
 

 

 

An EduTech Workshop 
 

All rights reserved. This document may not be reproduced or redistributed by any method, including 
electronically or by photocopying without the written permission of EduTech. 

 

 

 

 

11/13/2019 





 

 
 

Us
in

g 
Po

w
er

Te
ac

he
r P

ro
 |

 1
1/

14
/2

01
9 

1 

TABLE OF CONTENTS 
Using PowerTeacher Pro 2 

Setting up PT Pro 2 

Copying calculations from one class to another class 6 

Working with Assignments 8 

Working with Grades 14 

Working with Final Grades 21 

Analyzing Performance 23 

Analyzing Class Progress 25 

PowerTeacher Pro Reports 28 

 



 

 

Us
in

g 
Po

w
er

Te
ac

he
r P

ro
 |

 1
1/

14
/2

01
9 

 

2 

USING POWERTEACHER PRO 

Setting up PT Pro 

PowerTeacher Pro includes advanced features for both standards-based and traditional grading. 

ACCESSING THE GRADEBOOK 

No more Java! 

1. Log into PowerTeacher: schoolname.ps.state.nd.us/teachers 
2. On the start page select PowerTeacher Pro 
3. Read the welcome message and select Close. To view the message again, select the Help icon (?) 
and select Getting Started 
 
 

 
 

HELP MENU   

The help menu has links for Tips and Tricks, Getting Started, What’s New, and Videos. The help menu 
contains beneficial information for using PowerTeacher Pro. Videos include creating and duplicating 
assignments, scoring assignments and using the scoresheet.  
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WHAT’S NEW IN POWERTEACHER PRO SCREEN 

 

 

VIEWING AND ADDING CLASS DESCRIPTIONS 

1. At the top of the gradebook window select a class 
2. In the upper right corner select a term in which the class meets 
3. Select Settings 
4. Select Class Descriptions 
5. Enter the class description, syllabus or other details 
6. Select any other class listed to open the window and add a description 
7. Select Save when complete 

 
 
 
SETTING UP DISPLAY PREFERENCES 

You can customize display settings to control how class names appear in your gradebook. You can also 
define whether or not to show standards and traditional grades. 

1. Select Settings 
2. Select Display Settings 
3. Open the Display and Sorting menu and select an option (At this time cannot customize class 
names) 
4. Check Show Traditional Grades to display traditional grades 
5. From the Values to Show in the Traditional Grade Column, select the types of grades you want to 
see: grade, percent and points 
6. If you are using Standards, then make necessary selections in the Standards Usage area 

a. Check Show Standards Pages and Links to use the standards features in the gradebook 

b. To associate and show standards on assignments, select Show Standards on Assignments 
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c. To make the auto-calculation of standards scores from assignments scores the default setting 
when you create a new assignment, choose New Assignments Start Checked from the “Auto-
Calculate Assignment Standards Scores Initial State” menu.  

7. Make a selection in the Navigation Links Sort Order 
8. To show the Professional Judgment Indicator on the Standards and Standards Progress pages, check 
Show on Grading: Standards and Show on Students: Standards Progress 
9. Under Student Names, choose how you want names displayed in the gradebook (At this time 
customized names are not available) 
10. Choose how to sort students in the Sort Students by drop down 
11. Check the boxes if you want newly enrolled students added to the bottom and pre-registered 
students hidden. 
12. Select Save 

 

 
 

SETTING UP GRADING PREFERENCES 

Administrators may have chosen to set up the grading preferences and calculations at the district and school 
level for all teachers. If the administrators have chosen to allow teachers to edit some or all calculations, a 
teacher will be able to set up items. If administrator has chosen to not allow any editing of any term, the 
teacher will not be able to make changes.  

1. Select Settings 
2. Select Traditional Grade Calculations 
3. To see grade calculations for all classes select Expand All 
4. For a class select the Edit icon next to a reporting term (For example, an admin may allow teachers 
to edit how quarters are calculated but not how S1, S2 or Y1 are calculated) 

a. If the reporting term has a green check under the Edit Calc the teacher may edit 

b. If the reporting term does not have a green check the teacher cannot edit but can still select the 
edit icon to view how the term is set 

5. If you are allowed to edit a calculation, check the Calculate Overall Class Grade 
6. Open the type menu and choose a calculation type, such as Category Weighting 
7. Open the Attribute menu and select a category, such as homework 
8. To define the weight of the category, enter a value in the weight field, such as 2 
9. Select the + button to add another category 
10. Repeat steps 6-9 until all desired categories are added. You may need to adjust weights until you 
get desired percent. 
11. Select Drop Low Scores and choose drop Low Overall or Drop Lowest by Category 
12. Grading types can be removed by selecting the - button 
13. Select Save 
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COPYING TRADITIONAL GRADE CALCULATIONS 

Grade Calculations can be copied from one term to other terms in the same class and one class to the next.  

