
USI PowerSchool Quick Reference Card – Office & Operations

Basics

Logging in to PowerSchool
1. Go to 0000.uncommonschools.org/admin (if in NY) or 

0000.uncommonschools.org/admin (if in NJ).
2. Enter your username (first initial first name, last name), a semicolon “;”, 

and your password (set up as 123 initially).
3. Go to “Personalize”. Select “Change Password” and set your password to 

a new password you will remember.

Navigating in PowerSchool
• To get back to the main page, you can always click the PowerSchool logo.
• To get back to a previous page, follow the “breadcrumbs” along the top 

that show the path of screens you have taken.

Viewing Student Records

Searching for Students

Key Student Screens in PowerSchool

1. On the PowerSchool Start Page, enter search 
commands in the Search Students field. 

2. First type in the field name (e.g. “zip” for zip code, 
“grade_level” for grade level, etc.) 

• To ensure you have the field names 
accessible, right-click the Field Names option 
and select “Open in New Window.” 

• Then type the desired comparator (e.g. “=” 
for equals, “<” for is less than) 

• Last type the search argument (e.g. 10681 
for a zip code search, 7 for a grade level 
search) 

3. Click Search. 

Helpful Tips:
Screen Information

Quick Lookup Provides an overview of the student's courses, attendance, 
Helpful Tips:
• If there is a search you do often (E.g. by 

homeroom/team/advisory, etc.), you can save the 
search using Stored Searches. Click “New” to create 
a new one, and select the search to run it again.

• You can use the links below search to search by last 
name initial, gender, grade, etc. 

• If you type a name into the search area without any 
fields or search commands, it will search by last 
name.

Quick Lookup Provides an overview of the student's courses, attendance, 
GPA/grades and any alerts on the student.
Note: a yellow triangle alert means there is an IEP or at-
risk warning on the the student's record and you can 
consult the SPED coordinator for a copy of their IEP.

Log Entries Provides all logs entered for a student for: discipline, 
conferences, counseling, SPED service provision, 
homework, tutoring, detention.

Parents / Guardian Provides contact information for calling parents

Scheduling Provides information on the student's schedule

CREDO Student 
Fields

Important fields to update for reporting and submission to 
CREDO
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Enrollment

Steps for Individually Enrolling a New Student

Field Purpose Directions

Entry Date Meant to reflect the student’s 

first day attending the school.

1. If the student is new mid-year, note 

first day of attendance.

2. If student is enrolling for coming 

school year, note the date of the first day 

1. Choose Special Functions from the Main Menu. 
2. Click Enroll New Student. 
3. Fill in the information on the screen (see table below). 
4. Click Submit. 
5. The system then enrolls the student and displays the student 
pages on which you can enter the new student’s information 

(including CREDO required fields). FOR ECS, Set Kindergarteners 

to Track “A” and 1-3 to Track “B.” (for attendance purposes since 
different start dates)
Be sure to include the State ID # and all other fields as soon as you 

enter the information so that there is complete data for reporting.

Steps for Disenrolling a Student

1. Select the student using the search function.
2. Click Functions under the Enrollment section.
3. Enter a descriptive comment that describes why the student 

transferred out in line with USI Attrition Codes (see below)
4. Enter the Exit Date (the day after the student’s last day in 

class)
5. Select an Exit Code for State Reporting purposes. 
6. Click Submit.

