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PowerSchool Grade Reporting
__________________________________________________
One person from each school needs to be in charge of coordinating each step of the end term process, and perform the permanent storage of the end term grades.  Grades must be stored within two weeks of the last day of the quarter.
Teacher Process
1.  Grades K – 2  
     Grades 3 – 5 Music and Art Teachers

These teachers use an online program, called PowerTeacher, to enter final grades.  At the end of each quarter, the teachers enter the standards for each child in their homeroom class, or in their music and art classes.  
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2.  Grades 3 – 5 Homeroom & PE Teachers
      
These teachers use a desktop program, called PowerGrade, throughout the year.  Through PowerGrade, teachers can add assignments in and have the program calculate the final grade.  No finalization is required at the end of the grading period; teachers need to just be up-to-date on their grades.

Sample Teacher’s Gradebook
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These teachers also use PowerSchool at the end of the quarter to add their skill marks for each of their students.  (See #1 above)
3.  Grades 6 - 12
These teachers use the desktop program, called PowerGrade, throughout the year.  Through PowerGrade, teachers can add assignments in and have the program calculate the final grade.  No finalization is required at the end of the grading period; teachers need to just be up-to-date on their grades.  (See above for screen shot).  
Secretary Basic Steps
________________________________________________
1. Decide and announce the date by which teachers need to have their grades, comments and skill grades (K – 5 only) complete.
2. Make sure that you are in the correct term in PowerSchool.  

If you aren’t:

· Click the blue, Term link at the top of the PowerSchool page:
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· Use the drop-down menu to select the correct term for report cards.
3.  Check to make sure that teachers have entered final grades for each student. (Grades 3 – 12 only)


 To do so, run the Student Schedule Listing Report:

· From the Start page, click the Reports link.
· In the Student Listings section (towards the bottom of the page) click the Student Schedule Listing report link.
· Title the Report something like “Grades Missing – 1st Quarter”.  Click Submit.
· Scan the report for any student who has an _ (underscore) for a grade.  This means that no grade has been submitted.  Note the teacher, and make a list of teachers who need to be reminded to finish their grades, and give them a new deadline.
· Run the report again, to make sure that all grades have been submitted. Note, for some sections, there will not be a grade; for instance the lunch section, study hall, etc.
4.  Permanently Store Grades

      Please contact the Technology Department at ext. 6180 for more information as to how to complete this section.
5.  Print Verification Reports – Grades 6 - 12

· Create four folders within your network folder.  Name them PSQuarter 1, PSQuarter 2, PSQuarter 3 and PSQuarter 4. 
· Make sure that you are in the correct reporting period in PowerSchool.  From the PowerSchool Start page, click the Reports link.  Then click the Run Reports link.

· In the Student Listings section (towards the bottom of the page) click the Class Rosters (PDF) report link.

· You may run verification reports for one or more teachers. However, if you run the report for more than one teacher, you will need to print out the pages.  If you run the report for each teacher separately, you can save the report as a .pdf file, and then send it to the teacher for verification by email.

·  If you wish to run the report for one teacher, simply click on the teacher’s name.  For two or more teachers, hold down the Ctrl key while clicking on the names.  To select all teachers, click the first teacher, hold down the Shift key and click the last.  This selects them all.

· Leave the meeting boxes blank to select all the periods.

· To give the verification report a title of the teacher’s name, class section and course, key the following into the Heading Text field:

 ^(teachername) 

 ^(expression) 

  ^(coursename) 


· In the Roster Columns field, key in the following:

Lastfirst\Name\1.75\L

^(pg.final.grade;Q1)\Q1\.5\C

^(pg.final.percent;Q1)\Q1%\.5\C
· Click the Submit button.  When the report is finished running, click the Completed link.  
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· The system will ask you if you wish to open or save the report.  Click Save.  Save the report to the PSQuarter 1 folder.  If you are running the report individually for each teacher, name the report the teacher’s last name.  

Sample Report for Mrs. Bell:
[image: image5.png]Bookmarks.
Wow

S Bet, s
SA() - Lunchiaaisory 6 (40500 5579)
20 - Langusge s s (LAG005353)
A8 - Langusge At 5 LAGD0S1T)
OSI——p—
108 - Reaing 5 (FD500.554)
7A() - Resding 5 (F0800 5645)
ERI T ——

Bell, Mrs.
2(a)
Language Atts 6

Name.

[

dor Michall Marhew

B

e, Toevor W

)

Comen, Bt

E

e Rachel E

-

Fitzsmons, Alac

B

Gow, Tt ooegh

5

Gutall Michael

B

Fhage Zachary 1

E

il Audew D

5

Floyt, Valeis

olecask Bl

B

Tichay, Toseph M.

