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Logging in to PowerTeacher

Note: If using Power Teacher on an instructional (student) computer, you will have to
save the Launch Gradebook file into your My Documents and then launch the file.

Open Internet Explorer

Enter the address

f__‘ Newark Public Schools Home Page - Windows Internet Explorer

,“-'-"h\
@.‘ )y v |£_ http://sis.nps.k12.nj.us/teachers

https://sis.nps.k12.nj.us/teachers

in the browser address bar

N¢ [ =
1(A) Homeroom = /\ \ﬁ-

Press Enter to open the login page

On the PowerTeacher login page, enter your network username and password

Press Enter to log in to the PowerTeacher Start Page

—
. ce IThu 9/2 A
Taking Attendance
Record MultiMeeting Attendance for Multiple Sections

Navigate to Start Page > Chair icon
(next to the class for which you want to take

attendance)

Select the Date

Homeroom - 1(A)

Current attendance code:

Booth, Chris M

Brown, Jessica C

(Present) ~

Select the Current attendance code

Click the cell next to a student’s name to assign that code

Click Submit

The green light next to the chair indicates that

your attendance has been submitted to PowerSchool.

Note: Even if all students are present, teachers
should click the Chair icon to open the
attendance screen, and then click Submit.

This tells PowerSchool that the teacher has taken
attendance.

& =
1(A) Homeroom 3 &
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Koller, Bryan P

Lang, Vicki C

Millar, Andy C
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Straatrnan, Brandon A
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Adding Section Numbers to Class Names
on the Start page

If you teach more than one class with the same
name, you can add section numbers to
distinguish the classes on the Start page.

On the PowerTeacher Start Page, click
Personalize in the main menu on the left

Click on the Display Section Number link

From the Display Section Number on the
PowerTeacher Home Page dropdown list,

select Yes
Click Submit

Note:

This change will not take effect until the next
time you log into PowerTeacher. Note the
section numbers have been added to the

class names.

September, 2012

W PowerTeacher

P | Personalize - Orellanc, Carmen
Cady belletn |
Stadf Dipectory | Fiantien

r r J‘L._ umdar gh id S Tectan Mambe on B T
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— -

Display Section Number on the PowerTeacher Home Page

Mate: This setting will be effective the next time vou log into PowerTeacher,

€
® PowerTeacher
W Current Clagses

Daily Bullatin [
Stafff Diractory |

Mpghy WOLIMF) wiodd L :_;(\
Ponskn |

Geadebook | | "

Rty 1 .'ﬂ"\.
Reommendation |
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Changing Class Names in the
Gradebook

If you teach more than one class with the same
name, you can change the way the names
appear in the Gradebook window, in the Classes
pane.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the Tools menu, choose Preferences

Click on the Section tab, and choose Custom
Display Name

Click OK

In the Classes pane, select the class you wish to
rename

Click on the Class Content tab and make sure
that the Mode is Class Info

In the Custom Display Name box, type the name
of the class as you wish it to appear in your
Gradebook

Click Save
Note the new name in the Classes pane

Repeat for all other classes, starting with step 5
above

Fle Edit View |Tooks Window Help
» C reck Spelling
Categories

Score Inspector

Current Classes {

0 woL(M-F) wor
] woLm-F) wor
3 woL(H-F) wor
0 woLm-F) wor
3 woL(m-F) wor
) WoLM-F) wor
l:, WOL(M-F) Wor

CriShift+L
Chri+5hift+C
ChrhShift+1

(+ Section Period Day
(" Section Number

Sort By:|Period/Day

Preferences

Grading | Score Codes  Section | Spell Check | Standards | Student |

Choose the Identifier used to distinguish sections in the class list

Choose the Name used bo distinguish sections in the class list

Current Classes (Q1) B | \ »
W WOL(M-F) Smith Homeroom  10-11 B
) woL(m-F) world Language  10-11

E"n"\}@\‘

Scoresheet  Assignments  StudentInfo  Grade Setup  Class Content

) woL(M-F) world Language  10-11

:[a vode: [T | s:hnolcmq_t I

) woL(m-F) world Language 1
) woL(M-F) world Language |
) WoL(M-F) world Language |
[ WOL(M-F) World Language
[ woL(M-F) world Language |

0l woL(M-F) World Lanquage
2 Student Groups. Il

4+ — | |Highlight Selected ot

My Content | €
Course Name: World Language Term: 2010-2011
Course Number: ELWLOZOYVZ Start: 03/02/2010 Thu
Section Number: 10 End: 06/24/2011 Fri
Periods/Days: WOL(M-F) Grade Scale: k-2 Evaluation
Room: 5 Custom Display Name: W

Description:

September, 2012
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Printing a Class Attendance Roster

Navigate to Start Page > Printer icon (next to
the section for which you want to print reports)

Select the Class Attendance Audit report

Select whether to run a Test Print, if so, enter
the number of pages to print

Select the Watermark Text, if applicable
Select the Watermark Mode, if applicable
Select ASAP for when to print the report
Click Submit

1(A) Homeroom

Ao X B(E)

Which report would you like to prikg? | Class Attendance AUIZ"!:I
For which students? The Tt - ass.

Test print?

Watermark Text

Watermark Mode

When to print

™ print only the first 2 pages.

€ Submit ¥
On the Report Queue (System) — My Jobs
page,
e Click Refresh until the status is
Completed
e To open the report in a new window,
press & hold Ctrl while clicking View
Report Queue - My Jobs refre:h
Created Job Hame Started Ended
08/12/2010 Class Attendance Audit 08/12/2010 11:40 AM 08/12/2010 11:40 AM H
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Setting Up Categories Based on NPS
Policy: Deleting, Adding, Editing

Whatever was set up in the previous year will
carry over to the current year.

Please VERIFY that it is correct.

Before you can create assignments, you must set
up categories. Categories are groups of the same
types of assignments. Categories are not class-
specific, eliminating the need to create the same
categories multiple times for each class.

On the PowerTeacher Start Page, click the arrow
next to Gradebook

On the PowerTeacher Gradebook page, click the
ScoreSheet tab

On ScoreSheet Tab, on the side bar, under the
Classes pane, verify your current classes.

PowerTeacher comes with existing Categories. To
customize PT Gradebook to meet the NPS Grading
Policy do the following:

Delete Categories

e On the side bar, under the Categories
pane, highlight Project, click the Minus
Sign below Categories to delete that
category. Click OK on the Delete
Categories window.

e On the side bar, under the Categories
pane, highlight Quiz, click the Minus
Sign below Categories to delete that
category. Click OK on the Delete
Categories window.

e On the side bar, under the Categories
pane, highlight Test, click the Minus
Sign below Categories to delete that
category. Click OK on the Delete
Categories window.

Note: Once a Category has had
assignments assigned to it, that category
can never be deleted, even in future
marking period and/or years. However, itis
not a problem to have a category with no
assignments ever assigned to it.

September, 2012

® PowerTeacher

)
il ) Current Classes

Daily Bullstin |

Stalf Ditectory |

Scomamdvicns | g XB=
<) Categories L

i+ - ”Filter Off L”

Al ALL

{§) Homework
|ﬁ_,| Quiz
,‘S)'] Test

Delete Categories i X|

Delete Categories

Are you sure you want to delete the selected Categories?