Copying calculation from one term to other terms 

1. Select Settings 
2. Select Traditional Grade Calculations 
3. Expand a class 
4. In the upper right corner select the gear icon 
5. Select Copy Traditional Grade Calculations 
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1. Choose Copy Terms Within a Class (Fig. A) 
2. In the From Class dropdown choose the class you are copying from (Fig. A) 
3. Choose the Reporting term you are copying from (Fig. A) 
4. In the To Reporting Term dropdown, select the terms you would like to copy to (Fig. A) 
5. Select Validate 
6. A Summary page will show what terms you are copying from and to (Fig. B) 
7. Select Copy 

      
 

Copying calculations from one class to another class 

1. Select Settings 
2. Select Traditional Grade Calculations 
3. Expand a class 
4. In the upper right corner select the gear icon 
5. Select Copy Traditional Grade Calculations 

 

 
6.Choose Copy Terms To Another Class (Fig. A) 
7. In the From dropdown choose the term copying from (Fig. A) 
8. In the Class dropdown choose the class you are copying from (Fig. A) 
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9.In the To dropdown choose the term you are copying to (Fig. A) 
10. In the Class dropdown choose the classes you are copying to (Fig. A) 
11. Check the box to Recalculate Final Grades (Fig. A) 
12. Select Validate (Fig. A) 
13. Summary screen will show what you are copying from and to. If you cannot edit certain 
calculations it will say Cannot copy to targe reporting term because it is not editable by the teacher. 
(Fig. B) 
14. Select Copy (Fig. B) 
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STANDARDS GRADES CALCULATIONS 

1. Administrators can choose to set these up and allow or not allow teachers to edit. 
2. If you are allowed to edit 
3. Select Settings 
4. Select Standards Grade Calculations 
5. Define the Default Calculation in the Standards Grades section, such as Most Recent 
6. Define number of recent scores to include in the calculation and the weighting by selecting the edit 
icon, choosing the number of scores, and editing the weight column 
7. To automatically calculate higher level standards from lower level standards check the Auto-
Calculate box 
8. Select the metric that will be used 
9. Select Save 
10. Repeat steps for other classes 
 

 

Working with Assignments 

Before creating assignments, it’s recommended that you create categories so you can group assignments by 
type. The administration may have set up categories in order to calculate grades.  

 

CREATING CATEGORIES 

Categories are classification groups for your assignments. All assignments must be tied to a category. 
Teachers can set up categories or use district-created categories.  

1. Select Create 
2. Select View All to view categories already created 
3. Select Category 
4. On the Category tab, open the Select Classes menu and select the class or classes to use the 
category 
5. Enter the name of the category 
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6. Select a color 
7. Use the default status of Active 

a. Check Inactive for categories you no longer use 

 

8. Select the Assignment Defaults tab 
9. Select the default score type that assignments will use 
10. To include extra points by default, select Extra Points and enter a number (Only use if every 
assignment in this category will receive extra points) 
11. To weight assignments in this category by default, select Weight and enter a value (Can also be 
done at the assignment level) 
12. In the Points box enter the points that assignments in this category will be worth by default (Can be 
changed at the assignment level) 
13. Check the box to Include in Final Grade if assignments in this category calculate into the final grade 
14. Select Save 
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CREATING AND VIEWING ASSIGNMENTS 

Assignments can be viewed on both the Assignments and Scoresheet pages. Assignments can be copied or 
duplicated from one class to the next. 

1. Select Create 
2. Select Assignment 
3. Open the Select Classes menu and select the class to create the assignment 
4. Select outside the Select Classes menu to close it 
5. Enter name of assignment 
6. Select a Category 
7. Select Score Type 
8. Enter points 
9. If you want to add Extra Points or change the Weight it can be done here 
10. Check the box to Count in Final Grade 
11. Enter a due date 
12. Enter a Description 

 

 



 

 
 

Us
in

g 
Po

w
er

Te
ac

he
r P

ro
 |

 1
1/

14
/2

01
9 

11 

13. Select the Students tab 
a. Add/Remove students from this assignment by selecting Add/Remove Students, clearing the 

check box next to the Filter area and check the boxes next to students to remove 

 

14. Select the Standards tab 
15. Select the standards that are aligned to the assignment 

 

16. Select the Publish tab 
17. Open the Publish Assignment dropdown and select when to publish scores 
18. Make sure the Publish Scores box is checked 
19. Select Save 



 

 

Us
in

g 
Po

w
er

Te
ac

he
r P

ro
 |

 1
1/

14
/2

01
9 

 

12 

 

**If you want to duplicate the assignment for the same class you can select Duplicate at the bottom of the 
assignment. It will need a new assignment name but students, standards, points, etc will all be the same. 

DUPLICATE AN ASSIGNMENT FOR  USE IN ANOTHER CLASS 

1. Select Grading 
2. Select Assignment List 
3. In the list of assignments select the Edit icon 
4. Select Duplicate 
5. Open the Select Classes menu, clear the checkbox next to the currently selected class and choose a 
different class 
6. Select Outside the Select Classes menu to close it 
7. Enter the assignment name 
8. Use or modify the same category, score type, points, due date, description and publication settings 
9. Select Students tab 
10. Select Add/Remove students and select students if needed 
11. Select the Standards tab 
12. Select Add/Edit Standards and select new standards if needed 
13. Select Save and close the Edit window 
14. To verify the assignment copied, choose the class the assignment was copied to and the assignment 
should show 

 

COPYING ASSIGNMENTS FROM PREVIOUS YEAR TO NEW YEAR 

1. Teachers are now able to copy assignments from previous years to the current year. 
2. In the Classes dropdown select the previous year from the arrow 
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3. Select the class you are going to copy 
4. In the From section select the term you are going to copy and select the class you want to copy 
5. In the Term section select the term you are copying into and select the class or classes to copy into 

 

6.  Select the Due Dates from the dropdown. Most common will be Relational 
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7.   Check the assignments  to copy or select the top box for all assignments 
8. Select Copy Assignments 

 

**You can change your term back to 19-20 and select the class. When you look at the scoresheet the 
assignments will be copied.  

