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 Pow er Te ache r  

Po w er Te ache r  
I n t his course you w ill explore what  is available t o teachers PowerTeacher , a web 
port al t o PowerSchool t hat  concent rat es all the feat ures t eachers need in one spot , 
including a web-based gradebook . You will learn to:  

¥ Take at tendance and subm it  a lunch count  

¥ Subm it  st udent  log ent r ies and com m ent s 

¥ Set  up t he PowerTeacher Gradebook 

¥ Enter assignm ent s and record scores 

¥ Set  up st udent  groups and analyze classroom  achievem ent  t rends 

¥ Pr int  PowerTeacher report s 

He l lo  Pow er Teach er !  

You can use PowerTeacher anywhere you have access to t he I nt ernet . I t s feat ures 
and funct ions are t ailored t o dut ies and responsibilit ies teachers handle day- t o-day. 

1.  Open a Web browser and enter t he address of your PowerSchool server 
followed by /t each er s in t he browser address bar . 

2.  Enter your  usernam e and password and t hen click En t er . 

The PowerTeacher Start  Page consist s of t hree areas:  

¥ Navigat ion Bar Ð located at  t he t op of  t he screen. The Nav igat ion Bar 
prov ides access t o t he Start  Page (v ia t he PowerTeacher logo) , t he Report  
Queue, Online Help, and t he Logout  But t on. 

¥ Main Menu Ð located at  t he left  side of t he screen. The Main Menu 
prov ides access t o t he Start  Page, t he Daily  Bullet in, and a display of your 
Meal Balance, t he Staff Direct ory , t he Gradebook , and Report s.  

¥ Current  Classes Ð located in t he center of t he Start  Page screen. The 
Current  Classes area provides inform at ion regarding t he st udent s in t he 
classes you teach, as well as t o t he t ools for  at tendance, lunch count , and 
report s.  

3.  To log off PowerTeacher , click Lo go u t  in t he upper r ight  corner . 
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Usin g  t h e St u d en t  I n f o r m at ion  Scr een s 
The follow ing t able prov ides a brief explanat ion of  t he st udent  inform at ion screens 
available in PowerTeacher. More detailed inform at ion is available in t he 
PowerTeacher online help. 

 

Student  Page Descript ion 

Cum ulat ive Grade 
I nform at ion 

Displays t he st udentÕs GPA and class rank inform at ion. 
Schools decide what  inform at ion appears on this page. 

Dem ographics 
Displays t he st udentÕs basic dem ographic inform at ion. I t  
also contains an em ail link t o t he parent  or guardian. 

Final Grade Ent ry  
(Cit izenship)  

Use t his page to enter a cit izenship grade for t he st udent . 
Your school decides whet her t his page is act ive and what  
codes appear on t he page. 

Final Grade Ent ry  
(St andards)  

Use t his page to enter final grades and com m ent s for  
specif ic standards for t he st udent . Your school decides 
whet her t his page is act ive. 

Meet ing 
At tendance 

Displays t he st udentÕs at tendance record for  the ent ire 
term  for every course in which he or she is current ly 
enrolled. 

Net / Phone Access 
Sum m ary 

Displays a sum m ary of  t he num ber of t im es that  t he 
parent s and st udent  have accessed PowerSchool v ia t he 
I nt ernet  or by phone, if applicable. 

Pr int  a Report  
Use t his page to select  a school- creat ed report  to print  for 
the st udent . 

Quick Lookup 
This is t he default  st udent  page. Displays a sum m ary of 
the st udent Õs current  grades and at t endance for each 
class.  Click t he blue links t o access addit ional inform at ion.  

Schedule Displays t he st udentÕs current  class schedule. 

Standards 
Use t his page to v iew t he st udent Õs progress on specif ic 
standards out lined by your state,  dist r ict , and school. 

Student  Phot o 
Displays t he st udentÕs photo, if your  school has im ported 
st udent  phot os. 

Subm it  Log Ent ry 
Use t his page to create a log ent ry for  discipline or  ot her 
anecdot al inform at ion for t he st udentÕs perm anent  record.  

