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PowerSchool
In District Transfer in PowerSchool
Purpose: Instructions on performing an in district transfer within PowerSchool.  These are for students transferring withing schools in the district.
1. Click Staff on the left hand side of your screen
2. Click New Staff Entry in the main window
3. Enter all info. Assign the ID the staff members five digit employee ID issued by human resources
4. Choose the status (teacher, staff, Lunch Staff, or Sub) – right now only choose Teacher or Staff
5. Click Submit

6. On the left hand side of the screen click Security Settings

7. For Admin login: ( Only for Administrator login into PowerSchool – TEACHERS SHOULD NOT BE USING THIS AT THE MOMENT!)
a. Username: first initial of their first name and the last name (kharrison for Kevin Harrison)

b. Password: changeme01
c. Group can be Office staff, Counselor, or Principal.

d. Put a check mark in the box next to the school the user is assigned.
e. Change drop down box to yes for access to login into Admin portion.

8. For Teacher login:

a. Username: first initial of their first name and the last name (kharrison for Kevin Harrison)

b. Password: changeme01

c. Make sure the gradebook optionsays “Web Gradebook”

9. Click Submit
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