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PowerTeacher Reference

Log in to PowerTeacher PowerTeacher
. o Teacher Sign |
1. Open your browser and navigate to your district’s PowerTeacher cacher=ignin
login page. (See your PowerSchool administrator for this Ysername
information.) Password
2. On the PowerTeacher login screen, enter your Username and
Password in the appropriate box. —
3. Click the Sign In button. Powerschool
4. A successful login will take you to the PowerTeacher Start page. copyrig® 20052013 Parson
Taking Attendance
The “chair” icon will be lit up on a session day Welcome. Alex A Abaga | 1 | 5510

POWerTeacher @ School: Washington Elementary ~ Term: 13-14 Quarter 3

N ¢ 4 Locate Student (Student accountability)
avigation

and greyed out on a non-session day.

1. You may take single day attendance, multi-day i Adame, Brardon S(IG00)___ -
: Daily Bulletin
attendance or attendance by a pre-designed Sy Create New ncident
seating chart. On the PowerTeacher Start page, - Current Classes
click the “chair” icon next to the class for which o P
you Want tO take attendance' zz:duer:;n:z:‘;:;rsms Exp Course Room Attendance Lunch Info Rpt Chart Verify Alerts Verify Log
2. Choose the appropriate attendance code from Wi T ROR BER X & G
PowerTeacher Mobile [=] = & = ATT
the Attendance Code dropdown menu. : : e — o
3. Click the cell next to each student who is Record Meeting Attendance: Homeroom - Kindergarten - 1(A) |- W
absent, tardy etc. to insert the code chosen | Single Day | Multi-Day | Seating Chart | Seating Chart Design | e
from the dIOdeWﬂ menu. Attendance Ckﬂe Dale\ \ Classes G a
4. Click Submit. Students Alerts Attendance: Tuesday, March 04, 2014
*Note: You may enter attendance comments
L. Y Alu, Matthew G A(Absent) - -
by clicking on the gray text bubble. If a
comment has been entered it will appear blue.
Change Attendance Data PowerTeacher &

Navigation Y Record Meeting Attendance: Homeroom - Kindergarten - 1(A)

1. On the PowerTeacher Start page, click the “chair” icon next
to the class for which you want to change past attendance, or

[ Single Day | Multi-Day | Sesting Chart | Sesting Chart Design |

Attendance Code  Date Clzsses.

(Presen) o Wed 2726 (Today) | = [ESSmETIeEap—
mark future attendance.
. . + These are the studen(s.frum this period \‘dhnare. listed on the Daily Attendance Bulletin.
2. Select a specific date for which to change attendance from the e reno s el 1 s s s e e P o)
= s P
pop-up menu in the upper right corner of the page. i — e e Fa

Bu, Matthew G

3. Click the cell next to each student’s attendance codes (where
applicable) to change the existing attendance code, or mark a
future attendance code.

4. Click Submit.

* Note: 1f meeting attendance was submitted by the office, you
will be unable to alter meeting attendance from PowerTeacher.

Rey. Alicia P

Rostrom, Joseph L

Thorup, Moy N

Wetzel, Garofine N

a:
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Accessing Student Information

1. On the PowerTeacher Start page, click the “backpack” icon next

to the class you want to view.

2. Click a student’s name.

3. Choose a student page to access from the Select screens
dropdown menu. Clicking on a student’s last name takes you

to the

default student screen. Clicking on their first name takes you to the

last type of student page you worked with.

Printing School Reports

PowerTeacher

Schedule

Maiey dames Paick @ 2012078 WE

S DN B G
SA N ENMAmsl Pk Edeson

Your school creates the reports available to you in

PowerTeacher &

Welcome, Alex A Abagail | Help 1’

School: Washington Elementary  Term: 13-14 Quarter 3

PowerTeacher. =]

1. On the PowerTeacher start page, click the printer icon
next to the class for which you want to print a report.

2. Choose the report from the Which report would you
like to print pop-up menu.

3. If you would like a watermark to appear on your
report, choose the watermark text option.

4. Choose when you want PowerSchool to prepare your

Navigat

PowerTeacher Mobile
for the iPad

" Print Class Reports

Which report would you ke to print? Class Asendance Audit +
For which students? The 16 students in this class
Test print? Prind only the first 2 | pages

Watermark Text
Watermark Mode Overlay =

| ASAP -
Vihen to print

repott.
5. Click Submit.

Personalize PowerTeacher

1. On the PowerTeacher start page, click Personalize.
2. On the Personalize page, you may choose to do any of
the following:

* Change Password

= Set a new Default Student Screen

* Turn on/off Display Section Number
3. If you make changes to any of these items, be sure to
click Submit when finished.

Discipline

You can use PowerTeacher to report discipline issues in your
classroom to your school administrator. Use the Student Log
page to enter this information.

1. On the Start page click the “backpack,” then click the student’s

last name.
2. From the Select Screens menu, click Submit Log Entry.

3. On the Submit Log Entry screen, enter a subject for the log
entry, and then type a description of the incident that occurred.

4. Click Submit. This action emails the information to the discipline
administrator at your school (must be set up at District Office level).

wnyric )

“Welcome, Avex A Abagai
PowerTeacher G School: Washinglon Elementary  Term: 13-14 Quarter 3
Navigation * Personalize - Abagail, Alex A
Function Description
ange Password Change cuent password to & new ane
e jumber on the Teachers home page
ons
nment:
PowerTeacher Mabile
for the iPad
Submit Log Entry Select screens -
Alu, Matthew G 0 4240 WE
Entry
Date 03/04/2014
Subject Rainbow Loom Confiscated
Log Entry Matthew was caught with rainbow loom supplies in
his desk. Loom confiscated and sentto principal
for parentto pick up at dismissal

Rev. 3/12/2014
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Gradebook Reference

Launching PowerTeacher Gradebook

1. On the PowerTeacher start page, click Gradebook
2. When the Gradebook Launch screen appears, click the

Launch Gradebook button.

*Note: for Gradebook to Function, the computer you are e

PowerTeacher &

v Locate

Navigation
¥ Adams,

Current Classes

Insantly ouneh Gaacebaak

using must have the proper version of Java
installed. See your PowerSchool administrator
for further information.