Teacher Com m ent s 
Displays com m ent s entered by t he teacher.   Com m ents 
can be free- form  or selected from  a com m ent  bank .  
Com m ent s t hat  are published can be v iewed by parent s or 
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Student  Page Descript ion 

st udent s v ia Parent  Access.  

Term  Grades Displays t he st udentÕs st ored grades for t he current  year . 

 

 

Act i v i t y  1  Ð Ov er v iew  o f Po w er Teach er  

Fam iliar ize yourself w it h t he funct ions of PowerTeacher . 

1.  Click t hrough t he but t ons in t he m ain m enu to fam iliar ize yourself w it h som e 
of t he funct ions of PowerTeacher. 

2.  Click t he Po w er Teach e r  l o go  or St a r t  Pa ge  on t he Main Menu t o ret urn t o 
the Start  Page. 

Tak in g  At t en d an ce an d  Recor d in g  Lu n ch  Cou n t s 
I t  is easy t o t ake at tendance and record lunch count s in PowerTeacher . As soon as 
teachers take at t endance t hat  data is available to school adm inist rat ors, parent s, 
and st udent s. I f all st udent s are present  teachers should st ill click  t he chair icon t o 
open t he at tendance screen, and t hen click Su b m i t . This tells PowerSchool t hat  t he 
teacher has t aken at tendance. Ot herwise, t he t eacherÕs nam e w ill be on a repor t  
that  displays teachers who have not  taken at tendance. 

I f teachers have m ore t han one class dur ing the sam e per iod, t hey can t ake 
at tendance for all of t he st udent s in t he classroom  at  t he sam e t im e by click ing t he 
Reco r d  Mu l t iMeet i n g  At t en d an ce fo r  M u l t i p le  Sect i o n s opt ion. 

Teachers record lunch count s by click ing t he ut ensil icon for t he appropr iate class 
and enter ing t he count  num bers.  The count  is included in t he PowerLunch Class 
Count s report .  

Act i v i t y  2  Ð En t er  At t en d an ce 

Take at tendance for t oday in PowerTeacher.  

1.  Click t he chair next  t o one of your classes. 

2.  Choose at tendance codes from  t he m enu and m ark  at tendance for your 
st udent s. 

3.  Click Su b m i t . The indicat or  locat ed next  t o the chair is now green. 

Act i v i t y  3  Ð Use  t h e St u den t  I n f o r m at i o n  Scr een s 

Add a Log Ent ry , a Com m ent , and Cit izenship grade. 

1.  Click t he back p ack  to enter t he St udent  I nform at ion area of PowerTeacher, 
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and t hen click a st udent 's nam e. 

2.  From  t he Select  screens m enu, click Su b m i t  Lo g  En t r y . 

3.  Use t he f ields t o draft  a discipline log ent ry.  Enter a subject  such as 
Fi ghti ng o n Pl ay gr ound. Enter text  such as Stu dent  w as  h it ti ng o th er s 
duri ng l unch ti me, and t hen click  Su bm i t .  

4.  Click t he st udent 's nam e again. 

5.  From  t he Select  screens m enu, click Teach er  Co m m en t s. Then click Ed i t  on 
the line displaying your course.  

6.  On t he M o d i fy  Com m en t  page, select  a com m ent  from  t he com m ent  bank. 
Click t he a r r o w  t o m ove it  to t he Com m ent  field and click Su bm i t . 

7.  From  t he Select  screens m enu, click Fin a l  Gr ade  En t r y  ( Ci t izen sh ip ) . 
Choose a cit izenship grade from  t he m enu. 

8.  Click Su b m i t  and t hen ret urn t o t he Start  Page. 

W or k in g  w i t h  t h e  Gr ad eb ook  

The follow ing t able prov ides a brief explanat ion of  t he icons t eachers see when t hey 
launch t heir gradebook . 

