PowerSchool Quick Reference

Creating CN Manager Group and Role

This document details the method to create the Child Nutrition (CN) Manager Group and
Role for the user who needs access to the needed reports to accurately report ADA for a
school day. The LEA/school needs to determine which unused Security Group within Groups
151-500 their LEA will utilize for CN Manager.

If your LEA has a Security Group already setup and assigned to the Cafeteria
Managers and the name of the Security Group is different, the role of CN
Manager must be added to the security of that staff member. An LEA level
user must setup the CN Manager Role (see Adding a Role— LEA) and a school
level user must add the role to the security portion of the staff (see Assigning
a Role to a Staff Member — School).

Editing (Adding) a Security Group — LEA

| Navigation: Start page > System > Security > Groups

[etup System Administrator
LEA.
Data Management

ersondlize

AutoComm Setup Set up AutoComm functions.

Set up AutoSend functions.

Links to Roles settings and functions.

Sets up PowerSchool security

Security

Function Description

Access to Page Permissions Turn page permissions on or off.

Field Lewvel Security “iew the status of locaded field level security rules and create, update or remo
Define security group rights and privileges.

P Address Restrictions Restrict admin access to a set(s) of IP address range(s).

LDAP Directory Setu nfigure PowerSchool to authenticate wia an LDAP directory server.

1. From the Security Groups screen, select and open the unused Group that will be
assigned to CN Manager for your LEA.
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Creating CN Manager Group and Role

Edit Group

Option Value
Group Number 199
Group Name CM Manager
Access Level Mo Access -~
Page Level Permissions Overridden Page Permissions
Can Modify Schedules Mo, not at all -~
PowerScheduler Access =
Language Translator/Customizer =
Report Queue Priority 50 -
Accessible Log Types [Pl Discipline

[ Health

[l Counselor

] Attendance

[l Parent Contact
[C] Grade Change

Check All Uncheck All

Accessible Incident Types [ Discipline
Health and Immunization T e Mo Access -
Immunization No Access -

T

—— ———————

TOMEE VT e ___ -

Screening Mo Access -

Accessible Student Scriens [ Seees S

[¥] Activities

[¥] Addresses

[¥#] A0l Enroliments

[¥] Attachments

[¥] Attendance

Bell Schedule View
CTE Concentrator Survey
Cumulative Info
Custom Screens
Demographics
District Specific
Emergency/Medical
Enter Attendance
Family

Fee Transactions
Functions
Graduation Progress
Health

Historical Grades
Honor Roll
Incidents

Log Entries

Lunch

2. Modify the appropriate fields:

Group Name: Security Group name = CN Manager.
Access Level: = No Access.

Page Level Permissions: No Action.

Can Modify Schedules: = No, not at all.
PowerScheduler Access: = Unchecked.
Language Translator: N/A.

Report Queue Priority: No change.
Accessible Log Types:= Uncheck all.
Accessible Incident Types:= Unchecked.
Health and Immunization: -= No Access.
k. Accessible Student Screens = Check ALL.

SQ@ e Q0O

-

3. Click Submit.
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Creating CN Manager Group and Role

Assigning Page Permissions

‘ Navigation: Start page > System > Security >Access to Page Permissions

Security

Function Description

Access to Page Permissions Turn page permissions on or off.

Field Level Securty View the status of loaded field level security rules and create, update or remove rules.

Groups Define security group rights and privileges.

oy - ges).
Access to Page Permissions

Turn modify permissions On «

4.  Turn modify permissions = On

5. Click Submit
Note: Modify access privileges for this page should now appear at the bottom of the
screen.

Functions

i Security

Description

Turm page permissions on or off.

View the status of loaded field level security rules and create, update or remaove rules
Define security group rights and prvileges

Restnct admin access to a sel(s) of IP address range(s)

Title 11l '

Modify access privileges for this page
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Creating CN Manager Group and Role

10.
11.
12.
13.
14.
15.
16.

17.

© O N g

" Start Page

Suderts | Suf | Paemts

I The curmen seietion s empty.