Cancel
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Add Categories

To add the Assessments category, on the

side bar, under the Categories pane highlight
ALL, then click the Plus Sign below ? Create Assignment Category

Categories. The Create Assignment |
Category window will open. Fill in the i

f0”0W|ng fle|dS 1 Name: |Assessments
" Abbreviation: |Assess
e Name: Assessment Color: [ violet = |
o AbbreViation: Assess These options will be applied as defaults to any new assignments when
. created for this category.
 Color: Violet Points Possible: [100
e Points Possible: 100 Extra ponts: [0
e ExtraPoints: 0 Score Type: |Percentage v!
e Score Type: Percentage s
- : . Description:
* lnC|Ude In Flnal Grade leave Assessments category will count for 65% of
ChECkEd the final grade.‘

e Description: Assessments
category will count for 65% of
the final grade.

e Click OK

To add the Class Work and Participation
category, on the side bar, under the
Categories pane highlight ALL, then click the
Plus Sign below Categories. The Create
Assignment Category window will open. Fill
in the following fields:

e Name: Class Work and

Participation

Abbreviation: Class Wk/Particip

Color: Olive

Points Possible: 100

Extra Points: 0

Score Type: Percentage

Include in Final Grade: leave

checked

e Description: Class Work and
Participation category will count
for 25% of the final grade.

e Click OK
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x|
Edit Categories L ki ‘.
To edit the Homework category, on the side o p—
bar, under the Categories pane, double click Abbreviation: [Fw
on the Homework category. The Create color: [ Be ]
Assignment Category window will open. Fill Thess sl DN Fs swoled = 0erets ooy e ekEients ten
in the following fields: Pokks Possbie: [100
e Points Possible: 100 E:,P:: L:T;J
e ExtraPoints: 0 Include in Final Grade: [
® Score Type' Percentage HOM‘;’O;R category will count for 10% of the
e Includein Final Grade: leave final grade.
checked
e Description: Homework category
will count for 10% of the final
grade. e e
e Click OK

§§) Assessments
[T) Class Work and Participation
K)_] Homework
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Secondary: Assign Category Weights
for Final Grades for Year Long
Classes

Category weighting calculates final grades
based on the weight of each category.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Grade Setup tab

On the Side Bar, under the Classes pane,
click on the first year long class.

Under Reporting Term, double click on Q1.
(This will open the Q1 window.)

On the Q1 window, select Category Weights
Click on + Add Category

Select the following categories:
Assessment, Class Work and
Participation, Homework

Click OK

On the Q1 window, click on the zero in the
Weight column next to Assessments. Type
65, hit the Enter key

On the Q1 window, click on the zero in the
Weight column next to Class Work and
Participation. Type 25, hit the Enter key

On the Q1 window, click on the zero in the
Weight column next to Homework. Type 10,
hit the Enter key

Click Save

September, 2012

\?- E rgﬁ/ B \1

Scoresheet  Assignments  Student Info  Grade Setup | Class Content  Rep

e Lo
Reporting Term Start
L F1 © 09/06/2012 Thu 06/28/2013 Fri
Wal S[osjosj2oizha ———[11jisi20izi |
ez © 11/19/2012 Mon 02j01/2013 Fri
e © 02/04/2013 Mon 02/05/2013 Tue

vode: [EE ol | Gradescales |
End

Reporting Term Sart

ir © 09/06/2012 Thu 06{28/2013 Fri
®a #09j06/2012 Thu 11/16/2012 Fri
[FE5 © 11119/2012 Man 02/01/2013 Fri
e © 02404[2013 Mo 0205/2013 Tus:
“Les © 02/06/2013 Wed 04/23/2013 Tue:
L
B o D 04/242013 Wed 0626/2013 Wed
ez © 06/27/2013 Thy 06/28/2013 Fri

Q1

Calculate Q1 final grade using:
) Total points

A Name Weight Percent

s

V. Select Categories

Category Y
o) Assessment

T8l Class work

-1 /. &) Homework

&) Project

) Quiz

S) Test

—

ao

Q1

Calculate (1 final grade using:
() Total points

[ Category weights

add categary add assignment remave
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Secondary: Copy Category Weighting

to Other Quarters

s [T [ s |
Regorting Term Stat End
! © 09j05/2012 Thy 06{282013 Fri
) . . A & |09)08]2012 Thu 11/18/2012 Fri
With the Q1 W|nd0\_/v open, click the Copy_ 5 T ]
button to copy. .ThIS will open the Copy Final i . gl b
Grade Setup window. e Oty o

Make sure Q1 Only is selected, then click
OK

Q1
On the Copy Grade Setup window, click Q2, ;._.::e::..mmo
Q3, Q4, then click Next DN
A message window will open. Confirm that g;:f;m T
the selections are correct, then click Finish A — g ___lom

Copy Final Grade Setup

|

|

Copy Final Grade Setup ) |
Copy this reporting term or the entire cl... @‘ |

|

Select the item to be copied

() Entire class - 1(A) United States History IT

Copy Grade Setup: 1{A) United States History Il rz|
Copy Grade Setup: 1{A) United States History 11
Paste the (71 grade satup into the following 1(A) United States History Il repoeting terms:
Select Al Reporting Term Start Date End Date Current Setup
(| (] 09/06/2012 Thu 03/06/2012 Thu Total points
[ FH 09/06/2012 Thy D9J08/2002 Thy Category weights
m 11/19/2012 Mony 11/19/2012 Mon Total points
O B 02/04/2013 Mon 02/04{2013 Mon Total points
e 02{06/2013 Wed 02/06{2013 Wed Total points
[ < | J o 04/242013 Wed 04/2472013 Wed Total points
] e 06/27/2013 Thu 08/2772013 Thu Total poinks
v
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Secondary: Assign Category Weights
for Final Grades for Semester 1
Classes

Category weighting calculates final grades
based on the weight of each category.

On the PowerTeacher Start Page, click the ~ L —
arrow next to Gradebook 1 :

On the PowerTeacher Gradebook page, click
the Grade Setup tab

Calculate Q1 final grade using:
) Total points

On the Side Bar, under the Classes pane, D
click on the first Semester 1 class l o

Under Reporting Term, double click on Q1. —
(This will open the Q1 window) =

On the Q1 window, select Category Weights

Click on + Add Category

Select the following categories:
Assessment, Class Work and
Participation, Homework

Click OK

| WE Ql
Calculate Q1 final grade using:
() Total points

On the Q1 window, click on the zero in the
Weight column next to Assessments. Type

() Category weights
65, hit the Enter key e
On the Q1 window, click on the zero in the ‘;‘: o
Weight column next to Class Work and ’
Participation. Type 25, hit the Enter key Y poTp— e

On the Q1 window, click on the zero in the
Weight column next to Homework. Type 10,
hit the Enter key

Click Save
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Qe @ 11152012 Tha id
. . . 7] © 11192012 Mon 02/01f2013 Fri
Secondary: Copy Category Weighting e Cummn s ()
for Semester 1 Classes to Other | CeinAR— @
Quarters '
Select the item to be copied
. . : 9 -
With the Q1 window open, click the Copy cmmwmmo eS8 o000y
button. This will open the Copy Final Grade o
Setup window. Scoem i
. . A Name Weight Percent Drop Low
Make sure Q1 Only is selected, then click Wijpmen: X S b
OK fj Homenrark. 0 0
On the Copy Grade Setup window, click Q2, ichogny O s ugmet e
then click Next
A message window will open. Confirm that
the selections are correct, then click Finish
Copy Grade Setup: 5(A) Sociology El
Copy Grade Setup: 5(A) Sociology
Paste the Q1 grade setup into the following S(A) Sociclogy reporting terms:
Select All Reporting Term Start Date End Date Current Setup |
O Q F1 09/06{2012 Thu 09062012 Thu Category weights
ﬁi Q! 09/06/2012 The 09/06/2012 Thu Catagory weights
Ll o 11/15/2012 Thu 11/15/2012 Thu Total points
‘ 11/19/2012 Mon 11/19/2012 Mon Category weights
O gl E2 02/04/2013 Mon 02/04/2013 Mon Total points

o
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Secondary: Assign Category Weights
for Final Grades for Semester 2
Classes

Category weighting calculates final grades
based on the weight of each category.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Grade Setup tab

Calculate Q3 final grade using
) Tatal points

%) Category weights.
A

On the Side Bar, under the Classes pane,
click on the first Semester 2 class. l

Under Reporting Term, double click on Q3.
(This will open the Q3 window.)

