp. S
Art 1 - Exp. ART(A) (AR
Phys Ed 1 - Exp. PED(A))

Music 1 - Exp. MUS(A)

Find Teachers Who Have Not Taken Attendance

Use the PowerTeacher Attendance report or view the Teacher Attendance Submission
Status page to find out which teachers have not taken attendance.

Run the PowerTeacher Attendance Report
1. On the Start Page, click System
Reports > PowerTeacher

PowerTeacher Attendance Report

Report Name PowerTeacher Attendance
Attendance -
2. Select the appropnate period Check :::r::::): Report showing which teachers have nottaken attendance.
box, such as period 1 il W
H 1 blank for all)
3. Click Submit
Starting Page Humber
Processing Options
1. On the Report Queue (System) - ‘ =T |
My JObs page, CIICk RefreSh Data to be filled (Check checkbox on the right to save as default value) | Reset All ¥ |
2. When the status says Completed, T .
click View
Teacher Mo .}lﬁendam‘.e For Meeting{s}
S S maa
P T
5. G pafa), P4(a) P4(A), PA[A),
.
8. P
o
11, T
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View the Teacher Attendance Submission Status Page
1. On the Start Page, click Attendance pate Displayed: T0/17/2011 1R trwmormo
2. Click Teacher Attendance Submission Status ~ OrderBy: © Aiphabetic

e Each teacher’s name has an icon next to it, = :ﬁfﬂ;’:tﬁrst

which is the attendance indicator -

e Click the teacher’'s name to see a list of the Show: E Al
teacher’s classes and the attendance status O Complete Attendance

O  Incomplete Attendance
for each one

¢ A green check mark indicator means that [ submit |
the teacher has submitted attendance for all
of his or her classes

¢ A yellow exclamation point indicator means
that the teacher has submitted attendance

A

for only some of his or her classes I I
e Two red exclamation points means thatthe n
teacher has not submitted attendance for any
of his or her classes
Run the Absentee Report
1. On the Start Page, click Attendance >
Absentee Report \R,eporlName .:bjsuenlee
2. Select the desired attendance COdE(S) A single day period by periad attendance code report
R Note: Period(s) does not apply to daily mode.
3. Select the period(s) or leave blank for . ,.mens
a” perlods Attendance Mode
2 The selected 0 students anl
4. Include the student number, blank Students to nclude o Allsuasris '
lines, and verification lines i S
(Optl Onal ) Gl}b‘r?gﬂncfssed.‘&bsence)
5. Click Submit L tamin Exosses)
Attendance Codes ¥S§;"r‘3y Ercused)
6. On the Report Queue (System) - My 555 (ot o et Sompension)
Jobs page, click Refresh o1 sty Fraseny
Date to Scan mek‘ DDAYYYY)
7. When the status says Completed, click [ @P1L P2 UPIL PAL D
V|eW Processing Options _In Background Now ¥
Specific DateTime M EBuwoorem i@
Data to be filled (Check checkbox on the right to save as default value) | ResetAll v |
ME-EtII'Ig Attendance Include Student Number =] i«
Codes: UIEXI.PLEXJ SSIDESITITEIEﬂ Humber of Blank Lines Below Student Names il =]
Include Verification Line =] 5]
Student Grade Phone AN P e Enalen Y
-1 313+ EX
=51 734 Apple Grove High School 1
~ Absentee Report 07/13/2011
-2 734 Ex B
-1 240 EX
= 734 Ex Meeting Attendance
-2 734 EX Codes: A
Lae -2 734 Ex
-1 313 Student Number Grade Phone 1
CGEED S 10 GEEmmD A
Talked To: Relationship: Reason:
Functions Verify Date: Employee:
Find teachers wha hawve not talken attendance [e==— 1316 0 CRE A
Talked To: Relationship: Reason:
Verify Date: Employee:
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There are a number of summary reports that are part of PowerSchool.
These are accessible from Reports > Run REPORTS or REPORTS>System Reports

Class Attendance Audit

To do a Class Attendance Audit Reporting Segment

R t or 1:08/01/2013 - 09/03/2013 ~

epor Begin Date and ® [1/1/2014 [EE [1/31/2014 B (MmmDAey)
Ending Date™

Select Begin Date/Ending Date ALL TEACHERS

Teacher:

Teachers

e You can pick an
individual teacher

e Multiple teachers
by holding down B

B
Cj
E
€
H
K]
L

4

Ctrl button and 1
select teachers -

e Select ALL °
A

TEACHERS Period(s) (leave
Period(s): Leave Blank for All | elankforan
period attendance.