3. The Opening launchGradeBook.jnlp
dialog box will appear--simply click the Run
button.

4. After the PowerTeacher splash screen

M "R B R X BEe A" B
PowerTeacher Mobile = P - =
for the iPad e v 0 R BB X BEe AT #®
|58 @ ¢ B = @ [M m
Do you want to run this application? i E X h‘ = D a “
EEEB A Beelar
Neme:  PowerTeacher Library ol ® & .
‘ﬁ(') Publisher: NNCS Pearson, Inc. FEERB X B Ee a " ®
—_ Locations: http: fps-sand.wnyric.org
Launched from downloaded JNLP fie
willrun with put your computer and per:
information at risk. Run this appication only I you trust the locations and publisher abo!
v More Information Run

appears, Gradebook will open in a separate window.
5. The default screen in the Gradebook window will be the Scoresheet for

the first class in the class list (see below).

6. There are six icon tabs in the Gradebook window for navigating through

the Gradebook:

Exp Couse  Room Atendance  Lunch nlo  Rpt Chan Verily Alerts

Welome, Alex A ADagal | Fe

Senoot: Wasningion Elementary  Term: 1314 Quarter 3.

Rtin Sehool Home

Verfy  Log

Icon Tab Icon Description
Scoresheet R Displays the assignments and scores you have entered for the students
=l
Assignments E Displays the assignments you have created and information about what
kind of assignment each is, when each is due, and how many points each is
worth
Student Info r‘,’ Contains demographic data for each of the students in your classes,

=iy including any student alerts that have been entered. You may add
additional class columns and customize the headers by clicking Extra Class

Columns
Grade Setup @ Displays the final grade setup for each term
Class Content B Contains the basic information about the course you selected in the

Classes pane
Reports ¢ Provides an interface through which you can designate how you want to

= run any of the built-in reports
Ve ety ot ~rr i R SN
The Scoresheet

Teachers will most likely spend most of their time in the scoresheet
window. The scoresheet allows you to create and score

assignments, view and edit final grades for students
course.

There are three tabs on the Scoresheet:
Description

Sign Oul

R | e

Seporirg Tem:

e Sudentie_GradeSevo Qs Gontent_ Revars

enrolled in your

Assignments Displays student assignments
Final Grades Displays all course standards grades
Student View Displays summary of grades and &
assignments by student -
L

wnyric 3
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Creating Assignment Categories

Association to an assignment category is required for all added assignments.

1. On the Gradebook menu bar, choose Tools > Categories.

2. By default several basic categories will already be created. These
may be kept as is or edited to your personal preference.

3. To create a new assignment category, click the Plus (+) button
in the lower left corner of the window. Enter the required
information. You can set the following:

Name — name of the category

Abbreviation — an abbreviation for the category

Color — choose one of the available color codes for the category
Points Possible — set the default points for assignments in this
category

Extra Points — set the default extra points for assighments in this
category.

Score Type — Points, Percentage, or Letter Grade

Include in Final Grade — check the box to include the category in
final grade calculation. Unchecked means this category will not be
included in the final grade.

Publish Assignment — Publishing an assignment allows it to be
viewable to parents and students. Choose from Immediately, On
Specific Date, Days Before Due, or On Due Date.

On Date: Specify only if you selected On Specific Date for
Publish Assignment.

Days Before Due: Specify only if you selected Days Before Due
for Publish Assignment.

Publish Scores: Select the check box to publish the scores, which
may be shared with administrators, parents, and students. Deselect
the checkbox if you do not want to share assignment score
information with parents and students.

Description — you may provide a description of the category here.
4. Click OK.

Plz

Create Assignment Category

Name:
Abbreviation:

Color:

for this category.
Points Possible:
Extra Points:
Score Type:
Include in Final Grade:
Publish Assignment:
On Date:
Days Before Due:

Publish Scores:

Description:

Specify attributes of the Assignment Category

Test

Test

) Red

10
o
Paints

Immediately

o

v

These options will be applied as defaults to any new assignments when created

e

*Note: A category may be deleted by clicking the Minus (-) button. Categories may not be deleted if they are

in use (this includes both grade setup and assignments)

Add Assignments to the Scoresheet

You can add assignments directly from the Assignments window or the Scoresheet window using the Plus

(+) button.

1. Select a class, and then click the Assignments tab or Scoresheet tab.
2. Click the Plus (+) button. The New Assignment window appears with three tabs—Assignment, Publish,

Standards

wnyric s
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3. On the Assignment tab, enter the required information:
Name — assignment name
Abbreviation — assignment abbreviation

File Edit View Tools MWindow Help

Classes

Category — select from list iy @ n
SC(.)I'C Type __ polnts, percent, letter grade [ HRtA-E) Home Room o7-03 [ Em;eshaet Assignments  Students  Grade Setup  Class Infa Reports
Points Possible — defaults to category default but rnay Filter By:  Reporting Term: |1 v Catagmy:‘ALL
override a3 9,
. . . T H z
Weight — usually ‘1’ but you may specify a weight g LY
D D =] Student Grouis E '%9”_‘ =} 38¢o
ue ate Student Final Grade (V1) H| & E & ‘g E % ‘g =4
Include in Final Grade L s s
1 1 _ 1 1 1 Klein, A:m:lrew 9 9 9% 7| 3 ] 10
Description — enter a description of the assignment e & 5w A ; o
4. On the Publish tab, you can set when to publish the Thonss; rictiesl O Mo e S 0 e
assignment for viewing in the Parent Portal. The
assignment will appear
. Fle Edt View Tools ‘Window Help T I
on the publish date. — - ] N
5. Click Save. _ i “!‘ﬂ?f @ n - mEe
6. On the Standards I HR(A-B) Home Room 0708 Scoresheet  Assignments  Students  GradeSetup  ClassInfo  Reports | Revert
tab’ you can hnk course Filter By:  Reporting Term: V1 v Catagnry:‘ALL v|
. Hame: abry Categar Poi
standards to a particular Color iing s Iz
. Paink Stain Removal ) Paint Stain Remorval (1] Mon-Graded 10
aSSlgnmel’lt. OnCC yOu S Student Groups Chapter L- Painting @ Chapter 1- Painting 1y Test 50
Entire Class Quiz - Famaus Artists @ Quiz - Famous Artists [ej\ Quiz 15
SClCCt and save your —— Paint Definitions @ Paint Definitions [1) Homewark 10
Self Portrait in Crayon @ Self Portrait in Crayon R B .
standards, a gray «“S” Brush Cleaning © Brush Cleaning ] Progect 20 Click the (+) button to
d ]l My Favorite Artist © My Favorite f 1§ oralPrese... 30 add a new assignment,
rawer will appear on Essay-tirhy Artists Understand Things Botter than Me € Essar—Wy Artists Understand | [1] H k 10
VIl appear Famoss Atsts Crosswadude T Famous Atets rosswrd 1] Fomenerk 10 or the () button to
your asslgnment title. Museum Permission Slip 9 Museun Permission ip EJ\ Non-Graded |0 delete a selected
. < ] .
When you click to open assignment
L= + =

