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PowerSchool Basics 

Learn the basics of PowerSchool, including signing in, basic 
navigation, searching for student records, working with individual 
student records, and using group functions. 

Sign In and Basic Navigation 

In the address bar of the browser, type the URL of the server, plus 
the extension that matches your level of access to PowerSchool: 

• Administrators: http://[yourserver]/admin 

• Teachers: 
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Command Use 

/enroll_status#0 For any student who isn’t active 
/enroll_status=1 For inactive students only 
/enroll_status=2 For transferred-out students 
/enroll_status=3 
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4. In the Search instructions box, enter the search commands 
 
For compound searches, enter one command per line. 

5. Click Submit 

6. Click Run Search to verify that you entered the search 
correctly 

Search Codes 

Use search codes in the first part of a search command. Place a 
search code in the same position as a PowerSchool field. Also, on 
the Start Page, click View Field List and scroll to the bottom of 
the field list to see a list of the available search codes. 

Search Code Does Example 

*birthday Finds students 
whose birthdays 
are today, on a 
certain date, or 
in a specific 
range 

*birthday=today 

*birthday=4/1 

*birthday>=4/1; 
*birthday<=4/30 

*as_of 
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Search Code Does Example 

specified term, 
or between a 
specified range 
of dates 

12/20/17)>9 

*hours_requested Finds students 
who have course 
requests for the 
specified number 
of credit hours 

*hours_requested<6 
*hours_requested>8 
*hours_requested=10 

*special_program Finds students 
who are enrolled 
in the specified 
special program 

*special_program= 
resource 

*fee.fee_balance Finds students 
who owe money 
on their student 
fee accounts 

*fee.fee_balance>0 

*secondarystudent
s 

Finds students 
who are 
scheduled in 
classes at your 
school but attend 
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Family 

In PowerSchool, students from the same family can be linked in 
order to share and update family information once.  

1.
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6. Specify what additional columns you want on the list by 
adding more field names and column titles 

7. Select Gridlines if you want lines between rows and 
columns 

8. Indicate which field you want to sort the list by 

9. Click Submit 
 

 

Print Mailing Labels 

Print mailing labels directly from PowerSchool for an efficient way 
to send mass mail. 

1. Search for a group of students 

2. Click the Select Function arrow and choose Print Mailing 
Labels 

3. From the menu, choose the mailing label layout to print 

4. Select how many pages to print, the sort order, and when 
to print the report 

5. Click Submit 

6. Refresh the report queue 

7. When the status says Completed, click View 

8. Use your browser’s print function to print the report 

Perform a Quick Export 


