
PowerSchool Report Card 
Process and training

SY 23/24  Term 2



Agenda 
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1. Understand the report card supports available  

2. Review the grade reporting window deadlines

3. Learn about the report card process in PowerSchool
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Type of Support Staff Name How To Reach Them

Grade reporting window 
dates / auditing grades and 
attendance/ general training 

Steve Mkrtschjan https://www.district65.net/domain/7
98 

Sending report cards Steve Mkrtschjan https://www.district65.net/domain/7
98 

Determining accurate 
scores

Building coach 

Building leadership 

Department lead

See Grading Guidance

For K-5 Math, see also Report Card 
Guidance (found in the curriculum 
Benchmark Document)

If questions, contact department 
lead

Support Team 

https://www.district65.net/domain/798
https://www.district65.net/domain/798
https://www.district65.net/domain/798
https://www.district65.net/domain/798
https://docs.google.com/document/d/1EL_yeHHKiizkX9jbXvR16po2MgxeaO8dEYJ6LNOj-1E/edit


Grade Reporting Window 1



Important dates 
Trimester Schedule Dates

August 23 - November 26 (59 days) 

November 27 - March 3 (56 days) 

March 4 - May 31 (59 days) 
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Report Cards 2



K-5
7



K-5 Report Cards 
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K-5 Scores/Grades 
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1. Login to PowerTeacher Pro.
2. Click your classroom at the top of the page from the drop down menu - these are all of 

your classes (homeroom classes only have behavior and works habits of students). 
3. CLICK CORRECT TERM  T2.
4. Click on the grading button on the left side of the screen.
5. Click on standards. 
6. Review grading or standards scales by clicking on ‘show more’ at the top right.

a. Go to grading guidance for reporting standards and learning targets 
7. Add all grades or standards that have been assessed for each student. 
8. Complete for all students in all of your classes.
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Adding Comments & Finalizing Grade
1. To complete a final review of all grades go to grading and choose comment verification.
2. CLICK CORRECT TERM  T2. 
3. To add comments.

a. Under the comment column click the first row.
i.  Notice that the school Inspector appears on the right.

b. At the top right click the Bubble icon. 
i. Notice that a large comment box appears.

c.  At the bottom click the Show comment Bank.
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Adding Comments & Finalizing Grade
4. Select the gear icon on the right, next to Hide Comment 
Bank, select separate comments by spaces   

5. Educators may add their own comments, but they must 
be translated into Spanish for Spanish speaking families.
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Adding Comments & Finalizing Grade
In the grading section click on comment verification

1. See overall grade and comment.
2. At the bottom right of this screen click on final grade status.
3. Add the following comment in the box 

“I verify that all of my grades, comments, and standards are completed” with the 
date and your initials 

Check the box on the top right
Click save 
(Please note that this must be completed for each class. In the video I 
mention to do at the very end.)

You did it!
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6-8



Middle School Report Cards 
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Middle School Grades and Standards 
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Since you all have been 
1. Login to PowerTeacher Pro.
2. CLICK CORRECT TERM  T2 for core classes and R2 for enrichments 

(R3 King Arts) 
3. Click your classroom at the top of the page from the drop down menu - these are all of 

your classes. 
4. **NEW** All sections are required to assess students learning habits 
5. Click on the grading button on the left side of the screen.
6. Click on each standard. 
7. Review standard scales by clicking on ‘show more’ at the top right.

a. Go to grading guidance for reporting standards and learning targets 
8. Grade all 3 learning habits for each student. 

a. Prepares to learn
b. Engages in Learning
c. Takes Initiative to Learn

9. Complete for all students in all of your classes.



16

Adding Comments 
1. To complete a final review of all grades go to grading and choose comment verification.
2. CLICK CORRECT TERM  T2 for core classes and R2 or R3 (King Arts) for 

enrichments. 
3. To add comments.

a. Under the comment column click the first row.
i.  Notice that the school Inspector appears on the right.

b. At the top right click the Bubble icon. 
i. Notice that a large comment box appears.

c.  At the bottom click the Show comment Bank.
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Adding Comments 
d. Click the gear icon that now appears. 
e. Choose district comments. 
f. Choose  spaces under Separate Comments By 
section.
g. Click the + button to insert the comments for the 
selected.
h. Use the Arrow Down at the top right to move to 
the next student.
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Finalizing Grade
In the grading section click on comment verification

1. See overall grade and comment.
2. At the bottom right of this screen click on final grade status.
3. Add the following comment in the box 

“I verify that all of my grades, comments, and standards are completed” with the 
date and your initials 

Check the box on the top right
Click save 
(Please note that this must be completed for each class. In the video I 
mention to do at the very end.)

You did it!



Auditing grades and 
Attendance 3



How to audit grades and attendance 
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We suggests running these audit reports often 2 weeks before report cards are due

Report Card Distribution - April 5, 2024

Student Assignment, Registration, an Records will store these as permanent grades for each 
student and send report cards to families!

Grades Audit 
1. Go to reports and select PSCB custom 

reports. 
2. Click on grading.
3. Gradebook section readiness (4th from the 

bottom).
4. Select the appropriate options under each 

section. 
5. Click submit.

Attendance Audit 
1. Go to reports and select PSCB custom 

reports. 
2. Click on attendance.
3. Meeting Attendance - Selected Date / Date 

Range (under the meeting report section).
4. Select the appropriate options under each 

section. 
5. Click submit.



Thanks!
Any questions?
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Adding Missing 
Assignments 4
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Adding Missing Assignments 

1. Click on the addition button on the of the screen next to the bell.

2. Complete all sections (assignment, students, standards, and publish).
3. Please MAKE SURE YOU ARE IN THE CORRECT TERM.
4. Make sure you BACK DATE ASSIGNMENTS so they fall in the T2 or R2 rotation or 

R3 (King Arts.) 



6-8 Grades 
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