the drawer, your
standards will display.
7. An assignment can be deleted from either the Scoresheet or Assignments windows. Simply select the
assignment to delete and either click the Minus (-) button, or right-click on the assignment and select the
Delete Assignment option.

*Note: Assignment names and abbreviations cannot be duplicated. Each assignment must have its own
unique name.

(xX-) New Assignment =|
PR ) Click the retractable
S” drawer to display
Name: Abbreviation:
attached standatds
Category: |-not spedfied- v Score Type: |Points v
Points Possible: (100 | Extra Points: [0 Hax: 100 Weight: [1.00
Date Due: 03/04/2014 [} Include in Final Grade:
Description: it
oe New Assignment =
S v o
v
blish Assi t: [Immedate) =
Publish Assignment: [medately <] oo T
= £: ®
On Date: |1/on iy 1] —_— aE=
) (R (D i
ays Before Due: [0 P
[F] Use Assignment Score to Calculate Stand) & & &
Publish Scores: =
Select D Standard Name ” 0 Y
[[] | 9-10AI  Literacy i History/Social Studies/Scence Techrical Subjects B 100
[ 9-10RH L Cite textual evidence to support analysis of primary and secondary sources 100
[ s-10RH L Determine the central ideas or information of a primary or secondary source Oa
100
[l 9-10RH L Analyze in detail a series of events described ina text
[[] | 9-10RH L Determine the meaning of words and phrases as they are used in a text 65
[[] | 9-10RH L Analyze how a text uses structure to emphasize key points 75
95
[F] | 9-10RH L Compare the point of view of two or more authors 100
L ) I
= 100
94
Revert
I 100

C 5 Rev. 3/12/2014
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e~

Enter a Score i @ @ ﬂ \fl ﬁ:‘ u

Scoreshest  Assignments  Studentinfo Grade Setup  Class Content

Reparting Term: (03

1. Select a class, and then click the Scoresheet

tab. : f

Or, open the Score Inspector. ., i s Borbere e a
2. Click the assignment column of the student P — = EE Ascignment: Double Landscape M. 4 %
for whom you want to enter a score. e 9% S ail score (NEBHRERN

3. Enter the score using one of the following: e TR = NE Scorng Type: Pomnts

* On the Scoresheet window, press ENTER. i 8 = & et [ o

The score appears on the Scoresheet as the Em: |D e
cursor advances to the next assignment field. — Fainz: -{100

Percent:

Click Save.
* On the Score Inspector window, use the Previous and Next arrows to repeat for each
student, then click Close to save.

Grade:

Comment:

Approximately 2048 characters left

2

Open the Score Inspector

L AR

o Scoresheet i Student Info  Grade Setup  Class Content 5
1. Select a class from the Classes pane, Reporting Term: Q3 1 ode: e A o so |

and then click the Scoresheet tab. Stacnts Warner, rin
2. From the Gradebook menu bat,
choose Tools > Score Inspector. Or,

Q3 In Progress

Assignment: Logo Design

e N
Score

: : Students (10) (Q3) Final Grade
from aﬂy aSSlgnmeﬂt ﬁeld (Or Flnal Barbera, Michael ) B 85% nfa® - | - 20 Scoring Type: Points
1thi Dama, Joshua @) B 85% nfa® - | - 20
Grade field) within the S.coresheet, e ol el » Collected: [ Later
press COMMAND+click (Mac) or Kepper, Eme  © A 97% n}a - - 24 Exempt score: [F] Missing: [F]
. . . Klepper, Kathe.., & A 87% nja, - - 21 e
rlght-Cth W lﬂdOWS) aﬂd Select Milington, Greg... @ C- 72% nfa | - - 23 Score:
Morrow, Tu oF 20% nfa® - | - [@ 0 |9 .
Score Inspector. Murphy, Jessice ©) C Py e 2l e Points: 19/25 g
Murphy, Laura € C 76 nfa | - |- Percent: 76% w5
D+ 138/175 | - | - | Grade: € a8,
In the Score Inspector window, you Comment: 58 5
can edit/add the assighment status, Frecuent dbsence fom o3 ==
score ot score comment. Comments £ Summary n 20
25

can either be selected from the points e

¥
i

Comment Bank or entered free-form. o2 : 21
— ST ST Any scores with a ‘ 23
comment attached will
. O 1]
*Note: You can save a comment in your own appear with a blue i
personal comment bank by going to Tools >Preferences > comment symbol. 20
195
Comment Bank. =
Mark Assignment Status
An assignment marked
. o . with a status will have =
Use the Assignment Status feature to indicate if an an indicator next to the = El = E
assignment is collected, late, exempt, or missing. score £ = S
Ll (=8 E
1. Select a class, then click the Scoresheet tab. : 2 e
3 10

L An assignment marked —/”‘}—// g
wnyrl c 6 as ‘Exempt’ will appear Rev. 3/ 129 3

grayed out in italics.
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Or, open the Score Inspector.

2. Click in the assignment column of the student for whom you want to enter an assignment status:

* On the Scoresheet window, press
COMMAND+click (Mac) or right-click

(Windows) and select Collected, Late, Exempt, or Missing. Click Save.
* On the Score Inspector window, select the Collected, Late, or Exempt checkbox. Click Close to save.