I con Descript ion 

Scoresheet  Displays t he assignm ent s and scores ent ered for st udent s 

Assignm ent s Displays t he details of  t he assignm ent s you have creat ed 

Student s Displays dem ographic data for each st udent  in t he class 

Grade Set up Displays t he f inal grade set up for each term  

Class I nfo Displays t he basic inform at ion about  t he select ed course 

Report s Prov ides an interface to designate and form at  repor ts 

 

Set t in g  Up  Cat eg or ies 
Categories are broad classificat ions in which sim ilar t ypes of  assignm ent s are 
grouped. Exam ples of categor ies are hom ework , test s and quizzes. The 
PowerTeacher Gradebook  com es wit h four pre-defined category types. Teachers can 
add addit ional categor ies and/ or m odify t he default  categor ies. 

The follow ing t able prov ides an explanat ion of t he fields used t o set  up categor ies. 
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Field I nform at ion t o Add 

Nam e Enter t he nam e of t he category . 

Abbrev iat ion Enter an abbrev iat ion for t his category . 

Color Choose t he color for t he category on t he Scoresheet . 

Point s Possible 
I f t here are a typical num ber of point s possible for t he 
cat egory,  enter t he num ber of point s possible. 

Score Type Choose t he Score Type for t he category. 

I nclude in Final 
Grade 

Ve r y  im po r t an t !  Select  t he check box  if scores for 
assignm ent s in t his category  are t o be used in t he calculat ion 
of t he final grade for  t he course.  

I f t his box is not  checked, t he scores w ill not  count .  Not  
including an assignm ent  in t he f inal grade calculat ion would be 
appropr iat e for an assignm ent  like " t urn in perm ission slip.Ó 

Descript ion 
Category descr ipt ions are displayed in t he Adm inist rat or and 
Parent  Access areas of PowerSchool. 

 

Set t in g  Up  Fin al  Gr ad e Calcu lat ion s 
After teachers creat e assignm ent  categories, t hey need to determ ine how t he 
st udent sÕ f inal grades w ill be calculated for each term . The opt ions for f inal grade 
calculat ions are discussed in t he next  t hree sect ions. 

To t a l  Po in t s   

This m et hod calculat es t he st udentÕs f inal grade by div iding t he point s t he st udent  
has accum ulated by t he t otal num ber of point s possible. Tot al Point s is t he default  
set t ing for all term s.  

Ter m  W eig h t s    

This m et hod m ult iplies a term  grade by  som e value (or weight )  t o calculate a grade 
in anot her term . For exam ple, Sem est er 1 m ight  be wort h 40%  of t he f inal grade 
and Sem ester  2 wort h 60% . Percent s can also be entered w it h decim al point s, such 
as 33.33% . 

Cat eg o r y  W e igh t s     

This m et hod m ult iplies t he t ot al num ber of point s by t he value (or weight )  of each 
cat egory.  I t  allows you t o set  up t he weight s for  each category according t o your 
personal plan or  school requirem ent s.  
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Act i v i t y  4  Ð Fo r m at  Fin a l  Gr ades 

Set  up final grade weight ing for t he 3 rd and 4th quarters and t he 2nd sem est er . 

1.  Click t he Gr ad e Set u p  t ab.  

2.  Click a term . 

3.  Select  t he f inal grade set up m et hod t hat  you will use in your classroom :   
total point s, term  weight s, or  category weight s.  Then form at  t he specif ics. 

4.  Click Sav e and repeat  for t he rem aining t erm s. 

Gr ad eb ook  Pr ef er en ces 
Use t he preferences window t o indicat e how you want  grades t o be calculated, 
st ored, and displayed. Also, choose how t o dist inguish your different  sect ions. 
Preferences can be found in t he Po w er Teach e r  Gr ad eboo k  m enu (Mac)  or  t he 
Too ls m enu (Windows)  at  t he top of t he screen. 

Class I n f o  

The Class I nfo t ab contains basic inform at ion about  t he course you selected in t he 
Classes pane. You can ent er t ext  in t he Custom  Display Nam e f ield t o personalize 
your  class list  and enter text  in t he Descript ion field t o com m unicate w it h parent s 
about  class rules and your expect at ions of student s, or give an overv iew of t he 
course and any ot her inform at ion t hat  would be of int erest  to parent s. 

Act i v i t y  5  Ð Ad d  Cat ego r ies 

Add two cat egories to your PowerTeacher gradebook . 