(4]

Header Options

Header: This Optional

The fields below give the user the ability to add labels and fields from the sections and courses
table to the header of the report. The examples below show how to format these fields.

Print Options:
: Header Label 1: CIP Code
The best results for multiple et 14 ootiasstootes
months set the print Option as Header Label 1 [Atiendance Report 20132014 ‘
follows: Fleta1

Header Label 2

Break to a New Page for Each: Flelae

Include Term Name

Month
Print Options
Page size: Letter (8.4” X 11”) Break to a new page Vorth = 2
for each” Hon
. i Page Size* Letter (85" x 11%) * "
Page Orientation: Landscape o .
Page Orientation™ Landscape *
Scale* 90 Ci
Scale: Less than 100 preferable is | reportoutputLocale [Engish » ¢
90
Report Output locale: English
{ Teacher: G Attendance Report 20713-2014
Course: MATH MS
Have the checked! Section: 1
Expression: 1(A)
EPTENMEER
AlalalalAalalalAalAlA] A AlalAalales
View of the Actua| ”CIaSS Student Gr. Entry  Exit Mo::-lnl.‘y Mun;l:_:-y 3|95 6% |0|v1]12|a] 16| 7|18 18|50[25 2|3
Attendance Audit” Report e e
2 5 11M&M13 0701514 o O NE NVE NIE NVE NE NFE NE NVE NE [NE MNFE NIE NVE NE
3 & 0903713 01726014 20 20
4. 8 09/03/13 070114 20 15| U u u u
5. T 11M4/13 O7MO1M14 o O NVE NVE NIE NVE NE NFE NE NVE NE [NE MNIE NIE NVE NE
=3 & 090313 070114 20 1i5|u (u ju |u E
7. & 020313 o714 20 19 u




Student
Attendance Audit

Attendance Mode on Meeting

Attendance conversion Period to
Day

Students to Include — From single
student, per grade, or all
Students

Reporting Segment - Toggle the
Begin date or ending date and
populate the date range

View of the actual “Student
Attendance Audit” Report

Student Attendance Audit Report

Report Name
Version
Description
Comments
Attendance Mode

Attendance Conversion

Students to Include

Grades (leave
blank for all)

Reporting Segment
or

Begin Date and Ending Date™

Processing Options

Specific Date/Time

Data to be filled
Include Student Humber

Report Qutput Locale

Student Attendance Audit
57

Roster report detailing attendance by day

Use Defaults ¥

Use Defaults ¥

The selected 0 students only
® Al students

-300 PK3 LI PK4LD KG

® No Reporting Segments defined
-> Setup Repo
00/00/0000

gments
00/00/0000  |EES

In Background Now ¥

Student Attendance Audit

DorrYYY) /(@
English ¥

[FEERUARY oials
AT ATA]] A AL [ Wemb
Mm|w]|H]|F
17 | 19 | 20 | 21
100f 100f 100 100f 4 400
o e 1
ooof 100f 100 100f 300 400
oo 100 00d 000  r1od 400
1. 1133] 1_'33 1.00) 4_'03 4,00)
R
L L
L L
100{ 1000 100 1.00] 400 4.0
100 100 100 100 400 400

(Check checkbox on the right to save as default value) Resetall v
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Consecutive Absences
Report

Attendance Mode: meeting

Attendance Codes: All codes or
select certain code by holding
down the Ctrl button and
selecting codes

Begin Date and Ending Date:
populate date fields with range

Number of Consecutive Days to
Scan and Check box:

Indicate the days and check the
box.

View of the Actual “Consecutive
Absences Report”
N

Report Name
Version
Description
Comments

Attendance Mode

Attendance Codes

Begin Date and Ending Date
Processing Options

Specific Date/Time

Data to be filled

Number of Consecutive Days to Scan*

Scan*
Include Student Number
Itemize by Day

Report Output Locale

ey e ey w ey

Consecutive Absences
3.9

A report listing consecutive absences for one absence code

IMeeting *

ALL CODES

D (Day 1 for new enrolee)

E (Excused)

U (Unexcused)

T (Tardy)

Y (Tardy Excused)

S (Athletics)

F (Field Trip)

I (In School Suspension)

