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Online Tutorial: Running a Perfect Attendance Report

Search S5tudents
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Siep l: From the start pqgel SeIeCf a group Of View Field List “Wiew Function List How to Search
students. Generally, for this type of report, S

you’ll simply select “All.” Browse Students
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Select & function for thiz group of students
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| _ i Step 2: At the bottom of the screen, select
Fee Functions ~ “ .
ID/FPassword Assignment Search for Perfect Attendance” from the
LOAF Directony Synchronization _

List Students drop-down menu.

" Mass Enrall in Classes
kass Print A Student Screen
. Mext School Indicator . Step 3: Select the group of students you'd

Frint Report . . .
Print Mailing Labels like to include in the report. Generally, select
Quick Expart —“All currently enrolled students.”

Fe-Enroll in School
Feports kenu

Save Stored Selection Step 4: Choose a start and end date for your
=earch By GFA

arch-Bv-Srottesiterdance report.
@ Search For Perfect Attendance
Si‘ep 5: SeleCf C|ny Students to scan t{:} The zelected S48 students
53:? All 548 currently enralled students

ttendan 'd lik — > — >
attendance codes You d e Date range to sean ‘ ‘

PowerSchool to ignore when

Disregard these codes when searching |f,E,|,t |

/

Separate any codes you enter with a comma:

running the report.

Step 6: Click the “Submit” button, —— Submit )



Function

Attendance Change Si-ep 7' Choose
Counselor's Screen o
heading.

Enrallrment Surmmary

Export Using Termplate

Step 8: Enter th

IDfPassword Assignrment box-

Fee Functions

LDAP Directary Swnchronization
List Students

Mass Create Farmily Links studen'r_number

Mass Enroll |C|ST name

Mass Enroll Special Program . -
first_name

Masz Print A Student Screen
Mext School Indicatar

Print Reports

Print Mailing Labels
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“Quick Export” under the “Function”

e following information into the text

student nuwwbher
last_ name
first_name

Step 9: Click the “Sublmi'r” button.

Siep 10: After You click “Smeif," Opening student.export.text

you’ll receive a prompt about the file
you’re exporting.

Choose “Save to Disk” and save the
file to your desktop.\

Step 11: Find the file on your desktop,
and right-click on it.
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> Submit

‘fou hawve chosen ko open

[Z] student.export.text

which is a: Text File
from: http:j/pstest.greendat.arg

~ What should Firefox do with this file?

[] oo this autamatically For files like this From now on.

L Ok ] [ Cancel




Open
Edit
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Step 12: Click on “Open With” and then “Choose Program.”

Scan For Viruses., .,

v Make Available OFfline
Synchronize

0 Motepad

send To b Microsoft Office Excel
[2' WWordPad

Zuk

Copy Choose Program, ..

Create Shortout
Delete
Renarne

Step 13: Check the “Always use the selected program to

Properties

open this kind of file” box. Then, click on Microsoft Excel,

and click OK.

ZaH MICFOSOTT LITICE LIOCUMENT 1Maging
Microsaoft Office Excel
Microsoft Office InfoPath

Microsoft Office Picture Manager
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Always use the selected program ko open this kind of file

Step 14: In the Excel spreadsheet, bold your column titles in row 1 and sort your
data as needed.