1.  From  t he Tools m enu, choose Cat ego r ies . The Cat egor ies window will 
appear , displaying t he pre-def ined assignm ent  categor ies. 

2.  Click t he Plus ( + )  in t he lower left - hand corner of t he Categor ies window t o 
add a new category . 

3.  Enter inform at ion int o t he appropriate fields.  

4.  Click t he Plus ( + )  t o add t he second category. 

5.  Click Close t o save and close t he Categor ies dialog box . 
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Usin g  Pow er Teach er  Gr ad eb ook  in  t h e  Classr oom  

Set t in g  u p  St u d en t  Gr ou p s 
PowerTeacher Gradebook  provides t ools for creat ing set s and groups and choosing 
st udent s t o include in t he groups so t hat  teachers can adapt  inst ruct ion to t he 
needs of subgroups of st udent s.  St udent  group assignm ent s are f lex ible;  t hey can 
be m odified any t im e. 

De fi n i t i on s 

¥ Ent ire Class Ð default  PowerTeacher Gradebook group. 

¥ Set  Ð a collect ion of groups, i.e. Mat h or  Reading. You m ust  create t he Set  
before you can create a Group. 

¥ Group Ð a sm all collect ion of st udent s, i.e. Mat h1 and Mat h2 or  Bluebirds and 
Redbirds. 

Act i v i t y  6  Ð Cr eat e Set s  an d  Gr o u ps 

Pract ice adding one set  and t wo groups. 

1.  Click t he St u den t s t ab. 

2.  Click t he Plus ( + )  in t he lower left - hand corner of t he PowerTeacher 
Gradebook w indow. An Unt it led Set  1 and Unt it led Group 1 will appear .   

3.  Double-click on Unt it led Set  1 and enter a nam e for t he set .  Press En t e r . 

4.  Double-click on Unt it led Group 1 and enter a nam e for t he group. Press 
En t e r .  

5.  Click t he Plus ( +)  again and choose Ad d  Gr ou p .  

6.  Enter a nam e for your group and press En t er . 

7.  Click on a st udent 's nam e and drag it  int o a group. Use com m and-click (Mac)  
or Ct r l- click  (Windows)  t o add m ult iple st udent s.  
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Assig n m en t s 
Teachers can set  up assignm ents at  t he beginning of a school term  or at  any t im e 
dur ing t he term , and can m ake assignm ent  inform at ion available t o parent s and 
st udent s. 

After you create an assignm ent  in t he Assignm ent  t ab, it  is displayed on t he 
Scoresheet . The nam e, point  value, and dat e due for each assignm ent  appear 
above t he colum n in which you w ill ent er st udent  scores. Double-click ing t he 
assignm ent  heading (or click ing t he ar row at  the t op)  opens t he assignm ent  
def init ion w indow, where you can m odify  t he assignm ent  or publish cr iter ia.  

As you enter assignm ent s you will not ice a dem arcat ion line t hat  separates fut ure 
assignm ent s f rom  past  assignm ent s.  Post ing assignm ent s before enter ing scores 
does not  skew how grades appear . The Final Grade t hat  appears next  to t he 
st udentÕs nam e on t he Scoresheet  reflect s an average grade for only t he 
assignm ent s t hat  have already been scored. The follow ing t able provides a brief 
explanat ion of t he fields used to set  up assignm ent s.  

 

Field Nam e I nform at ion t o Add 

Nam e Enter t he assignm ent  t it le. 

Abbrev iat ion 
The abbrev iat ion w ill be aut o- filled wit h t he nam e of 
the assignm ent .  You can change t he abbrev iat ion. 

Category 
Assign a cat egory t o t he assignm ent  from  t he list  of 
cat egories created prev iously . I f  t he assignm ent  does 
not  f it  int o any of t he categor ies, create a new one. 

Score Type 
The PowerTeacher Gradebook aut om at ically  displays 
the score type you selected for t his category. You can 
change t he score t ype. 

Point s Possible 
The PowerTeacher Gradebook aut om at ically  fills in t he 
default  value designat ed for t his category . You can 
change t his value. 

