POWG I'S Ch 0 Ol Printing Attendance for a Group of Students

During the school year it is necessary to print out detailed student attendance for a group of students. Usually
this is for the CUM files but there may be other select reasons as well.

Accessing the Report Function

From the Admin portion of PowerSchool, choose a group of students using any of the various methods
available. With the Current Student Selection set, from the Start Page, click on Special Functions in the
Menu bar.
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Within the Special Functions area, click on Print CESD Reports.
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Attendance Report Options

Select the Report to print from the two types of reports in the drop down menu, Detailed Attendance Report -
[eta] AR IS BEDOT ~ and Summary Attendance Report (Printer Friendly)
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Print Report for Multiple Students
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The Start and End Dates can be the first day and last day of the school year as the report adds in the Entry
Date and Exit Date based on the student’s information.

Choose the term name to print the report for.
Choose the method by which to sort if desired or it can be left as is.

View the report using the Show Student Summary set to “yes” or “no” and decide which one best serves the
purpose.

Submit

LRI Detaead ATRIONICE SUTITY

-3 e
; * et &
CruNcroKs o St
(RS reys]

The report should open in another tab or window (it may be behind the current window
which may need to be minimized to see the report) and all students in the group will show
in one long list. When printing, the report will break between each student to provide
individual reports.