Search for and 
find the student 
using the search 

page

Select the 
student

Go to 
Enrollment
> Functions

Select 
Transfer Out 
Of School & 
Enter Info

Validate by 
searching for 
them & check 

Enrollment 
Summary

Code Meaning Code Meaning

MiCult Mission and Culture Fit: 
Culture, Parent-Initiated

MoExam Mobility: Exam school

MiDisc Mission and Culture Fit: 
Discipline, Parent-Initiated

SScope School Programs: Scope of 
Offerings

MiExp Mission and Culture Fit: STrans School Programs: 

Set/Update Calendar

Enable for In and Out of 
Session Days (for ADA)

1. From the Main Header, select 
Term. Ensure the term 
selected is the full school 
year.

2. Select Verify # of Schooldays 
in this term.

3. Verify the # days and actual 
days listed as in-session days.

4. If there is an error, click 
“Calendar Setup” in the 
breadcrumbs at the top.

5. Select each month, or the 
month of the error.

6. In each month, complete the 
following:

• DAY: The day schedule for 
that date (e.g. MW classes vs. 
TR.)

school year, note the date of the first day 

of school.

State ID # Number used for state 

reporting and tests (the link to 

student file for uploads of test 

data)

1. NY Schools = OSIS #

2. NJ Schools = State # on test score 

report

3. If this is the first time the student is 

entering public school in the US, leave 

blank.District ID# Should be same as the State 

ID #School ID # This will vary by school based 

on implementation - these can 

be changed to equal state ID or 

some other unique notation by 

the school.

1. WCCS = OSIS #

2. ECS, RPCS & LPCS= 6 digit # based 

on student's year of enrollment, location 

in alphabet (e.g student with last name a 

= 200601)

3. NSA = Social Security Number

Note: if you are unable to get these ID numbers immediately upon registering a student, 

do so as soon as possible. They will make it possible to import students.

6. Go to Scheduling>Modify Schedule.
7. Under Course Number on the left find the period in the drop-

down menu (A=Advisory, HR=Homeroom or P1 depending on 
the school). Click “Find.”

8. Find the course and section number that matches the team 
the student should be in, highlight it and select copy.

9. Paste this course into the “Quick Enroll” Course.Section field 
and select “Enroll.” All courses for the student should populate 
based on their Advisory/Homeroom/Team.

NOTE: NSA HIGH MUST POPULATE EACH STUDENT’S SCHEDULE 
MANUALLY, SINCE THE COURSES AREN’T THE SAME ACROSS TEAMS.

MiExp Mission and Culture Fit: 
Expulsion

STrans School Programs: 
Transportation

AcRet Academic: Retention-based SSped School Programs: Special 
Education Out Placement

AcPar Academic: Parent-initiated PStud Personal: Student 
Health/Illness

MoMvd Mobility: Moved PFam Personal: Family 
Health/Illness

MoPvt Mobility: Private school NOTE: NSA Exit Codes = US Attrition Codes

Steps for Enrolling Staff

1. Select Staff from the left navigation and click “New Staff 
Entry.”

2. Enter all staff information on the screen. ID# should be first 
initial of first name, first initial last name, and hire year.

3. Click Submit.
4. Click Security Settings. If the user will have Admin rights 

(e.g. not a teacher), create a username (first initial first, last 
name) and a password = 123, and select “Yes” for Access to 
Admin. Assign them to a security group based on their role. 
If the user is a teacher, set the PowerGrade Connectivity Key 
= 12345, set up a teacher login, and a password=123

TR.)
• SCHEDULE: Select the 

appropriate dismissal bell 
schedule (e.g. Thursdays are 
early dismissal)

• OTHER:

T
R
K

I
n 
S
e
s
s

M
V
a
l

Type

Regular 
Day

Y Y 1 In Session

Holiday 
(MLK Day)

N N 0 Holiday

Vacation 
(Spring 
Break)

N N 0 Vacation

Weather 
(Snow)

N N 0 Weather

PD N N 0 Profession
al Dev’t



USI PowerSchool Quick Reference Card – Office & Operations

Attendance

Regular Attendance – Teachers Take In Morning

1.Teachers take attendance via PowerGrade or PowerSchool Teacher
2.Office Staff “receives” attendance in PowerSchool: Check for teachers who 

have not yet taken attendance. 
• From the Start Page, click “Reports” on the left side. Click “Run Reports” 
• Click “PowerGrade Attendance” 
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NOTE: If 
teachers are 
unable to take 
attendance via 
their computer 
for whatever 
reason, they 
should submit 
paper 
attendance to 
the office 
within fifteen 
minutes of the 
period’s start. 

