Grade Reporting Process

1. Open PowerTeacher.  Launch Gradebook.

2. Select the Correct Report Period:  Select class and click the Scoresheet Tab.  Make sure you have chosen the correct Reporting Term ( ie:  T1 )

3. You will notice that the gray button in the center of the page is T1 in Progress.  This means that the current term you are working on is open. 
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4. Enter Grades:  In the Scoresheet View, Select the Final Grades Tab. To enter any additional final grades.  Double Click on the Final Grades Heading Column to enter or adjust any final grades.  You can toggle through each student by clicking on the up or down arrows. 
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5. To Override a Grade:  Click on the Score Tab in the Final Grade Entry Screen.  Click in the Grade box and manually type in the grade.  (Refer to the grade scale to review what grades are available).  To manually override all grades right click on any students final grade and select fill scores. Check the Manual Override and Grade boxes, then fill in grade.
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6. To Insert Comments:  In the Final Grade entry screen, click on the Comments tab.

a. Comments can be added by any of the following:

· Double click on a single comment to add from the Comment bank.

· To select multiple comments; Hold down the CTRL Key and Single Click on each comment you would like to insert.
7. To Insert Citizenship:  In the Citizenship Column (located at the far right of the Final Grades Scoresheet),      
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Right Click and Select a Citizenship Grade from the dropdown in the “Grades” Submenu, choose O, S, N or U. 
      You may also chose to only give the students not receiving an S a grade, then choose Fill Scores, Students with no grade and choose S.  This will auto fill everyone else with an S.
When Grades are Complete:  
a. Ensure that all students have a grade.

b. Click on the Gray Box just above the student names in the Final Grades Scoresheet.
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c. A dialog window will appear:  Select the Check box that grades are complete.  The dialog box provides the teacher to send a comment to the PowerTeacher Administrator. Select OK.
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d. When complete, the button will turn green indicating that grades are complete.
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8. Print Verification Reports:.  Once grades are submitted, Go to Reports Icon in your gradebook.  Choose the Final Grade Entry Verification Report.
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9.  Sample of Criteria Settings: Select desired settings.
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10. Layout Options: 
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11. Print the documents:   Select Run Report located at the bottom right of the screen.
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12. You will be prompted to Open or Save the Report.  Choose Open.  Print the verification sheets, sign and submit to Main Office.

13. Congratulations!  You have just completed your grades for this term.

Make sure to check the include signature line box. 








