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Objective 1: Create a category in PowerTeacher Gradebook.

Categories

To view categories, you do not need to select a class. Simply navigate to the Categories window using the
Gradebook menu bar.

HOW to VieW Categories Fle Edit Wew BEGEN Windaw Help
lasse
1. From the Gradebook menu bar, choose Tools > Categories. The Categories Quarter 4 m 3
window appears. A list of categories appears on the left side of the window. If F'ln-E:' Er..;s
. . . . P24, C) Englis 2r
necessary, use the scroll bar to view the entire list of categories. i riao "l =
E\ " ’ ; ng; Recaloulate Final Scores  Cri+Shift+R
. . R - P4(4,C) Studen ) C
2. Select a category. Detailed information for the category appears on the right of B et o] T o
the WIndOW E‘ PEACIENG 3 preferences Ctr+Comma |
How to Add a Category cazere d
. @ Bellwark. Category
1. From the Gradebook menu bar, choose Tools > Categories. The | e
Categories window appears. el
. E_J Calor: | [{] Nore v
2. Click the Plus (+) button. Thesscptons il be slod s cefauksto oy new ss et
. . when created for this category.
The new category appears on the left side of the window. points Possile: [
3. Enter the required information (Name, Abbreviation, Color, Points . =

Possible, Extra Points, Score Type, Include in Final Grade, and a
Description if necessary).

4. Click Close to save your changes. The Categories window closes.

How to Delete a Category

1. From the Gradebook menu bar, choose Tools > Categories.
The Categories window appears.

Select the category you want to delete.

Click the Minus (-) button.
The Categories window appears without the deleted category.

a. If category has assignments or is used in weighting, the Alert window appears, displaying the
message, "Unable to delete category because it has associated assignments."

4. Click OK to close the window.
5. Click Close to save your changes.

How to Edit a Category

1. From the Gradebook menu bar, choose Tools > Categories. The Categories window appears.

2. Select the category you want to edit. The category details appear.
3. Edit the information as needed.
4. Click Close to save your changes.
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Objective 2: Calculate grades using Total Points or Category Weights in PowerTeacher Gradebook.

Weighting
Grade setup may involve weighting; however, weighting is not required. Weighting gives particular

assignments, categories, or terms more value than others when determining final grades. The weighted
value is used to multiply the points earned and the points possible.

How to Calculate Grades by Total Points

1. Select a class from the Classes pane.

2. Click the Grades Setup tab. The Grades Setup window
appears.

3. Click the name of the reporting term for which you want to
set up final grade calculation.

Note: Calculate Final Grade Using options are based on
the selected reporting term.

_ = e :;:;:;:;M'*m“ sumber of low scores to discard: o
4. Select the Total Points option for Calculate Final Grade @ P

Using.

5. Enter the number of low scores you want to drop from the
final grade calculation in the Number of low scores to
discard field.

Statery Groaps |

6. Click Save.

How to Calculate Grades by Category Weight

1. Select a class from the Classes pane. T —
2. Click the Grades Setup tab. The Grades Setup window i ) E W G e <
appears' ¥4, C) Engih Soovesheet  Assignments Sudents (Grade Setup | (Chess Content Reports
3. Click the name of the reporting term for which you want sonrs
to set up final grade calculation. _ S
Note: Calculate Final Grade Using options are based on "Egj HE%E :gﬁz
the selected reporting term. e Dol e
4.  Select the Category Weights option for Calculate Final __| \ WL ko
Grade Using. ez} e
To add a category: B - o
1. Click Add Category. The Select Category window >
appears. pr—prp— e
Select the checkbox next to each category you want to add. ~ [F2225 e —

Click OK. The category appears on the Grades Setup window.

Double-click the category’s Weight field. The field appears as an editable text field.
Enter the weight.

Double-click the category’s Drop Low field. The field appears as an editable text field.
Enter the number of low scores you want to drop from the final grade calculation.
Click Save.