Weight  

Assign a weight  t o an assignm ent  if it  is wor th m ore 
than ot her  assignm ent s.   

CAUTI ON!  Keep a record of changes you m ake t o t he 
weight ing of indiv idual assignm ent s, and note how 
assignm ent  weight ing int eracts w it h cat egory 
weight ing.  

A good rule of t hum b is t hat  if t he assignm ent  count s 
m ore t oward t he f inal grade, m ake t he assignm ent  
wort h m ore point s rat her t han changing it s weight .  
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Field Nam e I nform at ion t o Add 

Due Date 
Enter a due date for t he assignm ent , if appropriate. 
Som e assignm ent s m ay not  have a due dat e.  The 
default  due dat e for assignm ent s is t odayÕs date. 

I nclude in Final 
Grade 

Select  t his check box if t he assignm ent  count s t oward 
the final grade. 

Descript ion 

Enter a descript ion and inst ruct ions for t he assignm ent . 
Student s who m issed school t he day t he assignm ent  
was given can reference t his inform at ion t o com plete 
the work .  I f st udent s need t o use t he I nternet  as part  
of t he assignm ent ,  you can link  to online resources by 
using t his HTML code:  

<a h re f= enter web address here 
ta rg et =_bl ank>click here</ a> 

 

Pu b l ish in g  Ass ig n m en t s 

Publishing an assignm ent  m akes it  possible for  parents and st udents to see it  in 
PowerSchool Parent  Access. You can publish an assignm ent  at  t he sam e t im e you 
creat e it , or at  any point  afterward. PowerTeacher Gradebook  default s t o publishing 
assignm ent s t o t he Parent  Port al as soon as they are creat ed. The Publish t ab is 
located in t he assignm ent  pane. 

I f an assignm ent  is part  of t he st udent Õs final grade, it  m ust  be published at  som e 
point  t o t he Parent  Portal. You w ill receive an er ror m essage if you choose t he 
Nev e r  publish opt ion for an assignm ent  t hat  is t o count  toward t he f inal grade.  

Refer t o t he table below as you enter  inform at ion int o t he fields:  

 

Field Nam e I nform at ion t o Add 

Publish 
Assignm ent  

Choose whet her you want  t o Publish I m m ediately , On a 
Specific Date, or Days Before Due. 

On Date Choose t he date you want  t he assignm ent  published. 

Days Before Due 
Choose t he num ber of  days before t he assignm ent  is due 
that  you want  t he assignm ent  published. 

Publish Scores 
Place a checkm ark in t his box  if you would also like to 
publish t he scores for t he assignm ent . 
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Act i v i t y  7  Ð Cr eat e a  N ew  Ass ig n m en t  

Creat e t hree hom ework assignm ent s for use in t he next  m odules. 

1.  Click t he Plus ( +)  sign next  t o t he Assignm ent  header t o open t he New 
Assignm ent  pane.  

2.  Enter a nam e for t he hom ework assignm ent  and choose Hom ework as t he 
cat egory.  Set  a due date and determ ine whether you wish t o accept  t he 
default  values for score type and point s. Choose whet her t o include t he 
hom ework assignm ent  in t he f inal grade. Enter a brief descr ipt ion.  

3.  Click t he Pu b l i sh  t ab.  Choose when t o publish t he assignm ent . 

4.  Click Sav e in t he lower r ight  corner t o save the assignm ent . The assignm ent  
will appear in t he Scoresheet . Repeat  t he st eps for a second and t hird 
hom ework assignm ent . 

Cop y in g  Assig n m en t s 
You can copy assignm ent s from  one class t o anot her f rom  current  or previous t erm . 
Co py  Ass ign m en t  can be found in t he Too ls m enu at  t he t op of t he screen. The 
gradebook w indow contains a m enu t o change classes, but  also t o select  previous 
classes. This w ill allow you t o access any assignm ent  no m at ter t he date. 

W eig h t in g  Assig n m en t s 
When creat ing an assignm ent , t he Weight  f ield can be used t o help keep grading 
pract ices f lex ible, yet  consistent . For m ost  assignm ent s, keeping t he Weight  at  t he 
default  value of 1 .00 and using Point s Possible to adjust  how t he assignm ent  
cont r ibut es t o t he overall term  grade is appropr iate. 