*Note: You can create your own score code (ex. INC) by going to Tools > Preferences > Score codes.

Indicator Description Indicator  Indicator Meaning
Small “C” in blue dot next to score 1 Comment is attached
Small “L” in red dot next to score L) Assignment turned in late

Small “M” in orange dot next to
score

Assignment is missing

Green check in a cell

v

Assignment turned in but not graded

Italicized faint score

Assignment does not count toward
final grade OR was marked as
exempt after scoring

Hourglass in assignment heading b 4 Assignment published on a certain
date

Universal “no” symbol ] Assignment is never to be published

Small red exclamation mark next to (1] Final grade changed by manual

italicized grade override

Yellow exclamation mark in o Scores are not published yet

assignment heading

Small “G” in gray dot next to
student name

[

Student is assigned a grade scale
other than the default

Copy Assignments

Copy Assignments

You can copy an assignment between sections to save time. In
addition to this you can copy assignments from different years and
terms. This operation can be done in either the Assignments
pane or the Scoresheet pane.

1. Select an assignment and right click on the assighment name.
2. A pop-up menu will appear with the option to Copy
Assignment-click it.

3. In the Copy Assignment window, select the other classes to
which you want to copy the assignment.

4. Click OK

*Note: If copying an assignment to a class in a different term, the due date for
copied assignment will default to the first day of that term. If copying an
assignment to another class, but the due date for the assignment has passed, the
due date for the copied assignment will default to the current date. In either

case, edit the due date as needed.

wnyric 7

| =
Copy Assi
Copy s E
Select assignments to copy
] Name Category Date Due
Baking 8] Project 02/18/2014 Tue
] | catering ) Prep 02/18/2014 Tue
[ Preparation ] Classwork. 02/18/2014 Tue
Copy Assignments [ =
Copy Assignments
Copy assignments to the sel E
Copy Assignment: Baking from Class: 1(A) Culinary Arts I 13-14 to the selected dasses.
2132014 =
© [ | Classes
] Wl same dass =
[ @ 208 Digital Design
[ @ 3(a-8) Cuisine and Culture
[ [ %&) Jeweiry Design
[ [l 48 chia et Gronth
[ @ 1@ cuinary Arts 1 54 | o
Due Date: [Existing ~ | 02/18/2014
@ -

Rev. 3/12/2014
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(Mass) Fill Scores, Comments, Statuses
This feature allows the teacher to quickly enter the
same scotre, comment, and/or assignment status for
all students or a standard.

1. Click on the scoresheet tab, right click any
assignment score and select Fill Scores from the
popup menu.

2. The Fill Scores window has two tabs -- Scores
and Comments.

3. Choose the radio button to either fill Jtems with
No Score or Replace All scores. By default this is
set to fill Jtems with No Score.

4. Check the boxes for the value(s) you would like to
fill.

*Note: If you are mass filling comments, you have
the option of entering a free-form comment in the
Scores Tab, or 2 comment from the comment bank
in the Comments Tab.

Fill Scores for Final Grades

Scoreshest _Assignments  StudentInfo Grade Setup Class Content

\

21
©
Reports

Charf
Stylq

Reporting Term: Q3

Q3 In Progress

Dama, Joshua @
Fitzgerald, shea ©
epoer, Emie @
epper, Kathe... ©
uilington, Greg... ©
Morrow, Tu ©
Murphy, Jessica @
Murphy, Lara @
warner, Erin [

Double Landscape Merger

Name:

Category:

Points Possible:

Date Due:

Description:

Double Landscape Merger

£ Test

100 | Extra Points: |0

02/27/2014

= 9o | [ V2 Fil Assignment Scores [
50 95
89
25 75 Fil Assignment Scores
0° 60 Specify assignment scores and att
£ 89
7
0 T Assgment:  Double Landscape Merger
choose which score cells tofill
@ Items with No Score
) Replace All
—
Choose one or more vakues to fil
Collected:
il Late:
avbrevid| | u—
score| | [ Missing:
Max: 100 wey [ i
Include inFinal G| [ Comment
Appraximately 2048 characters left
e Lo |

This feature gives teachers the ability to mass fill final grades and comments. Teachers can also clear grades,

comments and manual overrides if needed.

1. Click on the scoresheet tab, set Reporting Term filter to desired term, right-click a score in the Final Grade

column and choose Fill Scores.

2. Adjust Fill Score settings as needed and click OK

Quick Fill

This option allows a teacher to mass fill

blank scores with

grade scale associated with the assignment or final grade.

points or an item on the

1. Click on the scoresheet tab, right click any assignment score and select Quick Fill

from the popup menu.

2. Select the score or score code (ex. ABS) you would like to insert.

3. Click Save.

Mass Delete Comments

Shaw Details

Capy Assigrements
Delete Assignment

Fill Scares

Quicke Fill

Impart Scores

Export Scoees Ternplate
Copy Scores

FPaste Score

Clear Scores

L B
10-19 o

6-9
MBS
w
L

Disable Push Assignment Scores

This feature allows the teacher to quickly enter the same score, comment, and/or assighment status for all

students or a standard.

1. Right-click on assignment score, select Fill Scores option, choose the Replace All option.
2. Click on comment check box and delete comment in the box provided.

3. Click OK

wnyric .
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Creating Student Sets and Groups

This feature is useful for grouping students with different needs and levels of readiness. Student sets and

groups is also a useful way to filter through students.

1. Click the Students tab.

2. Click the Plus (+) button under the Student Groups bar on the left of
the screen.

3. PowerTeacher Gradebook will automatically create Untitled Set 1 and
Untitled Group 1.

4. Double-click on Untitled Set 1 and enter a name for the Set.

5. Double-click on Untitled Group 1 and enter a name for the Group.

6. Click the Plus (+) button again and click Group.

7. Enter a name for your group and press Enter.

8. Repeat steps 2-7 until you all the groups you need in each set.

* Note: To delete a group, select it and then click on the Minus (-) button.
A prompt will warn you if there are students in the group before deleting.