What's New

e Whars new I e et e reseane of PowerSzhonl B

Faderal

Ten 196 Group 196

197 Group 197

18 Group 18

118 Group 118

weee [ v] s Fiter [19
Curment Student Selection (0)

190 Testing Copy
181 Group 181
182 Group 152
193 Group 193
154 Group 184

186 Group 186

188 Group 188

159 CN Manager

Mosrty Scewss provieges e thes page

Setall groups to: W

® Group gefault T None O view-only CF Full

®) GGroup default 2 None O View-only O Full
Group defaull O None O View-only O Full
® Group default T None ' View-only O Full
= Group aetaun O none O view-onty O Fuil
® Group defaull O None O View-only O Full
® Group default O None O view-anly ) Full
Group defaull O None O View-only O Full
Group gefault O None © View-only O Full
®) GGroup default 2 None O view-only O Full
Group defaull O None O View-only O Full

 Group default T None ® View-only CF Full

Navigate to a school> Start Page
Click Modify access privileges for this page

Find and click CN Manager Group to open the Group
Click View-Only > Submit > Close

Functions R
Attendance eports
Daily Bulletin
System | Rep State

Enrollment Summary

Master Schedule
Dashboard
Special Functions Absentee
Teacher Schedules
Power Announcement

Attendance Count

Class Attendance Audit
Reports

[System Reports
BpONVIoIKS

Consecutive Absences

Student Attendance Audit

State Reporis Monthly Student Attendance Report
People Attendance Summary by Grade
Student Search Year-to-Date Attendance Summary

Staff Search
Parent Search

Erverth hlsar @hsebant

PowerTeacher Attendance

Weekly Attendance Summary (Meeting)

FONOr Kol
“ersonalize

Teacher

ooks

Applications
PowerLunch Membership and Enrollment
PS A trat gregate Membership Aucit

PT.Administratar

R

| Engine | Setup | NCDPIReports | sqiReports & |

Description
Single day period by penod attendance code report.

Multi-day period by period attendance code report

Section specific attendance roster

Report detailing consecutive student absences by absence code
Roster report detailing attendance codes by day.

Twenty-day student attendance report by grade

An aggregated attendance report for a date range and grade(s)
A yearto-date aggregated attendance report by grade

Repon showing which teachers have not taken attendance.

Aweekly attendance summary by section

Indnidual student grading report

Description

Membership audit by section

Click System Reports
Click Modify access privileges for this page
Find and click CN Manager Group to
Click View-Only > Submit > Close
Click Attendance Summary by Grade Report

Click Modify access privileges for this page

Find and click CN Manager Group to open the Group

Click Full Access > Submit > Close

Modify access privileges for this page ,ﬁ
|

open the Group
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Creating CN Manager Group and Role

Attendance Summary by Grade Report
Repon Hame Aendance Summary by Grade
Version m
Description A agopegeted attendance repot fo a dats range acd gradeia)
Comments
Atondance Made Use Defauls ~
Attendance Conversion Usa Detauts =
Grados (loave Okl praCIKG
‘blank for all)
Ci020304
al{aljallal)
Dsflenbe
Roporting Segment # 1o Repoding Segments defined
or > Setup Reporing Segments
Begin Date and Ending Date” 00000000 I 0000000 B semscrer
Special Programs Cisod
NG
Atematne Program
~IDSS Custedy
Earty Raloase
"1 EC Hometound
1Express Transportation
“IFilth Year or More in US Schools
EIFirst Yomr in US Schools
Fture Seakars
T Hometound
") Homeless
N this page

ACCOSS PTIVIIOQES  ssmmmsns ssgsassost o sum 1 PIPRE_So Asdaion sy

18. Click Submit > Report Queue opens

19. Click Modify access privileges for this page

20. Find and click CN Manager Group to open the Group
21. Click Full > Submit > Close

Start Page > sqlReports

Functions

4
Attendance SquepOrtS
Daily Bulletin

Enrollment Summary
Master Schedule
Dashboard

Special Functions Report
Teacher Schedules
Power Announcemynt

+ Attendance

+ Health
Reports
+ Historical Grades
System Reports:

ReportWaorks * Incidents

State Reports + Scheduling Reports
People + STUDENTS

Student Search + Testing

Staff Search

Parent Search

Activities List - Student

Modify access privileges for this page

eportWorks | State Reporting Dashboard | Engine | Setup | NCDPI Reports | sqlReports 4 | sqlReports 4

22. From System Reports click Sglreports 4

23. Click Modify access privileges for this page

24. Find and click CN Manager Group to open the Group
25. Click view Only > Submit > Close

Navigation: Start page > System > Security >Access to Page Permissions

26. Turn modify permissions = Off
27. Click Submit

Note: The Modify access privileges for this page message will no longer be displayed

at the bottom of the screen.
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Creating CN Manager Group and Role

Adding a Role— LEA

‘ Navigation: Start page > System >Roles Administration >User Access

7S‘ystem Administrator

Functions

/ Data Management
AutoComm Setup
AutoSend Setup
Change Course Number

Change School Number

qiEximum Lo

Security

Set up AutoComm functions.