Working with Grades 

Use the type of score that you set up when you created the assignment. If you set the assignment to points, 
make sure to enter points 

 
ENTER SCORES 

1. Select Grading 
2. Select Assignment List or Scoresheet (personal preference) 
3. Enter a score by selecting in the cell where the student name intersects with the assignment 

a. You can type in the score or you can use the score inspector that pops up on the right 

4. View the summary above the list of assignments to see the score type, existing student score and 
due date. 

a. Note when entering scores, the final grade does NOT calculate until you have saved  

5. In the summary you can select Edit Assignment or Show More to view additional information such 
as Grade Scale and Special Codes Scale 
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a.  Special Codes take the place of Score Codes in PowerTeacher. They now have to be entered 
on the admin side for teachers to use. Teachers can no longer create their own. 

USING SCORE INSPECTOR AND FLAGS 

The Score Inspector provides more details about the student’s performance such as missing or late 
assignments. Comments can also be entered on the score inspector. 

If your administrator has added a special codes scale to the regular grade scale, you can select Codes in the 
Score Inspector and select a code.The following table explains the icons available in the gradebook. 
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FILLING SCORES FOR MULTIPLE STUDENTS OR ASSIGNMENTS 

You can fill scores for one assignment for all the students in class or fill all assignment scores for one 
student. If the cell is empty the score will fill. 

1. Fill Scores for one assignment: 
2. Select a score cell 
3. Enter the score or select the flag in the Score Inspector such as Collected 
4. Select the Fill icon with the vertical arrows 
5. Select Save 
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Fill Scores for multiple assignments for one student: 

1. For the selected student, select a score cell 
2. Enter the score or select the flag in the Score Inspector 
3. Select the Fill icon with horizontal arrows 
4. Select Save 

 

 

ADDING COMMENTS 

Use comments to add details about performance. Add comments manually or from comment bank if there 
are any available. 

1. Select the Comment icon in the Score Inspector 
2. Enter a comment in the text box or select Comment Bank and select a comment. Comments from 
the bank are added on the admin side 

a. A blue comment icon appears in the student’s score cell 

3. Select Save 
4. Select the icon to read the comment 
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MARKING ASSIGNMENTS 

There are two methods to score assignments. You can score a single assignment from the Assignment List 
or score multiple assignments from the Scoresheet 

Enter scores for single assignment: 

1. Select Grading 
2. Select Assignment List 
3. Select the name of the assignment 
4. Select a score cell and enter a score 
5. Select the comment icon in the Score Inspector if desired 
6. Enter a comment if desired 
7. Select the right facing score arrow in the Score Inspector to move to a standards score cell (if 
standards are attached to the assignment) 
8. Enter a standards score for the student if a standard has been attached 
9. Select Save 

**When entering in this mode you will not see the overall grade for the class. You will just see the score for 
that assignment 

Enter scores for multiple assignments on the Scoresheet: 

1. Select Grading 
2. Select Scoresheet 
3. Select a score cell and type a score or enter it in the Score Inspector 
4. If you want to fill all assignments with that score use the vertical arrows to fill down 
5. In the alert window that lists the number of scores filled select Ok 
6. Select Save 



 

 
 

Us
in

g 
Po

w
er

Te
ac

he
r P

ro
 |

 1
1/

14
/2

01
9 

19 

VIEWING OR MODIFYING GRADES FOR DROPPED STUDENTS 

1. Select the class the student was enrolled 
2. Select the Grading A+ tab and select Traditional under Grades 
3. Select the Gear icon and select Show Dropped Students 

 
4. Enter grades for that dropped student 
 

TRANSFER STUDENT ASSIGNMENT SCORES TO A DIFFERENT CLASS 

It’s now possible to transfer scores from one section to another section for a student that moves during the 
term.  

1. Select the Students tab and select the new student that has transferred to the section 

 

2. Select Transfer Scores from the gear icon in the upper right 
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3. In the From Class section select the class the student left 
4. In the To Class section select the class the student is now enrolled 
5. The assignments from each class will show below 

 

1. If assignments are shared between classes, the system will automatically map them 

 

7. For any remaining assignments that do not map, you can select an assignment from the dropwdown 
that is similar 
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8. Select the details icon to see significant differences between the two sections 

 

9. Once done mapping select Transfer Scores 
**Assignment scores, standard scores, assignment comments and assignment flags are saved. Comments 
from the From Class teacher will appear with the teacher’s name at the end of the comment.  

Working with Final Grades 

Final grades are updated automatically throughout the term as grades are entered and saved. At the end of 
the term you may need to enter standard scores or modify individual grades. 

MODIFY TRADITIONAL FINAL GRADES 

1. Select Grading 
2. Select Traditional 
3. Select a student’s final grade 
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4. In the Score Inspector, edit the student’s grade 
5. Select Save 

a. Notice the final grade cell has a small triangle in the upper left corner indicating the grade has 
been manually changed. 

