
PowerSchool Guide to PERFECT ATTENDANCE 
 

1. Log into the PowerSchool website at http://69.95.46.24:8080/admin 
2. From here, click on the grade level you want to search for perfect attendance. To search for 

perfect attendance for your entire student  body, choose all. 

 
3. On the next screen, choose “Search for Perfect Attendance” from the drop down menu. 

 
 
 



4. Now you have a couple options.  
a. You must change the attendance mode from meeting to Daily or else this will not work 

properly in some cases.  
b. Also, you have the option to use the group of students you selected in step 2. I chose 

all, so I’m going to have all students. If you chose grade 5, you will have “The selected 
X students” where X is the number of students in 5th grade.  

c. The Date Range may have a default value, but if you wanted to search for Perfect 
Attendance for Q1, you’d have to enter the beginning and ending dates for Q1. 

d. Disregard these codes when searching… If you wanted to allow students with Tardies in 
perfect attendance, you need to enter all tardy codes in this box. They are currently 
TE,TU,T. 

e. Hit Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Your students are shown in the “Current student selection”. My report says I have 91 students 
that have perfect attendance. If I want to list these students, the easiest way is to go to “List 
Students” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Refer to the next page for information about the List Students report. 
a. Report Title – I put in Perfect Attendance, but you can put in whatever you want the Title 

to show at the top of the screen. 
b. Col – Field Name – Column Title: This is the information that will be shown on your 

report. The field names are fields built into PowerSchool. You can use the example I’ve 
made, or you can click on Field Name to see a list of fields that you can essentially use 
on this report. The Column Title is the plain English title that is put at the top of the 
column. 

c. Don’t use Cell padding or rows in between breaks. 
d. You may decide to use gridlines or export (if you want to use Excel) 
e. Sort Field: You can sort the output however you want. I wanted an alphabetical listing, 

so I used lastfirst as the sort. If you want it sorted by grade level, use “grade_level” and 
if you want it sorted by grade level, then by name, use both, in the order you want. 

f. Hit submit 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. You should get a report that looks a little like this. You can print this out and you’re all done! 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As always, if you have any questions regarding this document, please don’t hesitate to ask. My E-

Mail address is llopez@fw.diocesefwsb.org 