O (Out of School Suspension)

00/03/2013 [ 06302014 [ oo
In Background Now ¥
B oumoorony /@

(Check checkbex on the right te save as default value) Reset All ©

5

Current Enrollment Records ¥

English *

Occurrences of 5 consecutive absences of codels) O,T,U, from 09/03/2013 to 06/30/2014
Student

td

Grade Expression Course First Date LastDate =
3 1-3(A) AM Elementary 11/25/2013 12/04/2013 6
3 1-3(A) AM Elementary 01/15/2014 01/23/2014 &
g 4(n) World History 12/16/2013 12/20/2013 5
g S(a) Phys=ical Science 12/16/2013 12/20/2013 5
g 1(A) World History 09/03/2013 09/11/2013 7
g 2(A) SOCIAL AWARENESS 09/03/2013 09/10/2013 6
9 3(A) PHYSICAL SCIENCE 09/03/2013 09/10/2013 6
9 4(A) World History 09/03/2013 09/11/2013 7
9 5(A) Physical Science 09/03/2013 09/10/2013 6
9 1(a) ENG/SPEECH 09/16/2013 10/02/2013 13
9 1(a) ENG/SPEECH 10/11/2013 10/21/2013 7
9 1(a) ENG/SPEECH 10/23/2013

9 1(a) ENG/SPEECH 11/01/2013

9 1(a) ENG/SFEECH 11/11/2013

g 1(a) ENG/SFEECH 12/03/2013 12/09/2013 5
g 1(a) ENG/SPEECH 01/25/2014 02/04/2014 5
] 2(m) SOCIAL AWARENESS 05/16/2013 09/20/2013 5
] 2(m) SOCIAL AWARENESS 11/19/2013 11/26/2013 6
9 2(A) SOCIAL AWARENESS 01/259/2014 02/04/2014 3
9 3(A) MATH 09/156/2013 09/20/2013 5
9 3(a) MATH 01/259/2014 02/04/2014 3
9 5(A) Physical Science 01/10/2014 01/16/2014 5
9 6(4) World History 09/16/2013 09/20/2013 5
9 6(4) World History 01/25/2014 02/04/2014 5
10 4(A) Algebra 2 12/02/2013 12/06/2013 5
10 6(A) ENG/SPEECH 12/02/2013 12/06/2013 5
4 1-3(4) AM Elementary 01/10/2014 01/16/2014 5
4 4-6(A) PM Elementary 01/10/2014 01/16/2014 5
6 1(A) MATH MS 02/05/2014 02/14/2014 8
6 3(A) ENG/SPEECH MS 02/04/2014 02/14/2014 9
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Log Entry:

To add a log entry:

=

+ Search for student
+ Click Log Entries

+ Click New

v Select log type

+ Enter information

v Click Submit

Log Entries %

-1

BELC

L =1

Edit Discipline Alert

Search: |

Edit |Log Type

Date/Time |Author |subtype

Title

Details
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Reporting and Tracking Suspensions and Expulsions

Whenever a student may be suspended (whether In School or Out of School) or expelled, a
discipline referral must be completed per building procedure by the referring staff member, and
given to the building administration. If the student receives a Suspension a Suspension Letter
must be provided for the student and parent on the day of the suspension.

Step 1: After receiving the discipline referral with the Principal’s signature on the
referral form, the building secretary or principal enters the primary information into
PowerSchool under Log Entries. Entries will be written using the following format (fields not
listed can be ignored):

Edit Discipline Alert

Date/Time Filled with date and time of data entry by Powerschool automatically
Log Type “Discipline”
Author Filled with user’s name by Powerschool automatically
Title Brief description of the offense: “Profanity in hallway”, “Assault on
teacher”, etc.
Details 1) Administrator’s name issuing suspension or expulsion
2) Number of days
3) Beginning and ending dates
4) Re: Suspension Letter provided to parent - by whom, mode of delivery,
date
5) Narrative of offense
6) If student is a Special Education student:
a. Name of case manager
b. Date case manager notified of suspension
c. Procedural safeguards provided
d. Date procedural safeguards provided
Consequence Select the appropriate option from the dropdown

Incident Date

Enter the date on which the original incident happened that triggered the
referral

Incident Context

Select the appropriate option from the dropdown based on whether the
incident occurred during or after school hours

Incident Select the appropriate option from the dropdown based on whether the

Location incident occurred on or off of school grounds

Incident Loc Enter notes about specific location —i.e. 2™ floor restroom, on charter bus,

Details etc.