6. Open the Quick Menu and select Standards 

 

7. Select a standards grade for the same student and edit 
8. Select Save 

a. To revert to the calculated grade select the undo icon in the Score Inspector 

 

RECALCULATING FINAL GRADES 

Final grades in PowerTeacher Pro are calculated automatically, but there are times when a forced 
recalculation is necessary. Use the recalculate tool after making significant changes in the gradebook. Also 
recalculate after your administrator changes a setting that affects the gradebook such as a calculation formula 

1. Select Settings 
2. Select Recalculate Final Grades 
3. Select the classes in which you are recalculating grades 
4. Choose which grade type to recalculate 
5. Select Recalculate 
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Analyzing Performance 

You can analyze student performance anytime throughout the year or term to see if they are mastering the 
skills and standards that you are teaching. You can also review entire class performance using the progress 
pages.  

VIEWING INDIVIDUAL STUDENT PROGRESS 

1. At the top of the gradebook window select a class 
2. Select Students 
3. To view the first student’s performance, select Assignments 

a. If you want to see the whole year, switch your term dropdown in the right to Y1 or any term 
you wish to see 

4. Review student’s course grades and individual assignment scores 
5. Open the Quick Menu at the top and select Standards Progress and review scores for each 
reporting term 
6. Select the Assignments icon to see a graph for one of the standards 

 

7. Review the graph of scores 
8. Select Show Metrics to review other statistics on standards 
9. Select Students and select a different student to view Standards Progress page 
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DEFINITIONS OF STANDARDS SCORES STATISTICS 

• Most Recent – The average of the most recent scores 
• Mean – The mathematical average of the scores 
• Median – The middle of the scores (half the scores are below and half are above this score) 
• Mode – The most common score achieved 
• Weighted Mean – The average of the scores based on the average of total weighted points 
• Highest – The highest score 
• **The orange professional judgment indicator may appear next to a student’s standard score when 

evidence exists for mastery that differes from the student’s calculated score. If the teacher changes the 
score based on professional judgment the indicator will appear. Use professional judgment to determine 
if calculated score is true or not.  
 

COMPARING UP TO FOUR STANDARDS 

You can compare up to four standards for one student in the Standards Progress screen. 

1. Select Students 
2. Select Standards Progress for a student 
3. Select Assignments icon for one of the standards 
4. Select the Settings icon next to the term menu 

 

5. Select the standards you want to include in the comparison 
6. Select Ok 
7. Select one of the symbols such as the triangle on one of the graphs for different standard to highlight 
and view the scores 
8. Below the graph view the calculated standard grade, the metrics, aligned assignments and scores 
included in comparison 
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Analyzing Class Progress 

You can analyze the performance of an entire class on traditional and standards grades. 

VIEWING TRADITIONAL GRADES PROGRESS 

1. Select a class at the top of the page 
2. Select Progress 
3. Select Traditional 

a. The graph shows the distribution of grades for the class for the selected reporting term. On the 
right is a summary of missing, late or incomplete assignments 

 

4. Select the graph to open the Traditional Grades Distribution window and you will see how grades 
were distributed. 

a. The graph will also show the term before and whether the student is trending up or down 
b. You can select the settings icon to choose different terms or selecting on the term within the 

graph to show different terms.  
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VIEWING STANDARDS GRADES PROGRESS 

1. Select a class from the top of the screen 
2. Select Progress 
3. Select Standards 

a. The graphs shows the distribution of scores for each standards aligned to the course for the 
reporting term 
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4. Select the graph to open the Standards Grades Distribution window 
5. On the left, view the score distribution for the selected standard for the reporting term 
6. On the right, view the grade trends of students in the class compared to the previous term 
7. To compare trends between different terms, select a term in the Grade Distribution Column 

 

VIEWING ASSIGNMENTS ALIGNED TO A STANDARD 

8. Select the Assignments icon next to a standard 
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9. On the Standards Assignment Trend window, select the name of the assignment 
10. Edit students’ score for the selected standard and select Save, if needed 

PowerTeacher Pro Reports 

The gradebook contains reports that can be viewed on screen or printed as a PDF. Reports can be 
customized by adding a title, a top note, or a signature line 

RUN THE INDIVIDUAL STUDENT REPORT 

1. Select Reports 
2. Select Individual Student Report 
3. Enter a Report Title 
4. Open the Select Classes menu and choose classes  
5. In the Sort Options section, choose By Section, By Student 
6. Open the Students’ menu and choose Last Name to sort by last name 
7. Open Assignments menu and choose how you want the assignments to show 
8. Open Areas to Include and make selections on what you want to view 
9. Verify Show Percentages and Show Assignments with No Data 
10. To select terms, open Date Range boxes and make selections 
11. Open Data Filters dropdown to make any selections 
12. Select the Students tab 
13. To run the report for only a selected number of students, select Add/Remove Students and select 
students 
14. Select the Format tab 
15. Choose page Orientation 
16. Leave PDF as the output 
17. If you want a single page per student, leave Page Break checked 
18. To save ink, choose Exclude Row Shading 
19. To include a Top Note, check the box and type a note in the text box 
20. To include a Bottom Note, check the box and type a note in the text box 
21. To include a Signature Line, check the Include box 
22. Select Run Report 
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RUN THE MULTI FUNCTION ASSIGNMENT REPORT 

1. Select Reports 
2. Select Multi Function Assignment Report 
3. Enter a report title 
4. Open the Select Classes menu and select classes 
5. Open Sort Options and sort Students and Assignments 
6. Check or uncheck the Show Percentages and Show Assignment Comments 
7. Choose the Date Range 
8. Use Data Filters to determine what you want to see 
9. Choose Students tab and select Add/Remove Students to run for a select group 
10. Select Format tab and choose Orientation 
11. Leave Output at PDF 
12. To save ink, select Exclude Row Shading 
13. Check to include a Top Note or Bottom note 
14. Select Run Report 
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RUN THE SCORESHEEET REPORT 