Adding Students to a Group

£ Student Groups LIl utchinson, Ca... ©
nghllght Selected | |Fones, Emilia =
Jones, Mark

@ 95
@

© 94
| Set Kelly, Sarah ) 100
l:»—ﬁctlve (29) / Emie € 100
;..Dropped @ Group  [in © 100
: {'? Pr0]ectGroups crael o a5
b» “ Team Lincoln (13 Lommen, Brocks € 94

: P I' Team Washington (12) Loumeau, Matt.... €94
¥ !'? Readlng ETlEs Martin, Derick € 100
»- i Group A (8) Mika, Kalee (5 IEH!

b “ Group B (12) Moran, Darlyn @) 45

) Group C (5) Murray, Brett @ 76

ordick, Jamie Nelson, Autumn @) 50

~Olson, Jaime Mordick, Jamie & 49

~Olson, KY'? Olson, Jaime o 43

: aldez, Eliott Olson, Kyle © 49
“\Walstenholme, Aaron Valdez, Eliott © 58
Wolstenholme,... € 89

1. Click the Students tab, and click on a student’s

The highlighted
name. . student can be
2. Drag the name of the student to the appropriate removed from a
group. group by clicking the

3. Add students to each of the groups you created.

Minus (-) button R

B Active (25)

ropped ()]

' {'? PI’OJECt Groups

. = I' Team Lincoln (13)

P ﬂ Team Washington {12)

Notice that you cannot add a student to more than one

group of a set, but that you can add them to more than one group if the
groups are in different sets.

4. When you click on the name of a group, the names of the students in the
group are highlighted in the main window pane.

5. You can delete a student from a group by clicking the student’s name in
the group list, then clicking the Minus (-) button under Student Groups on
the left side of the screen.

Moving Students between Groups

A student cannot be in more than one group of a set, but you can transfer a
from one group to another.

1. Click the arrow to the left of the group name to

{'? Readlng Groups
b I' Group A (8)
P I' Group B (12)

N\

i--Mordick, Jamie
Olson, Jaime

Qlson, Kyle
aldez, Elliott
- Wolstenholme, Aaron

= Skudent Groups Il e e —
+ | — | Highlight Selected -

Hutchinson, Ca... & 25
Jones, Emilia S 79
Jones, Mark. 94
Kelly, Sarah G 100
Klepper, Ernie @ 100
Kump, Erin & 100
Lemke, Israel © 25
Lommen, Brooks €3 94
Loumeau, Matt... € 94
Martin, Derick @ 100
Mika, Kalee [~ )]
Moran, Darlyn @) 45
Murray, Brett o 76
Nelson, Autumn @ 50
Nordick, Jamie ) 49
Qlson, Jaime © 43
Qlson, Kyle 49
Valdez, Elliott ) 68
Wolstenholme, ... € 89

i + - IiHighIightSeIected

vi

student

i— Active (25)
Dropped ()]

T {'? Pro_]ect Groups

open the group and display the names of the students
in that group.

2. Click the name of the student you would like to & dropping.

Student can be moved between

Sets and Groups by dragging

Readmg Groups
. --ﬁ Group A (8)
ﬂ Group B (12)

move and drag it to the folder for one of the other groups.

wnyric

Mordick, Jamie
Olzon, Jaime
Olzon, Kyle

Valdez, Elliott

N

b 1' Team Lincoln (13)
¥ {§ Team Washington (12)

Group C (5)

Walstenholme, Azron
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Fill Scores for Selected Student Groups —rbatnma e i
I 52 dlgebra 51 [l -
@ 78 toebraB 1314 E%H
1. Select group to fill scores for and choose the Filter Sdows(8)__(@)oetcrode 0 TR SEE S0
Selected option. Right click assignment score cell for one g“'g;jj: 9% a5 LR U .
of the students and select the Fill Scores option. . ey ot 2zl
. whia, Cryetsl 10 E nfag 2 v
2. Check the boxes for the value(s) you would like to fill. os oo R S S
3. Click OK. e R
- -Melgon, Autumn Late
;nx‘c'(,];::: Exermpl
g, Kk Missing
-~Vadez, Eliatt Grades L
tinisterivins, Aaron lear
Highlighting the group you would like to I ‘?"3‘“:?;5?9““ ;Irﬂ;n:e
work with and selecting “Filter Selected” - i Resding Grouns £ S S ey
will display students only in your selected > U crens (12
group » {§ GrepCis) .
= it Ll

Filtering the Scoresheet Display

You can filter assignments by using the pop-up menus that appear between the navigation bar at the top of
the PowerTeacher Gradebook window and the assignment heading.

i Fllterlng by Reportlng Term — EpuwerTga(hngrarjebook: Emily Klapper - Apple Grove High &! T Fil :l
The dropdown menu at the top of [File Edit View Tools Attendance Window Help erm Filter
. Classes
the screen filters the assignments by —
reporting term. The setup of the I 1) Cuteery ar1
. T 2(A-B) Digital Design
years and terms at your school is

W/ 3(2-B) Cuisine and Culture
) 4(8) Jewelry Design

Grade Setup  Class Content

Reports
Q [~)

Reporting Term: Q3

determined by your PowerSchool 5 2.5 che re conth | ai ER

administrator. Choosing a term or a CeT 8 MR D R

portion of a term (week or month) e G 88y I 52s

will determine which assignments are e = - - - o

displayed. Assignments with due Pl o ol || = = =
. Klepper, Kathe.., @ A 87% nfa, - - 21 89

dates falling between the startand - (SRS ERREEAE e = N -

end dates for the term (or time : o= ol oo e 2oL s » =

period) you select will appear in the LI g o 79% w815, - |- 198 we T

Scoresheet. This will also affect opper Kaerne

which term grade will appear in the o il

Final Grade column (Y1, Q1, Q2, | e

CtC.) ':;E%E:ﬁ;f e | Category and Student Filters

* Filtering by Category — The R -

Category filter menu will allow you S Geiguaizs ,

to choose to limit the display of

assignments to one category. The g: etk

default display is no filter allowing ] romenark

ALL assignments to be displayed. ue

Click the dropdown under categories g: o=
to turn the filter on. Next highlight

the category you wish to filter by. Filtering by categories is one way to get a sense of how students are
performing on that type of assignment.

