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Online Tutorial: PowerGrade Attendance Report

You should run this report daily, after the start of the last period of the day, to see 

which teachers have not taken attendance for the day.

Step 1: Click on “Reports” under “Functions” in the left 

navigation bar.

Step 2: In the middle of your screen, click on “Run Reports.”

Step 3: Under the “Attendance” heading, click on “PowerGrade Attendance.”

Step 4: Enter the date you’d like to search for.  The default is today’s date.

Step 5: Click “Submit.”
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Step 6: Click on “Refresh now” periodically until the status reads “Completed.”

Step 7: Click on “View” to retrieve the completed report.  

Your report will look something like this:

1(A), 2(A), 3(A),Hanson, A5.

1(A), 2(A), 3(A),Grissom, S4.

1(A), 3(A),Goins, M3.

2(A), 3(A),Gerard, J2.

1(A), 2(A), 3(A),Davis, L1.

No Attendance For Meeting(s)Teacher


