
Attendance Reports in PowerSchool 
This guide will show you how to run an attendance 
report for a date range that will give you attendance 
percentages for each grade level. 
 
Log into PowerSchool and click on ‘Reports’ under 
the Functions on the left side of the screen. 
 
From the Reports page click ‘Run Reports’. 
 
 
Click on the ‘Attendance Summary by Grade’ report. 
 
 
 
 
 
 
 
To get the most accurate report you 
will NOT include your PK students.  
So check the boxes for all grades 
except PK. 
 
After that enter the start and end date 
for your report, it can only run up to 
the last school day, it cannot include 
‘today’. 
 
Click submit, it will take a few 
seconds to run. 
 
When the report is complete it will 
not be in pdf format, but you can print 
from Internet Explorer. 
 
There are many categories in this 
report that might not make sense at 
first.  The longer the date range you 
run the report the more likely it is that 
students were dropped or added, the 
‘Gain’, ‘Loss’, and ‘Ending’ columns. 
 
The ADA and ADA% columns give 
you your attendance percentage. 
 
The formula that calculates the ADA 
is written at the bottom of the report. 