* Filter by Students — You can filter your spreadsheet to show only students who are active in the class, those

who have dropped the class, or you can filter by groups that are set up for the class. The spreadsheet defaults
to active students.
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. I/ PowerTeacher Gradebook: Emily Kiapper - Apple Grove High School (== =
USlng the Student Info Tab [File Edit View Tools Attendan(: w::uw ::p :
Classes. R =]
S
20132014 = 5 ) r \\3 B H’
1 Select a ClaSS I 1(4) Cuinery Arts T 3 = E n’ \«;/ u
M ‘ W 2(A-B) Digital Design Scoreshest  Assignments  StudentInfo Grade Setup Class Content Attendance: Notifications
2. Click the Student Info Tab, then e
. P Chiaiet;‘mm My Order Student Name (10) Preferred ... | StudentM... | Brrthday Gender Grade Level | Home Phone | Date Enroled | Grade Scale
Cth on the name Of one Of the i 15 Curmy Ao 1 Barbera, Michael =] 0122072 | 02/08/1997 M 0 7899899... |12/30/013  Alpha
2 Dama, Joshua 1+ 20122073 12/17/1996 M 11 789-985-6... 12/30/2013  Alpha
students. s - Ere i s, | e |
. 5 Klepper, Katherine [~} 20122071 08/23/1998 F 9 328-9819... 12/30/2013  Alpha
3. Click the arrow button next to each - = [ e
student’s name. The student’s R o oce E_F__%'
d mographlc lnformatlon appears ln a =) Studer\tGmuﬁ; || 10 Warner, Erin 2 20122068 05/15/1997 F 10 222-2222... 12/30/2013  Alpha
€ + = | =
new pane in the lower section of the e i
1§ Group 1(7)
-Dama, Joshua =
screen. Kapoen, Kot
Milington, Gregory
* If any Alerts have been entered for T
the student, click the icons at the top e 1 : !
L. . ¥ i Photo Majors —
of the demographic information pane Vibemein _ : T [
. . . Fitzgerald, shez Ljee Pupty o =
to view alert information about the I | e I S e
. Categories m
student. Click OK to close the Alert S . %
WlndOW i\:j\c.\mwk Hame: Murphy, Jessica Student Number: 20122063
. . emonstration Gender: Grade Level: 12
* Click one of the phone numbers in L vtndays 1131555 N .
. B]\ Preg Student Home Phone: 777-777-7777 Student Email:
blue to enlarge it. The large phone ] roect
. . J . 1 quz Mother: Lynn Murphy Eather: Lawrence Murphy
number is easier to read while using Bt cunntonEote 41310
your phone at a distance from your
desk. Click away from the number to I
make the number disappear.
* Click on the email address to copy the address into an email message to the guardian.
¢ Click the Extra Class Columns tab to access/enter student information.
* Click on Teacher Personal Note to enter notes about a student. Nobody will have access to these notes
but you.
. . File Edit Yiew Tools ‘Window Help
Define Final Grade Calculation Clases —_—
w &
1' SCICCt a CIaSS’ and then Cth the Grades Setup EJHR(A'E) Home Room - 07-08 Scoresheet  Assignments  Students  Grade Setup  Class Info Reports
tab.
. . . Reporting Term Start End
2. Click the name of the reporting term for which & I RTEETT CIZETED
you want to set up final grade calculation. j
3. Select the appropriate for Calculate Final L
. . 00 2 =
Grade Using option. Choose from: . ¢
. — : : : Calculate final grade using:
thal points —use thls option if you use total o ot st o
points. With this option, you may choose to enter Term weights
the number of low scores to discard from the final ® Category weights
grade calculation in the box provided. 4 [ tame Weight __Percert | DropLow
. . 1] Homework 20 20,0% z
Term weights — select and weight terms to be T | oralPresentatizn W 1.0%
included in final grade calculation—this option is 5 |proec O
R [ RETE 10 o fo
available only for the overall final grade. 8 T w e o
Category weights — select and weight individual W e ssigmert / remese
categories (and/or individual assignments)
. . . I Revert I H Save
for inclusion in final grade _/
calculation. Category weights can be adjusted Clicking in this column allows

4. Click Save.

wnyric

by clicking in this column and
entering the appropriate
weighting. The Percent column
will adjust automatically.

11

you to enter the number of low
scores to be dropped from the
final grade calculation if using
Category Weights.
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Additional Features

o O ]
+| c E E a 4
e, 83, 86, o
. =] L=y £ 5
Section Complete Sin zis f48
Students (10) | (3) Final Grade AT| 858 gHE FEi
. Barbera, Michael ) B 85% nfa® - - 20 45 v
Teachers can mark each section as complete and ready Dama, Jostus  © B 85% nfa - - 0 4 53
. Fitzgerald, Shea @ A X - 99
for report cards. Teachers can add comments about theitr  |weper,emie  © a | @3 Final Grades Completion . W ) g

. .. . Kepper, Kathe... © A
section’s status. Administrators can run a repott in Mgton, G, )| C-
! Final Grades Complete:

11 : : Morrow, Tu ©(F
PowerTeacher Administrator to view Completion status. ~ [leen™ =80 o
Murphy, Laura @) C Grades corrplet,e!|
Warner, Erin D D+

1. Click on the scoresheet tab and set reporting term filter
to appropriate term. Click the [term] In Progress
button.

2. In the popup window check the final grades complete
box and add a comment if desired. Click OK.

Quick Export of scores or a score template

Teachers can export an assignment score template with or without scores to a CSV file that can be opened in
Excel or other spreadsheet program. Exporting the score template may benefit teachers who often work oft-
line. Scores entered into the Excel spreadsheet may be imported back into the gradebook.

To Export Scores:

1. Select a class to work with and go to the scoresheet tab. Select an assighment column to export as a
template.

2. Go to the Tools menu and select the Export Scores Template option. If any scores exist in the column,
you will be asked if you want them included.

3. Assignment and score information will be exported as a csv file to location you specify. Edit scores as
needed using Excel.