When scoring assignm ent s wit h a let t er grade score type, you do not  need t o be 
concerned wit h points. Sim ply ent er t he let t er grade for each assignm ent , and 
weight ing will aut om at ically take care of t he relat ive value for each assignm ent . 

Act i v i t y  8  Ð W eig h t i n g  Assig n m en t s 

Use weight ing t o m ake a set  of t hree quizzes wort h 100 points, regardless of t he 
num ber of quest ions each contains. 

1.  Creat e t hree or m ore quiz- type assignm ent s. Use inform at ion in t he gr id 
below t o f ill in t he num ber of point s and weight ing f ields. 

2.  Based on t he inform at ion in t he gr id, f ill in t he last  colum n. 
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Num ber of 
Quest ions 

Num ber of Point s Weight ing Calculated Grade 
Value in Points 

10 10 10  
20 20 5  
25 25 4  

 

Recor d in g  Scor es 
As you record scores, m at ch t he type of score you ent er t o t he tye you set  up when 
you creat ed t he assignm ent ;  num bers for  point s and percent age, let t ers for let ter 
grades.  

Scores can be entered indiv idually or by using t he following quick -ent ry m et hods:  

¥ To m ark an assignm ent  Exem pt , t ype EX int o t he cell on t he spreadsheet . 

¥ Click t he equals sign ( =)  t o assign t he m ax im um  point s possible. 

¥ Enter MI or  a forward slash ( / )  t o m ark an assignm ent  as m issing. 

¥ Enter LT or  an asterisk ( * )  to m ark an assignm ent  as late. 

¥ Enter COL or a per iod ( .)  to m ark an assignm ent  as collected. 

¥ Choose Fi l l  Sco r es t o m ass fill a specific score. 

 

Ch an g in g  t h e n u m b er  o f  Po in t s Possib le on  an  Assig n m en t  
Occasionally , after creat ing an assignm ent , you m ay det erm ine t hat  you need t o 
change t he num ber of point s t hat  are possible on t he assignm ent . Edit  and save t he 
assignm ent . This w ill cause a warning will t o appear . You m ay choose t o keep t he 
scores you already entered, or have t he com puter adjust  t hem  based on t he new 
point s possible. 

Act i v i t y  9  Ð Reco r d  Sco r es 

Record scores for t he assignm ent s you created. 

1.  Click t he Sco r esh eet  tab. 

2.  Click in t he cell represent ing t he intersect ion of t he row cont aining a 
st udentÕs nam e and t he colum n of t he assignm ent  you want  t o score. Then, 
ent er t he score. 

3.  Press Ret u r n  (Mac)  or En t e r  (Windows)  t o advance t o t he next  st udent , or 
Tab  t o advance t o t he next  assignm ent . Leave a few score cells em pty . 
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4.  Use t he Mass f ill opt ion for one of t he assignm ent s by choosing Fi l l  Sco r es . 

5.  When you have f inished ent er ing scores, click Sav e . 

Usin g  t h e Scor e I n sp ect o r  
The Score I nspector prov ides t he abilit y  t o add notes t o yourself about  a st udent 's 
per form ance on an assignm ent . You can not e if an assignm ent  was received late, if 
the st udent  is exem pt  f rom  com plet ing t he assignm ent , if t he assignm ent  is m issing 
or if you have collect ed t he assignm ent  wit hout  ent er ing a point  value. You can also 
use t he score inspector t o ent er a public com m ent . The follow ing table provides a 
br ief explanat ion of t he assignm ent  indicat ors displayed in t he t eacherÕs gradebook . 

 

I n d i cat o r  Descr i p t i on  I n d i cat o r  M ean in g  

Sm all ÒcÓ in blue dot  next  t o score  There is a com m ent  at tached 

Sm all ÒLÓ in red dot  next  t o score  Assignm ent  t urned in late 

Sm all ÒMÓ in orange dot  next  t o score  Assignm ent  is m issing 

Green check in a cell  Assignm ent  t urned in but  not  graded 

I talicized faint  score  Assignm ent  does not  count  t oward 
final grade OR was m arked as 
exem pt  after scoring. 