1. Select Reports 
2. Select Scoresheet Report 
3. Enter a Report Title 
4. Open the Classes menu and select a class or classes 
5. Open the Student Field box and select what to show on the report; student name or student 
number 
6. Open the Students drop down in the Sort Options area and choose how to sort the report 
7. Open Categories and select the categories to show on the report or leave unchecked for all 
8. Open the Final Grades dropdown and select the reporting terms to show on the report. Only 
includes final grades from the selected term 
9. Open the Date Range dropdown and choose manual or other terms. Includes all assignments in that 
date range 
10. Select Run Report 

 

 

RUN THE STUDENT ROSTER REPORT 

1. Select Reports 
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2. Select Student Roster 
3. Enter a Report Title 
4. Open the Classes menu and select a class or classes 
5. Open Students and select how to sort 
6. Open the Columns menu and select which columns to add to report 
7. If you chose Blank column, select in the text box and add a column title 
8. Select the Students tab and verify the report applies to all students 
9. Select the Format tab 
10. Open the Orientation menu and select Portrait or Landscape 
11. Open the Output and choose PDF or Excel 
12. To save ink, check the box to Exclude Row Shading 
13. To include Top Note, Bottom Note or Signature Line, check the appropriate boxes and add any 
text. 
14. Select Run Report 
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	Using PowerTeacher Pro
	Setting up PT Pro
	PowerTeacher Pro includes advanced features for both standards-based and traditional grading.
	Accessing the Gradebook
	No more Java!
	1. Log into PowerTeacher: schoolname.ps.state.nd.us/teachers
	2. On the start page select PowerTeacher Pro
	3. Read the welcome message and select Close. To view the message again, select the Help icon (?) and select Getting Started


	Help Menu
	The help menu has links for Tips and Tricks, Getting Started, What’s New, and Videos. The help menu contains beneficial information for using PowerTeacher Pro. Videos include creating and duplicating assignments, scoring assignments and using the sco...

	What’s New in PowerTeacher Pro Screen
	Viewing and Adding Class Descriptions
	1. At the top of the gradebook window select a class
	2. In the upper right corner select a term in which the class meets
	3. Select Settings
	4. Select Class Descriptions
	5. Enter the class description, syllabus or other details
	6. Select any other class listed to open the window and add a description
	7. Select Save when complete

	setting up Display Preferences
	You can customize display settings to control how class names appear in your gradebook. You can also define whether or not to show standards and traditional grades.
	1. Select Settings
	2. Select Display Settings
	3. Open the Display and Sorting menu and select an option (At this time cannot customize class names)
	4. Check Show Traditional Grades to display traditional grades
	5. From the Values to Show in the Traditional Grade Column, select the types of grades you want to see: grade, percent and points
	6. If you are using Standards, then make necessary selections in the Standards Usage area

	a. Check Show Standards Pages and Links to use the standards features in the gradebook
	b. To associate and show standards on assignments, select Show Standards on Assignments
	c. To make the auto-calculation of standards scores from assignments scores the default setting when you create a new assignment, choose New Assignments Start Checked from the “Auto-Calculate Assignment Standards Scores Initial State” menu.
	7. Make a selection in the Navigation Links Sort Order
	8. To show the Professional Judgment Indicator on the Standards and Standards Progress pages, check Show on Grading: Standards and Show on Students: Standards Progress
	9. Under Student Names, choose how you want names displayed in the gradebook (At this time customized names are not available)
	10. Choose how to sort students in the Sort Students by drop down
	11. Check the boxes if you want newly enrolled students added to the bottom and pre-registered students hidden.
	12. Select Save


	Setting Up Grading Preferences
	Administrators may have chosen to set up the grading preferences and calculations at the district and school level for all teachers. If the administrators have chosen to allow teachers to edit some or all calculations, a teacher will be able to set u...
	1. Select Settings
	2. Select Traditional Grade Calculations
	3. To see grade calculations for all classes select Expand All
	4. For a class select the Edit icon next to a reporting term (For example, an admin may allow teachers to edit how quarters are calculated but not how S1, S2 or Y1 are calculated)

	a. If the reporting term has a green check under the Edit Calc the teacher may edit
	b. If the reporting term does not have a green check the teacher cannot edit but can still select the edit icon to view how the term is set
	5. If you are allowed to edit a calculation, check the Calculate Overall Class Grade
	6. Open the type menu and choose a calculation type, such as Category Weighting
	7. Open the Attribute menu and select a category, such as homework
	8. To define the weight of the category, enter a value in the weight field, such as 2
	9. Select the + button to add another category
	10. Repeat steps 6-9 until all desired categories are added. You may need to adjust weights until you get desired percent.
	11. Select Drop Low Scores and choose drop Low Overall or Drop Lowest by Category
	12. Grading types can be removed by selecting the - button
	13. Select Save


	Copying Traditional Grade Calculations
	Grade Calculations can be copied from one term to other terms in the same class and one class to the next.
	Copying calculation from one term to other terms
	1. Select Settings
	2. Select Traditional Grade Calculations
	3. Expand a class
	4. In the upper right corner select the gear icon
	5. Select Copy Traditional Grade Calculations
	1. Choose Copy Terms Within a Class (Fig. A)
	2. In the From Class dropdown choose the class you are copying from (Fig. A)
	3. Choose the Reporting term you are copying from (Fig. A)
	4. In the To Reporting Term dropdown, select the terms you would like to copy to (Fig. A)
	5. Select Validate
	6. A Summary page will show what terms you are copying from and to (Fig. B)
	7. Select Copy


