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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

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

in the browser address bar

Press Enter to open the login page

/7 Newark Public Schools Home Page - Windows Internet Explorer

-‘-F'_"‘\
@._ y v |£_ http:jjsis.nps.k12.nj.usfteachers

1(A) Homeroom

@ XB &

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

Press Enter to log in to the PowerTeacher Start Page

Taking Attendance

Navigate to Start Page > Chair icon

(next to the class for which you want to take

attendance)

Select the Date

——
ce | Thu 92 -
Record MultiMeeting Attendance for Multiple Sections

Homeroom - 1(A)

Current attendance code: | (Present) '|

Booth, Chris M

Brown, Jessica C

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 Patars, Jannifer L

attendance.

1(A) Homaroom

X

A

G
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Koller, Bryan P
Lang, Vicki €
Millar, Andy €

Moan, Erin P

Stephenson, Jessica S
Straatrmnan, Brandon A
Watts, Charise G

Zuniga, Travor S

@WTITI@ .

Page 1 of 53




Newark Public Schools

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

® PowerTeacher

“ft | Personalize - Orellanc, Carmen
Cady belletn |
P — Pt Descspinn

et

1_ hnwl.'v. I

e F Crglay 1 41} Mokt Shaw or hids ¥ Tt ambe on B T

Repory
Ricomimndation |
| e

Display Section Number on the PowerTeacher Home Page

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

€
¥ PowerTeacher
[ b ) Current Classes
| pailyBulietin |
Sraff Directory |: "
freee WOLMF) Workd Ly :jk
[
Gradsbosk | | " ¢
e - e .P‘H.
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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

FIBEdt\J'lewT Wi'idnwl-lel;)

K woL(m-F) wor
] woLm-F) wor
2 woL{mF) wor
W wolmR Wor £ e
[ WOLIMF) Wor  gythdays

I woLm-F) wor ¢ tird e Setin
3 woL{m-F) wor

CtrlfShift4L

CrhShift+C
CtrH-Shift+1

Preferences

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

Choose the Identifier used to distinguich sections in the class list

(+ Section Period Day
o Sackion Nk

Choose the Name used bo distinguish sections in the class list

Sort By:|Period/Day

H WOL(H-F} Srih Homeroom 10411 3
) woLimF) workd Language 11
L| WOL{MF) Wiorld Language
) wolL(MmF) wiorkd Language
L] WOL{M-F) wiorld Language
) WOLM-F) World Language
) woLm-F) world Language 101
B woL{mF) world Languags 10|
B weaLomF) wiorkd Lananaoe

5]

ﬁ L/

]

".._ Assignments  Studerk Info &wbm Class Content

ing Term: [Q1

=] Siudent Groups "
E e EHU‘!M;H Selected ¥ iig

=] Moe: IS:MENM || MyContent | [
Course Mame: World Language Term: 2010-2011
Course Number: ELWLOZOVZ Stark: 09022010 Thu
Section Number: 10 End: D&/24/2011 Fri
Periods/Days: WOL(V-F) Grade Scale: k-2 Evalation
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

1(A) Homaroom

Which report would vou like to prike? |C|&SS Aftendance Audi?_‘J
For which studants? The T b Telass.

the number of pages to print Test prink? Dlewncennhanle | psgon
Select the Watermark Text, if applicable Watermark Text [ -
Select the Watermark Mode, if applicable Watermark Mode @\
Select ASAP for when to print the report When to print <ASAP : -
Click Submit :
_Submir -
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 refresh
Created Job Hame Started Ended Status
08/12/2010 Class Attendance Audit 08/12/2010 11:40 AM 08/12/2010 11:40 AM i
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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

[T | Current Classes

Cindly ullwtin
sl Dwectory |

= Al =
— “ROXBE
S categories ]
|L+——]‘ Filter OFf > l

_;Aj ALL |

{§) Homework |
1) Quiz ‘
ﬁ. | Test |

Delete Categories , X

Delete Categories

Are you sure you want to delete the selected Categories?
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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 !