O N o g K~ wDN
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9. Repeat for each additional category.

To remove a category:

1. Select the category you want to delete. The category appears highlighted.

2. Click Remove.
3. Click Save.

Objective 3: Create an assignment in PowerTeacher Gradebook.
Note: Junior High teachers who see the same students each day will enter assignments and grades for

their Blue Day classes only.

How to View Assignments

1. Select a class from the Classes pane.

2. Click the Assignments tab. The Assignment window
displays class assignments and basic information about
each assignment.

How to Add an Assignment

1. Select a class from the Classes pane.

2. Click the Assignments tab. The Assignments window
appears.

3. Click the Plus (+) button. The New Assignment
window appears.

4. Enter the required information.
5. Click Save.

How to Edit an Assignment

1. Select a class from the Classes pane.

2. Click the Assignments tab. The Assignments window
appears.

3. Double-click the assignment you want to edit. The
assignment details appear.

4. Edit the information as needed.
Click Save.

Note: If Points Possible is modified for an assignment
where student point-based scores exist, the Points
Possible Has Changed window appears. You can either
click Keep Scores to keep the scores as-is or click
Adjust Scores to adjust them based on the new points
possible.

How to Copy an Assignment

1. Select a class from the Classes pane.
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Note: Section numbers do not appear on the Class List. To view this information while you are
copying assignments, launch an additional window from the Gradebook menu bar by choosing

Window > New. In the new window, click the Class Info tab.
Click the Assignments tab. The Assignments window appears.
Select an assignment.

4. Either choose Tools > Copy Assignment from the Gradebook menu bar or right-

mouse click and select Copy Assignment. The Copy Assignment window

appears.
Select the assignment(s) to be copied, and click Next.

In the next window, select the class or classes to which the assignment(s) should be | © L= L=

Dun Date: | Existing v | ORIDHZ00%

copied. Click OK. The assignment is copied to the selected classes. If the assignment is copied to same

class, the new assignment appears in the Assignments or Scoresheet window.

How to Delete an Assignment

1. Select a class from the Classes pane.

2. Click the Assignments tab. The Assignments window
appears.

3. Select the assignment you want to delete. The assignment
details appear.

4. Click the Minus (-) button.

de Edt View Tools Window Help

desses_ll]e ¥ S \
2009-2010 '-". DS E rﬂ’ \]'u:‘j @ \\;‘_'
2l = —7 e

Storsshest  Assignmenks  Students  Grade Setup  Class Content  Reports

1 P2ta,©) English
[ Pata-) Eng 34

Reporting Term: ALL v |

1 P, C) English

1l Peta-g) Eng 3-[N

The Delete Assignment window appears.

If an assignment does not have scores, the Delete Assignment
window states, "Are you sure you want to delete assignment
[name]?"

>

Situdent Groupd || <

3 Categories |||

Abry  Cakegory Paints Possible Weight Date Due

Delete Assignment

Delete Assignment
Delete an Assignment: from the System

Are you sure you wank ko delete Assignment: Bellwark

If an assignment has scores, the Delete Assignment window states, "This assignment has scores. Are
you sure you want to delete assignment [name] and all associated scores?"

Click Yes. The assignment no longer appears on the Assignment window.
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Objective 4: Enter Final Grade Comments for Progress Reports, Quarter Report Cards, and
Semester Report Cards in PowerTeacher Gradebook.

STUDENTS’ PROGRESS REPORTS AND REPORT CARDS WILL BE POPULATED
AUTOMATICALLY WITH LETTER GRADES FOR ALL SUBJECTS. TEACHERS SIMPLY
MUST BE SURE THEIR GRADEBOOKS ARE CURRENT AT THE GIVEN CUT-OFF TIME.
ADDITIONALLY, TEACHERS MUST ENTER COMMENTS FOR EACH STUDENT. THE
PROCESS TO ENTER COMMENTS IS AS FOLLOWS...

