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Pow er Teach er  Qu ick  Ref er en ce 

Tak i n g  At t en d an ce 

An attendance indicator icon appears next to 

each class. The color of the dot indicates 

whether or not you've taken attendance for 

that class. 

1. Click the chair icon next to the class for 

which you want to take attendance. 

2. Choose the appropriate attendance code 

from the Cu r r en t  a t t e n d a n ce cod e  pop-

up menu. 

3. Click the cell next to each student who is 

absent or tardy to insert the code you 

chose from the pop-up menu. 

4. Click Su b m i t . 

Ch an g e At t en d an ce Dat a 

1. Click the chair icon next to the class for 

which you want to change past attendance, 

or mark future attendance. 

2. Select a specific date for which to change 

attendance from the pop-up menu in the 

upper right corner of the page. 

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 Su b m i t . 

Su b m i t t i n g  Lu n ch  Co u n t s 

1. Click the utensil icon next to the class for 

which you want to submit a lunch count. 

2. Enter the lunch counts in the fields. 

3. Click Su b m i t . 

Accessin g  St u d en t  I n fo r m at i on  
1. Click the backpack icon next to the class 

you want to view. 

2. Click the student’s name. 

3. Choose a student page to access from the 

Select  scr ee n s pop-up 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 page you 

worked with. 

Pr i n t i n g  Sch oo l  Rep o r t s 

Your school creates the reports available to 

you in PowerTeacher. 

1. Click the printer icon next to the class for 

which you want to print a report. 

2. Choose the report from the W h ich  r ep o r t  
w o u ld  y o u  l i k e  t o  p r in t  pop-up menu. 

3. Choose the watermark text (optional). 

4. Choose when you want PowerSchool to 

prepare your report. 

5. Click Su b m i t . 

Ch an g e Passw or d  

1. Click Pe r son a l i ze . 

2. On the Personalize page, click Ch a n g e 
Passw o r d . 

3. Enter your old password, then enter and 

verify the new password. 

4. Click Su b m i t . 

Accessin g  Po w er Teach er  He lp  

To access the PowerTeacher Online Help, click 

the Help icon, which looks like a question 

mark. 

 

Gr ad eb ook  Qu ick  Ref er en ce 

Qu i ck  En t r y  Tip s 

Select Qu ick  En t r y  Tip s on the PowerTeacher 

gradebook Help  menu to view shortcuts. 

Cr eat in g  Cat eg o r i es 

1. On the gradebook menu bar, choose Too ls 
>  Cat eg o r ies . 

2. Click the Pl u s (+) button in the lower left 

corner of the window. Enter information. 

3. Click Clo se . 

Ad d  Assig n m en t s 

1. Select a class, then click the Assig n m en t s 

or Sco r esh eet  tab. 

2. Click the Pl u s ( + )  button. Enter 

information. 

3. Click Sa v e . 

Ch an g e Pu b l i sh in g  Assig n m en t s 

1. Select a class, then click the Assig n m en t s 

or Sco r esh eet  tab. 

2. Select the assignment you want to publish, 

then click the Pu b l i sh  tab. 

3. From the Pu b l i sh  Assig n m en t  pop-up 

menu, choose when to publish. 

4. If you selected On  Sp eci f i c Dat e , enter 

the date the assignment should appear in 

the Dat e  On  field. 

5. If you selected Day s Bef o r e  D u e , enter 

the number of days the assignment should 

appear prior to the date that it is due in 

the Da y s Bef or e  D u e  field. 

6. Click Sa v e . 
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Set  Fin a l  Gr ad e Pr e fe r en ces 

1. On the gradebook menu bar, choose 

Gr ad eb o ok  >  Pr e f e r en ces . 

2. Select the appropriate W h en  ca lcu la t i n g  
a  g r ad e t h e  v a lu e  sh ou ld  b e  option. 

3. Choose the number of digits to appear after 

the decimal point from the St o r e  
ca l cu la t ed  g r a d es w i t h  u p  t o  pop-up 

menu. 

4. Click OK . 

Def i n e  Fi n al  Gr ad e Ca lcu l at i on  

1. Select a class, then click the Gr ad es Set u p  

tab. 