following fields: _ Name: [Assessments
4 fbbreviation: [nssess
e Name: Assessment color: ) okt |
e Abbreviation: Assess These aptions wil be appled a5 defauls to any new assignments when
e Color: Violet memmpj::,m: [1o0
e Points Possible: 100 ExtraPoinks: [0
e Extra Points: 0 Score Type: |Percentage ~
e Score Type: Percentage el G N
* lnC|Ude in Final Grade: leave D::_::t:::;encs 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

September, 2012 Page 6 of 53
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Edit Categories

To edit the Homework category, on the side
bar, under the Categories pane, double click

on the Homework category. The Create

Assignment Category window will open. Fill

in the following fields:

Points Possible: 100
Extra Points: 0
Score Type: Percentage

checked

e Description: Homework category
will count for 10% of the final

grade.
e Click OK

September, 2012

Include in Final Grade: leave

Edit Assignment Category _EI

Edit Assignment Category “
Spacify attributes of the Assignment Categor

Mame: Imrrwwork
Abbreviation:  [Hw

These options will be apphed as defauits ta any new assignments when
created For this category,
Points Possible; [100
Extra Points: [0
score Type: [percentage <]

Include in Final Grade: [V
Description:

Homework category will count for 10% of che
final grade.

KJ Assessments
[1) Class Work and Participation
m Homework
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Secondary: Assign Category Weights
for Final Grades for Year Long

< e ¥ Pt I — i
Classes L: E ‘:[_1_7 B E \¢

Scoresheet  Assignments  Student Info  Grade Setup  Class Content  Rep

- il Cocuatons |
Category weighting calculates final grades Reporting Term Start £nd
H U F1 £ 08j06/2012 Thu 06/28/2013 Fri
based on the weight of each category. T e
- 9 4
On the PowerTeacher Start Page, click the Eff e e

arrow next to Gradebook

On the PowerTeacher Gradebook page, click | - T et
the Grade Setup tab BT b

I.‘ C{-’ © 1171312012 Mo 02101/2013 Fr
On the Side Bar, under the Classes pane, Eﬁ Sumws o
click on the first year long class. B © osrzois oszegnis

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

QL

On the Q1 window, select Category Weights '] ' -
| —
Click on + Add Category e o Tr
Select the following categories:
Assessment, Class Work and ; o ——
Participation, Homework
Click OK

On the Q1 window, click on the zero in the

Weight column next to Assessments. Type e S *
65, hit the Enter key

) <lass work
! ‘I\"\J] Homework
[ ] ) Proiect
0 Bl Quiz

1 & Test

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, oy el g g
hit the Enter key e

. ® weights
Click Save =

o addcabegory 7 add assigrment e
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Secondary: Copy Category Weighting

to Other Quarters

With the Q1 window open, click the Copy 2; i
button to copy. This will open the Copy Final | S @ il i ) ok e

Bx © 24T ed C6E6/2013 Wed
= © TN Th [

Grade Setup window.

Make sure Q1 Only is selected, then click
OK

8
On the Copy Grade Setup window, click Q2, :-:-:Lm.....@
Q3, Q4, then click Next ‘ e
A message window will open. Confirm that T:*w it m ot
the selections are correct, then click Finish e CHE
iy O syt T O

Copy Final Grade Setup

L 1

]

Copy Final Grade Setup o 1
Copy this reporting term or the entire cl \@ i

1

() Entire class - 1{A) United States History 11

Copy Grade Sctup! 1({A) United States Histery |1
Copy Grade Setup: 1{A) United States History I
Pase the 0] Folowrs Hestory I
|Select A Reperting Term St Dake End Date Cuverk Sehp
| B 3j05[2012 Tha CHOGR01E Thy Total poirks
[ 7R SRCRITONT Trad BOVTH 7003 Th C oty waghty
LLjA972012 Moxy 11/19/2012 Mon Tokal parts
(|| [ ]3] O204/2013 Meey 02104/2043 Hon Tokal porrks
[LEJDA[0 5 et CEPORFZ0ES Wed Totsl pors
| H | g D201 Wed /242003 Wed Tokal poirks
j | e DRI Thy O8[TIfE0 Thy Tokal porks
e [ )l o ]
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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
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 Q1.
(This will open the Q1 window)