How to Add a Final Grade Comment

File Edt ¥ew Tools Window Help F\[ —

1. Select a class from the Classes pane.

Casses |l [2 V. Final Grade x
2. Click the Scoresheet tab. The m E ru? St Jason et Jason -
. Reporting Term: Q1 )

Scoresheet window appears. [ P26, English| | Scoreshost | Assignments  Stodents | e U (1
3. Double-click the final grade i o ? —
of the student you want to update. The e e o Manua‘ovmi - fie Q“ptcf””" s
final grade details appear in the Score BN El - R
Inspector window. pes: e
E ]

85 Incomplete assignments

pts: 25

S\pde (Ql) Flnal Grade Comment:
34.01

4. Manually enter final grade comments in X 0B TET 29| oang Bt work 55 Haetsto sso toarhr Fo bl v
the Comment field (There is a spell- e X 23.22;, i I sepats s s [
check feature, but no grammar-check; o O s du e
review your comments carefully and sum oS :. N o .
restrict them to a total of 20 words or B [omeres ol | =i Dang excelent work -
less per student) or click Comment d
Bank to select one or more predefined comments.

NOTE: AT THE END OF A SEMESTER, BE SURE YOU’VE SELECTED THE REPORTING
TERM FOR THE QUARTER (Q2 OR Q4) RATHER THAN S1 OR F1.

5. Use the Previous and Next arrows to repeat for each student, if applicable.

Note: Click Clear to discard changes made to the selected student's final grade or click Close to
close the Score Inspector window.

6. Click Save on the Scoresheet window. A blue circular “C” appears within the selected student final
grade field.

Objective 5: Set up Final Exams for Semester Report Cards in PowerTeacher Gradebook.

asses @ —
. 20062009~ e r )

How to Enter Final Exam Grades OEEE E E’

[T ]

1. Select the Reporting Term of F1 (or F2, if in second semester). 0 i) soin

i) Pstace) Engish

2. Create a single assignment in the F1 term and enter students’ scores from the final 1@ peia.0) Era
exam accordingly.

]

F1 In Progress E

Stude... (F1) Final Grade
Aqu.. @/C  74.00% 185/250
% Surmary ] o

12/18/2008
¢ pts: 100

A

#  |ReadFinal

G ———

< >
Cotudent Group|
2 Cotegories ||| [ revet |

w
4
2
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Objective 6: Use Term Weights for Semester Report Cards in PowerTeacher Gradebook.

How to Calculate Final Semester Grades by Term Weight

1.

7.

Select a class from the Classes pane.

Click the Grades Setup tab. The Grades Setup
window appears.

Click the name of the reporting term for which you want
to set up final grade calculation.

L]
Note: Calculate Final Grade Using opM
are based on the selected reporting term

Select the Term Weights option for Calculate Final
Grade Using. Term weights for the selected reporting
term appear.

Double-click the term’s Weight field. The field appears

Fle Lt vew Todk Windowr Help
Casses |0

B AR

e St | Qi Conkork Mrports

LOFI0YZ008 Fri
101372008 Mo LEITZ008 Wed
O 13/ RF008 Ths V219 Fri

Situdent Groupd || -

as an editable text field.

O coregores |||

51
Calculate 81 final grade wing:
) Teital pots.

i wesghils.
T Lategory weights
Name Weight' Percent Drop Law
| Ra LR es v ]
Lz w
En o Al

Enter the weight. For each class, define the weights as follows:

a. Ql=40%
b. Q2=40%.
c. F1=20%
Click Save.

IMPORTANT CONSIDERATIONS FOR SEMESTER GRADES...

1.

Remember that the semester grade is the grade that is reflected on a student’s permanent record, and

as such, it deserves extra attention.

The semester grade can be skewed downward IF the student earned a grade lower than a 50% in either

quarter or on the final exam.

For any student whose semester grade is an F, be sure to review his or her quarter grades and final

exam grade.

