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Searching for a student or a group of students 
 

Before you can do any type of work on a student’s record or on a group’s records, select the individual 

or a group of students.  When performing both simple and advanced searches, it is important to keep in 

mind the following: 

Select an Individual Student 

Select a student to view that student's pages. 

How to Select an Individual Student by Last Name 

1. On the start page, enter the last name of a student whose record you want to review in the Search 

Students field.  

Note: Alternatively, enter just the first few letters of the student’s last name. Keep in mind that 

this produces more records. 

 

2. Click Search. If you search for a student who has a unique last name, the search displays the one 

record it finds. If you search for a student who has a common last name, a list of student records 

appears.  

 

3. Click the name of the student whose record you want to review or work with.  To work with the 

entire group of students, click Functions at the bottom of the list to display the Group Functions 

page.  Select students by hand.  You can hang onto the Ctrl key and click on a student one by 

one. Or Click on the first student and hang onto the shift key and then click on the last adjacent 

student to select a group of students. 

How to select a certain group of students in a certain grade. 

1. Click on the grade level (number) below the search box.  It will bring up all the students in that 

grade. 

How to Select an Individual Student by their name. 

1. On the start page, click the letter that represents the first letter of the student’s last name. 
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How to Select an Individual Student by Student Number 

1. On the start page, enter the school identification number of the student whose record you want to 

review in the Search Students field.  

 

2. Click Search. Because the same student number is never assigned to more than one student, your 

search produces just one name. The page displays that student’s record.  

 

Your view of the student’s record will differ from that shown in the example. 

How to Search for Inactive Students 

Use PowerSchool to search for the records of any student who has ever enrolled in your school. You can 

view the record of a student who has transferred to a new school, dropped out, or otherwise left your 

school. 

1. On the start page, enter a forward slash (/) followed by the first few letters of the last name of 

the student whose record you want to review in the Search Students field. 

 

2. Click Search. PowerSchool returns a list of all active and inactive students whose names start 

with those letters.  
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Note: Notice the number of students on the list. To verify that this list includes active as well as 

inactive students, return to the start page and redo the search without the slash (/) before the last 

name. Fewer names on the resulting list appear if there are any inactive students, since the list 

includes only active students. 

3. Click the name of the student whose record you want to review to work with that student. To 

work with the entire group of students, click Functions at the bottom of the list to display the 

Group Functions page.  

 

Hopefully this will help you get started searching for students.  If you need more help contact 

Mrs. Hayes.   

 