(AL, Sl

On the Q1 window, select Category Weights

Click on + Add Category

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

Click OK

Q
Calculate Q1 final grade using:
On the Q1 window, click on the zero in the Ry
Weight column next to Assessments. Type o

65, hit the Enter key T

On the Q1 window, click on the zero in the ji ml
Weight column next to Class Work and i
Participation. Type 25, hit the Enter key PP yoye— o

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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| W= 2 11502012 Tha 111802002 Frl

Secondary: Copy Category Weighting | §e i
for Semester 1 Classes to Other |
Quarters '

With the Q1 window open, click the Copy
button. 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, atfcteans O sdd st @ mon.
then click Next '

A message window will open. Confirm that

the selections are correct, then click Finish

Copy Grade Setup: S{A) Sociology

Copy Grade Setup: S5{A) Sociology

Paste the Q1 grade setup ko the following 5(A) Sockdlogy reporting berms:

Select A Reporting Term Start Date End Date Currert Setup
£l [ 531 09/06/2012 Thu 090612012 Thu Category weights
[ FEe] DRYORS2 2 Thy D9/DE L2602 The Cabagory walghts
] I 11152012 Thu 111572012 Thy Toral points
1 11/15/2012 Mon W/I9/2012Men | Cabegory welohts
| gez W2 /04/201 5 Mon 02042013 Mon Total paints

0
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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

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

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

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

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

Click Save

September, 2012

i -SRI y
.m_gg—h hudert Irfo | rads et Chm Cortmt Repoets TtFatons
Wm_‘fz‘:'?_.: §

-»|'2=1J2‘u: iFr
U=
T Select Calegeries

wed | ]
oddcategory O oMesgwet @
G @
Calculate 03 final grade using:
() Tutal points
[ Wegt \Percent Crop Low
s 1% 0

remye
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Secondary: Copy Category Weighting
for Semester 2 Classes to Other
Quarters

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
OK

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

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

September, 2012

Pepaetng Temn St
y © (210872013 Wed
& (a0 Wed

(Pl © 042412013 Wed o8zB003
Ge PRSI . riceess )
Copy Final Grade Sehup E‘

Select, the Rem o be copied

| Qe

() Erbre class - S{f) Afncan Amenican Hetory

Cabculate 03 final grade usieg o

1 Total points

(&) Category weights

& hame Weght Percert Cecplow

W) dssessmert [ [

) comss ok | 0% ]

] vomsser: 0 (]
addeategory O o msgrent iemave

Copy Grade Setup: 5(A) African American History
Capy the 03 Grade Sehy

Paste the Q3 grade sebupinta the Following S(A) African American Histary reperting berms:

Select Al | Reporting Term Start Diats Erd Date Current Setup
El Br 02106/2013 Wed 02/06/2013 Wed Total peints
u Qr 0E/08/201T Wead C2/06/201F Wed Catagory weights
a e 04f22/2013 Mon 0422{2013 Mon Total paints
04/24/2013 Wed 04242003 Wed Total peints
] e 05/27/2013 Thy 06j27/2003 Thu Total points
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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,
click on the first Year Long class.

| j ol o 9062002 Thu g2 Fi
Under Reporting Term, double click on F1. ' El ey i
(This will open the F1 window.) | 4 gl
On the F1 window, click Term Weights e N mE——
Click on the 100 in the Weight column next .
to Q1. Type 20, hit the Enter key EE G

Caloulate Fo final grade using:

Click on the 100 in the Weight column next

to Q2. Type 20, hit the Enter key :::xls

Click on the100 in the Weight column next to Gty sl

E1l. Type 10, hit the Enter key Tm )
Click on the 100 in the Weight column next Eff :

to Q3. Type 20, hit the Enter key (s

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

© 11512002 Men

Bo © 0L Mo
W 1 (C208( 03 Werd
. D 04201 Wed 2
i i . ' lﬁ:: GWJ:IZ-LHW :r;f t'j"f'r"‘_:m.kﬁ‘_'_ ” i @
With the F1 window open, click the Copy
button. This will open the Copy Final Grade - ettt ko =
Setup window. = e O Cl——
Make sure Entire Class is selected, then Qe

() Categary wrights

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

Copy Grade Setup: 1(A) United States History Il

1 Copy Grade Setup: 1{A

) United States History 11
oy the 1{A} Urited States History 1T Grade Setig

1 Grade Setix

Faste the 1{A) United States History 11 final grade sebup to the following o

20122013 -
classes

10 308 Urited States History 11 ) 1212
E E{A) African Amencan Hstory

1 5% Socdogy

15 7(A) United States History TT 213
| 1 () Lrited ststes hstory 1
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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
button. This will open the Copy Final Grade
Setup window.