2. Click the name of the reporting term for 

which you want to set up final grade 

calculation. 

3. Select the appropriate for Calcu la t e  Fi n a l  
Gr ad e Usin g  option. 

4. Click Sa v e . 

Fi l t e r  a Sco r esh eet  

1. Select a class, then click the Sco r esh eet  
tab. 

2. Choose one or more of the following filters:  

• Fi l t e r  By  Rep o r t i n g  Te r m  

• Fi l t e r  By  Cat e g o r y  

•  Fi l t e r  By  St u d e n t s 

Op en  t h e  Sco r e I n sp ect o r  

1. Select a class from the Classes pane, then 

click the Sco r esh eet  tab. 

2. From any assignment field (or Final Grade 

field) within the Scoresheet, press 

COMMA ND + cl i ck  (Mac) or r i g h t - cl i ck  

(Windows) and select Sco r e  I n sp ect or . 

En t er  a Scor e 

1. Select a class, then click the Sco r esh eet  
tab. Or, open the Scor e  I n sp ect o r . 

2. Click the assignment column of the student 

for whom you want to enter a score. 

3. Enter the score using one of the following: 

• On the Sco r esh eet  window, press 

EN TER or RETURN . Click Sa v e . 

• On the Sco r e  I n sp ect or  window, use 

the Pr ev i o u s and Nex t  arrows to repeat 

for each student, then click Cl ose . 

Mar k  Assig n m en t s 

1. Select a class, then click the Sco r esh eet  
tab. Or, open the Scor e  I n sp ect o r . 

2. Click in the assignment column of the 

student for whom you want to enter an 

assignment status: 

• On the Sco r esh eet  window, press 

COMMA ND + cl i ck  (Mac) or r i g h t - cl i ck  

(Windows) and select Col lect ed , Lat e , 
Ex em p t , or Missi n g . Click Sav e . 

• On the Sco r e  I n sp ect or  window, select 

Col lect ed , Lat e , Ex em p t , or Missi n g  

checkbox. Click Cl ose  to save. 

Ad d  a Scor e Co m m en t  

1. Open the Sco r e  I n sp ect o r  and select the 

assignment of the student you want to 

update. 

2. Manually enter score comments in the 

Co m m e n t  field and/or click Com m e n t  
Ban k  to select one or more predefined 

comments. 

3. Use the Pr ev io u s  and Nex t  arrows to 

repeat for each student, if applicable. 

4. Click Clo se  to save.  

Ad d  a Fi n al  Gr ad e  Co m m en t  

1. Open the Sco r e  I n sp ect o r  and select the 

final grade of the student you want to 

update. 

2. Manually enter final grade comments in the 

Co m m e n t  field and/or click Com m e n t  
Ban k  to select one or more predefined 

comments. Use the Pr ev i o u s and Nex t  
arrows to repeat for each student, if 

applicable. 

3. Click Clo se  to save. 

Man u a l ly  Ov er r id e Fin al  Gr ad es 

1. Select a class from the Classes pane, then 

click the Sco r esh eet  tab.  

2. Choose a term from the Fi l t e r  By  

Rep o r t i n g  Te r m  pop-up menu. 

3. Open the Sco r e  I n sp ect o r  and select the 

final grade of the student you want to 

update. The final grade field appears 

highlighted. 

4. Select the Man u a l  Ov e r r i d e  checkbox. 

Enter the new grade in the appropriate 

field, and enter any comments in the 

Co m m e n t  field, if applicable. Use the 

Pr ev i o u s and Nex t  arrows to repeat for 

each student, if applicable 

5. Click Clo se  to save. 

Rep o r t s 

The following reports are available on the 

gradebook Reports tab: At t e n d a n ce Gr id , 
Cat eg o r y  Tot a l , Fin a l  Gr ad e a  Co m m e n t  
Ver i f i ca t i o n , I n d i v id u a l  St u d e n t  Rep or t , 
Missin g  Assig n m e n t , Sco r esh eet , St u d en t  
Mu l t i - Sect io n , and St u d en t  Ro st er . 

Gr ad eb ook  Hel p   

To access the PowerTeacher gradebook Online 

Help, click Help  >  Co n t e n t s on the menu bar. 