Reporter Select the appropriate option from the dropdown for who reported the
incident

Police Select Yes or No from the dropdowns as appropriate to the Incident

Involved/Hearing

Officer/Drug

Related/Weapon
Related

Weapon Type Select the appropriate option from the dropdown if the Weapon Related
field was marked Yes
Money Loss Enter the dollar value of any money lost or property damaged in the
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| Value

| incident

Step 2: The Michigan State Information section at the bottom of the New Log Entry page
must be filled in for the following referrals:
e Any referral resulting in an Expulsion
e Any referral involving a Special Education student which results in an In
School Suspension, Out of School Suspension or Expulsion.
e Any referral involving a Special Education student which results in the
Hearing Officer checkbox being checked

o Any referral involving a Special Education student which results in the
student’s Unilateral Removal to an Interim Alternative Educational

Setting

State Data Fields

Include In State “Yes”
Reporting
Incident ID IMPORTANT: This ID code must be unique to each incident in the

school year, but must be the same for all students disciplined for a single
incident, e.g. a multi-person brawl. The Generate Id button may be
used to generate a new unique ID for the first student involved in an
incident, but that same code must be used for the other involved students
as well.

Incident Type

Select the appropriate option(s) from the list. 1f none of the listed entries
match the incident, select “(56) Other Behaviors than above”

The incident
caused bodily
injury/was a sexual
assault

Check either or both checkboxes if appropriate to the incident

Estimated Cost of
Property Damage

Enter if appropriate to the incident

Initial

Fill in the Action Taken, number of Consequence Days, and Start

Consequence Date

Secondary If additional consequences occur (i.e. expulsion after a suspension or
Consequence/Other | removal by a hearing officer), fill in the Action Taken, number of
Consequence Consequence Days, and Start Date

Follow-Up After If the student was expelled, select the appropriate option(s) from the list
Expulsion

Step 3: The building principal or building secretary will enter the dates of any Out of

School Suspensions in the student attendance section of PowerSchool, using
OSS as the attendance code.

Step 4:

The building principal or building secretary will exit the student from the district

in Powerschool if they are Expelled and receiving no services

Step 5:

The building principal or building secretary will print out and provide the

Suspension Form Letter for the student’s parent/guardian.
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Step 6: If the student is in Special Education

a. The Procedural Safeguards Notice will also be sent to the student’s
parent/guardian, indicating on the letter the mode of delivery to parent,
whether in person or by mail.

b. The Case Manager will be notified by email of any suspension or expulsion
by the building administrator or secretary.

c. The building principal or secretary will scan and email a copy of the
Suspension Letter to the Student Support Services Secretary.

d. A copy of Suspension Letter will be placed in the student's main
special education file.

Step 7: If the number of days of the consequence is altered after the initial entry (i.e. a
Suspension is shortened or lengthened), the Discipline Log Entry must be edited
to reflect the correct number of days served.

Days of Suspension: In the context of recording disciplinary removals issued to students with
disabilities;

e A partial day counts as a full day of removal/suspension and will be recorded as such on
the student’s on-going tracking record.

o If the district imposes restrictions or conditions upon the student’s return to school, each
day, until the conditions are met, is considered a day of removal/suspension (e.g., parent
meeting, psychiatric evaluation).

The term does not include;

e Bus suspensions, unless this service is on the student’s IEP and the student is unable to
make it to school as a result of the suspension.

e In-school suspensions that are continually supervised by a certified teacher or a
paraprofessional who is supervised by a certified teacher, and that afford the student the
opportunity to progress in the general curriculum, to participate with students without
disabilities to the extent that they normally do, and to receive the services specified in
the student’s IEP.

o Class removals for no longer than 1 class period. However, consideration should be
given when looking at repeat behaviors/removals as part of a “pattern”.

e Necessary delays in admitting the student due to a lack of required documentation, e.g.,
immunization records.

Form(s) & References:

-Student Discipline Referral Form

-Suspension Letter

-Building Administrator Checklist

-Suspension Documentation Case Manager

-Michigan Department of Education Procedural Safeguards Notice (May 2009)
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Quick Export:

Powerschool provides tools for extracting records into Excel. Quick Export is best used for a
one-time extract. A template can be built to be used over and over. Quick exports pull from
the students table. Templates can pull from Students, Courses, Schedules, Teachers, and
Historical grades. This method quickly produces a simple list of students and information
from the Student table. Change the parameters to produce a more detailed list. For more
information about exporting, see How to Export Using a Template.