To Import Scores:

1. Select a class to work with and go to the scoresheet tab. Select an assignment column.

2. Go to the Tools menu and select the Import Scores option. An Import Scores window will open that
will guide you through the import process. If any scores pre-exist in the Gradebook you will be asked if they
should be kept or overridden.

Creation of my content page

1‘ Select Clﬂss from the Clﬂsses paﬂe aﬂd Click Reporting Term: | Q3 Mode: | Class Info || School Content |m
My ...& Name Group Type Address
Class content tab' SeleCt MY Content mOde and 1 Google Maps Activity (-] F\_|| US History Web Site www.google.com,/maps
Cth tl'le Plus (+) buttOl’l. The hnk detaﬂ page 2  |Photography @ |7 Photoaraphy Web Site www . google. com fimages
K R ) 3 Math Games 06 New Link
appears. Enter the required information. 4 |History Channel Website

2. Click save. The new link appears on the
page. This link can be seen in the section

=
description in the parent portal. %

Name:

Address:

Type: | MY web Site

To add your own link: Group: [ Mo Groue =
1. Click on the Class Content tab, my content and click + button to Description: |

Add Link. Provide name, address of link and select the type from

dropdown.

2. Apply to a group if desired, add a description and Save.
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To add a link to an assignment:

1. Click on the Assignments tab and select or create an assignment.

2. Click the + link button under the description field, then click either School Content or My Content button
to view available links. Select desired link and click OKto insert.

*Note: When in the parent portal, if you click on the student’s grade for the class it will give you a
breakdown of the assignments.

To add web link buttons:

To add a Class Content link to Course Info Description:

1. Click on the Class Content tab and then Class Info button.

2. Click the + link button, then click either School Content or My Content button to view available links.
Select desired link and click OK to insert.

Students (10) __ (03) Final Grade alr[Sas fRsEnlaiEn s sE
Barbera, Michael @ B 85% F\/E': - - 20 45 v

Spell Check el T Tad | i i

P
KepD{ preferences _H
Kley - -
M\I\;D‘ Comment Bank | Gracing | Mai | Score Codes | Section | Spell Check | Standards | Student|
. . . . Morr

The gradebook will check for misspellings in name and e mscrond sl ek

description fields and underline them in red. i) o

1. In the gradebook, go to Tools > Preferences and select the sy ol —

SPCH Check tab_ Remove Word(s)

Clear Word List

2. Check the box to enable background spell check.

Reset Word List

3. While in the spell check tab you can manage the spell check
dictionary by adding or removing words.

Final Grades Button

This mode displays the category totals.
Citizenship grades are available in the Final Grade mode. If you want citizenship grades to show up on the
Final Grade and Comment Verification Report you must select to include additional grades.

1. Click on the scoresheet tab and you will see the final grade button.

Reports

The following built-in reports are currently available on the Gradebook Reports tab:

Report Name Description

Attendance Grid Student and date grid template for taking attendance

Category Total Report Summarizes category totals

Final Grade and Comment Verification Displays final grades and teacher comments by term

Individual Student Report Displays a summary of the class activity per student

Missing Assignment Report Displays assignments that are missing per assignment or per student

Scoresheet Displays a copy of the teachers scoresheet

Standards Report Displays course standard scores for student assignment/ final
grades OR by class

Student Multi-Section Report Includes grades from all of a student’s sections

Student Roster Displays demographic information by class with option to include
“additional class columns”

Depending on the report selected, the user can select for whom to run the report (individuals, groups), the
type of output (PDF, HTML, or CSV format), sections, reporting term, etc.

The different report preferences will appear on the bottom portion of the screen as you select each report
name.
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Standards Report 1-2(A) U.S. History
Reporting Term: Y1 Teacher Name: Emily Klapper
gg E § EEE . % 0 - _‘;f‘ k3 . |zs . Attendance Grid Teacher Name: Emily Klapper
1B BB BN AR w [ w [ = w [ we [
H £ =8
ii ;’g‘g EEB ;msg‘gg g‘ i%ég%i E %E Anderson, Johnny
= =3 |Efs |25 2|22 £3 EE PR "
v | DIEEEREEER S8ElEE 30| 200 R0200E
- H +|3¢
Student Name |Grade 332 E?E§§§§§§:8§5:E Sg u'sgga!iz =3 Dukatz. Alisa
|Andersan, Johnny oz % E £ E E £ Flygare. Casey
Baiggs, Jusiin 153 53% A M M A E Hart, Nikita
Cukatz, Allsa 95 85% E E E ] E ‘Hawkins, Crys
Flygare, Casay 23 8% E E 3 E E Hutchinsen, Casey
Han, NKna 57 87T% M M M E E Jom Emill
s, Emilia
Hawkins, Crys 196 S5% M E M E M T
Huichinsan, Casey 24 5% E E E E e
Jonzs, Emila 55 35% E E E M E Riviias
Jonee, Man o3 3% E = E = m CEmEs
Kelly, Sarsh o0 20% M E E E E 12A) US. Kump, Erin
Kizpper, Ermiz OF 56% E 3 E £ [y Lemke, Israel
Kump, Enn 97 7% E E E E E Lommen, Brooks
Lemke, lerael o4 Ba% M E E E E Loumeau, Matthew
Lommen. Srooks 52 52% E E 3 B E Martin, Derick
Loumeau, Matthaw o7 07T% E E E E E Mika, Kalee
Marn, Dencx. 196 96% M E E E E Moran =
Mika, Kalee TT TR E E E M E " Brett
urray.
Moran, Carlyn 190 S0% E E E E E L
Mumay, Brett T4 TA% E E E M M el i
Nessan, Autumn 50 3% E £ E 3 £ Gl cEula
Nenaick, Jamie o2 s2% E £ E 3 £ Olson. Jaime
Cisan, Jaime 91 51% E E E E Olson, Kyle
oHE0n, Kyle 92 2% E E E E E Valdez, Elliott
|Valdez, Elliatt 57 87T% E E E M E
Wolkstenhoime, Aaron |98 53% E E E E E
Category Total Report 1-2{A) U.S. History
Reporting Term: 21 Teacher Name: Klapper, Emily
Category & of Scores Points Earned Points Possible Percentage  Grade
. Project 24 2213 2400 B2.2% a2
Individual Student Report
neividual Student Repo Test 2 2230 2400 28% o
Jeffrey P Briggs Homework 24 544 800 D0.6% o0
Term Totals: 72 4857 5400 % oz
Class:  English 11 Teacher Name:  James Jorgenson
Final Grade
Reporting T Letter Grade Percentage Final Grade Comment - .
eporing ferm = cemage Aszignment Count Percentage Comparison
n A L%
al A 95.714% Demensirates leadershp quatties. 25 FROJ TST| HWI
Tries hard but contnues to have difficulty.
Great work.
Comment 1
2
a2
R1
L1
a3
a4
RE
F1 A- 057145
Assignment Scores o
Date Category Assignment Score 25- % Grade Score Comment
ss
Jul 27,2007 Homework Homewerk 2 B 10 80 B
Aug 08, 2007 Quz Quiz 1 50 50100 A
Sep 26, 2007 Homework Homework 1 g 10 80 A
Sep 28, 2007 Labs Lab 1 & 10 80 B
©et 10, 2007 Homework Homework 2 100
May 08. 2008 Test Big Test 100
Category Summary
c # of As: Total Points  Total Foints
stegory  #of Asmes  Total Poir o3I POINS Perceniage Letter Grade
Quiz 1 0 50 100% A
Test 1 0 100 0% o ; "
l; i 5 5 " E, Missing Assignment Report English 1- 1
Homework 3 17 120 18% E by Student
Student Assignment Name Due Date Pts
Briggs, Jeffrey P
) P Homework 3 10M0/2007 100
Name: Final Grade and Comment Verification -
Big Test 05/08/2008 100
Description: Final grades and comments by reporting term
Output Type: (3)POF  (OHTML () Export (CSY)
Sections:  (3) Selected Class (0 Active Classes
Students:  (3) Enrolled Students () Selected Groups andMy Students
Student Field: (3 Student Mame () Student Number

