
Getting Started with PowerSchool for Teachers 
 

1. Click on the Start _ then PowerSchool _ then PowerSchool - 
Teachers.  
 
2. Your PowerSchool username is your employee ID number  and your password is the 
last four digits of your social security number. 

 
 
3. You will get a page that looks like the illustration below. Click on the chair to take 
attendance. Elementary only records attendance for 
“homeroom” class. 
 

 
 
  



4. All students are considered “Present” by default. Click the dropdown menu and 
select the UNV for Unverified Absent. 
 

 
 
5. Click next to a student’s name to mark them absent. Then click “Submit.” You must 
click submit even if all students are present. 
 
 

 
 

 
Getting Around PowerSchool 

1.  The chair icon is for taking attendance; 

the knife and fork is for elementary lunch counts 

the backpack contains demographic and historical data; 

the printer contains printable reports; 
 
2. The green PowerSchool logo is a link that will take you back to the main “Current 
Classes” page. 
 



3. The log out button is in the top, right-hand corner. You will be logged off automatically 
after thirty minutes of inactivity. It is VITAL that you keep your PowerSchool account 
secure and log off when you aren’t working.   

 
4. The backpack icon takes you to the information pages about the students in your 

classes.  
 
5. Here you will see your class list on the left side of the screen. Clicking on a student’s 
last name will bring up their “Quick Lookup”screen. Clicking on their first name will bring 
up the last “info” screen that you looked at for that student. Below the class list, there 
are links that enable you to switch classes. 
 

 
  



6. The student “Quick Lookup” screen contains “Alerts,” attendance information, and 
current grades for the current and past terms for the current school year. On the upper, 
right-hand side of the screen is a drop-down menu that contains other information. 
 
These screens include a log detailing when a parent has viewed their child’s 
information, a student’s demographic information and more. By clicking on the number 
of absences, you can see details about those absences and/or tardies. 
 
 

 
 
7. Click on a grade or percent to go to the “Scores” sheet - list of all graded and future 
assignments. If a description was provided for an assignment, that assignment 
description will appear as a clickable link. If feedback was added to a student’s score, 
the score will appear as a link that will display that comment. 

 
 
 



8. Select the Quick Lookup screen form the drop-down menu in the upper, right-hand 
corner to go back to that screen. 
 
9. Selecting the “Demographics” page will bring up the contact information for an 
individual student. 

 
 
10. This screen contains phone numbers, addresses, etc.

 
 
 