Office Attendance – Teachers Cannot Take Attendance

Advanced Functions 

Funct Directions

* PS requires teachers to submit attendance (even if all students are present)

• Click “PowerGrade Attendance” 
• Select the first period to run the report for (A, HR or P1 depending on school)
• For “Procession Options,” select to have it run “In background” Click Submit.
• From the Report Queue, click the white piece of paper to refresh for status of 

Completion on the report. Click on “Completed” to open the report.
• Follow up with teachers who have not entered attendance.

3.Generate Daily Attendance Report:
• From the Start Page, click “Absentee Report.” 
• Select the options you want to configure your report. Note that the default 

Attendance Mode should be set to “Daily” for all our schools—verify this. 
Select the first period (HR/A/P1 depending on school)

• Select “Include Verification Line” for recording of notes when making calls to 
families. Click Submit. 

4.Follow up with families and update attendance codes:
• From the Absentee Report, select “Functions” at the bottom of the report. This 

will automatically select the students that were included in the report. 
• Click Counselor’s Screen. 
• Choose Attendance from the “Which Screen would you like to use to view the 

list of students” pop-up menu. Click Submit. 
• Click each student’s last name and use the Attendance page to update each 

student’s attendance record. Select the blue letter for the day. If you are 
adding tardy, YOU MUST ENTER the TIME IN AND TIME OUT (out should be 
school end).

5. Print and distribute Absentee report to all staff:
• Rerun the Absentee report in Step 3. Copy and paste the report into an email 

for staff, if required. If more formatted reports are required or a listing by 
HR/Team, etc. is required, click “Functions” and select “List Students” to 
create a formatted list that can be sent and/or printed.

Funct Directions

Import 
Student 
Data

1. Use the Big 6 template for the field names, etc. Delete all columns 
of data not needed and save as a text (tab-delimited) file. 
2. In PowerSchool, go to Special Functions.
3. Select "Importing & Exporting." Select "Quick Import"
4. Select the table you want to import to. 
5. Select Windows ANSI under Character Set.
7. Browse for the text file you created. Click Submit.
8. Check that all the fields are mapping to the correct place.
9. Select "Ignore first row."
10. For NEW students, set "Allow update of enroll status". For 
EXISTING students/staff, set “Update only if not adding new records” 
to checked. This must be checked for the import to result in an 
update to existing students; if it is not checked, then the 
system will create duplicate records.
Note: PowerSchool will not allow you to import student information 
without at least one Student ID#. See enrollment for an explanation 
of the ID#s.

Export 
Student 
Data

1. Select your students and go to Special Functions.
2. Select "Importing & Exporting.“ Select "Quick Export."
3. Enter the fields to be included on the exported spreadsheet. 
Separate multiple fields with a hard return. If you need help 
remembering field names, click Fields at the bottom of the page.
4. # Choose File > Save As... to save the file. Open the saved file 
using a spreadsheet application, such as Excel or Lotus 1-2-3. 
Format, print, and save it as any other spreadsheet document. 



Log Entries – Homework, Tutoring, Detention 

• Use this function on the student file to record Discipline (required), 
Homework (ECS/LPCS/WCCS), Tutoring (WCCS), Detention (WCCS) 
and Special Education Provision (all). 

• Teachers can log these from PowerGrade and/or PowerSchool Teacher 
but they are not associated to a category (like HW, Tutoring, etc.).  
The office needs to classify them (since all come into PowerSchool as 
Discipline logs).

To Enter a Log Entry in PS (instead of a teacher entering):
1.Select the student and click “Log Entries” from the left navigation bar. 

Select “New.”
2.Select the Category and subtype for your log entry. Enter the teacher’s 

name in the Author field and the academic subject area in the Title 
field, if applicable. Notes can be used to provide more detail, if 
necessary.

