
TeacherPortal Set up and Daily Task 

Where do 

I find 

TeacherPortal? 

Create an Ascender TeacherPortal account 

(staff ID with leading 0’s) 

*Username, password, and PIN 

will be used daily 
 

Settings>Manage Categories 
Grade Category Distribution 
Grades 2-3 70% Daily 30% Test 

Grade 4 60% Daily 40% Test 

Grades 5-8 50% Daily 50% Test 

Grades 9-12 45% Daily 55% Test Regular Courses 

40% Daily 60% Test Pre-AP Courses 

30% Daily 70% Test Dual Credit Courses 

Categories can be copied to another course 

with the SAME categories requirements! 

Assignment Grade page 

www.staffordmsd.org 

Staff>TeacherPortal 

Change category color 

Setting Up Assignment Categories 

http://www.staffordmsd.org/


 

Change Password 

Change Pin 

Enter Phone Number (Parents will see this!) 

Enter Email Address (Parents can easily click and send 

email) 

Enter Notes (conference time, anything else for parents) 

Default Due Date (auto assign a date) 

In Attendance or Grades 
Click student ID number 123456 to view student information. 

Birthday 

Grade Level 

Special Programs 

Medical Alerts 

Local Programs (Athletic teams, staff parent, etc.) 

Contacts with contact information 

Settings>Update Profile 

View Student Information 



 

 
Attendance>Post/View Attendance 

Post at the start of every p eriod 

ADA Time is a TIME, not a period 

 
Elementary 9:25 

ECC 9:25 

Middle 9:30 

High 9:30 

STEM 9:25 

ADA =  
 

After attendance has been recorded, enter PIN and click post. 

Daily Tasks-Attendance 

BOWIE 

 

CASH 



Daily Tasks-Grade Reporting 

Create assignments 

Settings>Manage Assignments 

 
 
 
 
 

 
Copy To 

Other 

Sections 
Enter assignment grades 

Grades>Assignment Grades 

Dates 

Required 

Auto Fill Grades Change Assignments 

per Page 



 

Discipline Referral 

Discipline>Discipline Referral 
 

Type Student Name or ID 

 
Add another student if needed 

 
Choose offense description: Campus Major or 

 Campus Minor 

Enter comments, no other student names, use 

facts, and no opinions 

Enter pin, then save draft or submit referral 

 
Admin will not see referral until it is submitted 

Discipline 


