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OBJECTIVES:

PLEASE USE THIS MANUAL TO:
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Create an Assignment.

Create a Category.

Use the Score Inspector and manually override grades.
Create quarterly comments.

Use demographic information.

Complete Report Card data.

Preview Report Cards.

Create Reports.




POWERTEACHER GRADEBOOK MANUAL:
GRADES 3-6

Objective 1: Create an Assignment.
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5. Right-click in a box to mark an assignment
as Collected (does not count as a point
value), Late, Exempt, or Missing. You can
also Clear Scores or Fill the Scores for the
Class (if all or most of the students earned
the same score on an assignment).

Objective 2: Creating Categories.
1. Open the Gradebook.

2. Click on “Tools” on the top of the screen
and select “Categories.”

3. Add a new Category by clicking on the (+)
sign, and then choose the information that

you want for your new assignment category.
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Objective 3: Use the Score Inspector for an assignment.

1.
right click on the box of an assignment.
Choose “Show Score Inspector.”

Open the Gradebook. From the Scoresheet,
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options as you did when right-clicking, and you can make a comment on
the assignment here. The arrows allow you to move up and down to a
different student, or right to left to a different assignment.

Objective 4: Use the Score Inspector for
a subject area and over-riding a grade.

1.
to use the Score Inspector for an
assignment.

Right-click on the student’s final
grade (instead of the assignment) and
select “Show Score Inspector.”

You can manually override a grade
here (for special cases like special
education). This override will only
apply to the subject that you have
selected at the top left.

You can also make a comment on this
overall subject. This might help with
progress reports, but will not appear
on a report card. (Please note that
report card comments must be entered
in AM Attendance.)
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Follow the steps in objective number 2

= e

7. PawerTeacher Gradebook: Sarah Phillips - Homer Davis Elementary

V. Score Inspector

Studerit: John Doe

Assignment: Writing Prompt
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Points: 95/100
Percent: 95%
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Close
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Objective 5: Create Quarterly Comments. s
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Objective 6: Use demographic

information.

1. You can access demographic
information from the Gradebook.
Click on the “Students” tab.

V. Power I eacher Lradebook: Sarsh Phillips - Homer Davis Llementary 10] =

2. Click on a specific student’s name to »«
see his or her information at the S £ Fbe
bottom of the screen. 2 9 et
o et
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B Drcpped (41 M Defaus
M Defau
M Defaur™
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Objective 7: Enter Report Card Data. -
1. From the Start page, click on AM ® PowerTeacher ———
Attendance’s backpack icon.
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2. Click on a student’s name, and then use the Defauit Student Screen
drop down menu on the right to select Final Grade Enty (Siandards) 7]

i Cumulative Grade Information
“Final Grade Entry (Standards).” Demogiaphics
tFinal Grade Entry (Standards)
Meeting Attendance
Net Access Summary
Print A Report
Quick Lookup
Schedule
Standards
Student Photo
student_photo html
Submit Log Entry
Teacher Comments
Term Grades

4_&8.HW - HOMEWORK

4_6.HW.1 - Completes and returns homework on time

3- Enter the approprlate Score (El S! N7 or I) 4_6.5DS - PERSONAL and SOCIAL DEVELOPMENT
for each sub-scale, or use the drop-down 4_6.5D5.1 - Raspact others
menu and click on “Submit.” 4_6.5D8.2 - Accepts responsibilities for avm actions

4. Repeat the process for “PERSONAL and 4-6:505.3 - Practices self-control
SOCIAL DEVELOPM ENTu and “WORK 4_6.5D5.4 - Displays a positive attitude
HABITS,, 4_6.5D5.5 - Respects classroom rules

4_8.WH - WORK HABITS

4_6.WH.1 - Listens attentively

4_6.WH.2 - Completes classwork on time
4_6.WH.3 - Works well with others

4_6.WH.4 - Follovs directions

4_6.WH.5 - Handvriting and work neatly done
4_6.WH.5 - Appropriately seeks help when needed
4_6.WH.7 - Organizational skills