On the Q3 window, select Category Weights

Click on + Add Category

Select the following categories:
Assessment, Class Work and
Participation, Homework

Click OK

Calculate 3 final grade using:
() Total points

(%) Category weights

On the Q3 window, click on the zero in the
Weight column next to Assessments. Type
65, hit the Enter key

On the Q3 window, click on the zero in the
Weight column next to Class Work and
Participation. Type 25, hit the Enter key T o— -

On the Q3 window, click on the zero in the
Weight column next to Homework. Type 10,
hit the Enter key

Click Save
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e e |
Reparting Term aut £nd
- © 02{06/2013 Wed 06/28/2013 Fri
AL % 102{06/2013 Wed 04/19/2013 Frl
. . ye © 042212013 Mon 0412302013 Tue
Secondary. Copy Category Welg htl ng gg g;{;ﬂg“: dCopHinlerddeSatuv IE
for Semester 2 Classes to Other — @
Quarters
Selsct the Rem to be copied

8o | Gz

() Entire dlass - S(A) African American History

With the Q3 window open, click the Copy
button. This will open the Copy Final Grade

Setup window.
Make sure Q3 Only is selected, then click et gl
oK :

On the Copy Grade Setup window, click Q4, e p— —

then click Next

A message window will open. Confirm that

the selections are correct, then click Finish

Copy Grade Setup: 5(A) African American Histary
Copy Grade Setup: S(A) African American History
Paste the Q3 grade setup into the Following S(A) African American History reporting terms:
Select Al Reporting Term Start Date End Date Current Setup
O @ 02/06/2013 Wed 02/06/2013 Wed Total points
[ 75 02/06/2013 Wed 02/06/2013 Wed Category weights
o e 04/22/2013 Mon 042242013 Mon Total peints
04/24j2013 Wed 04/24/2013 Wed Total points
[m] [F 1= 06/27/2013 Thu 06/27/2013 Thu Total points
o ‘
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Secondary: Setting up Term Weights
for Final Grades for Year Long
Classes

Term weighting calculates final grades based
on the weight of each term.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Grade Setup tab

On the Side Bar, under the Classes pane, ot Tam Sat o
. . 09/06 06/28/2013Fri
click on the first Year Long class. r - mwmm _m.m.m
. . | B © UNYI2Men @023
Under Reporting Term, double click on F1. | g QunanKe  wisTe
(This will open the F1 window.) - i
\ e © 08/27/2013 Tha 06/28]2003Fr

On the F1 window, click Term Weights
Click on the 100 in the Weight column next

to Q1. Type 20, hit the Enter key GL)
Click on the 100 in the Weight column next it 1 ol rade sy
. () Total points
to Q2. Type 20, hit the Enter key
Click on the100 in the Weight column next to SRR
El. Type 10, hit the Enter key o i -
Click on the 100 in the Weight column next .
to Q3. Type 20, hit the Enter key e woo

Click on the 100 in the Weight column next
to Q4. Type 20, hit the Enter key

Click on the100 in the Weight column next to
E2. Type 10, hit the Enter key

Click Save

NOTE: This will also copy the Category
Weights set up in each of the quarters.
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Secondary: Copy Term Weights to
Other Year Long classes

With the F1 window open, click the Copy
button. This will open the Copy Final Grade
Setup window.

Make sure Entire Class is selected, then
click OK

Carefully select ONLY the Year Long
classes (NOT the Semester long classes)

Click Next

A message window will open. Confirm that
the selections are correct, then click Finish

September, 2012

030412012 Thu
O 09f08/2012 Thy 11/16/2012 Fri

D 11/19/2012 Mon 02012013 Fri
© 02/04{2013 Mony 3
© 02/06{2013 Wed
© 04/24[2013 Wed 05i26i,
Final Grade Set
© 06J27/2013 Thy o628/ ki g ._w. .

Select the fem to be copled

(@ Entire class - 1(A) Unked Stafes History TN
Calculate F1 final grade using: O
) Total peints

(&) Term weights

o] (o)

) Category weights

=

Copy Grade Setup: 1(A) United States History I ;
3 Copy Grade Setup: 1{A) United States History I1
the 1{A) United States History I1 Grade Setup

l Paste the 1{A) United States History IT final grade setup to the following dasses:

2012-2013 v
Classes
( I3l 3(8) United States History 1T )
B U 5(4) African American History
] il 5(%) Sociclogy

[ 7(8) United States Histary I
i 10 9(A) United States Hstory 11
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Secondary: Setting up Term Weights
for Final Grades for Semester 1
Classes

Term weighting calculates final grades based
on the weight of each term.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Grade Setup tab

On the Side Bar, under the Classes pane,
click on the first Semester 1 class.

Under Reporting Term, double click on F1.
(This will open the F1 window.)

On the F1 window, click Term Weights

Click on the 100 in the Weight column next
to Q1. Type 40, hit the Enter key

On the F1 window, click on the 100 in the
Weight column next to Q2. Type 40, hit the
Enter key

On the F1 window, click on thel00 in the
Weight column next to E1. Type 10, hit the
Enter key

On the F1 window, click on the100 in the
Weight column next to E2. Type 10, hit the
Enter key

Click Save
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Secondary: Copy Term Weights to
Other Semester 1 Classes

With the F1 window open, click the Copy R - [T —
button. This will open the Copy Final Grade . G T—
Setup window. 8 e —

na n i— -
Make sure Entire Class is selected, then s &
click OK
Carefully select ONLY the Semester Long c_mwwmmon
classes o
Click Next e e on

Ewn w0 40.0% nfa

A message window will open. Confirm that Em ~° nr

the selections are correct, then click Finish

NOTE: This will also copy the Category
Weights set up in each of the quarters.
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Secondary: Setting up Term Weights
for Final Grades for Semester 2
Classes

Term weighting calculates final grades based
on the weight of each term.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

mode: IO | Grade Scales

On the PowerTeacher Gradebook page, click R e

[T © 02/06/2013 Wed 04/18/2013 Fri

the Grade Setup tab Ga Sovmmons  oumpmos
L E‘Z .:‘ Di».lr;ﬁznu Thu w;ﬁ,‘;m}r:d
On the Side Bar, under the Classes pane, ooyl e st -
A

click on the first Semester 2 class.

Select the ibem to be copied

Under Reporting Term, double click on F1.
(This will open the F1 window.)

0 F1_|
. (%) Entire clarss - S{A) African American Histary
' = Calculate F1 final grade using: Q
©) Total points
iy 1
G

) Category weights

On the F1 window, click Term Weights

T S
Click on the 100 in the Weight column next ot e st
to Q3. Type 40, hit the Enter key ot = =

On the F1 window, click on the 100 in the
Weight column next to Q4. Type 40, hit the
Enter key

On the F1 window, click on thel00 in the
Weight column next to E1. Type 10, hit the
Enter key

On the F1 window, click on the100 in the
Weight column next to E2. Type 10, hit the
Enter key

Click Save
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Secondary: Copy Term Weights to
Other Semester 2 Classes

With the F1 window open, click the Copy
button. This will open the Copy Final Grade
Setup window.

Make sure Entire Class is selected, then
click OK

Carefully select ONLY the Semester 2
classes

Click Next

A message window will open. Confirm that
the selections are correct, then click Finish

NOTE: This will also copy the Category Weights set up in each of the quarters.
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Elementary: Assign Category
Weights for Final Grades for Year
Long Classes

Category weighting calculates final grades
based on the weight of each category.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Grade Setup tab

On the Side Bar, under the Classes pane, click

on the first class, after Homeroom

Under Reporting Term, double click on Q1.
(This will open the Q1 window.)

