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Introduction 
This document familiarizes a PowerSchool user with ways to manage attendance and 

admission for students throughout the school year. 
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Student Enrollment 
Before attendance can be taken, a student must be enrolled and scheduled into courses on 
the first day of school. The first day of school is derived from Years and Terms set up in 

school details.  Verification of enrollments can be done as follows. 

Verifying Enrollments 

School Enrollment Audit Report 

 

Navigation: Start Page > Reports > System Reports > Membership and 

Enrollment > School Enrollment Audit 

1. Click System Reports on the left side of the PowerSchool MAIN MENU screen 
. 

 

 

 

2. Scroll down to Membership and Enrollments and choose School Enrollment 
Audit. 
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Sample Report 

 

 

 

Running Attendance Grids  

Teachers 

  

Teachers should take attendance on day one (day one = first day of classes) in 

PowerSchool.  Teachers should then use a paper list (list can be generated by the Teacher) 

and, based on the designated period by the school, indicate clearly those students NOT in 

attendance (per process set up by the school) for verification of data by the data manager.  
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Using the paper attendance list, data managers may verify data against the Daily Head 

Count Report and take the appropriate steps to adjust the enrollment data for students 

listed on this report.   Any students coming in on later days should have their enrollment 

verified to make sure they are enrolled the first day they are sitting in a classroom for 

attendance to be taken.  

 

Attendance Grids 

 

Navigation: PowerTeacher > Gradebook > Launch Gradebook > Selected 

Course > Reports > Attendance Grid > Appropriate Criteria 

1. From the Main Menu, select Gradebook.  

 

 

 

 

2. Click Launch PowerTeacher Gradebook. 

 

 

 

3. Select the desired course.  

4. Click Reports. 

5. Select Attendance Grid. 

6. On the Attendance Grid Criteria tab, enter the desired criteria. 
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7. Click Run Report. 

Note:   For steps 3 – 7 see Figure 1 below. 

 

Figure 1 

 

 

 

 

 

 

 

Sample report 

 

 



  Student Enrollment 

PowerSchool 9.2.3– 3/30/2016 NCDPI Page 8 of 21 
Doc # 2 –Revision 3.0 

 

Data Managers 

Attendance Grids 

Navigation: Start Page > Applications > PT Administrator > Gradebook 

> Reports > Attendance Grid > Appropriate Criteria 

1. From the Main Menu, select PT Administrator under Applications. 

 

 
 

 

2. Click Gradebook.  

3. Click Administrator Login. 

 

 

 

  

4. Select the desired teacher. 

5. Click Launch Gradebook. 

6. Select the desired course. 

7. Click Reports. 

8. Click Attendance Grid. 



  Student Enrollment 

PowerSchool 9.2.3– 3/30/2016 NCDPI Page 9 of 21 
Doc # 2 –Revision 3.0 

9. On the Attendance Grid Criteria tab, enter the desired criteria. 

10. Click Run Report. 

Note:   For steps 6 – 10 see Figure 2 below. 

Figure 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample report 

 

 

 

 

Sample Report 
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Running Class Rosters 

Data Managers 

Another report useful for attendance is the Class Rosters. This report provides as much or 

as little information as you would like to include.  It can also provide a grid for easy 

attendance-taking.   

 

Class Roster (PDF) 

 

Navigation: Start Page > Reports > System Reports > Student Listings > 

Class Roster (PDF) 

  

1. From the Reports section on the Main Menu, click System Reports. 

 

 

 

2. In the Student Listings section, click Class Rosters (PDF). 

 

 

 

 

3. Select appropriate criteria: 
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a. Print rosters for = select desired teacher(s) 

b. Meeting(s) =  select desired expression 

c. Include students who = select desired radio button for appropriate 
enrollment information 

d. Heading font = select style of lettering 

e. Size, line height, style = set desired criteria for Heading 

information 

f. Print heading on = determines where and when to print heading 

g. Heading Text (Fields) = select data fields and data tags to print 
information on heading 

h. Column title font = select style of lettering 

i. Size, line height, style = set desired criteria for column 

information 

j. Print column titles on = determine when column titles will be 

printed 

k. Roster Font = select style of lettering for column content 

l. Size, line height, style = set desired criteria for roster 

information 

m. Roster Columns (Fields) = select data fields and data tags to print 

information on heading  

Note:   Information remaining pertains to printing options and should be determined by each 

user. 
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4. After entering desired criteria, click Submit.  

To view and print the Class Rosters go to the Report Queue. 
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Sample report 
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Daily Headcount Adjustment Process 

Schools can choose one of two options for entering attendance at the beginning of the 

school year. 

Note:   The Daily Headcount Adjustment process may not be used until the first day of 

school and after attendance has been taken. 