If the semester grade does not reflect the grade the student should earn, you may change this grade by
using the manual override feature within the score inspector.
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Objective 7: Use Manual Override for a Final Grade for Semester Report Cards in PowerTeacher
Gradebook.

How to Manually Override a Final Grade

1. Select a class from the Classes pane.
2. Click the Scoresheet tab. The Scoresheet window

Classes.||[|E ~ 5\

appears. S =N E 'h}" i} ‘! \¢
3. Choose a reporting term from the Filter By Reporting I F1ga-2) Eng 34 — = g =
_ H El P2{A,C) Endlish| Scoresheet | Assignments Students Grade Setup  Class Content Repo
Term_ pop-up menu. The Sgoresheet window refrgshes B 0.0 Eneh| R ror 0 O | e TR
and displays only those assignments and scores with a T
due date that falls within that selected reporting term. I pta-8) Engish
A A i I Peia, 0 Eng 34 \z m‘
4. Open the Score Inspector. Right-click on the final grade E
of a student whose grade you want to update. Select ) tS“fE”“ ;2“’ e
eporting Term:
Show Score Inspector. Stude...| (g2) Final Grade
EE e o0 100/1000]  score -

5. Select the final grade of the student you want to update.
The final grade field appears highlighted. The assignment

details appear in the Score Inspector windV

6. Select the Manual Override checkbox.

Percent: 100,00
Grade: |P

Points: 100/100

Comment:

7. Enter the new letter grade in the Grade field, if
applicable.

8. Enter the new percent in the Percent field, if applicable
(Note: Usually it is better to override only the letter grade,
not the percent; the percent is an actual mathematical
calculation, whereas the letter grade is determined by the
teacher).

o Clear Close

9. Enter final grade text in the Comment field, if applicable.

Note: It is not necessary to select the Manual Override checkbox in order to
add, edit, or delete a final grade comment.

10. Use the Previous and Next arrows to repeat for each student, if applicable.

11. Click Save. The final grade appears within the selected student final grade field.

Note: The final grade appears bolded, italicized, and with a red circular “!”. If a comment was
entered, a blue circular “C” also appears.

IMPORTANT CONSIDERATIONS FOR MANUALLY OVERRIDING SEMESTER GRADES...

1. If you have a special education student who is mainstreamed in your class and whose IEP dictates
modified grading, you can adjust his or her grade using the Manual Override in PowerTeacher
Gradebook. (It would be appropriate to add a comment indicating that the student’s grade has been
changed as per his or her IEP.)

2. Scores of Pass (P) or Incomplete (1) may also be entered with the Manual Override feature of the
Score Inspector. Be sure to get approval from your principal prior to entering a score of Pass or
Incomplete.

3. If you prefer to use letter grades with +’s and —’s, you may enter these using the “Manual Override”
feature of the “Score Inspector.” The default scores are simply A, B, C, D, and F.
Note that the use of +’s and —’s does not affect students’ GPA’s. For example, an A+, A, and A-
all are worth 4.0 points in the determination of a student’s GPA.
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The default cut scores for each grade are as follows: A: 90%; B: 80%; C: 70%; D: 60%; F: 0%. In

other words, if a student earns an 89.9, the PowerTeacher Gradebook will designate this as a B.

5. The decision to round students’ grades is up to individual teacher discretion. If you want to round a
student’s score up, you may accomplish this by manually overriding the current grade using the

Score Inspector feature.

Objective 8: Use Final Reports for Semester Report Cards in PowerTeacher Gradebook.

How to Run the Final Grade and Comment Verification Report

1. Select a class from the Classes pane.

2. Click the Reports tab. The Reports window appears.

3. Click Final Grade and Comment Verification. The
Final Grade and Comment Verification window
appears.

4. To use the default report settings, skip to Step 5.
Otherwise, edit the information as needed. For detailed
information, see the Reports Window section.

