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Finalizing Grades - Teachers

Purpose: Teachers — Instructions for teachers on how to finalize grades at the end of a term
in PowerTeacher Gradebook.

The PowerTeacher Gradebook keeps a Final Grade by term for the teacher as the term
progresses for each class section they teach. At the end of the term if the calculated grade
is correct for a student the teacher needs to do nothing except indicate to the office
that you have complete grading on that section (see pg 3, Notify Office). That grade
will be stored as a final grade for that term.

Manual Grade Adjustment - If the teacher wants to manually adjust the final grade and/or
add comments for the report card they will need to do the following:

From their gradebook

1. Make sure the correct Final Grade Term is selected for the correct section

2. Right click on the final grade of the student you

. B
want to manually override or that you want to SN : r .
store a comment on. ,E
3. Click Show Score |nSpeCt0r. o Scoresheet  Assignments  Students  Grade Setup
. Fitter By:  Reporting Term: |1 v: Category: #
¥ Final Grade : B €
Frn 3 [t
+ -
Student: Annie Brewster & w \E E%
Reporting Term: S1 250
eparking Term: INiEat
Nstydent FiralGrade (513 [l | &8 &
—, A claths, Corby 9 ¢ TET% 45
Score Allen, Vids O c 74.5% a8
Alired, Alfred B | 0]
Manual COwerride: Alired, Christophet e & 96.9% 4
' Almanza, Harold o B+ 9% 50
Almanza, Olivia &M B- G2.4%
Percent: |79 Anderson, John © B 85.2% 42
[ =T S ™ g a4 N s
Grade: | =5 . . .
- 4. You will be able to do several things from this
Painks: nfa [% ore Inspector screen.
Comment: a. Click Manual Override then enter
a different Percent or Grade for this
student.
< b. Type in a comment in the
Comment field if your school

allows you to,
or
clear || Close c. Click on Comment tab to choose
o from a list of predetermined
comments your school has setup.
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In the comment bank highlight a comment

You may hold your CTRL key down while selecting more than one comment.

d. Click Insert Selected
Comments to move
comment(s) to the
insert box.

Inspectc

Student; Barry Anderson -
fssignment: Col-Revol E I

© o Comment

e. Click OK to record the Code\  Comment Cateq...

comments. 01 \Needs ko be prepared with assigned materials. ~
0z ﬁQ:epts responsibility For own actions, Behavior
)] DeerstratES leadership qualities, Behavior

f. The “canned” E; IFrequT al:utsenn:ebs From ctlasi.alre effecting grade. E?Fha:iur S
comments will now = working\at or above potential, EFFr
) li_ 4 |_| L

appear in the_ 0& Participates enth EFffiart

comments window. a7 Tries hard but u:u:unhm_les ko hawe difficulty, EFfork Py

Any Comments typed B ; e = :

in will also appear in Separate Using |Line Breaks vH_Insgrt Selected |

the same window. i Si——

-
core Inspecto
Carmnment:
Stuclert: Alfred Allred o0 Is working hard and making progress,
Reporting Term: $1
Mahual Override:
Percent: | =54 | “
Grade: | D- |

Poirts: na Teachers may delete a comment by highlighting the

Comtment: appyopriate comment and pressing their delete key.
= wwarking hard and is making progress.
Tries but still has difficulty. .
Perfarms poarly an tests. 5. Select the next student by using the up and

down arrows or X out of the score inspector.

Any grade altered by the Manual Override process will
now show in the Final Grade column in Bold.
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Enter Citizenship Grades

If your school uses Work Habits or Citizenship marks, you will need to enter them for
term grading. To enter Citizenship marks:

1. Click on the Final Grade Mode button at the top of your Scoresheet

Reporting Term: |31 - | Mode:; Assignments | m
[ el =i | Bl b

2. That will change your Scoresheet to show a vertical
column for Citizenship grades as well as columns that
show a category total recap of each category you are
using.

3. To enter a Citizenship grade use the same procedures
you do for entering other grades on the scoresheet.

4. The grade scale for Citizenship grades will probably be
different that your regular grade scale and cannot be
changed by the teacher.

5. Click Save when you have updated all the grades.

9

9] 3]

Homework (1)

Citizenship
Default

LTR
Test (5)
Default

0/100

T = |Citizenship

100/100 485/500

Notify Office

Once the teacher has determined they have the appropriate grades and comments entered
for each student, they should advise the office by:

6. Clicking the In Progress bar rReportingTerm: 51 v | I

| 51 In Progress

7. Here the teacher should check the
Final Grades Completed box and

enter any comments if needed. \ tion St @1
8. If the teacher has completed all but one or Final Grades Complete:
two student’s grades they might want to Sl sl
indicate begin don by checking the box but |Pevision on Christopher Allred will follow
|on Monday.
put in a comment that revisions are to
follow.
9. Click OK.
10.The In Progress bar will now indicate grades :
have been completed. [ ox g[ Cancel
51 Grades Complete » |
11. Teacher is finished with their part of finalizing grades.
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