On the Q1 window, select Category Weights
Click on + Add Category

Select the following categories: Assessment,
Class Work and Participation, Homework

Click OK

On the Q1 window, click on the zero in the
Weight column next to Assessments. Type
65, hit the Enter key

On the Q1 window, click on the zero in the
Weight column next to Class Work and
Participation. Type 25, hit the Enter key

On the Q1 window, click on the zero in the
Weight column next to Homework. Type 10,
hit the Enter key

Click Save

September, 2012

3 wRap) witng Reporting Term Rt £rd
Goanmadstes 0 sty 6211 F
[ scitss) somee [ W almwaom 1]36/2010 Tee
[ WoL(+) Workd Langusge (F[ © 11/17/2010 Wed 020032011 The
1 Lonis) Lunci | Be  colo4/2011 Fri 041302001 Wed
q 0| [ © 041472011 Thy D6[2412011 Fri
f ¥ sciect categories x|
|
Category A  Abbreviation
M ] Assessments Assess
P [ Class Work and Participation ClassWk/Particip
F ) Homework HW

[ 04 F) HovEROGM &
| ROGHAF) Readng

[ whieF) wrtrg

[ s0cF) Socal Rudes
@ =a0+F) scence

[ woupF) word Langusos

@ o olg

§ Class Work. and Pasticpation
) Homewserk.
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Elementary: Copy Category
Weighting to Other

With the Q1 window open, click the Copy
button to copy. This will open the Copy Final
Grade Setup window.

Make sure Q1 Only is selected, then click OK

On the Copy Grade Setup window, click Q2,
Q3, Q4, then click Next

A message window open. Confirm that the
selections are correct, then click Finish

September, 2012

% E S e
SudentInfa  Giade Setup  Class Content m
=] e _u-ﬂem J [?)
Reporting Term Start
UH © 09/02/2010 Tha Uﬁm.izuum
Q & (09/02/2010 Thu {11/16/2080 Tue
[FE3 © 11172010 Wed 02J032011 Thy
[P © 02404f2011 Fri 04]13{2001 Wed
(Copy Final Grade Setup - x| 6l L P R
Copy Final Grade Setup E -
Select the ikem to be copied
& ey K =
" Entire class - MAT(M-F) Mathematics
3
Nurber of low scores to discard: [0
I
g
A Name Weight Percent Drop Low
B mssessment 65 s0% |0
[ class Work and Particpation s 0
1§ | Homework 10 0
add category add assignment: remove
X
Copy Grade Setup: MAT(M-F) Mathematics
Paste the Q1 grade setup into the following MAT(M-F) Mathematics reporting terms:
Select Al Reporting Term Start Date End Date Current Satup
r U F1 09/02{2010 Thu 090242010 Thu Total points
1] B 09/02/2010 Thu 094022010 The Categary weights
2 W 11{17/2010 Wed 11£17/2010 Wed Category weights
~ o 02/04/2011 Fri 02/04/2011 Fri Category weights
~ | s 04/14/2011 Thy 04/14}2011 Thy Category weights
(7] _ree | _ond |
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Elementary: Setting up Term Weights
for Final Grades

Term weighting calculates final grades based
on the weight of each term.

On the PowerTeacher Start Page, click the E fn"l L—‘ E \c
arrow next to Gradebook e .
. Regortog Ten: B 7] Mode: M| Grade s | 7]
On the PowerTeacher Gradebook page, click foprergTem ot
T T e

the Setup tab Go o

) (P[4 © 111772010 Wed 020032011 Thy
On the Side Bar, under the Classes pane, G g 13K e

(L] © 04/14f2011 Thu 06/24/2011 Fri

click on the first class.

Under Reporting Term, double click on F1.
(This will open the F1 window.)

On the F1 window, click Term Weights 9e Fi i

Calculate F1 final grade using:

On the F1 window, click on the 100 in the

€ Total paints Number of low scores to discard: [
Weight column next to Q1. Type 25, hit the @ Term weights
Enter key e
Name [ weight | Percent [ DropL..|
On the F1 window, click on the 100 in the s R
Weight column next to Q2. Type 25, hit the o T
Enter key B 5 mok |we

On the F1 window, click on thel100 in the
Weight column next to Q3. Type 25, hit the

Enter key

On the F1 window, click on thel100 in the
Weight column next to Q4. Type 25, hit the
Enter key

Click Save
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B L >
s StudentInfo  Grade Setup | Class Co
Elementary: Copy Term Weights to Ll e o — ™ e | L)
Other Classes se e
Copy Final Grade Setup x| 02/03/2011 Thu
Copr e st & iy
With the F1 window open, click the Copy i
button. This will open the Copy Final Grade e
Setup window ¢ S -
Make sure Entire Class is selected, then o ] o | F © \ -
CIiCk OK ~ - P - umber of low scores to discard:
m r‘meu:r:::ws
Carefully select ALL other classes EXCEPT - — o] P o]
Homeroom and Lunch L2 |
. o 2 nfa
Click Next
A message window will open. Confirm that s L 2z
the selections are correct, then click Finish g e i o ey
: Paste the MAT(M-F) Mathematics final grade setup to the following classes:
|Quarter 1 =
. . . | ses
NO_TE. This WI|! also copy the Category ; 1@ r
Weights set up in each of the quarters. P R0a) Resing
V K WRI(M-F) Writing
V I 5OC(M-F) Social Studies
W I sca(F) Science
2 ﬁw&(M-F)WwHLaW
r 1) Lur-F) LUNCH 1]
i v ) ART(M-F) Visual & Performing Arts
! 2 I MED(M-F) Educational Media el o
I “ Next I Cancel
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Create Assignments

Assignments can be created one at a time as
you progress through the term, or they can be
set up for the entire term before the term starts.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Assignments tab

On the Side Bar, under the Classes pane, click
on the class for which you wish to create
assignments

Click the Assignments tab

Click the Plus sign on the bottom of the
Assignments window. This will open the New
Assignment window.

In the New Assignment window, fill in the
following fields:

¢ Name
o Category

e Date Due (date should be in the date
range of the marking cycle)

e Description
Confirm the information in the following fields:
e Scoretype is Percentage

Points Possible is 100

Extra Points is O

Weight is 1.00

Include in Final Grade is checked
Click Save

(See Notes on next page.)

September, 2012
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Note:

To give an Assignment more weight, change
the Weight field to a higher number. (Ex: If a
chapter test is weighted twice as much as a
quiz, change the Weight field from 1.0 to 2.0).

To change the Publish date on the assignment,
click the Publish tab on the New Assignment

window. Select when to publish the assignment.

September, 2012
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Edit Assignments

Edit assignments if changes need to be made
to the information attached to a particular
assignment.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Assignments tab

On the Side Bar, under the Classes pane, click
on the class for which you wish to edit
assignments

Double click the assignment to edit
Make the appropriate changes
Click Save

September, 2012
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LEALT O] St sgret usti Galettp CmsCatet  Repots
[ el Regotng Tem 01 . 9
Gewremte i VoM Chy  Ponisasbe  Wet Date e
1 6 testht e, 100 i 5132000 M
Ty (Gl Qe Ol ] dsmome.. 10 L0 1372000 Mo
1§ k) sy
bice(3) [+-
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Copy Assignments
Use the Copy Assignments function to copy
assignments from one class to other classes.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Assignments tab

On the Side Bar, under the Classes pane,
click on the class from which you wish to copy
assignments

On the Menu Batr, click Tools, select Copy
Assignments. This will open the Copy
Assignments window.

Select the assignment(s) to be copied
Click Next

Select the class(es) to copy to

Click OK

Copy Assignments from one year to another

Change to the year you want to copy the
assignment(s) from.