	Copying calculations from one class to another class
	1. Select Settings
	2. Select Traditional Grade Calculations
	3. Expand a class
	4. In the upper right corner select the gear icon
	5. Select Copy Traditional Grade Calculations
	6.Choose Copy Terms To Another Class (Fig. A)
	7. In the From dropdown choose the term copying from (Fig. A)
	8. In the Class dropdown choose the class you are copying from (Fig. A)
	9.In the To dropdown choose the term you are copying to (Fig. A)
	10. In the Class dropdown choose the classes you are copying to (Fig. A)
	11. Check the box to Recalculate Final Grades (Fig. A)
	12. Select Validate (Fig. A)
	13. Summary screen will show what you are copying from and to. If you cannot edit certain calculations it will say Cannot copy to targe reporting term because it is not editable by the teacher. (Fig. B)
	14. Select Copy (Fig. B)
	Standards Grades Calculations
	1. Administrators can choose to set these up and allow or not allow teachers to edit.
	2. If you are allowed to edit
	3. Select Settings
	4. Select Standards Grade Calculations
	5. Define the Default Calculation in the Standards Grades section, such as Most Recent
	6. Define number of recent scores to include in the calculation and the weighting by selecting the edit icon, choosing the number of scores, and editing the weight column
	7. To automatically calculate higher level standards from lower level standards check the Auto-Calculate box
	8. Select the metric that will be used
	9. Select Save
	10. Repeat steps for other classes



	Working with Assignments
	Before creating assignments, it’s recommended that you create categories so you can group assignments by type. The administration may have set up categories in order to calculate grades.
	Creating Categories
	Categories are classification groups for your assignments. All assignments must be tied to a category. Teachers can set up categories or use district-created categories.
	1. Select Create
	2. Select View All to view categories already created
	3. Select Category
	4. On the Category tab, open the Select Classes menu and select the class or classes to use the category
	5. Enter the name of the category
	6. Select a color
	7. Use the default status of Active

	a. Check Inactive for categories you no longer use
	8. Select the Assignment Defaults tab
	9. Select the default score type that assignments will use
	10. To include extra points by default, select Extra Points and enter a number (Only use if every assignment in this category will receive extra points)
	11. To weight assignments in this category by default, select Weight and enter a value (Can also be done at the assignment level)
	12. In the Points box enter the points that assignments in this category will be worth by default (Can be changed at the assignment level)
	13. Check the box to Include in Final Grade if assignments in this category calculate into the final grade
	14. Select Save


	Creating and Viewing Assignments
	Assignments can be viewed on both the Assignments and Scoresheet pages. Assignments can be copied or duplicated from one class to the next.
	1. Select Create
	2. Select Assignment
	3. Open the Select Classes menu and select the class to create the assignment
	4. Select outside the Select Classes menu to close it
	5. Enter name of assignment
	6. Select a Category
	7. Select Score Type
	8. Enter points
	9. If you want to add Extra Points or change the Weight it can be done here
	10. Check the box to Count in Final Grade
	11. Enter a due date
	12. Enter a Description
	13. Select the Students tab
	a. Add/Remove students from this assignment by selecting Add/Remove Students, clearing the check box next to the Filter area and check the boxes next to students to remove
	14. Select the Standards tab
	15. Select the standards that are aligned to the assignment
	16. Select the Publish tab
	17. Open the Publish Assignment dropdown and select when to publish scores
	18. Make sure the Publish Scores box is checked
	19. Select Save

	**If you want to duplicate the assignment for the same class you can select Duplicate at the bottom of the assignment. It will need a new assignment name but students, standards, points, etc will all be the same.

	Duplicate an Assignment for  use in Another Class
	1. Select Grading
	2. Select Assignment List
	3. In the list of assignments select the Edit icon
	4. Select Duplicate
	5. Open the Select Classes menu, clear the checkbox next to the currently selected class and choose a different class
	6. Select Outside the Select Classes menu to close it
	7. Enter the assignment name
	8. Use or modify the same category, score type, points, due date, description and publication settings
	9. Select Students tab
	10. Select Add/Remove students and select students if needed
	11. Select the Standards tab
	12. Select Add/Edit Standards and select new standards if needed
	13. Select Save and close the Edit window
	14. To verify the assignment copied, choose the class the assignment was copied to and the assignment should show

	Copying Assignments from Previous Year to New Year
	1. Teachers are now able to copy assignments from previous years to the current year.
	2. In the Classes dropdown select the previous year from the arrow
	3. Select the class you are going to copy
	4. In the From section select the term you are going to copy and select the class you want to copy
	5. In the Term section select the term you are copying into and select the class or classes to copy into
	6.  Select the Due Dates from the dropdown. Most common will be Relational
	7.   Check the assignments  to copy or select the top box for all assignments
	8. Select Copy Assignments
	**You can change your term back to 19-20 and select the class. When you look at the scoresheet the assignments will be copied.