In addition to exporting data, SIS Views provide quick access to key metrics and not just raw
data. For detailed information, see the Data Dictionary SIS Viewsavailable on PowerSource.

How to Use Quick Export

Note: The Quick Export page is now also accessible via Start > System > Page and Data
Management > Quick Export.

1. On the start page, search for and select a group of students. The Student
Selection page appears. For more information, see Select a Group of Students.

2. Choose Quick Export from the Select a function for this group of
students pop-up menu. In most cases, you will not need to change the default
options on the Export Students page, in which case you can skip the next step. To
change the selections, proceed to the next step.

Note: Alternatively, if you have a current selection of students, you can access this
page by choosing Special Functions > Groups Functions.

3. Use the following table to enter information in the fields:

Field Description

[Fields to be  Enter the fields to be included on the exported spreadsheet. Enter as many
Exported] fields as needed. Enter only one field per line. Separate multiple fields
with a hard return.

To insert a PowerSchool field into this field:
1. Click Fields at the bottom of the page to view a list of

PowerSchool fields. The Fields pop-up appears.

2. To narrow the list of fields, enter one of more search terms
in the Filter field. Otherwise, leave blank.

3. Click the field you want to add. The Fields pop-up closes
and the selected field appears.
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https://ps.wihi.org/admin/help/how_to/im_06_templates_export.html#export_using_template
https://powersource.pearsonschoolsystems.com/article/63455
https://ps.wihi.org/admin/help/how_to/st_03_select_group.html

Note: Database extension fields can be selected on the Fields pop-up. For
more information, see Database Extensions in the System Administrator
User Guide available on PowerSource.

Quick Export
R
“Surround Fields”
Do you ward 1o open o save tis file? E
E [y
(o
P SEmtm
Field A field delimiter separates fields (or "columns™) in the exported data. Use
Delimiter the pop-up menu to choose how you want the system to separate each
field in the export file:
e Tab
e Comma
e None

e Other: Enter the delimiter in the blank field.

Record A record delimiter separates records (or "rows") in the exported data. Use
Delimiter the pop-up menu to choose how you want the system to separate each
record in the export file:

e CR: Carriage return

e CRLF: Carriage return and line feed

e LF: Line feed

e Other: Enter the delimiter in the blank field.

Surround Select the checkbox to surround the fields in the exported data with

Fields quotation marks.

Column titles  Select the checkbox to include column titles on the first row of the

on 1st row exported data.

Export DCID  Select the checkbox to export the Student table's unique identifier.

Click Submit. The exported data appears.
Choose File > Save As... to save the file. Open the saved file using a spreadsheet

application, such as Excel

e Go to the desktop. Double-click on the file to open it in Excel.

A |
1 [Lastfirst IHom
2 Ragd 208
3 Ry 208
4 208
5 208
6 208
T 208
8 208
9 208
10 208
11 208
12 208
172 2N
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Stored Selections:

These are the steps to create a group that can be called up again and again. (This is only one of
several methods.)

Assume you need to work with a group of students over and over again, perhaps students who
participate in CrossCountry, Varsity Football and Cheerleading and that these students have the
appropriate activities checked. (To ascertain the correct PowerSchool names for the activities, check
the field list in the Student Search Screen.)

1. Search for the students who might have: Alert_Medical#
2. From the Group Functions List, choose Save Stored Selections

3. Assign a name for the group and leave the default selection chosen: SAVE the current
selection with a new name. [Submit]

71 Students records in current selection [Alert_Medical Students]

Name of new selection Alert_Medical Students
® SAVE the current selection with a new name

ADD records that belong to ANY of the checked selections TO the current selection

FILTER records in current selection BY records that belong to EVERY checked selection

CREATE a NEW selection based on records that belong to ANY of the checked selections

CREATE a NEW selection based on records that belong to EVERY checked selection

DELETE all checked selections

PUBLISH all checked selections for other users

Published #
71

107
17

Selections

1. Return to the front screen and repeat the process to select the students participating in
activity you would like to have a stored search