On the Side Bar, under the Classes pane,
click on the class from which you wish to
copy assignments

On the Menu Bar, click Tools, select Copy
Assignments. This will open the Copy
Assignments window

Select the assignment(s) to be copied
Click Next

Select the year/term to copy to
Select the class(es) to copy to

Click OK

September, 2012

[7]
(7]
Name: hagter 2 G Abbreviation: [Fucie 2 G
Category: | K] Assessments - Score Types [Percertage =
Points Possible: 100 Barapoints: i Mmeioon weiht: [0
Datetee: [HSED B tockde inFrnalGrode:
Description: Fﬁmzhrmwf-ﬂni
Bl Copy Assignments i x|
E’ Copy Assignments E
Select assignments to copy
™ Name Category Date Due
F | Chapter 1 Quiz ) Assessments 09/13{2010 Mon
¥ Chapter 2 Quiz %) Assessments 08/13/2010 Mon
<
|
o |
|
Copy Assignments E
Copy selected assignments from Class: 1(A) Health I 51 to the selected clacses,
ISemester 1 ;l
[T Classes
I L samedass |
F | [ 3(8) Heakh1
F L 4(8) Heakh1
™ L 6(8) Teen Pep
F [ 6(8) Heakh1 51
F B 8(8) Health 1 51 |5
Due Date: |Existing = |
O = [ ] oo |
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Delete Assignments

Assignments can be deleted. If an assignment
does not have scores, the Delete Assignment
window states, "Are you sure you want to
delete Assignment [name]?"

If an assignment has scores, the Delete
Assignment window states, "This assignment
has scores. Are you sure you want to delete
assignment [name] and all associated scores?"

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Assignments tab

On the Side Bar, under the Classes pane,
click on the class from which you wish to
delete assignments

Highlight the assignment to delete

Click the Minus sign on the bottom of the
Assignment window

A message window will open. Confirm the
deletion, then click Yes

September, 2012

=

Scoreshest  Assignments  StudentInfo GradeSetup ClassContent  Reports

Chapter 1 Quiz

Reporting Term: [Q1 -
A Abnf Category Paints Possible | Weight Date Due
mmmmm
" D Chapt... o Assessme... 09/13/2010 Mon
x

Delete Assignment

Are you sure you want to delete Assignment: Chapter 2 Quiz
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Entering Scores for Assignments

Student scores, for assignments, can be entered
from the ScoreSheet window or Score Inspector.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the ScoreSheet tab

On the Score Sheet tab, on the Side Bar,
under the Classes pane, click on the class for
which you wish to enter scores

Click in the cell to enter scores

Note: Right mouse click on the assignment to
access a drop down menu of options or click on
the Menu Bar, select Tools to access the
options below:

e Score Inspector: to attach a comment
to a score or mark it late, missing, etc.

e Fill Scores: to mass fill scores

September, 2012
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Individual Student Report

Run the Individual Student Report to
generate class scores by assignment, and the
final grade for each reporting term, listed in a
one page per student layout.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Reports tab

On the side bar, under the Classes pane,
highlight the class for which you wish to print
reports.

On the side bar, under the Student Groups
pane, double click Active. This will open a
list of students assigned to that class.

To select certain students, hold the Ctrl key
and highlight the names or do not highlight
any names to print the entire class.

On the Reports page, double click
Individual Student Report. This will open
the Individual Student Report window.

On the Individual Student Report window,
click the Criteria tab. Fill in the following
information:

e Output Type: PDF
e Sections: Selected Class

e Student: All Enrolled will print the
entire class. Selected Groups and/or
Students will print the students you
selected

e Student Field: Student Name

e Abbreviate: Leave Assignments and
Categories blank

e Include: check Final Grades,
Assignments, Comments, Categories

September, 2012
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e Date Range: Click the down arrow to
select the cycle to print

On the Individual Student Reports window,
click the Layout tab. Fill in the following
information:

e Report Title: Give the report a title
e Page Break: check On Students

e Top Note: check Include and Bold to
type a note you wish to print on the top
of the report.

e Bottom Note: check Include and Bold
to type a note you wish to print on the
bottom of the report.

e Signature Line: check Include
Click Run Report

At the Report Complete window select Save
Report to save an electronic copy of the
report. Select Open Report to open and
print the report.

September, 2012
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Entering Comments for Progress
Reports

Comments can be entered from the ScoreSheet
window using the Score Inspector.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the ScoreSheet tab

On the Score Sheet tab, on the Side Bar,
under the Classes pane, click on the class for
which you wish to enter comments

Make sure that the Reporting Term is set to
the correct Cycle

Highlight the student’s name, then right-click in
the cell under the Final Grade column and
choose Show Score Inspector

Note that the Student and Reporting Term
are correct

You may enter a narrative comment in the
comment box

September, 2012
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You may also choose comments from the bank
of comments on the Comment tab

Click the comment you wish to choose, then
click the Insert Selected button

The comment(s) you choose will be placed in
the Comment box

If you wish to enter comment(s) for more
students, simply use the arrow to the right of
the student’s name to navigate to the next
student Above or Below in your class list

Click Close when you are done entering
comments for all students

Note:

e After you have clicked Close, note the
little blue C in the Final Grade column.
You can view the comments by using your
mouse to point to the little blue C.

=*Any comments entered for the
progress reports, if not changed or
removed will affect what is printed on
the report cards.

September, 2012
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Ayala, Naomi (Q1)

Homework Incomplete/Late

Naomi needs to pay more attention to
her homework assignments. She is a
pleasure to have in class!
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Print Progress Reports or Report Cards in

PowerTeacher & Fower Taacher
Progress Reports and Report Cards can be printed for | prn Class Roports
1 student, 1 class or all the students you teach. ey |
s .
To print for 1 student: e s R
On the PowerTeacher Start Page, click the
Backpack for the class in which the student is a
member
& Powerleacher Sthoot S Street
In the left pane click the name of the student R

HOMEROOM
HR(M-F)

From the dropdown list on the upper right choose
Print a Report

Student Information

On the Print a Report screen, from the drop down
select the report you wish to print

To insert a Watermark, choose Custom from the
dropdown, type in NPS in the box below

Choose When to Print et (o

Click Submit — this will take you to the Report e - .
Queue i i

See Instructions on How to View Reports on the
Report Queue

Print A Report Select s
Martinez, Mathew 3 3583308 SouthSt

Which report would you like to print” | NPS Otr 1 Progress Repons vI
Custom: 'I

Watermark Text
NFS
Watermark Mode [Overay =]
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Print a Progress Report or Report Card for

1 Class

On the PowerTeacher Start Page, click the Printer
icon for the class for which you wish to print either

Progress Reports or Report Cards

On the Print Class Reports screen, from the drop

down select the report you wish to print

If you wish to run a Test print, you can check the
check box and indicate the number of pages you
wish to print

To insert a Watermark, choose Custom from the
dropdown, type in NPS in the box below

Choose When to Print

Click Submit — this will take you to the Report
Queue

See Instructions on How to View Reports on the

Report Queue

September, 2012
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Print a Progress Report or Report Card for

All the Students You Teach

On the PowerTeacher Start Page, on the Main
Menu on the left, click Reports

On the Reports for All Students screen, from the
drop down select the report you wish to print

If you wish to run a Test print, you can check the
check box and indicate the number of pages you
wish to print

To insert a Watermark, choose Custom from the
dropdown, type in NPS in the box below

Choose When to Print

Click Submit — this will take you to the Report
Queue

See Instructions on How to View Reports on the
Report Queue
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View Reports on the Report Queue

Reports remain on the Report Queue for 90 days or
until you delete them. They are listed in order on the
report queue from the most recent on the top to the
oldest on the bottom of the list.

On the PowerTeacher Start Page, click the paper
icon to the left of the Logout button. This opens the
Report Queue window. If you have just submitted a
report, you will automatically be taken to the Report
Queue window

The Status may say Pending, Running or
Completed. You may not view nor print the report
until the Status says Completed. You can keep
clicking the Refresh link next to My Jobs until the
Status is Completed or you can go and do other
work and check back to the Report Queue later

When the Status says Completed, right-click on the
View link to Open in New Tab

Note:

To delete reports that you no longer need from the
Report Queue, simply click the trash can icon next to
the report you wish to delete. Be advised that you will
not be warned — the report will just be deleted!
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End of Cycle — Grades K-8 Entering Subject
Skills and 21° Century Skills

At the end of each Cycle enter the skills marks for all
subject skills and 21 Century Life Skills.

