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Years and Terms Setup 
This document details following processes to the setup of Years and Terms for your school: 

• Defining the Entire School Year 

• Years 

• Terms 

• Setting Up Periods and Days 

• Defining Terms Within the Full Year 

 

Years and Terms in PowerSchool affect several areas such as calendar setup, scheduling, 

enrollments, and final grades. The terms created on this page are scheduling terms; these 

are terms such as yearlong, semester, and quarter. At least one term, full year, must be set 

up in PowerSchool in order for your school to operate. Additional Years and Terms offered 

during the school year must be set up after the yearlong term is created. Determine what 

Years and Terms you will need for your school before beginning the process of setup. 

 

Recommended Best Practices for setting up Years and Terms: 

• There should not be any date gaps between the terms. (e.g.: if Semester 1 ends on 

the 10th and Semester 2 starts on the 13th enter the 12th for the Semester 1 end 

date). Do not pad. 

• Abbreviation is last 2 characters of the year, for e.g.: 14-15, to indicate 2014-

2015. 

• Dates must span the earliest first day of school in your LEA to the last school day in 

your LEA. 

• Dates should be verified before EOY or committing the schedule. 

Defining the Entire School Year 

Years 

To define the Entire School Year: 

Navigation: Start Page > Select appropriate Term > School > Scheduling 

section > Years & Terms 
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1. Click New. 

 

 

Note:   You may see previous Years and Terms here. 

 

Note:   The First Day of School and Last Day of School fields should contain the first 

and last date the student will be physically in school, respectively. To change/correct a 

newly added School Term, contact Home Base Support Center for assistance. 

 

2. At the Create New School Year screen, enter required information. 

a. Name of School Year = School Year Name (e.g. 2013-2014). 

b. Abbreviation = Enter the year abbreviation for the school year (e.g. 13-14). 

c. First day of School = Enter the first date of the year using the format 

mm/dd/yyyy 

d. Last Day of School = Enter the ending date of the year using the format 

mm/dd/yyyy 

  

http://www.nc-sis.org/support.html
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Important:  Once you have entered the first and last dates for the school year, they 

cannot be changed. Be absolutely sure that the dates are correct and in 

MM/DD/YYYY format before clicking the Submit button. 

3. Click Submit. 

 

 

Important:  Once the Year information is set up, edit Years and Terms to set up the 

periods and days for your school. Information from the previous year will 

appear in the Periods and Days, but can be changed at the time of setup for 

the next year. 
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Terms 

Navigation: At School level, select appropriate Term > School > Scheduling 

section > Years & Terms >  

 

1. At the Years & Terms screen, select Edit Terms for the appropriate year. Fill in 

necessary information to define specific terms: 

• Name of Term = Enter the name of the term, which indicates when it occurs 

during the academic year. 

• Abbreviation = Enter an abbreviation for the term. For example, enter S1 for 

Semester 1. 

• First Day of Term = Enter the date of the first day of the term using the 

format mm/dd/yyyy. 

• Last Day of Term = Enter the date of the last day of the term using the 

format mm/dd/yyyy. 

• What portion of the school year does this term represent? = Select 

the fraction of the school year which is represented by this term for the school 

year. 

• Import Files Term # = This field must be populated in order to import 

student schedules, other scheduling functions, and historical information. The 

import file number will be displayed once all term fields are completed and 

saved. 

2. Click Submit. 

Note:   The import file number is displayed once all term fields are completed and saved. 

3. Enter the import file number in the Import Files Term # field. 

4. Click Submit. 

 

Repeat steps 1-4 until all terms are set up. 
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Setting Up Periods and Days 
To Setup Periods and Days: 

1. Click the Year link under the Year and Term screen.  

 

 

2. Verify Name of School Year, Abbreviation, First Day of School, and Last Day of 

School and adjust Periods and Days for the current school year. 

3. Click Submit 

Refer to PS_QRD_Periods (located under http://www.nc-sis.org/school_information.html) 

for additional information on configuring Period and Days for your school. 

 

 

 

Defining Terms Within the Full Year 
To define terms with a Full Year: 

Navigation: Start Page > School > Scheduling section > Years and Terms > Edit 
Terms link. 

1. Click NEW to add new term information. 

 

Note:   The full year information will already be defined after setting up the school year 

process has been completed. 

  

http://www.nc-sis.org/school_information.html
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2. Select the appropriate term and fill in necessary information to define specific 

terms: 

 

a. Name of Term = Enter the name of the term, which indicates when it occurs 

during the academic year. 

b. Abbreviation = Enter an abbreviation for the term. For example, enter S1 for 

Semester 1. 

c. First Day of Term = Enter the date of the first day of the term using the 

format mm/dd/yyyy. 

d. Last Day of Term = Enter the date of the last day of the term using the format 

mm/dd/yyyy. 

e. What portion of the school year does this term represent? = Select the 

fraction of the school year which is represented by this term for the school year. 

f. Import Files Term # = This field must be populated in order to import student 

schedules, other scheduling functions, and historical information. The import file 

number will be displayed once all term fields are completed and saved. 

Note:   The import file number is displayed once all term fields are completed and saved. 

3. Click Submit. 

4. Enter the import file number in the Import Files Term # field. 

5. Click Submit. 

 

 

Repeat steps 1-3 of Defining Terms Within the Full Year section until all terms are set up. 

 

Important:  The LEA must setup a Year/Terms that encompass the earliest first day of a 

school and the latest last day of a school. The LEA should not setup semesters 

or terms 
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