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Working with Grades 
When enter ing scores, m ake sure to use the t ype of score t hat  you 
set  up when you created the assignm ent . For  exam ple,  use 
num bers for  points and percentages or  let ters for  let ter grades.  
To enter  scores:  

1. Click  Gr ad in g
2. Click  Ass ig n m en t  Li st  or Sco r esh eet
3. From  the Assignm ents or Scoresheet  pages, enter a

student ’s assignm ent  score by click ing in the cell where the
student ’s nam e intersects with the assignm ent  nam e and
type in the score
View the sum m ary above the list  of assignm ents to see the
selected assignm ent ’s score t ype, as well as the student ’s
exist ing score ( if t he assignm ent  was previously scored) ,
and the due date. I n the sum m ary, click  Ed i t  Assig n m en t
to edit  the assignm ent  details.  Click  Sh o w  Mor e  to view
addit ional inform at ion, such as t he associated grade and
special codes scales.

Using the Score Inspector and Score Indicators 
While you can enter  scores m anually, use the Score I nspector to 
provide m ore details about  the student ’s perform ance, such as 
when a student  has a m issing or late assignm ent . Also use the 
Score I nspector  t o enter a com m ent  about  a student ’s score.  
Your dist r ict  leaders m ay have associated a special codes scale to 
the regular  grade scale. I f t hat  is the case, you can click Co d es in 
the Score I nspector and select  a special code, such as I N C, to 
score a student ’s assignm ent . I n som e cases, you m ay also see 
other system -generated icons that  are related to standards grades. 

To open the Score I nspector,  click in a score cell on t he 
Assignm ents or Scoresheet  pages.  
The following table provides br ief explanat ions of the score 
indicators and other  icons available in the gradebook. 
I n d icat o r  o r  
I con  Descr ip t i on  

I ndicates that  an assignm ent  was collected 

I ndicates that  an assignm ent  is late 

I ndicates that  an assignm ent  is m issing 

I ndicates that  an assignm ent  is exem pt  

I ndicates that  an assignm ent  wasn’t  com pleted 
due to the student  being absent  

I ndicates that  an assignm ent  is incom plete 
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I n d icat o r  o r  
I con  Descr ip t i on  

I ndicates that  a com m ent  was added 

I ndicates that  ev idence exist s for m astery that  
m ay differ from  a student ’s calculated standard 
score 

I ndicates that  the standard grade is auto-
calculated from  the lower- level standards scores 

I ndicates that  the assignm ent  score is used to 
auto-calculate t he scores for  the standards 
aligned to t he assignm ent  

Filling Scores 
Use the Fill Scores funct ions to either fill scores for  one assignm ent  
for all of the students in a class, or  to fill all assignm ent  scores for 
one student .  Scores will be f illed in cells that  do not  already have 
scores. Addit ionally,  use the fill scores funct ions to fill com m ents. 
To fill students’ scores for one assignm ent :  

1. For  the selected assignm ent , click in a score cell on the
Assignm ents or Scoresheet  pages

2. Enter t he score or select  the score indicator  in the Score
I nspector

3. Click  the Fill icon with t he ver t ical arrows
4. Click  Sav e

To fill m ult iple assignm ent  scores for one student :  

1. For  the selected student ,  click in a score cell on the
Assignm ents or Scoresheet  pages

2. Enter t he score or select  the score indicator  in the Score
I nspector

3. Click  the Fill icon with t he hor izontal arrows
4. Click  Sav e

Adding Comments 
As you enter scores or  indicators for assignm ents, use com m ents 
to record specific details about  student  per form ance. Add 
com m ents m anually  or choose com m ents from  the com m ent  bank. 
Click  the star next  t o a com m ent  in the bank to set  it  as one of 
your favor ite com m ents. I nclude sm art  text ,  such as < first  nam e>  
or < he/ she> , to personalize com m ents. 
To add a com m ent :  

1. Click  the Com m ent  icon in the Score I nspector
2. Either enter a com m ent  in the text  box, or click Co m m en t

Ban k  and select  a com m ent
A blue Com m ent  icon appears in the student ’s score cell.

3. Click  Sav e
4. Click  the icon to read the com m ent
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Marking Assignments 
Use one of two m ethods to score an assignm ent—score a single 
assignm ent  from  the Assignm ents page, or  score m ult iple 
assignm ents on the Scoresheet . 
To enter  scores, score indicators,  or com m ents for  a single 
assignm ent :  

1. Click  Gr ad in g
2. Select  Assi g n m en t  Lis t
3. Click  the nam e of an assignm ent
4. Click  in a student ’s score cell and type a score, such as 72

View the assignm ent  sum m ary above the list  of students to
see which score type to use.