On the PowerTeacher Start Page, click the arrow next
to Gradebook

On the PowerTeacher Gradebook page, click the
ScoreSheet tab

On the Score Sheet tab, on the Side Bar, under the
Classes pane, click on the class for which you wish to
enter skill marks

Click the Final Grades button

Highlight the student’s name, then right mouse click
in the cell of the skill. A drop down menu will open.
Select Grades to access the options below:

+ Exceeds grade level expectations

*  Meets grade level expectations

Does not meet grade level expectations

/ Not assessed at this time

Click Save
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End of Cycle - Comments

Elementary Report Cards

Comments: ability to write a narrative- Grades K-5
only

e Grades K-5 Homeroom teachers will write a
narrative in the comment box (Maximum of
1,000 characters) for their students instead of
selecting a comment code for each of the
subjects taught by the homeroom teacher.

e The Homeroom teacher will enter the narrative
in the 21°' Century Life and Career Skills
course in the comment box. (See the section
on Entering Comments for Progress Reports for
directions on how to enter a narrative
comment.)

e All non- core teachers will select one NPS
comment code from the drop down selection for
their courses. Or if the teacher wants to select
two comments they must type in the code #s
separated by a comma. Ex. 01,03

e Grade 6-8 teachers will select one NPS
comment code from the drop down selection for
their courses. Or if the teacher wants to select
two comments they must type in the code #s
separated by a comma. Ex. 01,03
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End of Cycle — Grades 6-12

Final grades and comments must be verified
by teachers BEFORE grades are stored for
printing on report cards.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Reports tab

With the Reports tab selected, on the Side
Bar, under the Classes pane, click on the
class for which you wish to verify grades

Under Name, double-click on Final Grade
and Comment Verification. This will open
up a pane below

On the Criteria tab choose the following:

Output Type: PDF
Sections: Selected Class

Students: All Enrolled (includes active &
inactive students)

Student Field: Student Name
Include: Course Grade

Check Grade and Comment check boxes,
only

Choose the appropriate Cycle from the
Reporting Term dropdown

On the Layout tab, check the check box to
Include a Signhature Line

Click Run Report

Click Open to open and view the report on
your screen or click Save to save the report
wherever you choose.

Note: Carefully review the Final Grade and
Comments for each student. If there are any
errors, go back to your Scoresheet tab in the
Gradebook to make changes. After making all
corrections, rerun the Final Grade and
Comment Verification report, sign and date,
and submit to your administrator.
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End of Cycle — Grades K-5

Final grades and standards must be verified by
teachers BEFORE grades are stored for

TR m g ¢
printing on report cards. - |

Scowiet Awgiia | Sidethto Guiwn | Cukiiee e

7

: T i E
On the PowerTeacher Start Page, click the G LS S S |
arrow next to Gradebook N 3
On the PowerTeacher Gradebook page, click = —if
the Reports tab ' Y . o
With the Reports tab selected, on the Side S osmuine S O

. Sections: & Selecind Class € Activ Classes [rection =t =]
Bar, under the Classes pane, click on the e 30 L e
Student fleld: (& Studert Name  ( Sustert hmber [==]

class for which you wish to verify grades and
standards

Under Name, double-click on Standards J . p sf
Report. This will open up a pane below '

Include: & StandardName  Standard Nurber

I Chierahs 7 Overal Saction Grade —

On the Criteria tab choose the following:

Report Layout: Class Spreadsheet

Output Type: PDF
Sections: Selected Class

Students: All Enrolled (includes active &
inactive students)

Student Field: Student Name
Include: Standard Name

Check Overall Section Grade check box only g R =
m‘lamﬁ 0

Choose the appropriate Cycle from the o
Reporting Term dropdown ‘ e ——

On the Layout tab, check the check box to = e

Include a Signature Line . Toptote: [ I

Click Run Report

Click Open to open and view the report on e el

your screen or click Save to save the report

wherever you choose.

Signature Line: [ Inchade

Note: Carefully review the Final Grade and
Standards for each student. If there are any
errors, go back to your Scoresheet tab in the
Gradebook to make changes. After making all
corrections, rerun the Standards report, sign
and date, and submit to your administrator.

| RunReport |
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Final Grade and Comment
Verification Report

Verify final grades and standards for active
students BEFORE grades are stored in Power
School and printed on report cards.

On the PowerTeacher Start Page, click the
arrow next to Gradebook

On the PowerTeacher Gradebook page,
click the Reports tab

With the Reports tab selected, on the Side
Bar, under the Classes pane, click on the
class for which you wish to verify grades and
standards

On the Side Bar, under the Student
Groups, click on Active

Under Name, double-click on Final Grade
and Comment Verification. This will open
up a pane below

On the Criteria tab choose the following:
Report Layout: Class Spreadsheet
Output Type: PDF
Sections: Selected Class

Students: Selected Groups and/or Students
(includes only active students)

Student Field: Student Name
Include: Course Grade
Check Grade and Comment box

Choose the appropriate Cycle from the
Reporting Term dropdown

On the Layout tab, check the check box to
Include a Signhature Line

Click Run Report

Click Open to open and view the report on
your screen or click Save to save the report
wherever you choose.
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Entering Mid-Term & Final Grades
For S1 Semester-Long Classes

You must have already completed the correct
Grade Setup based on NPS guidelines, i.e.,
for S1 semester-long classes, the F1 final
grade will be 40% of Q1, 40% of Q2,10% of E1
and 10% of E2. .

DRmGE

Entering Mid-Term Grade o e e DR
Reporting Term: E1 v
Mame Rbev  Category Points Possble  Weight _DateDue A

In the Gradebook, select the S1 semester-
long class.

Navigate to the Assignments tab. Insure
that the Reporting Term is set to E1.

Click the plus sign at the bottom of the

Assignments window to create a new s
assignment. This will open a new window 00 New Assgrment
below.

Name: |Mid-Term Exam Abbreviation: id-Term Exam

Enter the following values:

. Category: %J Assessment v Score Type: Percentage
Name M I d -Term EX am Points Possible: 100  Extra Points: 0 Mak: 100% Weight: 1.00
Date Due: 8 Inchude in Final Grade: [v]

Abbreviation: Mid-Term Exam
Description: | The vig-Term Exam vl count for 10% of the final grade for semester long classes.|
Category: Assessments
Score Type: Percentage
Points Possible: 100
Weight: 1.0

Date Due: 11/15/2012 or 11/16/2012

Include in Final Grade: Must be checked

Description: The Mid-Term Exam will
count for 10% of the final grade for
semester long classes.

Click Save
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The procedure for entering the final exam
grade is very similar as follows:

Entering Final Exam Grade

In the Gradebook, select the S1 semester-
long class.

Navigate to the Assignments tab. Insure
that the Reporting Term is set to E2.

Click the plus sign at the bottom of the
Assignments window to create a new
assignment. This will open a new window
below. (Do NOT simply change the contents
in the window below — this would edit the
Mid-Term exam criteria — you MUST click
the plus sign to enter a new assignment for
the final exam grade)

Enter the following values:
Name: Final Exam
Abbreviation: Final Exam
Category: Assessments
Score Type: Percentage
Points Possible: 100
Weight: 1.0
Date Due: 2/4/2012 or 2/5/2012
Include in Final Grade: Must be checked

Description: The Final Exam will count
for 10% of the final grade for semester
long classes.

Click Save

v R

Scoreshest  Assignments  StudentInfo GradeSetup ClassContent  Reports

Reparting Tem: £2 v
Hame Abry | Category Poirks Possble  Weight Date Due "
s
2e hew Assignment
Name: Findl Exam Abbreviation: Fing Exam
Category: ‘\, Assessment o Score Type: Percentage
Points Possible: 100  Extra Points: 0 Man: 100% Weight: 1,00

Date Due: o Include in Final Grade: [7]

Description: | 1he Final Exam v count for 10% of the final grads for semester long dasses,|
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Entering Mid-Term & Final Grades
For S2 Semester-Long Classes

You must have already completed the correct
Grade Setup based on NPS guidelines, i.e.,
for S2 semester-long classes, the F1 final
grade will be 40% of Q3, 40% of Q4,10% of E1
and 10% of E2.of E2.