Reporting Term:

wnyric

Sample report settings for
the Final Grade and
Comment Vetification
Report.
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Student Roster

Section: English 1 1

Student Name Student Number Birthday (Gender Grade Level Home Phone
Briggs, Jeffrey P 8400D0ERE Jan 18, 1881 M g 918-555-1050
Brown, Amber Ann 8400D0EE2 Feb 13, 1880 F 10 918-5585-2178
Grest, Bob T 10536 Jan 21, 1080 M 10 918-555-2603
Jones. Emifia 840001228 Aug 04, 1890 F " 918-555-3305
Heros, Michasl B 8400D07ES Dec 15, 1991 M 10 916-555-1101
Hodsk, Jordan 840002025 Sep 18, 1835 F g 918-555-2670
Oison, Ashley 840000552 Mar 30, 1880 F 10 #18-56565-1522
Perry, Antonisha 840002122 Aug 10, 1891 F 10 918-555-2678
Ruzska, Nicholas 840002141 Jul 15, 1881 M 10 918-555-3503
Sandowval, Ramen 840002142 Jul 15, 1881 M 10 918-555-3236
Schmitche, Zachary 840002142 M 10 918-555-3504
Soncrant, Gina 840002152 F 10 #18-555-3118
Walker, Chelshey 8400021 F 10 918-555-20B88
Webb, Nathan 5 840000521 M 10 918-555-1541
‘Vanez, Justin 8400021 M 10 S18-555-5244
Zauala, Alyssia 840002120 F 10 918-555-3123
Section: English 11 Scoresheet
Homewors 2 Quiz 1 Homewark 1 La 1
Jul 27, 2007 Aug 3. 2007 Sap 28, 2007 S6p 28, 2007
%50 PTS 10 BTS 10
Sgge Jemey P Tt g E
Srown AmDEr AN EE) 0 B
SrEELBn T ) H E
[Janes Emia T 3 0
¥erbs Michael § 5% E il
¥odak Jordan 7% 1z il
Cison Ashiey % E il
STy ATONENE T E 0
Ruzissa Nichdas % E il
[Sandoval Ramen 5% E il
imiicke Zachary 5% E il
b E 10
EED E 10
[WieBt Hathan 5 T E 10
[Fanez Jusin EED E 10
[Tavalz Alysea % E 10
Final Grade and Comment Verification 1-2(A) U.S. History
Reporting Term: Q2 Teacher Name: Emily Klapper
Pts. Earned /
Student Name Pts. Possible  Final Grade Comment
Melson, Autumn 200/ 225 a2 88%
Nordick, Jamie 1977225 88 88%
Olson, Jaime 200/ 225 &8 9%
Olson, Kyle 186 /225 83 83%
“aldez, Elliott 1154125 az 92%
‘Wolstenholme, Aaron 22072325 ag 98%
Reporting Term: Q3 Teacher Name: Emily Klapper
Pts. Earned /
Student Name Pig. Possible  Final Grade Comment
Anderson, Johnny &6 8%  Demonstrates leadsrehip qualities
Justin is not permitted on field trips unless he has
Briggs. Justin 116/ 350 s0 34% passing grades
Dukatz, Alisa &7 87%
Flygare, Casey a7 50%
Nikita is not permitted on field trips until she has a
Hart, Nikita 70 70%  passing grade
Hawkins, Crys 89 89% Demonstrates leadership qualities
Hutchinson, Casey 3007325 as 92%
Jones, Emilia 75 75%
Jones, Mark i 7% Mark frequently acts out in class.
Kelly, Sarah az 92%
Klepper, Emie a2 92%
Kump, Erin a4 94%
Lemke, Israel 206325 as 81%
Lommen, Brooks &1 B1%
Loumeau, Matthew a3 93%
Martin, Derick a3 93%
Mika, Kalee 72 T2%
Maoran, Dariyn &3 83%
Murray, Brett 76 T6%
Nelson, Autumn 83 83%
Nordick, Jamie &7 87%
Olson, Jaime 78 78%
Olson, Kyle &6 86%
“aldez, Elliott 77 TT%
Wolstenholme, Aaron 96 96%
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