	Working with Grades
	Use the type of score that you set up when you created the assignment. If you set the assignment to points, make sure to enter points
	Enter Scores
	1. Select Grading
	2. Select Assignment List or Scoresheet (personal preference)
	3. Enter a score by selecting in the cell where the student name intersects with the assignment
	a. You can type in the score or you can use the score inspector that pops up on the right
	4. View the summary above the list of assignments to see the score type, existing student score and due date.

	a. Note when entering scores, the final grade does NOT calculate until you have saved
	5. In the summary you can select Edit Assignment or Show More to view additional information such as Grade Scale and Special Codes Scale

	a.  Special Codes take the place of Score Codes in PowerTeacher. They now have to be entered on the admin side for teachers to use. Teachers can no longer create their own.

	Using Score Inspector and Flags
	The Score Inspector provides more details about the student’s performance such as missing or late assignments. Comments can also be entered on the score inspector.
	If your administrator has added a special codes scale to the regular grade scale, you can select Codes in the Score Inspector and select a code.The following table explains the icons available in the gradebook.

	Filling Scores for multiple students or assignments
	You can fill scores for one assignment for all the students in class or fill all assignment scores for one student. If the cell is empty the score will fill.
	1. Fill Scores for one assignment:
	2. Select a score cell
	3. Enter the score or select the flag in the Score Inspector such as Collected
	4. Select the Fill icon with the vertical arrows
	5. Select Save

	Fill Scores for multiple assignments for one student:
	1. For the selected student, select a score cell
	2. Enter the score or select the flag in the Score Inspector
	3. Select the Fill icon with horizontal arrows
	4. Select Save


	Adding Comments
	Use comments to add details about performance. Add comments manually or from comment bank if there are any available.
	1. Select the Comment icon in the Score Inspector
	2. Enter a comment in the text box or select Comment Bank and select a comment. Comments from the bank are added on the admin side

	a. A blue comment icon appears in the student’s score cell
	3. Select Save
	4. Select the icon to read the comment


	Marking Assignments
	There are two methods to score assignments. You can score a single assignment from the Assignment List or score multiple assignments from the Scoresheet
	Enter scores for single assignment:
	1. Select Grading
	2. Select Assignment List
	3. Select the name of the assignment
	4. Select a score cell and enter a score
	5. Select the comment icon in the Score Inspector if desired
	6. Enter a comment if desired
	7. Select the right facing score arrow in the Score Inspector to move to a standards score cell (if standards are attached to the assignment)
	8. Enter a standards score for the student if a standard has been attached
	9. Select Save

	**When entering in this mode you will not see the overall grade for the class. You will just see the score for that assignment
	Enter scores for multiple assignments on the Scoresheet:
	1. Select Grading
	2. Select Scoresheet
	3. Select a score cell and type a score or enter it in the Score Inspector
	4. If you want to fill all assignments with that score use the vertical arrows to fill down
	5. In the alert window that lists the number of scores filled select Ok
	6. Select Save


	Viewing or Modifying grades for dropped Students
	1. Select the class the student was enrolled
	2. Select the Grading A+ tab and select Traditional under Grades
	3. Select the Gear icon and select Show Dropped Students
	4. Enter grades for that dropped student

	Transfer Student Assignment Scores to a Different Class
	It’s now possible to transfer scores from one section to another section for a student that moves during the term.
	1. Select the Students tab and select the new student that has transferred to the section
	2. Select Transfer Scores from the gear icon in the upper right
	3. In the From Class section select the class the student left
	4. In the To Class section select the class the student is now enrolled
	5. The assignments from each class will show below
	1. If assignments are shared between classes, the system will automatically map them
	7. For any remaining assignments that do not map, you can select an assignment from the dropwdown that is similar
	8. Select the details icon to see significant differences between the two sections
	9. Once done mapping select Transfer Scores

	**Assignment scores, standard scores, assignment comments and assignment flags are saved. Comments from the From Class teacher will appear with the teacher’s name at the end of the comment.


	Working with Final Grades
	Final grades are updated automatically throughout the term as grades are entered and saved. At the end of the term you may need to enter standard scores or modify individual grades.
	Modify Traditional Final Grades
	1. Select Grading
	2. Select Traditional
	3. Select a student’s final grade
	4. In the Score Inspector, edit the student’s grade
	5. Select Save
	a. Notice the final grade cell has a small triangle in the upper left corner indicating the grade has been manually changed.

	6. Open the Quick Menu and select Standards
	7. Select a standards grade for the same student and edit
	8. Select Save
	a. To revert to the calculated grade select the undo icon in the Score Inspector


	Recalculating Final Grades
	Final grades in PowerTeacher Pro are calculated automatically, but there are times when a forced recalculation is necessary. Use the recalculate tool after making significant changes in the gradebook. Also recalculate after your administrator changes...
	1. Select Settings
	2. Select Recalculate Final Grades
	3. Select the classes in which you are recalculating grades
	4. Choose which grade type to recalculate
	5. Select Recalculate



	Analyzing Performance
	You can analyze student performance anytime throughout the year or term to see if they are mastering the skills and standards that you are teaching. You can also review entire class performance using the progress pages.
	Viewing Individual Student Progress
	1. At the top of the gradebook window select a class
	2. Select Students
	3. To view the first student’s performance, select Assignments
	a. If you want to see the whole year, switch your term dropdown in the right to Y1 or any term you wish to see

	4. Review student’s course grades and individual assignment scores
	5. Open the Quick Menu at the top and select Standards Progress and review scores for each reporting term
	6. Select the Assignments icon to see a graph for one of the standards
	7. Review the graph of scores
	8. Select Show Metrics to review other statistics on standards
	9. Select Students and select a different student to view Standards Progress page

	Definitions of Standards Scores Statistics
	 Most Recent – The average of the most recent scores
	 Mean – The mathematical average of the scores
	 Median – The middle of the scores (half the scores are below and half are above this score)
	 Mode – The most common score achieved
	 Weighted Mean – The average of the scores based on the average of total weighted points
	 Highest – The highest score
	 **The orange professional judgment indicator may appear next to a student’s standard score when evidence exists for mastery that differes from the student’s calculated score. If the teacher changes the score based on professional judgment the indica...