Entering Mid-Term Grade

In the Gradebook, select the S2 semester-
long class.

Navigate to the Assignments tab. Insure
that the Reporting Term is set to E1.

Click the plus sign at the bottom of the
Assignments window to create a new
assignment. This will open a new window
below.

Enter the following values:
Name: Mid-Term Exam
Abbreviation: Mid-Term Exam
Category: Assessments
Score Type: Percentage
Points Possible: 100
Weight: 1.0
Date Due: 4/22/2013 or 4/23/2013
Include in Final Grade: Must be checked

Description: The Mid-Term Exam will
count for 10% of the final grade for
semester long classes.

Click Save

The procedure for entering the final exam
grade is very similar as follows:

Bl R TR

Scoreshest  Asegnments  StudentInfo  Grade Setup  Class Content  Reports

Reporting Term: | E1 v

Narne Abry  Category Points Possible  Weight Date Dug

X Mew Assignment

Name: |Mid-Term Exam Abbreviation: | Mid-Term Exam

Category: | i Assessment Score Type: |Percentage v

Points Possible: 100  Estra Points: 0 Mas: 100% Weight: |1.00

Date Due: Include i Final Grade: []

Description:  The id-Term Exam vl count for 10% of the final grade for semester long dasses.|
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Entering Final Exam Grade

In the Gradebook, select the S2 semester-
long class.

Navigate to the Assignments tab. Insure
that the Reporting Term is set to E2.

Click the plus sign at the bottom of the
Assignments window to create a new
assignment. This will open a new window
below. (Do NOT simply change the contents in
the window below — this would edit the Mid-
Term exam criteria — you MUST click the plus
sign to enter a new assignment for the final
exam grade)

Enter the following values:
Name: Final Exam
Abbreviation: Final Exam
Category: Assessments
Score Type: Percentage
Points Possible: 100
Weight: 1.0
Date Due: 6/27/2013 or 6/28/2013
Include in Final Grade: Must be checked

Description: The Final Exam will count
for 10% of the final grade for semester
long classes.

Click Save

Bﬁﬂbg

. Scoresheet | Assignments | Studentinfo GradeSetup  Class Content

=
N

Reporting Term: £2 b

Name Abre Catequry Puints Possble  Weight

Dabe Due

Name: Final Exam
Category: | 1] Assessment
Points Possible: 100 Extra Points: 0

Date Due:

Description:  The Final Exam wil courg for 80% of the final grade for ssmester long classes

v

Max: 100%

New Assgnment

Abbreviation: Final Exam
Score Type: Percerntage ¥
Weight: 1.00
Include in Final Grade: [7/]
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Entering Mid-Term & Final Grades
For Year-Long Classes

You must have already completed the correct
Grade Setup based on NPS guidelines, i.e.,
for year-long classes, the F1 final grade will be
20% of Q1, 20% of Q2. 20% of Q3, 20% of
Q4, 10% of E1 and 10% of E2.

Entering Mid-Term Grade

In the Gradebook, select the year-long class. E rn? \f; B \¢

. . Stmi.eet Asgigrments | StudentInfo  Grade Setup  Class Content
Navigate to the Assignments tab. Insure P— 3
that the Reporting Term is set to E1. =) v Chepy Pkl Wt Ddede

Click the plus sign at the bottom of the
Assignments window to create a new
assignment. This will open a new window
below.

Enter the following values: o
:Q.';‘ New Assignment

Name: Mid-Term Exam

Abbreviation: Mid-Term Exam

Name: |Mid-Term Exam Abbreviation: |Md-Term Exam
Category: ] dssessment v Score Type: Percerkage ¥
Category Assess m ents Points Possible: 100  Extra Points: 0 Max: 100% Weight: 1,00
Date Due: i Include in Final Grade: [+

Score Type: Percentage
Points Possible: 100

Weight: 1.0

Date Due: 2/4/2013 or 2/5/2013

Include in Final Grade: Must be checked

Description: | The Mig-Term Exam will court: for 10% of the final grad for year long dassas.|

Description: The Mid-Term Exam will
count for 10% of the final grade for year
long classes.

Click Save

The procedure for entering the final exam
grade is very similar as follows:
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Entering Final Exam Grade

In the Gradebook, select the year-long class.

Navigate to the Assignments tab. Insure
that the Reporting Term is set to E2.

Click the plus sign at the bottom of the
Assignments window to create a new
assignment. This will open a new window
below. (Do NOT simply change the contents
in the window below — this would edit the

Mid-Term exam criteria — you MUST click o Y e B
the plus sign to enter a new assignment for ‘ L E !if? \ = E 2
the final exam grade) e e

| Hame by Category Pots Possble Weight Date Due

Enter the following values:
Name: Final Exam
Abbreviation: Final Exam

Category: Assessments

| L
l. 08 hew Assignment

Score Type: Percentage
Points Possible: 100 Nome: i Abtrevition: Fosian
) Category: | 1] Assessment v Score Type: |Percentage v
Welght: 1.0 ] Points Possible: 100 | Extra Points: 0 Max: 100% Weight: |1.00
— Date Due: by Include in Final Grade: [7]
Date Due: 6/27/2013 or 6/28/2013 DeScription: The Fial Exam vl count for 10% o the fnal rade For year oy classes.

Include in Final Grade: Must be checked

Description: The Final Exam will count for
10% of the final grade for year long
classes.

Click Save
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Elementary: Copying Grade Setup to
New Sections

Grade setup for all new sections must be
copied from the grade setup for existing
sections in order for the final grade to be
calculated correctly.

Select an existing section already having the
correct Grade Setup as per the NPS criteria.

Select the Grade Setup tab.

Verify that for each cycle (Q1, Q2, Q3, Q4),
Category Weights are set to be 65% for
Assessments, 25% for Class Work &
Participation, and 10% for Homework.

Also verify that for F1, Term Weights are set
to be 25% for Q1, 25% for Q2, 25% for Q3
and 25% for Q4.

NOTE: If you have not already completed
grade setup for any existing sections as per
NPS criteria, see the PowerTeacher
Gradebook manual for instructions on
Elementary: Assign Category Weights
for Final Grades, and Elementary: Assign
Term Weights for Final Grades.

In the Grade Setup tab for the existing
section with the correct Grade Setup, double-
click on F1 under Reporting Term. Click the
Copy button in the lower window.

Verify that Entire class is the option selected.
Click OK.

* B

WG

sm Assigreeres  Student Info  Grade Setuo Clags Corvert Reports.

Feporting Term

o e B (o )

Start

The Copy Final Grade Setup window opens.

[ * L © 09/02/2010 Thu mf 4 /2011 Fri
Lr_‘l © 09022010 Thy 11/16/2010 Tue
L » | 11117/2010 Wed 02/01/2011 Tue
© 02/04{2011 Fri 04]13/2011 Wed
[ P2 © 04/14/2011 Thy 08/22/2011 Wed
0e Qz
Calculste 02 final grade using:
 Total points Tow = el
€ Term weights
& Category weights
|4 hame Weight Percent Drop Low
:IQJ Assessments € 0
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|:-, Homenork: 0 0
E oy \'i.'.: e
Student Info  Grade Setp  Class Contenk eqnu
] =] Hode: - Grode scles |
Reporting Torm Start
o © 09/0212010 Thy unsmmm
B © 11/17/2010 Wed 02/01/2011 Tue
B © 02/04/2011 Fri 04132011 Wed
B © 04/14/2011 Tha 0612212011 Wed
55 — i -
Calculate F1 final grade u
 Total points Number of low scores to discard
& Term weights:
" Category weights
[ | weight | Percent [ Droplow |
[T 100 nfs
oz 10 L
Lae 100 ofa
W 100 nf
Copy Final Grade Setup x|

Copy Final

aoy this reporti

Grade Setup

Select the item to be copied

C F1only

7 (Mot &vailable For Term Weights)

{¢ Entire class - RDG(M-F) Reading

s

o]

k - -1 s
ng term or the entire class

Cancel
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4
Copy Grade Set.m: .RDI.'.(M-F) Reading
The Copy Grade Setup window opens. Past the RDGU-£) Reading i e st ot oo closses:
Choose the new section or sections, for o2 |
. . Classes
which you wish to copy the grade setup. S P y— o B
Click Next. Verify the information on the O | S si it .
. . .. i i ROG{MF) Reading 222 -11
next window and click Finish. = B s
3 K 50C(MF) Social Studies
The grade setup for F1 as well as for all 4 P | @ rosmn e
cycles, Q1, Q2, Q3, and Q4 has been f‘ tgj:g:‘:m
successfully copied to all new sections. = oy i
w et | conce |
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Copying Q1 Final Grade for Dropped
Students

Students who have been dropped from one
section and moved to another section must
have their final grade manually copied from Q1
in the old section to Q1 in the new section.
This must be done before the end of the
year to ensure that the student’s final grade for
F1 is calculated correctly.