3.Complete any other relevant information / comments and click Submit. 
NOTE: Create a separate entry for each incident.

To Search for and Update Log Entries already submitted (NOTE: 
REQUIRED FOR ECS/LPCS/WCCS HOMEWORK, TUTORING AND 
DETENTION TRACKING):
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Log Entries - Student Discipline

Student Discipline Processes
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Teacher identifies 
a discipline 

problem for a 
student

Teacher pulls up 
the student in 

PowerGrade or 
PowerSchool 

Teacher

Teacher selects 
“Submit Log Entry”

DOS pulls up 
student in 

PowerSchool 
using main search 

screen

DOS selects “Log 
Entries” from 
student file

DOS identifies a 
discipline problem 

for a student

DOS pulls up 
student record in 

PowerSchool

DOS selects “Log 
Entries” from 
student file

DOS selects 
“New” to create a 
new log for this 

student

Is this a violent 
incident or 

other 
discipline?

DOS selects 
Discipline (State) 

as Category

DOS selects 
Discipline (Other) 

as Category

DOS can click on 
each entry to view 

details

Teacher 
completes Subject 
(Discipline Other, 
Discipline State) 

and Notes

Yes

No

Complete first 7 
fields in Log Entry 
and select Submit.

Follow instructions 
in PowerSchool 

Discipline Protocol 
Handout

DETENTION TRACKING):
1.Select Special Functions from the left navigation bar.  Select “Search 

Log Entries.” 
2.Enter Log type (Homework, Tutoring, Detention, Discipline, 

SpEdSvcProvision, etc.) and sub-type (if desired). Click Submit.
1.To generate a simple list in order to update the log entries and 
classify them correctly, select “List Log Entries.”  Select Log type 
and date, if applicable. Click Submit.

• Select each name to update the log entry with the right 
category and subcategory (any entry submitted by a teacher 
will automatically be put in Discipline (other).

2.To export the list of log entries so that they can be formatted in 
Excel, select, Quick Export.

• Type or cut/paste the following into the Field Description area 
(no commas, returns between each field):

• [01]LastFirst, Entry_Author, Entry_Date , Subject , Entry, 
Consequence, Subtype , Category , Logtypeid 

• Column titles on 1st row: Select this checkbox to include 
column titles on the first row of the exported data.

• Click Submit. The exported data appears. 
• Choose File > Save As... to save the file. Open the saved file 

using a spreadsheet application, such as Excel or Lotus 1-2-3. 
Format, print, and save it as any other spreadsheet document. 

• NOTE: Because the search log entries are searched by Category, 
the category field does not export out – you will need to add a 
column or title on each section of entries to identify them as 
HW, Tutoring, etc.

Still Have Questions?
To access the PowerSchool Online Help, click the Help icon in the upper right hand 
corner of your screen.

Accessing PowerSchool Help

To create a new log entry (Dean of Students):
1. Select the student from the search screen on the Start Page. 
2. Click on “Log Entries” in the left menu. 
3. Click “New.” 
4. If the incident is required to be reported for state violence, select Category = 
Discipline (State) and follow the handout for the discipline protocol. If it is a regular 
discipline incident, select Discipline (other) and complete the first 7 fields.

To search for Discipline Log Entries:
1. From the start page, click Special Functions. Click Search Log Entries. 
2. Enter log type – if required for state reporting, select Discipline (state). If a regular 
discipline event, select Discipline (other). Enter sub-type (if desired). 
3. Enter any other information and click submit. 
4. You can choose to list the log entries, print a report, or do a quick export. Choose 
based on your needs. 
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DOS decides to 
review all 

discipline entries 
for students

DOS selects 
“Special 

Functions” from 
main navigation

DOS selects “Search 
Log Entries”

DOS selects Category 
(Discipline Other or 

Discipline State) and 
any other criteria

Select “List Log 
Entries” to View