Sm all Hourglass in assignm ent  heading  Assignm ent  published on cert ain 
date 

Circle w it h line t hrough it  in assignm ent  
heading  

Assignm ent  is never t o be published 

Sm all red exclam at ion m ark next  t o 
italicized final grade  

Final grade changed by m anual 
overr ide 

Yellow exclam at ion m ark in t he 
assignm ent  heading  

Scores are not  published  

 

Act i v i t y  1 0  Ð Sco r e  I n spect o r  

Use t he Score I nspect or t o add score notes,  and t o m ark assignm ent s collected, 
late, and exem pt . 

1.  Click t he To o ls m enu and click Sco r e  I n sp ect o r .  

2.  On t he Scoresheet , click in t he assignm ent  colum n in t he f irst  em pty cell next  
to t he appropriate st udent . I n t he Score I nspect or , select  t he Co l l ect ed  box 
instead of ent er ing a score. You can replace the check m ark w it h a score 
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later . Mark a few m ore em pty cells as Co l l ect ed . 

3.  Click t he down arrow t o m ove t o t he next  st udent . Select  t he Lat e box . 

4.  Click t he down arrow t o m ove t o t he next  st udent . Select  t he M iss in g  box . 

5.  Navigate t o t he st udent  you have been assigned. Select  t he Ex em pt  Sco r e 
box  for one assignm ent .  Exem pt  a few m ore of t he em pt y cells. 

6.  Click t he r ight  arrow t o m ove to anot her assignm ent . Enter a com m ent  in t he 
Score I nspect or .  
 
Note:  The Clear but t on on t he Score I nspector  clears t he score com pletely , 
not  j ust  t he com m ent  or a Collected check .  

7.  Click on t he term  grade for your assigned st udent . Use t he Score I nspect or 
to ent er a com m ent . Note t he Report ing Term  here:  ________________ 
(Later in t he class you w ill look at  your com m ent s and t he exem pt  indicat or 
in PowerSchool Parent  Access.)  

8.  Click Close  and t hen click  Sav e t o ret ain t he changes. 

Man u al ly  Ov er r id e a Fin al  Gr ad e 
Occasionally , t eachers need t o m odify a st udentÕs f inal grade in a course, based on 
the st udent 's effor t , part icipat ion, or ot her classroom  fact ors. The Score I nspect or 
allows you t o change a f inal grade w it h t he Manual Overr ide tool. 

Act i v i t y  1 1  Ð M an u a l l y  Ov e r r i d e a  Fin a l  Gr ade 

Manually overr ide a st udent Õs final grade t hat  should be higher t han t he grade t hat  
was calculated. 

1.  Double-click t he f inal grade to open t he Score I nspect or , and t hen select  t he 
Man u a l  Ov e r r i de check  box . 

2.  Change t he percent  and grade. Then, add a com m ent  and click Close. 

Assig n m en t  St at ist i cs 
The PowerTeacher Gradebook prov ides t ools t o v iew t rends and t o analyze st udent  
scores m at hem at ically . Assignm ent  st at ist ics prov ide inform at ion on each 
assignm ent  you enter int o t he gradebook.  

To v iew t he Stat ist ics Sum m ary, click Su m m ar y  in t he lower left  corner of t he 
Scoresheet  to see t he m ean, m edian, and m ode values for each assignm ent . These 
m ay also be v iewed for t he final grades. 
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Rep o r t in g  Feat u r es 

The report s available t hrough PowerTeacher  Gradebook allow you t o have a paper 
or elect ronic copy of inform at ion. You have the abilit y  to personalize each report  by 
ent er ing a cust om  t it le or  include a t op note, bot t om  note, and signat ure line. There 
are eight  t ypes of report s available in t he follow ing t hree output  t ypes:  

¥ PDF Ð a cross-plat form  f ile t hat  can be read and pr inted by Adobe Acrobat  
Reader or Prev iew on a Mac or PC.  