Make sure Entire Class is selected, then
click OK

Carefully select ONLY the Semester Long
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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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

On the PowerTeacher Gradebook page, click
the Grade Setup tab

On the Side Bar, under the Classes pane, : b [ prer—— &
click on the first Semester 2 class. =

Select theitenits be coped

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 tm
to Q3. Type 40, hit the Enter key 8=

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
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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
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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
arrow next to Gradebook

On the PowerTeacher Gradebook page, click
the Setup tab

On the Side Bar, under the Classes pane,
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

On the F1 window, click on the 100 in the
Weight column next to Q1. Type 25, hit the
Enter key

On the F1 window, click on the 100 in the
Weight column next to Q2. Type 25, hit the
Enter key

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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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
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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
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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
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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

N

3:\

which you wish to enter scores ig
i £5: FBf
Click in the cell to enter scores L Rt
3alo, Fe... © B+ 9% nfa 9% 8%
Hocks, ... O & 93k nfa| 100% %%
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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
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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.
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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

— — - :
Classes (1) - I: iy E rn?, ;@ ‘
15 320 HOMEROOM = = : : == 3
[ oo s sumito svh st _desc
I3 320 Reading Reporting Term: [Q1 7] Hode: m
IS 320 writing
) 320 Social Studes
i 320 Scence
I 320 e
I 320 216t Century Life & Career Shils =
4 3 = a i
2 Bowles, ... -
| Brown, Z... © - Show Score inspector
M Caeriba, ... © - nfa |
Maldona... & - nfa
-ficve (17) Mertinez... © E nfa |
Dropped (0) Mertinez... © - s |
Merlle, ... © - fa
Nunez, 3., D £ nfa |
Perez, .., @ = nfa
Persz, M... @ - nfa |
Quinone... & - nfa
Red, My, © - nfa |
Rosaiss,... @ = el |
Ruff, ka.., © = nfa |
L A o = nfa
.9 s |
[5§ Class Work and Particpation i
15 Homewark
o
V. Final Grade x|
Student: Naomi Ayala - -
Reporting Term: Q1
EE——
Manual Override: [
Percent: IG
Grade: | v|
Points: nfa
Comment:
0 of 2048 characters %

Page 32 of 53



Newark Public Schools

]

You may also choose comments from the bank St Nanl Apoia o6
of comments on the Comment tab Repcitig Terint 01
Click the comment you wish to choose, then PESEN comment
click the Insert Selected button Codo V. | Commmart e

i i T Contact Teacher/Counselor -
The comment(s) you choose will be placed in 5 Sesk Addtional Help/Tutoring

R Homework Incomplete/Late
the Comment box Q Classwork Incomplete/Late
. P Poor Quiz/Test Performance
If you wish to enter comment(s) for more 0 Limiked Particoation in Class =
students, simply use the arrow to the right of Separate Using [Line Breaks ~ | | Insert Selected |
the student’s name to navigate to the next o
: ) (=
student Above or Below in your class list
Comrnent:
i i Homework Incomplete/Lat
C“Ck Close When yOU are done enterlng Nao:uneedsimy;are:ttentionto her homework assignments. Sheisa
comments for all students pleasure to have in class|| X
124 of 2048 characters
7 | Clear || Close |

Note: =) E Wiy @ B B

Reporting Term: [Q1 ] tode: T ntioi [ Final Grade

e After you have clicked Close, note the | Q1 InProgeess J
little blue C in the Final Grade column. I -
You can view the comments by using your Zues SUnan
mouse to point to the little blue C. 9 - ri* [Avala, Naomi (G1)
Tl "8 | omewnrk IncompletefLate
Carrlo, .. © = N2 |\ aomi needs to pay more attention to
Maldona... € = N42 | her homewark assignments, Sha is 3
Martinez.., © s 3 | pleasure to have in class!
Martinez... 9 nfa |
=*Any comments entered for the . =
progress reports, if not changed or St i
removed will affect what is printed on .o S e
the report cards. e & C—
Scott, K... © nia
Smikh, S... & nja