4_6.WH.8 - Participates in classroom lessons and discussions

4 Largusge Arts
LALA)

5. Repeat the process for each student. You can complete this process for
multiple students at a time. To do this, click on the (m) on the bottom of your
student list.
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artbage Current Classes

| Daily Bulletin

6. Next, you will need to
select the student’s level
of performance. You’ll
select “Grade Level” or
“Modified” for each
student and each subject.
From the start page, select
a content area’s backpack
icon.
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7. Again, click on a student’s name, and then

Default Student Screen

use the drop down menu on the right to Final Grade Eny Siandards) =]
select “Final Grade Entry (Standards).” Cumulative Grads Information

Final Grade Entry (Standards)
Meeting Attendance
MNet Access Summary
Print A Report

Quick Lookup
Schedule

Standards

Student Photo
student_photo.html
Submit Log Entry
Teacher Comments
i T2IM Grades

8. You will choose their _ Sel
40 J. Robert Hendricks
performance level for each
subject, for each quarter. Qt o2 Q3 a4
Make sure you enter the e emer AR
correct quarter.

4_g.LA.1 - Level of Performance | Grade Level v b M

Maodified " Submit ¥
Grade Level

9. Again, you can complete this task for 4 Language Arts
multiple students at a time. Click the (m) at o
the bottom of the student list. You will still a
need to choose a performance level for each l

Fr

content area.

Midssdmunmz

Change Class:

4 AM Attendance
Lengusgs Arts
Languags Arts
(A) 4 PM Attendance
4 Scienc

Standards Summary (m)
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Objective 8: Preview Report Cards.
. From the Start Page, click on “Reports.”

-

2.
3. Click “Run.”
4.

Objective 9: Preview Individual Reports

Use the drop down menu to select “Report Card: 3rd Grade” or “Report Card: 4th-6th Grade.”

Click the “Refresh” link several times, until you can view your report. It will appear as an Adobe file.

Reports

Reports
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Name:
Description:

Output Type:

Sections:

Student Schedule:

Students:

Abbreviate:

Include:

Reporting Term:
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Student Multi-Section Report
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& POF " Export (CSV)
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3. Asyou choose the criteria that you want for your report, the report can change dramatically. One

combination of criteria that has been helpful is:
Output Type: PDF (This means it will be an Adobe File.)
Sections: Active Classes (This means that all subjects will show on the report, instead of what

is highlighted in the top left-hand
box.)

Student Schedule: Total Student
Schedule (This will show a report
from all the teachers that a student
has. Departmentalized teams will
need to choose this option to see
grades given from teammates.)
Students: Enrolled Students (This
will choose all your students. If you
want a specific student, you will
need to highlight him or her under
the “Students” tab before choosing
this report.)

Abbreviate: De-select both boxes.
(Using the abbreviate function will

n

AT
Criteria Layout

Name:

Description:

Output Type:
Sections:

Student Schedule:
Students:
Abbreviate:

Include:

Reporting Term:

Student Muli-Section Report

Skudent Mulki-Section Report

Student infarmation From all of & student's sections,

@ POF (7 Export (C54)
& Selected Class ' Active Classes

" My classes  {* Total shudent schedule

@ Errolled Students ¢ Selected Groups and/or Students

[ Assignments [ Categories

[V Final Grades [ &ssignments [7 Comments [ Categories

Q1 - IThistermonIy

[ Includs terms with no grades

=

ue Il

mil

Run Report:

use the abbreviations that you have chosen when making an assignment.)

Include: Select Final Grades, Assignments, and Categories. (This will give students and
parents the most amount of information on the report.)
Reporting Term: Select the quarter: Q1, Q2, Q3, Q4. (Selecting “ALL” will show every

grade you’ve entered this school year.)

De-select “Include items with no grades” unless you want to show them in the report.

4. When you are finished, click “Run Report.” Then, click “ok” when the box appears on your screen.
You can choose to print only one student’s report by selecting only the page numbers to print.
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