¥ HTML Ð a file t hat  can be read by  a browser  such as I nternet  Explorer, 
Firefox,  or Safar i. 

¥ Text  Export  (CSV) Ð a t ext  f ile consist ing of the data, separat ed by com m as. 
This file can be opened w it h Excel or ot her spreadsheet  software. 

The follow ing t able prov ides a brief descript ion of t he report s:  

 
Report  Nam e Descript ion 

At tendance Gr id Student / dat e grid tem plate for tak ing at tendance 

Category Tot al Report  Sum m arizes category t ot al 

Final Grade and Com m ent  
Ver ificat ion 

Displays final grades for st udent s and teacher 
com m ent s by term  

I ndiv idual St udent  Report  
Displays a sum m ary of  t he class act iv it y per  
st udent  

Missing Assignm ent  
Displays assignm ent s t hat  are m issing per 
assignm ent  or per st udent  

Scoresheet  Displays a copy of t he teacherÕs gradebook  

Student  Mult i-Sect ion Report  I ncludes grades from  all of a st udent Õs sect ions 

Student  Roster Displays dem ographic inform at ion by class 

 

Act iv i t y  1 2  Ð Ex p lo r e t h e Rep or t s 
I n pairs or groups of  t hree, look at  t he different  t ypes of report s.  Create a report  as 
a PDF, in HTML, and as an Export  (CSV) report , so you can exper ience t he different  
report  output  opt ions. 

1.  Click t he Rep or t s tab, and t hen click t he type of report  you would like t o 
v iew. The report  opt ions w ill becom e available in t he lower  pane on t he 
screen.  

2.  Select  t he Out put  Opt ion you would like. This is not  necessary for t he 
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At tendance Gr id. Then, select  t he appropr iate sect ions, st udent s, sort  order , 
and dat e range for t he report . 

3.  Click t he Lay ou t  tab. Ent er a cust om  t it le, t op not e, bot t om  not e, or 
signat ure line. 

4.  Click Ru n  Rep o r t  in t he lower r ight  corner of t he screen. 

5.  Select  to Open t he report  or Save t he repor t . I f Save is chosen, t he report  
will be saved in t he output  opt ion and in t he locat ion you chose on your 
com puter. 

Pow er Sch oo l  Par en t  Ac cess 

Parent  Access prov ides parent s or guardians round- t he-clock access t o real- t im e 
inform at ion about  t heir childÕs at tendance and grades. I t  also prov ides a m eans for 
teachers to com m unicat e w it h parent s or  guardians about  class event s, 
assignm ent s, and ways t hey can help t heir  child at  hom e. TeachersÕ em ail 
addresses are linked on t he front  page. Parent s and guardians can elect  to receive 
per iodic em ails w it h at t endance and grade updates.  

To log on t o Parent  Access, parent s need t he following inform at ion from  t he 
PowerSchool Adm inist rat or :  

¥ Address of t he PowerSchool server 

¥ Their usernam e and password 

Act iv i t y  1 3  Ð Pow er Sch oo l  Par en t  Access 
Log in as a parent  and click t hrough t he screens in PowerSchool Parent  Access t o 
becom e fam iliar w it h t he inform at ion parent s can access. 

Now, locat e t he com m ent s t hat  were entered via t he PowerTeacher St udent  Screen 
and v ia t he PowerTeacher Gradebook . 

1.  Click Teach er  Com m en t s at  t he t op of  t he PowerSchool Parent  Access 
Window. The com m ent  you entered via t he PowerTeacher Teacher  Com m ent  
screen appears in t he com m ent  colum n.  

2.  Click Gr ades  an d  At t en dan ce . Click t he term  for t he class in which you 
ent ered assignm ents and scores. The com m ent  you entered on t he term  
grade appears under t he table cont aining t he grade inform at ion. 

3.  Not ice t hat  t he score for t he assignm ent  you m arked t he st udent  exem pt  has 
a caret  (^ )  next  t o it . This sign indicat es t hat  t he score is exem pt  f rom  t he 
final grade. 

4.  Click t he score of an assignm ent  for which you ent ered a com m ent . The 
com m ent  you entered appears in t he score com m ent  pages. 