This process runs at approximately 2:00 a.m., nightly.  It 
updates the enrollment number from the previous day.  During 
this process, the system may not be accessed.  
 
Attendance Options on Day 1 

Option 1 

On day one, teachers can enter attendance through the PowerTeacher attendance module. 

The students not in attendance on day one should be marked absent.  Teachers should then 

turn in, to the data manager or designated attendance clerk, the paper attendance grids.  

Data managers will verify information against the Daily Headcount Adjustment Report 

and take the appropriate action for each student listed on this report.  

Option 2 

Schools may elect to distribute Class Rosters or Attendance Grids and have teachers 

manually indicate the first day of attendance and absences.  Office of personnel would then 

modify the attendance records for the students and continue with the Daily Headcount 

Adjustment Process. 

 

Day One - After Attendance has been taken 

This process can be run multiple times a day.  It may be run for one student or groups of 

students.  

 

Navigation: Start page > Functions > Special Functions > Attendance 

Functions > Daily Headcount Adjustment 

1. Click Special Functions. 

2. Click Attendance Functions. 
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3. Click Daily Headcount Adjustment. 

 

 

 

A warning will display advising that the process may take several minutes.    

DANGER!    DO NOT log out or restart while the process is running. 
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4. Select the appropriate Action for each student listed. Those listed are 
students who are enrolled but have been marked absent since their enrollment 

date. 

a. Change enrollment date to  = will be set to the first instructional day 

after the last date of absence 

b. Drop Student as No Show = transferring student out of school with 

correct withdraw code  

c. Do Nothing = continue to carry student and mark absent each day until 

action of a or b is determined 

5. Select the appropriate Exit Code for students marked Drop Student as No 
Show. 

Note:   In order for a student to be a NO SHOW, the enrollment date and the withdraw dates 

must match. 

 

 

 

6. Click Submit.  

 

 

Recalculate Daily Attendance Minutes 

The Enrollment Summary will be refreshed nightly with attendance data entered during the 

day.  It will not reflect any attendance data changed during the current day unless the 
Recalculate Daily Attendance Minutes process is run.  This process allows the user to 

manually update Enrollment Summary data. 

Important:  It is important to note that you will use this function if you have updated any 

attendance data and cannot wait until the nightly process runs for your data 

to be refreshed.    

This process may take several minutes to run.  Do not log out during the time 

the process is running. 

Note:   See Recalculate Daily Attendance Minutes QRD for more information. 
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Days two through  last day of school – after attendance has been 
taken 
 

On days two through last day of school, you will follow steps 1-6 of the Daily 

Headcount Adjustment Process.  Verify each day that the students on this 
report have not been in attendance this school year. 

 

Verifying Daily Headcount Adjustment Changes 

 

After completing the Daily Headcount Adjustment, verify the enrollment date change for 

those students selected as Change enrollment date to . . . .  Students must be checked 

individually. 

Navigation: Start page > Select Student > Enrollment > Transfer Info 

1. Select student 

2. On the Main Menu under Enrollment, select Transfer info. 

 

 

 

Enrollment Summary 
 
The Enrollment Summary can be accessed two ways.  Both paths have been listed below for 

you. 

 

Path 1 
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Navigation: Start page > Functions > Enrollment Summary  

 

1. Click on Enrollment Summary 

2. Change the Date if desired. 

3. Under View choose Daily Headcount 

 

DANGER!   A warning will populate that this process may take several minutes. DO NOT     

 log out or restart! 

 

 

 

Path 2 

 

Navigation: Start Page > Reports > System Reports > Membership and 

Enrollment > Enrollment Summary by Date 

1. Click System Reports. 
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2. In the Membership and Enrollment area, click on Enrollment Summary by 
Date. 

 

 

 

3. In the Calculate enrollments as of field, enter the desired date. 

 

 

 

4. Click Submit. 

DANGER!   A warning will populate that this process may take several minutes.  DO NOT 

log out or restart. 
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Important:  Run this process daily during the first twenty days of school and as needed 

thereafter for students who are pre-enrolled after the school year. 

 

Refresh Premier Attendance Views Data 

The Enrollment Summary will be refreshed nightly based on attendance data entered during 

the day.  The Enrollment Summary will not reflect any attendance data changed during the 

current day unless the Recalculate Daily Attendance Minutes process is run.  This 

allows the user to manually update Enrollment Summary data. 

 

Important:  It is important to note that you will use this function if you have updated any 

attendance data and cannot wait until the nightly process runs for your data 

to be refreshed.    

This process may take several minutes to run.  Do not log out during the time 

the process is running. 

 

Note:   See Refresh Premier Attendance Views Data QRD for more information. 