Select the old section from which students
have been dropped. Under Student Groups
on the left, double-click on the Dropped
folder. The dropped students will be
displayed below in gray.

Navigate to the Reports tab. Under Name,
double-click on Scoresheet. This will open a
window below.

Choose the following options on the Criteria
tab:

Students: Selected Groups and/or
Students

Items to Include: check Final Grades and
choose Q1 from the dropdown list

Date Range: Q1
All other default options are correct.
Click Run Report.

The Scoresheet report will show the final
grade for each of these students for Q1. Now
these grades must be manually copied as
follows.

Classes. L

i RDG(M-F) Reading

L WRI(M-F) writing

L socim-F) social Studies
L WRI(M-F) writing 222
] socim-F) Social Studies
L RDG(M-F) Reading

L WRI(M-F) wWriting =
7| | >

= Student Groups

Active (0)

Dropped (7)

—

N A

Student Info Grade Setup  Class Content Reparts

Name: A  Description:
Attendance Grid @ Student and date grid template for taking sttendance

Category Total Report @ Summary of category totals by section or by student
Final Grade and Comment Yerification © | Final grades and comments by reporting term
Individual Student Report 1 Summary of class activity per student
Missing Assignmant Report 2 | Listing of assigments that have not bean scored
[Scoreshest & |Student grade and assignment data
Standards Report © Standards Final Grades and Standards Assignament 5...

i Report from all of 's sect
o9 Scoreshest

crters (SN
- k Name: Scorsshest
b { Description: Student grade and assignment data
Dutput Type: (& POF (" Export (CSV)

\ ——
‘;%-;f"‘ Sections: (& Selected Class Active Classes

Students: (" AllEnroled (7 Selected Groups andfor Students

Student Field: (& Student Name  Studerit Number Sorl E Mumber =

Category: [ALL >

Display: & Name " Assigr

Items To Include:  [F Finsl Grades  |BTl = | T Assigrments

Date Range: |Q1 -

Scoresheet

| Oreen. Juis C=T1%
ecira Natasta
crtaies, Micae 0
Fagan Angel C N
Reece Nessy C 7%
Beto, Jorathan C @
(iars ara B
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Classes, 11T~ c—— —
o o Il -

. ) ROG(M-F) Readin -l —
Navigate to the Scoresheet tab. Select the @ i) wry | scoeshest | Assignments  Student Info
new section to which the students have Eﬁx:f‘f; | Reporting Teem: [ =

. , -F) Reading
been moved. Notice that now the students (0 WRICH-F) Wrking 222 -
names are listed in the Scoresheet as they il gt mroger J -
are Active in the new section. ) WRitF) wriing e s
« I E Green, Julia (] - nfa
For the Reporting Term, choose Q1 from the .kl Uliviedos, hatashs @ rla
: - . L+ —E]Hrghlght Selected = |[|montalvo, Michael & nfa
dropdown list. Notice there are no final Meogen, il © o
grades for these students for Q1 as they i-sche ) Soto, Jonathan @ a
. . . . . opped (0) williams, Alea (] nfa
were not active in this section for Q1. Their
final grades for Q1 must be manually

input.

In the (Q1) Final Grade column, right-click

on the first student row, and choose Show x|

Score Inspector from the shortcut menu.
Student: Julia Green A w

Verify the Student and make sure the :
Reporting Term: Q1

Reporting Term specifies Q1. Check the

Manual Override box. Type in the Percent | &

and choose the letter Grade from the seore m

dropdown list as was indicated on the Manual Override: |V

Scoresheet report. Percent: |71

Use the down arrow to the right of the Grade: MEE
student’s name to navigate to the next Poinks: nja

student. Follow the same procedure for each Com

of the students whose grades must be [
manually input.

When finished with all students, click Close & e
to close the Score Inspector window. =y E
Click Save in the Gradebook window. Bl Scoresheet (
Reporting Tefm: IQZ ) ASSIGNME
T O 4 O,
S
VERY IMPORTANT! Please make sure to e ’ -2 2z |
change the Reporting Term back to the _ 8% -§E£z: ]
current cycle in the Scoresheet tab. S @2 Finallrade _|SHE 3SR S
Medina, Matasha nja

nja
nfa
nfa
nfa
nfa

Montalvo, Michael
Pagan, Angel
Reece, Niesha
Soto, Jonathan
williams, Alea
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Accessing Q2 Data for Dropped

Students
Casses 17~ g a

[Quarter | ™ TR
In the PowerTeacher Gradebook, select the émgmy = Pl E mgl &\? C,,E
class the students had been enrolled in I 50C01) o ses | eopatnarems 2 ] v [

- . : : [ ©4 o

originally, from which you wish to retrieve S o oL
data. On the Scoresheet tab, you will not I o) Resieg HT gg?
see these students’ names as it only displays jw—mlfw CEee®  Gomaces (028 $94
those students who are currently active in the —— e — !
class. Active {0) !

|
On the left-hand side under Student Groups, ‘ !
double-click on the Dropped folder. You will '
see a number in parentheses next to the |
word Dropped. This indicates how many
students have been dropped from this class.
These students.wnl be listed below the E w O E £
Dropped folder in gray. S v e WE. R v

16 0G0 ) Soc sucdes = =
Navigate to the Reports tab. Under Name, [ S
double-click on Scoresheet. This will opena | | Emnin™ s S i
window below. On the Criteria tab next to L —— e —
Students, select the option for Selected S
Groups and/or Students. Next to Date o
Range, select the option for Q2. All other sy s gt g
default options selected are correct. Bt amsen omins

Students: ( AlErvoled @ Selected Groups andjor Suderd

B sssinon Suans Cmasma

- ]
The report generated will display all - s i, Bt B e
assignment and grading information you had ) mone o o [ERS]

already entered for these students. The
assignments may be copied from the old

section to the new section. Only the grades = L

Click Run Report.

. ter 2 = ‘{
must now be manually input for these iffmmm _ﬂ E r"7 \f* E
. . [ WRIM-) writing || Scoreshest | Assignments Studentlnfo  GradeSetup (Class Conl
students in the corre(_:t sectl(_)n where these 8 000 S N,
students are now active. Print the report for il . g
T +J‘: >
your reference_ [ 50C(M-F) Social Studies | Gemprogress | = EE 5z
N ;a8 Ige
. ) WRIM-F) writing = o - i _’.D:’ u gy
Navigate to the Scoresheet tab. See the A S im)m”aa.::: i 25§
PowerTeacher Gradebook manual for L = oo soeasd —ﬂﬁmﬁ“‘” ° e
instructions on how to Copy Assignments. > hee 1) gy~ e
. Dropped (0) ‘Wilkarns, Alea [+ nia
Select the new section where the moved

students are now located. Now proceed to ‘
manually enter grades for the students. ‘
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