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Online Tutorial: Running a Perfect Attendance Report

Step 1: From the start page, select a group of 

students.  Generally, for this type of report, 

you’ll simply select “All.”

Step 2: At the bottom of the screen, select 

“Search for Perfect Attendance” from the 

drop-down menu.

Step 3: Select the group of students you’d 

like to include in the report.  Generally, select 

“All ___ currently enrolled students.”

Step 4: Choose a start and end date for your 

report.

Step 5: Select any 

attendance codes you’d like 

PowerSchool to ignore when 

running the report.

Separate any codes you enter with a comma.

Step 6: Click the “Submit” button.
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Step 7: Choose “Quick Export” under the “Function”

heading.

Step 8: Enter the following information into the text 

box.

student_number

last_name

first_name

Step 9: Click the “Submit” button.

Step 10: After you click “Submit,”

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

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

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

and click OK.

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

data as needed.