Add students to a saved selection

3 Students records in current selection

1. A saved selection already exists -
Name of new selection NOrates!
2. Select the students to be added . B i
3' Return to the start screen ® ADD records that belong to ANY of the checked selections TO the current selection
4' Choose Stored SearCheS O FILTER records in current selection BY records that belong to EVERY checked selection
5. Check the stored search T —
6_ CI|Ck Add records that belong to any of the O CREATE a NEW selaction based on records that belong to EVERY checked selaction
Checked Selectlons gDELFrE all chacked sslactions
7' If you Want tO use the Orlglnal name, TYPE it PUELISH zll checked selections for other users
into the new selection name. selections Published "
8. Subm|t noratast 3 Go Functions
' Submit ‘
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Remove Students from a saved selection

1. A saved selection already exists. From the start screen go to Stored Selections and
click Go Functions associated with the proper selection name.

2. Select Students By Hand

3. Click the student or students

4. Remove selected students (choice at the bottom of
the screen)

5. Click [Functions]

6. Choose Stored Selections

7. Type the name into the “Name the new selection”
box and leave “Save Selection with new name”

O Keep selected students

selected. When the new name is the same as a B Remove selected students
previously saved name is used, that name is
assigned to the new group of students, in this case, (" Selections ) (_Functions )

the reduced group of students.

View Stored Searches:
Start Page

PS Administrator has created

Bl stored Searches to assist in quality
| Students | Staff | Parents

of Data. Please run these searches

I &Y viewriedlist | on a regular basis to review and

Browse Students clean the data. Preferable before
ABcDEFGIH 1 J kL wmno e a Fall Springand End of School Year
3 5 B ] . .
-3 PK3 PKda K 1 3 3 4 5 6 7 & 9 10 11 Sme|SS|OnS.
Other Options 4

Enroll New Student Stored Searches Stored Selections \L
Name of Stored Search m Perform Search Now
01 - Missing Date of Birth Run Search
02 - Missing Ethnicity Run Search
03 - Mi Run Search
04 5 - Missing Street Run Search
05 - A 5 - Missing Zip Code Run Search
as s - Missing State Run Search
a7 - Mi: g Home Phone Run Search
08 - Missing District Entry Date Run Search
02 - Missing Comp Use Form Run Search
10 - Students With Neo Schedule Run Search
11 - Students With Bad Entry Dates Run Search
12 - Missing Resident Membership Code Run Search
13 - PrekK - Missing EC Enrcliment Placement Run Search
14 - Prek - Missing EC Program Start Date Run Search
15 - Prek - Missing EC Delivery Method Run Search
18 - PreK - Missing EC Delivery Schedule Run Search
17 - PreK - Missing Educaticnal Setting Run Search
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How to Change Section from a Former Teacher to the New Teacher

(If all of the sections will be handled by the new teacher)

PowerSchool

Functions

Attendance
Daily Bulletin

Enrollment Summary

Master Schedule
Dashboard
Special Functions

Teacher Schedules

/

Power Announcement

Start Page > Teacher Schedule - Perlin, Theresa 205290

0 Teacher Schedule - Perlin, Theresa 205290

’ Start Page
Search

| Students .

From the Start Page under Functions

click on Teacher Schedules
"

Parents |

|IEY View

Browse Students

Display today's sections

Expression
CIT(A)

WRK(4)
RDG(A)
MAT(A)
WRI(A)
SCIA)

S0C{A)

Edit Section

Field
Course Name

Course Number

Schedule

Term

Teacher - Section Lead

Course #
CIT01

WRKD1

RDGO1T

MATO1

WRIO1

SCIM

50C01

. ,
n— — M—Cllck on Teacher’s name under Sec#

Citizenship 1

Waork Habits 1 27

Reading 1 27
Math 1

/This will open the Edit Section
Window.

Writing 1
Science 1 27
Social Studies 1 27
Make dents listed above the current selection

Click on Add button

Value
Work Habits 1

wrvo I

Expression: WRK{A)

CIT
WRK Ld
RDG

MAT

WRI

SCI

s0C

ART

PED

118}

Start Date: 09/03/2013

. v
2013-2014 End Date: 06/25/2014 &

Add

Staff Role % Allocation Start Date End Date Actions

D Lead Teacher 1000 09/03/2013 06/25/2014 B a



Edit Section

Field Value
Course Name Work Habits 1
Course Number WRKD1

Expression: WRK(A)