5. Click  the Com m ent  icon in the Score I nspector
6. Enter a com m ent , such as Needs to turn work in on

time
7. Click  the r ight - facing Score arrow in the Score I nspector t o

m ove to a standards score cell ( if standards are aligned to
the assignm ent )

8. Enter a standards score for  the student
View the assignm ent  sum m ary above the list  of students to
see which grade scale type to use.

9. Click  Sav e
To enter  scores, score indicators, or com m ents for  one or  m ore 
assignm ents on the Scoresheet :  

1. Click  Gr ad in g
2. Select  Sco r esh eet
3. Click  in a student ’s blank score cell for t he selected

assignm ent  and enter  a score in the Score I nspector

4. Click  the ver t ical Fill icon to fill all of the blank score cells
with t he score you entered in the Score I nspector

5. I n the aler t  window that  lists the num ber of scores that
were f illed, click Ok

6. Click  in a different  student ’s score cell for a different
assignm ent  and click  the Exem pt  score indicator

7. Click  Sav e
When you delete or  edit  a score, the values in t he student ’s Course 
Grade colum n are grayed out  because they are being edited.  Once 
you click Save, the student ’s grades w ill be recalculated using the 
new score. 

Working with Final Grades 
Final grades are updated autom at ically  throughout  t he term  as you 
enter assignm ent  scores in the gradebook. When the term  com es 
to a close, however,  you m ay have addit ional t asks to per form  
before subm it t ing grades for repor t  cards to m ake sure that  your  
final grades are accurate. For  exam ple, you m ay have to enter  
standards grades and m odify individual scores. Occasionally ,  you 
m ay also need to m odify  a student ’s f inal grade in a course based 
on effor t ,  par t icipat ion, or  other per form ance factors.  
To work with final grades, click Gr ad in g  and use the links in the 
Grades sect ion. Access the sam e links through the Quick Menu—
the arrow next  to the heading at  the top of the grading pages.  
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To m odify a f inal grade:  
1. Click  Gr ad in g
2. Click  Tr ad i t ion a l
3. Click  a student ’s f inal grade
4. I n the Score I nspector,  edit  the student ’s grade

For exam ple, change a let ter  grade of A-  to A, and a
percentage of 91 to 94.

5. Click  Sav e
Not ice that  the student ’s f inal grade cell has a sm all t r iangle
in the upper- left  corner,  which indicates that  t he grade has
been m odified m anually.

6. Open the Quick Menu and select  St an d ar d s

7. Click  a standards grade for  the sam e student  and edit  it
For exam ple, change a score of 3 to 4.

8. Click  Sav e
To rever t  to the calculated grade, click  the Undo icon in the
score inspector.

Recalculating Final Grades 
Although final grades in PowerTeacher Pro are calculated 
autom at ically ,  you can force a recalculat ion, if necessary. Use the 
recalculate tool after m aking signif icant  changes in the gradebook, 
such as adding m ult iple assignm ent  scores for students who 
t ransferred from  another  class. Also, recalculate grades when your 
PowerSchool adm inist rator changes a set t ing t hat  affects t he 
gradebook,  such as t he grade calculat ion form ula.  
To use the recalculate tool:  

1. Click  Se t t i n g s
2. Select  Reca lcu la t e  Fin a l  Gr ad es
3. Select  t he classes in which you are recalculat ing grades
4. To recalculate t radit ional grades,  check Tr ad i t ion a l  Fin a l

Gr ad es
5. To recalculate standards scores, check St an d ar d s Fi n a l

Gr ad es
6. Click  Recalcu la t e
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Analyzing Performance 
Use the gradebook to analyze student  per form ance at  any t im e 
during the school year . Analyze perform ance throughout  the term  
to ensure that  students are m aster ing the skills and standards that  
you are teaching. Review students’ per form ance as you prepare to 
com plete f inal grades for  report  cards, and then use the gradebook 
to prepare for  and conduct  parent - teacher conferences.  
Review how students in an ent ire class are perform ing using the 
Progress pages. The indiv idual student  pages prov ide helpful 
inform at ion dur ing parent - t eacher conferences to explain why a 
student  earned a part icular  grade. 