B

b, Cacey ®

Bl

ahoney, Nt D

B

aaley, Samanta

5

ODousl Semn

5

Ferss Naomi

Penons, Jensier

B

Rodiguer, Lusel

Rodsiguer, Natie M

B

St T

B

Tane Maria Fermanda ¥

Top Ryan T

%

Vs, Alexis

B

Villacis, Lecsardo

%0







· At this point, you may either:

· Print all pages and put them in the appropriate teacher’s mailbox for verification, or

· If you ran the report separately for each teacher, you can send them the verification as an email attachment.  

· It is the teacher’s responsibility to edit any grades that are incorrect or enter missing grades.  Be sure to give them a deadline by which grades need to be fixed.

6. Run Verification Reports – Grades K – 5
Run report cards by homeroom class.  See #8 below, and put them in each teacher’s maibox.  It is the teacher’s responsibility to edit any grades that are incorrect or enter missing grades.  Be sure to give them a deadline by which grades need to be fixed.

7.  Change an Individual Grade – If necessary
If you need to change an individual grade, you may do so:

· From the Start page, make sure that you are in the correct term.

· Search for the student whose grade you need to change.

· From the side menu list, click Historical Grades
· Change the Letter Grade for the subject

· Click Submit.
8.  Permanently Store Grades Again – If there have been any changes
See #4 above.
9. Calculate Honor Roll (Grades 6-12 only)
If you don’t have access to the System link from the main menu, you will need to contact the Technology Department at ext. 6180 to do this.

· From the Start page, click System from the main menu.

· Click the Calculate Honor Roll link.
· Enter the store code of the quarter:  Q1, Q2, Q3, or Q4, and click Submit.
· Click Submit.
10.  Run and Print Report Cards  (Grades 6 – 12)
· From the Start Page, make sure you are in the correct term.  Click the group of students for whom you would like to print report cards.  
· Use the down arrow under Select a function for this group of students to select Print Report.
· Use the down-arrow next to Which report would you like to print? to select the correct report for your school. 
· Select the order in which you would like to print.  
· If you wish to have a watermark on your report cards, from the drop down menu next to Watermark Text, select Custom.  Enter the name of your school (i.e. Huntley High School) in the box below the drop-down.  Select Watermark from the Watermark Mode drop-down field.

The screen should look something like this:
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· Click Submit.  When the report is completed, click on the Completed link, and save the file.  Then click Open.  Your report cards are ready to print.
11.  Run and Print Report Cards – Grades K – 5

· From the Start page, make sure you are in the correct term.  Click on the Teacher Schedules link.
· Click on the first home room teacher’s name. The teacher’s schedule will appear. Click on the number at the end of the Homeroom row.
· A list of students in the teacher’s homeroom will appear.  At the bottom of that list, click on the link that reads “Make this the current selection of students.”
· On the Group Functions screen, click on the Print Reports link.

· Use the drop-down arrow to select the specific grade report card.
· Select to print Alphabetical.
· If you wish to have a watermark on your report cards, from the drop down menu next to Watermark Text, select Custom.  Enter the name of your school (i.e. Mackeben Elementary) in the box below the drop-down.  Select Watermark from the Watermark Mode drop-down field.
The screen should look something like this:
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· Click Submit.  When the report cards are completed, click on the Completed link.  Your report cards are ready to print.  (You may save the file if you choose, and then click Open.)
12.  To Print Report Cards in Duplex Mode
      Elementary report cards will be two pages long.  
To print report cards back to back:

· Click File; select Print.

· Select the name of the printer/photocopier.

· Click on Properties.  Select the Finishing tab.

· From the drop-down menu under Print Style, select 2-sided printing.
· From the drop-down menu under Binding Location, select Short Edge (Top)
· Click OK twice.

13.  To Print or Reprint a Single Report card
· From the Start page, make sure you are in the correct term.  Then search for the student for which you would like to run a report card.
· Under the Enrollment section, click on the Functions link.
· Click on the Print Reports for this Student link.
· Select the correct report card for the grade or school.
· If you like, add a watermark of the school’s name.
· Click Submit.
14.  Mailing Labels for Report Cards (K – 5 only)
To print labels by class to put on report card envelopes for distribution:

· Open PowerSchool

· From the left menu, click Teachers Schedules

· Click on the name of the first homeroom teacher.

· In the Homeroom row, click the number in the Size column.

· A list of students in that homeroom will be appear.  Click the link below the names that reads Make this the current selection of students.

· Click the Print Mailing Labels link.

· From the drop-down list, select the Student Labels for Report Cards report:
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· Click Submit.

· When the report is completed, click the Completed link.

· Print on Avery 5160 labels.

· Repeat these steps for each homeroom teacher.

_______________________________________________________________________________

Please Note: [image: image9.png]



If you wish, you may print the labels for the entire school, or each grade level at one time; however, they won’t be sorted by teacher.

________________________________________________________________________________









Ongoing Final Grade always appears.











This setup is for 1st Quarter.  For second quarter, substitute Q2 for Q1, etc.
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