CIT
WRK Ll
RDG
MAT
WRI

SCI
S0C
ART
FED
Mus

Schedule

Start Date: 09/03/201
End Date: 06/25/2(

Term |2013-2014

Teacher - Section Lead

_=ad Teacher

Staff Role

VG  Lcad Teacher

Teacher - Section Lead Lead Teacher

- Teacher Schedule - Perlin, Theresa 205290

I Display today's sections

Expression Term Course # Course

CIT(A) 13-14 CITOA1 Citizenship 1
WRK(A) 13-14 WRKD1 Woark Habits 1
RDG(A) 13-14 RDGO1 Reading 1
MAT(A) 13-14 MATO1 Math 1

WRIA) 13-14 WRIO1 Writing 1
SCI(A) 13-14 SCI0 Science 1
SOC(A) 13-14 S0C01 Social Studies 1

Make all students listed above the current selection

100

When you click on Add button it will open
another Teacher — Section lead row.

Change the following:

1. Add new teacher
. Start Date (first day in classroom)
3. End Date will default to last
school date in the system
4. Change the End Date for the
teacher who left to the day before
of the new teacher starting.

Add
% Allocation Start Date End Date Actions
100 o, 09/0312013 0812512014 BeE
Add
% Allocation Start Date End Date Actions
100 09/03/2013 01126/2014 (o -
100 012712014 0612512014 B E
\ End Result should look
Nlike this.

Note...Teacher’s end
date is 1/26/14, day
before the New
Teacher’s start date of

1/27/14.
Sec# Room Enrollr|
a 27 ~ 2o . .
. ,. | This task will need to
. ,, | berepeated on all of
_< .. | the Courses the former

27 2 | teacher taught.
27 28
27 2t
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Substitute Sign In Settings

Substitute teachers at your school can use PowerTeacher Substitute to enter attendance and lunch counts for
the classes they are covering. In order for substitute teachers to sign in to PowerTeacher Substitute, you will
need to provide them with the school's PowerTeacher Substitute URL, the name of the school, the name of the
teacher for whom you are substituting, and a password. For more information, see the PowerTeacher Substitute
online help or the PowerTeacher Substitute User Guide.

How to Set Substitute Sign In Settings

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Under General, click Sub Sign In Settings. The Substitute Sign In Settings page appears.

Start Page > School Setup > Substitute Sign In Settings

“unctions ) . . .
Substitute Sign In Settings
Attendance
Daily Bulletin
B e ST Substitute Sign In Password o
Master Schedule Include current date?
Dashboard

: . Mote: This substitute sign in password applies to S cademy only.
Special Functions gninp pp | y onl

Teacher Schedules

3. Use the following table to enter information in the fields:

Field Description
Sub Sign In Enter the substitute password.
Password

Include current  Select the checkbox to include the current date as a
date? prefix to the password.

4. Click Submit. The School Setup page appears.
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Substitute Attendance

This article describes how a substitute teacher can take attendance for your class using PowerTeacher, without the need for your
username or password.

1. Log into the Substitute Portal of PowerSchool:
https://ps.ycschools.us/subs

2. Select the school and teacher that the substitute is filling in for from the drop-down fields, and enter the substitute password,
attained from the front office.

PowerTeacher

Substitute Teacher Sign In

School
| Lomm— High School v |
Teacher
D =
Password

Sign In
PowerSchool

EArSONSCN00ISSemE. oom

3. Click the "chair" icon next to the class for which you need to take attendance.

3(A) Student Asst.

(Y

1(A) US History

3o e
X X XX X

2(A) US History

3(A) US History

S(A) US History
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4. Select the appropriate attendance code from the drop-down field, then click next to each student name that needs to be
marked with the selected code.

US History - 1(A)

Current attendance codel g0 (-0

5 (Tardy)

T (Late)

Z (Absent)

ND {Non Dress}

Bfobea, Unyvr Znevr

Bygrebt, Noorl Yrvtu

Byzfgrng, Whfgva Wnl
Crvar, Unaanu A
Enzfrl, Gubznf Yrr
Ervpureg, Qhfgva Wnpx
Fgnaoeb, Nhfgva Revp
Fgrryr, Xnlyrl Qvnan

Fjrrer, Oelaa Ryvmnorgu
5. Click the 'Submit' button at the bottom of the page.

Even if all students are present, the substitute teacher still needs to log in, click the "chair" icon for the current period, and click the
submit button at the bottom of the page. This is the only way the system will know that all students are present.
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