Viewing Individual Student Progress 
To rev iew an indiv idual student ’s per form ance:  

1. At  the top of the gradebook window, select  a class
2. Click  St u d en t s
3. To v iew the first  student ’s perform ance, click Assi g n m en t s
4. Review the student ’s course grades and indiv idual

assignm ent  scores, then open the Quick Menu and select
St an d a r d s Pr o g r ess

5. Review the student ’s standards scores for  each repor t ing
term , then click the Assignm ents icon for one of t he
standards

6. Review the graph of standards scores, then click Sh ow
Met r ics  t o review the student ’s other standards stat ist ics

7. Click  St u d en t s  and select  a different  student  to v iew his or
her  Standards Progress page

Here are the definit ions of the standards scores stat ist ics that  are 
v isible when you click  Sh o w  Met r i cs below the graph:  

• Most  Recent  – The average of t he m ost  recent  score(s)
• Mean – The m athem at ical average of the scores
• Median – The m iddle of the scores (half of the scores are

above this num ber and half are below)
• Mode – The m ost  com m on score achieved
• Weighted Mean – The average of the scores based on the

average of total weighted points
• Highest  – The highest  score

These stat ist ical values are indicators of how well the student  did 
on a specific standard. I f any of the values are low, it  m ay m ean 
that  t he student  needs addit ional pract ice on the sk ill or  concept  
that  you’re assessing,  or  you m ay need to revise the assignm ent . 
To v iew the student ’s perform ance on addit ional standards, open 
the Quick Menu and select  a standard.  
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The orange Professional Judgm ent  I ndicator may appear next  t o a 
st udent ’s standard score on the Standards Progress page when 
evidence ex ists for m ast ery  that  m ay differ  from  the student ’s 
calculated standard score. To evaluate the st udent ’s level of 
m astery,  click t he Assignm ents icon next  t o t he standard score.  

Use your  professional j udgm ent  t o evaluate whether or  not  the 
calculated score is a t rue indicat ion of the student ’s level of 
m astery. For  exam ple, if the student  was ill or had a bad test  day,  
his last  score m ay not  be a t rue indicator  of his skill level,  so you 
could choose to ignore that  score and change the calculated score 
from  a 2-  to a 2. 

Analyzing Class Progress 
To analyze the perform ance of an ent ire class,  begin by select ing 
the class at  the top of the gradebook window. Then, click  
Pr o g r ess. Depending on how the gradebook is set  up, you can 
view class progress on t radit ional grades and standards grades. 
Viewing Traditional Grades Progress 
To v iew t radit ional grades progress:  

1. From  the Progress m enu, select  Tr ad i t i o n a l
The graph on the Tradit ional Grades Progress page shows
the dist r ibut ion of grades for  the class for t he selected
report ing term . To the r ight  of the graph,  v iew a sum m ary
of the total num ber of students who have m issing,  late, or
incom plete assignm ents.

2. Click  the graph to open the Tradit ional Grades Dist r ibut ion
window

3. On the left  side of the Tradit ional Grades Dist r ibut ion
window, v iew the score dist r ibut ion for each report ing term
in the school year
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4. On the r ight ,  view the grade t rends of t he students in the
class for the selected term , com pared to the previous term
A red arrow in the Grade colum n indicates that  t he student ’s
grade is t rending down between the selected term s. A green
arrow indicates an upward t rend, while no arrow indicates
no change. You can see which students are per form ing
bet ter or  worse between term s.

5. To com pare t rends between a different  select ion of
subsequent  term s, click a term  in the Score Dist r ibut ion
colum n

6. To close the window, click X in the upper- r ight  corner

Viewing Standards Grades Progress 
To v iew standards grades progress:  

1. From  the Progress m enu, select  St an d ar d s
The graph on the Standards Progress page shows the
dist r ibut ion of grades for  each standard aligned to the
course,  for t he selected class and repor t ing term .

2. Click  the graph to open the Standard Grades Dist r ibut ion
window

3. On the left  side of the Standard Grades Dist r ibut ion window,
view the score dist r ibut ion for  the selected standard for
each report ing term  in the school year

4. On the r ight ,  view the grade t rends of t he students in the
class for the selected term , com pared to the prev ious term
A red arrow in the Grade colum n indicates that  the student ’s
level of m astery is t rending down between the selected
term s. A green arrow indicates an upward t rend,  while no
arrow indicates no change.

5. To com pare t rends between a different  select ion of
subsequent  term s, click a term  in t he Score Dist r ibut ion
colum n
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6. To close the window, click X in t he upper- r ight  corner  
 

 
On the r ight  side of the Standards Progress page, the num ber in 
the Assignm ents colum n indicates the num ber of assignm ents that  
you’ve used to give students opportunit ies t o pract ice the standard 
or to assess their  levels of m astery.  
To v iew the assignm ents aligned to a standard:  

1. Click the Assignm ents icon next  to a standard 
 

 

2. On the Standards Assignm ent  Trend window, click the nam e 
of an assignm ent  

3. I f needed, edit  students’ scores in the colum n for the 
selected standard and click Sav e 

Running PowerTeacher Pro Reports 
The gradebook contains report s that  you can view onscreen or  
pr int .  Personalize each report  by enter ing a custom  t it le or by 
including a top note, bot tom  note, or signature line. The following 
table provides br ief descr ipt ions of the reports:  

Rep o r t  N am e Descr ip t i on  
I ndiv idual Student  
Report  

• Use this repor t  to v iew or pr int  a 
sum m ary of the class act ivit y per  
student  

