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PowerTeacher Pro - Submitting Quarterly, Exam, and Final Grades
[bookmark: _v4f2fwmkqhdj]Accessing The Grade Book
1. Navigate to the PowerSchool Teacher Portal. 
2. Login using your PowerSchool credentials. 
3. Left click PowerTeacher Pro in the left navigation menu. 
[bookmark: _rdnjbakt120c]Submitting Quarterly, Exam, and Final Grades
1. Use the drop down menu to open the class and year selection menus. [image: ]
2. Verify that the current year is displayed. If it is not, left click on the incorrect year to expand your choices. Find and select the current year..
3. Using the drop down menu, left click the score sheet icon next to the class you want to work with. 
[image: ]
4. In the upper right hand corner of the screen, select the appropriate marking period. 
a. Q1 = Quarter 1 / Marking Period 1
b. Q2 = Quarter 2 / Marking Period 2
c. Q3 = Quarter 3 / Marking Period 3
d. Q4 = Quarter 4 / Marking Period 4
e. X1 = Midterm Exam
f. X2 = Final Exam
g. F1 = Final Grade
5. If you are entering daily assignments and grades into your gradebook, the system will automatically calculate marking period and final grades (Q1,Q2,Q3,Q4, and F1). Review the grade columns for the students. If you are happy with the calculated grade, you will only need to enter comments.
[image: ]
6. Left click on the cell in the grade column of the student you would like to work with (or to override the calculated grade).[image: ][image: ][image: ]









7. In the score inspector window, enter the appropriate letter grade and percentage.
8. Left click on the comment icon at the top of the score inspector.
· Please note: comments from progress reports will be visible. Delete the previous comments before proceeding to step 9.
9. Left click on the Show Comment Bank button at the bottom of the score inspector window. 
10. Press the plus button next to the comment you would like to add to the student’s report card. 
· Comments are assigned a category. Categories can be filtered using the filter tool. 
· Categories are as follows:
· PR = Progress Reports
· K5 = K5 Standards Based Comments
· RC = Report Card Comments
11. Left click on the next student by following the directions in step 6. 
12. Once you have supplied grades and comments for the class, press the save button at the bottom of the screen. 
13. Repeat Step 4 - 10 for each class. Please note that X1 and X2 will not have calculated grades in the grade columns.  


[bookmark: _98xqhuvp43px]Manual Override Calculated Grades
There are times when a teacher may want to manually override the calculated grade in the gradebook. Follow the instructions below to manually override the calculated grade.[image: ]
[image: ]




1. Follow the steps in the previous sections to navigate to the scoresheet of the class you would like to work with. 
2. In the upper right hand corner of the screen, select the appropriate marking period. 
3. The second column in the score sheet contains the grade and comment for the marking period. The column is named “GRADE”. Left click on the grade of the student that you wish to override. 
4. Using the score inspector, enter the appropriate grade. 
5. Press save at the bottom of the scoresheet. 
When a grade is manually overwritten (or manually entered without assignments), the gradebook marks the upper left hand corner of the cell to indicate the change. Arrow 1 in the pictures above shows the visual indicators PowerSchool makes when a grade is entered using the manual override process. To revert to the calculated grade, press refresh icon in the grade inspector (refer to Arrow 2 in the pictures above).
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