September, 2012 Page 33 of 53



Newark Public Schools

Print Progress Reports or Report Cards in

PowerTeacher ®: PowerTeacher e
Progress Reports and Report Cards can be printed for oo Ry
1 student, 1 class or all the students you teach. Ny |
To print for 1 student: S— b
On the PowerTeacher Start Page, click the
Backpack for the class in which the student is a
member
B Power leacher Scnost Souh Sred
In the left pane click the name of the student —
From the dropdown list on the upper right choose : Student nformation
Pr‘i nt a Report 'J-' (TP :.‘--:..-.;r..a' |-‘.-.< anthe I\ 15 wodk with the studuts Nsted.

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 i =
Click Submit — this will take you to the Report S B s |
Sueus == ;

See Instructions on How to View Reports on the
Report Queue

Print A Report [Setestsg
Mastinas. Mathay 7 SRIS0R Sauthst

o print?
['L',usum o 3

MNPS
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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
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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
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 and
standards

Under Name, double-click on Standards
Report. 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: All Enrolled (includes active &
inactive students)

Student Field: Student Name
Include: Standard Name
Check Overall Section Grade check box only

Choose the appropriate Cycle from the
Reporting Term dropdown

On the Layout tab, check the check box to
Include a Signature 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
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.
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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. .

Entering Mid-Term Grade

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
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: 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

Sioreshwst  hscqrmetts  Shudent Info  Grade Setup - Class Content
Reporting Tern: E:
Nare Aoey _'fdl_?gﬂr(_ Pairks Posshiz \H“_g* Datzlue k
e
0e hew Assigriment
e (RN (S
N Nanie: Mid-Term Exam Mbbreviation: Vid-Tem Exan
1,
Category: 'l"; Hysessment Score Types Percentage %
Pounts Possible: 100 Extra Powts: 0 Mase L00% Weight: 1.00
Date Due: Include in Final Grade: [v]
Descriptien: | The Wik Term Examn il counk For 10% of the fnsl rade for semester by classes |
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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. i rﬂ? \,.J E ‘
i i Scoredhet  hssqvmots  Sudentinfo  Grade Setup  Class Conkent
Click the plus sign at the bottom of the TO— %
Assignments window to create a new tore Moo Chopry  fobtondo Mgt Qwede 4

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) e
. £ hew & nent
Enter the following values: e
Name: Fi nal Exam MName: FralExan Abbrevistion: Frd Evar
.. . category: |1 nosessmert v Score Type: Ferceriage ¥
Abbreviation: Final Exam i W —a
Points Possible: 100 Extra Ponts: 0 Mane 100% Weight: 1,00
Date Due: o Include in Final Grade: [

Category: Assessments
Deseripbion: 1o il Exan vl count For 16% of the fiel grade for semester long dasses |
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
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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:

T WG

Scoteshest  Assgnnerts | Stoderkinfy  GradeSetp Cloes Certent  Reserts
Feportng Tem:; £1 M
Nerwe #bry  Cabegory

Fores Possble  Weight Date Due

hew Assianment

Mame: M Term Exan Abbreviation: | Md-TermExan

Category: | ] Assessment v Score Type: | Pecentage v
Points Possible: 100 | Estra Points: 0 Mae: 10074 weight: || 00
Diabe Duse: Inclisde in Final Grade: 7]

Description: | The v Tam Exam wil court For 10% of tha final g ace For semaster oy classes

September, 2012

Page 45 of 53



Newark Public Schools

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
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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.