	Comparing up to four standards
	You can compare up to four standards for one student in the Standards Progress screen.
	1. Select Students
	2. Select Standards Progress for a student
	3. Select Assignments icon for one of the standards
	4. Select the Settings icon next to the term menu
	5. Select the standards you want to include in the comparison
	6. Select Ok
	7. Select one of the symbols such as the triangle on one of the graphs for different standard to highlight and view the scores
	8. Below the graph view the calculated standard grade, the metrics, aligned assignments and scores included in comparison



	Analyzing Class Progress
	You can analyze the performance of an entire class on traditional and standards grades.
	Viewing Traditional Grades Progress
	1. Select a class at the top of the page
	2. Select Progress
	3. Select Traditional
	a. The graph shows the distribution of grades for the class for the selected reporting term. On the right is a summary of missing, late or incomplete assignments

	4. Select the graph to open the Traditional Grades Distribution window and you will see how grades were distributed.
	a. The graph will also show the term before and whether the student is trending up or down
	b. You can select the settings icon to choose different terms or selecting on the term within the graph to show different terms.


	Viewing Standards Grades Progress
	1. Select a class from the top of the screen
	2. Select Progress
	3. Select Standards
	a. The graphs shows the distribution of scores for each standards aligned to the course for the reporting term

	4. Select the graph to open the Standards Grades Distribution window
	5. On the left, view the score distribution for the selected standard for the reporting term
	6. On the right, view the grade trends of students in the class compared to the previous term
	7. To compare trends between different terms, select a term in the Grade Distribution Column

	Viewing Assignments aligned to a Standard
	8. Select the Assignments icon next to a standard
	9. On the Standards Assignment Trend window, select the name of the assignment
	10. Edit students’ score for the selected standard and select Save, if needed


	PowerTeacher Pro Reports
	The gradebook contains reports that can be viewed on screen or printed as a PDF. Reports can be customized by adding a title, a top note, or a signature line
	Run the Individual Student Report
	1. Select Reports
	2. Select Individual Student Report
	3. Enter a Report Title
	4. Open the Select Classes menu and choose classes
	5. In the Sort Options section, choose By Section, By Student
	6. Open the Students’ menu and choose Last Name to sort by last name
	7. Open Assignments menu and choose how you want the assignments to show
	8. Open Areas to Include and make selections on what you want to view
	9. Verify Show Percentages and Show Assignments with No Data
	10. To select terms, open Date Range boxes and make selections
	11. Open Data Filters dropdown to make any selections
	12. Select the Students tab
	13. To run the report for only a selected number of students, select Add/Remove Students and select students
	14. Select the Format tab
	15. Choose page Orientation
	16. Leave PDF as the output
	17. If you want a single page per student, leave Page Break checked
	18. To save ink, choose Exclude Row Shading
	19. To include a Top Note, check the box and type a note in the text box
	20. To include a Bottom Note, check the box and type a note in the text box
	21. To include a Signature Line, check the Include box
	22. Select Run Report

	Run the Multi Function Assignment Report
	1. Select Reports
	2. Select Multi Function Assignment Report
	3. Enter a report title
	4. Open the Select Classes menu and select classes
	5. Open Sort Options and sort Students and Assignments
	6. Check or uncheck the Show Percentages and Show Assignment Comments
	7. Choose the Date Range
	8. Use Data Filters to determine what you want to see
	9. Choose Students tab and select Add/Remove Students to run for a select group
	10. Select Format tab and choose Orientation
	11. Leave Output at PDF
	12. To save ink, select Exclude Row Shading
	13. Check to include a Top Note or Bottom note
	14. Select Run Report

	run the ScoreSheeet Report
	1. Select Reports
	2. Select Scoresheet Report
	3. Enter a Report Title
	4. Open the Classes menu and select a class or classes
	5. Open the Student Field box and select what to show on the report; student name or student number
	6. Open the Students drop down in the Sort Options area and choose how to sort the report
	7. Open Categories and select the categories to show on the report or leave unchecked for all
	8. Open the Final Grades dropdown and select the reporting terms to show on the report. Only includes final grades from the selected term
	9. Open the Date Range dropdown and choose manual or other terms. Includes all assignments in that date range
	10. Select Run Report

	Run the Student Roster Report
	1. Select Reports
	2. Select Student Roster
	3. Enter a Report Title
	4. Open the Classes menu and select a class or classes
	5. Open Students and select how to sort
	6. Open the Columns menu and select which columns to add to report
	7. If you chose Blank column, select in the text box and add a column title
	8. Select the Students tab and verify the report applies to all students
	9. Select the Format tab
	10. Open the Orientation menu and select Portrait or Landscape
	11. Open the Output and choose PDF or Excel
	12. To save ink, check the box to Exclude Row Shading
	13. To include Top Note, Bottom Note or Signature Line, check the appropriate boxes and add any text.
	14. Select Run Report