5. Click Run Report. The Report Complete window
appears.

6. To open the report:
a. Select the Open Report option.

b. Click OK. The report results display based
on the parameters you selected.

How to Run the Scoresheet Report

1. Select a class from the Classes pane.
2. Click the Reports tab. The Reports window appears.
3. Click Scoresheet. The Scoresheet window appears.

4. To use the default report settings, skip to Step 5.
Otherwise, edit the information as needed.

5. Click Run Report. The Report Complete window
appears.

e Lk Wew Took Window Heb
sz 1O
T v | Y

I P4in,<) Englsh

) Pata, ) Studend o

W P5ia-E) Enchsh [Aitaretarce ekl

I Peia.C) Eng 3-{Category Totdl Repant

Findl Grade and Comment Werficstion -]

Inchvidd Stsdent Regeort
Missineg fssigrment Rrpoet
Scoreshest

Studeri MUlE-SACEon Report
Studert, fister

B o =N N

) F2lac) Lngh|  Scoemsheet  Assigoments  Students  Grade Sehip Class Content

Reports

4 Desorption:

2 Stadert ared date grid barmplate for baking attendarcs
) Summary of category tutals by section or by student
Firsl grivdéss ned cominénts by repdeting temm

© Summary of class acthity per student

2 Listing of assigments that have not been scored

© Studerd: grade ared assigrrner. data

D Student information from sl of & studsnt's sactions.

D Student demnographic Infarmstion kted one row pér ...

oe

Tl Groaan | |

To open the report:
a. Select the Open Report option.
b. Click OK. The report results display based

on the parameters you selected.
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Note: To print out the final semester grades all on one

paper, with no assignments other than the final exams:

L PAA,CH Zuderk ok

[ st &) Enot Gatmeetaren e

_ s
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B Seoreshast
Name: Sooreshest
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Objective 9: Use Individual Reports in PowerTeacher Gradebook.

How to Run the Individual Student Report

S e

Scoreshest  Assignments Students Grade Setup  Class Content Reports

g 34 FA
Il P2(a,C) English 3-4

I Pata,c) Engish 34

1. Select a class from the Classes pane.

] P,y student Aide [y ey 4 Description:

i) PSta-B) Engiish 3-4  |Attendance Grid @ Student and date grid template For kaking attendance:
? | > Category Tokal Report & summary of categary totals by section or by student
H — . Final Grade and Comment: Verification 2 Final grad; d its by reparting kerm
2. Select Filter Selected from the Student Group o pnsions || e OB T
|+ = | Fiter5... v | |Missing Assianment Report &3 Listing of assigments that have nat been scared
pal’]e |, |scoreshest. @ studert grade and assignment data
AU Fi Student Muti-Section Report @ Studert information from all of a student's sections.
» A‘ Student Roster @ Studert demographic information listed one row per ...
3. Select a student from the Active or Dropped drop- o 28 lakida it eoot =
-l —_—
down menu e e (SR o
Fer A
Gal e Name: Individual Student Report

0 t iption:  Summary of dlass activil er student
4. Click the Reports tab. The Reports window @ o

Output Type: (HPOF (O HTML () Export (CSV)

appea’rs' :E Sections:  (3) Selected Class () Ative Classes
fr Students: ¥3) Selected Groups andjor Students
5. Click Individual Student Report. The Individual I St et Sosdet e O Sent Narber
- Mic
Student Report window appears. e abbreviate: [Jassgrmens  []<tegors
/V Include: [7]FinalGrades  [7] Assignments  [7] Comments ] Categotiss
T
6. Select the Selected Groups and/or Students— | - batenange: (11 [ mistemonty £ L
Checkbox_ < Dropped (2) 5 = < 5
& Categories. i | RunReport

7. Edit the information as needed.

8. Click Run Report. The Report Complete window appears.
9. To open the report:
a. Select the Open Report option.
b. Click OK. The report results display based on the parameters you selected.
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