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: 2/4/2013 or 2/5/2013
Include in Final Grade: Must be checked

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:

| SufertInfo  Grace Sehp (B Repals
Reporting Term: |£1
Nare Ay ahegry Frints Possile  Weight Cate Due
| =
ae New Assigiment
Nome: |Md-Term Exans Abbreviation: Mid-Tere Exan

Category: | ] aosessvent Score Types Peceriage

Poinks Possible: 100 | Bxtra Points: Mae 100% Weight: 100

Date Due: Inchude in Final Grade: [

Descriphiont | The W Term Evam will court: For 10% of the Finad rade for wear bong dlasses |
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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 e § ry 6% e
the plus sign to enter a new assignment for L woes S
the final exam grade) e —

[N Hre Comoyr  PoeisPoshie  wegt DateTue

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

Category: Assessments

re Type: Percen How st
Score Type: Percentage

Points Possible: 100 e i ki i
Welght 1.0 Fenhl‘asﬁt; '.(; Eut‘n?nﬂ;:'? Mase |00 Woﬂ.‘.’ |\na; ‘
Date Due: 6/27/2013 or 6/28/2013 . i

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 r:\. S |
B AR
Sciewchest  Micorewets  Stecbblo | Gade Sebp | Rapoite
e §

I = e PRI

P Soaes
Rapentng Term St Erd

) SO0 e DeEsRDINF
[ © CHCRTE0N0 Thy 11/16/2010 Tue
.

Calculate O3 final grade wsing:

& Term weights
 Cotegory weights

© Total puints Pusmibser of bow seores bo discards [

| & | MNare Wasght Poscent
| r— o
| Cles work and Parteinanen =

k =] vode [ECONVINNN | Godescle |
Baporbng Tam Start End
] T - e
[ "1 S 2ZON0 T VIFIEAITD Tow
e a0y G20 Tom
B i 41132011 Wed

B S TET R L DIZEIN | Wed

F1

Cakculate 1 linal grade using
€ Tatal paints Sumiber of low Scores to d5zad

The Copy Final Grade Setup window opens.
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Select the item to be copied

(¢ Entire class - RDG(M-F) Reading

X

| OK ]
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September, 2012

Page 49 of 53



Newark Public Schools

Xl
Copy Grade Setup: ROG{M-F) Reading
The Copy Grade Setup window opens. Pusteth RDG(4£) Reading i o1 e 1o h ko v
Choose the new section or sections, for e 2
. . Chasses
which you wish to copy the grade setup. T o [
Click Next. Verify the information on the 0| Moo addsnue : j
. . .. 1= L RDG(MF) Readng 222 1
next window and click Finish. | R wnsz2
3 2 500(MF) Sodal Studes
The grade setup for F1 as well as for all 4 T | i st Review
cycles, Q1, Q2, Q3, and Q4 has been f E':‘_'j”’f'f':‘m
successfully copied to all new sections. e o — o
u Nt | Cancel I
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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.

L ROG(M-F) Reading -
) wrRI(M-F) writing

0 soc(m-F) Social Studies

) wrRI(M-F) writing 222

Q SOC(M-F} Social Studies

I RDG(M-F) Reading

L wWrRI(M-F) writing ~|
>

Active (0}

:uwuh* Roskrevecks Swdert o Grode Jep ﬂ:pwa
_Hame: & | Desciption:
Attendance Grid £ Stk and date grid termglate for Lakeng attendance
Category Tobsl Report 2 Summary of catagony tatals by cection or by shudent
Finl Grade and Comment Verification & Final grades and comments by reporting terey
Tndcdssl Sturdent Report S Summary of class activity per student
Micging Nesgnment Report ) |Lisking of sesgrents that have rot been seored
Scarasheot & [Student grode snd sssgreoent dete
Standards Report D Stardards Final Grades and Stardards Assgrment 5...
Student Multi-Sechion Beport Shucent ol of & chudent’s gackions
ernenn SENRER
— :.3 Mame: Scoreshest
\ " { Student grade and W data
Dutput Type: & POF 7 Caport (€5V)
|\ —
— Sections: % Selscted Clase {7 Achive Clacses.
Students: " Al Ewclled [+ Sefected Groups andjer Sudents
Student Field: Shudent Mame [ Student Nursber ot hasrber -I
Category: |ALL - I
Display: & Mome [ Assiy

ﬁrnv@g

items To Inchude: 17 Frorates [ 2] 1 assgoments

Date Range: |Q1 -

Scoresheet

[ e )

e, Micnass Fah
Fagan Avgel ST

[t e Ten
| = R
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111~ — —
..= uarter 2 > T, E rl,?