Set up AutoSend functions.

Changes a course number system-wide.
Changes a school number system-wide.

Clears students activities.

J Roles Administration

Links to Roles settings and functions. |

/ Secuity

Server

Search Page Contents

System Settings
State

State Specific Information

Sets up PowerSchool security.

Search for content in pages.
Links to system log files and management functions

Links to web server information.

Displays State Specific Table relationship information

Clear Activities
- and screens for staff and students

Module

Schoolnet

Roles Administration

Description

View and edit Schoolnet roles.

‘leserAccess

View and edit User Access roles.

User Access Roles

Configure Table

Name Description Enabled
= District Administrator Dhistrict Administrator Configuration v
Administrator School Administrater Configuration v
Teacher Configuration v
Counselor Configuration v
_——l-#-'
= -
Edit User Access Role %
E] Unsaved
Name -
Description
Enabled v
Security group assigned to the role -
Categories u
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Creating CN Manager Group and Role

28. From the User Access screen > click New

a. Name = CN Manager

b. Description = School Child Nutrition Manager
c. Enabled = Checked
d.

Security group assigned to the role = CN Manager (use the drop down menu

to select CN Manager

e. Categories — N/A
29. Submit

User Access Roles

+ Role saved

Schoaol Child Nutrition Manager

K
HName Description Enabled
District Administrator Configuration v
School Administrator Configuration v
Teacher Configuration v
Counselor Configuration v
v

Assign Security to a Staff Member — School

>Admin Access and Roles

Navigation: Start page > Staff > Select a Staff Member > Security Settings

‘ Security Settings - Admin Access and Roles -|

Teachers and Affiliations | Admin Access and Rol ppfreatiom

Sign in to Administrative Portion of PowerSchool

Admin Username I:Igsz-\

Admin Password sssse

Default Group CN Manager (199) -

Allow Admin Sign in During These Times: @ Any time
© Allow this user's access fom @ to @
(Choose times between 05:00 AM and 10:00 PM)

Allowed IPs [?7]

Roles and Schools [?]

School Roles (Group Name) Action
Bladenboro Middle (Home School) Default Group Access (PS Data Manager) n u-

Add

1. Select the desired staff member and navigate to Security Settings > click the

Admin Access and Roles tab.

2. In the Admin section of the screen, select the appropriate Group in the Default

Group field.
3. Submit.
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Creating CN Manager Group and Role

Assign a Role to a Staff Member — School

Navigation: Start page > Staff > Select a Staff Member > Security Settings
>Admin Access and Roles

Important:

running the reports is NOT in the CN Manager Group.

Teachers and Affiliations | Admin Access and Roles
Sign in to Administrative Portion of PowerSchool
Admin Username

Admin Password

Default Group

Allow Admin Sign in During These Times:

Allowed IPs [?]

Roles and Schools [7]

Edit User Access Roles
Bladenboro Middle (Home School)
= Use Group Default (Secretary) @
Use these Roles
[] District Administrator (Mo Group Defined)
[T1 School Administrator (No Group Defined)
[] Teacher (Mo Group Defined)
] Counselor (No Group Defined)
: ‘CN Manager (CM Manager)

.

i Security Settings - Admin Access and Roles -

76

Applications
| —

ssces

Secretary (169) -

@ Any time

D Allow this user’s access from (@ to [@

(Choose times between 05:00 Al and 10:00 PM}

School Roles (Group Name) Action
Bladenboro Middle (Home Schoel) | Default Group Access (Secretary) n -

The Role CN Manager must be assigned to a Security Group if the person

1. Select the desired staff member and navigate to Security Settings > click the

Admin Access and Roles tab.

2. In the Roles and Schools section of the screen, click the pencil to Edit User Access
Roles >check CN Manager > Click Ok

3. On the Security Setting click Submit to keep the change.

Teachers and Affiliations | Admin Access and Roles

«" The changes have been recorded.

Admin Username
Admin Password
Default Group

Allow Admin Sign in During These Times:

Allowed IPs [?]

Roles and Schools [?]

Security Settings - Admin Access and Roles -

Sign in to Administrative Portion of PowerSchool

76

Applications

[ F
senee
Secretary (169) -
@ Any time

© Allow this user's access from @ to @
(Choose times between 05:00 AM and 10.00 PM)

School

Roles (Group Name) Action
Bladenbore Middle (Home CHN Manager (CM Manager) n u -
School)
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