• Present  a sum m ary of student  
work to parents at  conferences or 
to a pr incipal dur ing a rev iew, or  
use the repor t  as a m idterm  
update for  students and parents 

• Choose whether  or not  t o include 
course grades and at tendance, 
assignm ents, category totals, and 
com m ents 

• Print  the report  for  a few students 
or a group 
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Rep o r t  N am e Descr ip t i on  
Mult i-Funct ion 
Assignm ent  Report  

• Use this repor t  to v iew or pr int  a 
list  of students and scores per  
assignm ent  

• Use it  to find m issing, late, or 
incom plete assignm ents, to help 
students and parents keep up with 
class work, to t arget  students who 
need ext ra help, or  to gauge 
which assignm ents present  t he 
m ost  challenges to students 

Student  Roster  • Use this repor t  to v iew or pr int  
dem ographic inform at ion by class 

• Use the report , for exam ple, to 
keep t rack of m oney collected for  
classroom  field t r ips, or as an 
em ergency contact  list  

• Custom ize the report  by adding 
blank colum ns ( the repor t  
rem em bers t he inform at ion you 
entered last )  

• Use the Order arrows to arrange 
the colum ns in any order 

 
To run the I ndiv idual Student  Report :  

1. Click Rep o r t s  
2. Select  I n d iv id u a l  St u d en t  Rep o r t  
3. Enter a report  t it le,  such as Progress Report 
4. Open the Select  Classes m enu and choose the classes to 

include on the repor t  

5. To run the report  for  a select ion of students rather than for  
all of t he students in the classes,  click  Ad d / Rem o v e 
St u d en t s 

6. All of the students are selected by default , so clear  the 
check box to the r ight  of the Filter area, then in t he list  of 
students, check the boxes next  to indiv idual student ’s 
nam es 

7. I n the Sort  Opt ions sect ion, open the Layout  m enu and 
choose By  Sect i on ,  By  St u d en t  

8. To sor t  the repor t  by students’ last  nam es, open the 
Students m enu and choose Last  N am e 

9. Verify  that  Sh o w  Per cen t ag es is selected to include 
students’ grade percentages in the report  

10. Open the Data To I nclude m enu and check Co u r se Gr ad e 
Co m m en t s and Ass ig n m en t  Co m m en t s to include any 
com m ents that  you’ve entered about  the students in the 
report   
 
"Course Grades and At tendance,"  Assignm ents, and 
Category Totals are checked by default .  

11. Click the Data To I nclude m enu again to close it  
12. To include students’ grades from  the current  term , use the 

default  set t ings under Date Range 
13. Scroll t o the top of the page and click t he Form at  t ab 
14. Since you are including all of the available data in the 

report ,  leave the page or ientat ion set  to Lan d scap e to 
m ake the text  easier to read 

15. Use the default  opt ion PDF for  the repor t  output  
16. To create a page break between students, check Pag e 

Br eak  
17. Choose to exclude row shading to save ink dur ing pr int ing 
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18. Leave the “ I nclude”  check box clear  for  t he Top Note opt ion,  
since you don’t  plan to include a note at  t he top of the 
report  

19. Leave the “ I nclude”  check box clear  for  t he Bot tom  Note 
opt ion,  since you don’t  plan to include a note at  the bot tom  
of the repor t  

20. To generate the report ,  click Ru n  Rep o r t  
To run the Student  Roster  report  for a class:  

1. Open the m enu at  the top of the gradebook w indow and 
select  a class 

2. Click Rep o r t s  
3. Select  St u d en t  Rost e r  
4. Enter a report  t it le,  such as Field Trip Roster 
5. Since you selected a class before you navigated to the 

Reports m enu, it  is already selected for the Classes opt ion 
6. Verify  that  t he repor t  applies to all of the students in t he 

selected class 
7. To sor t  the roster of students by last  nam e, open the 

Students m enu and choose Last  N am e 
8. Add colum ns of student  inform at ion by opening the Add 

Colum ns m enu and clicking Ad d  next  to Gender and Grade 
Level 

9. Click Ad d  next  to Blank twice to include a colum n for  taking 
at tendance and one for t racking par t icipat ion  
 
A colum n t it led “ Nam e”  is included by default  to list  the 
students’ nam es. 

10. Click the Add Colum ns m enu again to close it  
11. Enter Attendance as t he t it le of the f irst  blank colum n 
12. Enter Participation as t he t it le of the second blank 

colum n 

13. Scroll to the top of the page and click t he Form at  t ab 
14. Open the Or ientat ion m enu and choose Po r t r a i t  
15. Use the default  set t ings for  the rest  of the form at  opt ions 
16. To generate the report ,  click Ru n  Rep o r t  

 