. il ROG(M-F) Reading g -
Navigate to the Scoresheet tab. Select the @ wRie) ufm s pssigrevents Sudent Iofo
new section to which the students have B 005 Socil Suckes 7| reportng rerm: o1 |

. , L RDS(M-F) Reading 222
been moved. Notice that now the students I WRIH) wiking 222 s
names are listed in the Scoresheet as they - Leunbores | -
are Active in the new section. ;:,I WRI(M-) Wiitng e e
|Green, Juls o = nfa
1 = . Student Groups. [l Il'r\ed‘m, Matasha L] nfa
For the Reportlng .Term, choose Q; from the P jﬁmwo,mm ° ne
dropdown list. Notice there are no final Neeen, el O S
grades for these students for Q1 as they $andt Soto, Jonathan  © s
. . . . . opped (0) wilkame, Alea o 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 aw
Verify the Student and make sure the

Reporting Term specifies Q1. Check the Reporting Term: Q1
Manual Override box. Type in the Percent

Score
and choose the letter Grade from the
dropdown list as was indicated on the Manual Override: [V
Scoresheet report. Percent:

: |7
Use the down arrow to the right of the Grade: [N | © ®

student’'s name to navigate to the next

Points: nj/a
student. Follow the same procedure for each ot
of the students whose grades must be I
manually input.
When finished with all students, click Close N . | \
to close the Score Inspector window. By E
Click Save in the Gradebook window. Ml Scoreshest /BN
Repaorting Tefm: |Q2 ) Wi Mol A8
i 94 9
—— il = 2
VERY IMPORTANT! Please make sure to |2 inprovss J ¥z (f2 |
change the Reporting Term back to the ‘ 528 |§38
. Students (7) (Q2) Final Grade g9 98
current cycle in the Scoresheet tab. e ks o e
Medina, Natasha e nla
Montalvo, Michael & nja
Pagan, Angel o > nfa
Reece, Niesha o nja
Soto, Jonathan (=) nja
Wiliams, Alea [+ nfa
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Accessing Q2 Data for Dropped

Students
LChase T ——
 oom— (S
In the PowerTeacher Gradebook, sel_ect the - Cid C Py @ |
class the students had been enrolled in 1 504 Soas Sses | reponng e oz 5] o [T
i - : : T o4 ©
originally, from which you wish to retrieve K WRioer) vitng 222 e rETE
. K s0ciMerF) Socal Studes |gempogess | o 3z
data. On the Scoresheet tab, you will not o e [F— Be. 28q
’ H . WRI{M-F) W ¥ 1385 04
see these students’ names as it only displays A ;___J N e
those students who are currently active in the T T |
class. e )
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 will be listed below the ~ . - fA
Dropped folder in gray. ke rorer s o & ﬁ‘ W L @ -
1§ wripAm writing I Scoveshest  Gosgneents  Sudentihio  (Bade St CmccContent  Reoocs
B Stpoka . ; =
Navigate to the Reports tab. Under Name, e RS
double-click on Scoresheet. This will open a - prstiing s e et it i e e b e

I Wi ) nting =l g Assigrreent Rt

LIRS < wbont

window below. On the Criteria tab next to
Students, select the option for Selected
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Groups and/or Students. Next to Date e p——n
Range, select the option for Q2. All other ¢ s o el
default options selected are correct. = St s e
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Click Run Report.

The report generated will display all e g I i v

assignment and grading information you had ey p—__©

already entered for these students. The

assignments may be copied from the old

section to the new section. Only the grades _ iy

must now be manually input for these ﬂ‘::;;,.m =

students in the correct section where these e ==

students are now active. Print the report for ipersicionding ; g
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Navigate to the Scoresheet tab. See the % N R R =i

PowerTeacher Gradebook manual for Lasliiorsomes Sfffrtn o © s

instructions on how to Copy Assignments. b st 7) e e © s

Select the new section where the moved e — o

students are now located. Now proceed to

manually enter grades for the students.
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