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Introduction

PowerGrade is the software employed by teachers at schools that use PowerSchool Student
Information System (SIS). PowerGrade is a full-featured grade-keeping application used to
record, report, and modify grades, attendance, and other related information.

PowerGrade sends grades, attendance, and assignment scores over a network to the
PowerSchool server at your school. The PowerGrade information is sent automatically to the
PowerSchool system whenever a teacher saves the information and connects to his or her
school's network. There is nothing else the teacher must do for the data to be stored in the
PowerSchool system.

PowerSchool manages the data entered by school administrators and by some teachers, and
is the repository for PowerGrade information. PowerSchool receives the information from
PowerGrade, and then stores it for daily administration and management.

Who Develops PowerGrade?

PowerSchool, a division of Pearson School Systems, develops PowerGrade and PowerSchool
Student Information System (SIS). PowerSchool is a Web-based student information system
that tracks student records and progress. School administrators and teachers enter data into
PowerSchool, and the system stores it. Parents can monitor their child's progress and learn
about school activities through PowerSchool.

PowerSchool manages many types of information, including grades, attendance records,
school schedules, class schedules, daily bulletins, lunch balances, and citizenship and student
schedules.

How are PowerGrade and PowerSchool Related?

It is important to understand that PowerGrade and PowerSchool are not the same application.
Teachers use PowerGrade to record grades and take attendance. The data in PowerGrade is
automatically sent to the PowerSchool server whenever a teacher saves the information. The
teacher does not need to do anything else to store the data on that server.

PowerSchool is a server that manages the data entered by school administrators and teachers.
Think of it as a parent to PowerGrade. PowerSchool receives the information from PowerGrade
and stores it for daily administration and management.

Parents can log in to PowerSchool to check their child's progress. PowerSchool sends class
rosters to teachers through PowerGrade at the beginning of each term and notifies them when
a student is added to a class. Teachers that use PowerGrade may not need to use the
PowerSchool server, except to automatically transfer information.

Introduction Copyright © 2006 Pearson Education. All rights reserved. 11



PowerSchool PowerGrade User Guide

What is the Process by Which PowerGrade is Implemented?

The following outlines the process by which PowerGrade is implemented. As the PowerSchool
administrator, before teachers and staff can begin using PowerGrade, you will want to perform
the following:

* Implement PowerSchool

* Configure PowerGrade Settings in PowerSchool

* Communicate PowerGrade-related policies and procedures to teachers and staff
* Download PowerGrade

* Install PowerGrade on teacher's computers as well as on the training computers
* Download PowerGrade documentation

* Make PowerGrade documentation available to teachers and staff

* Configure PowerGrade Settings in PowerSchool

For detailed information, visit the PowerSchool Customer Support Web site. Go to
https://support.powerschool.com/, navigate to Implementation, and select the
implementation process that applies to you.

PowerGrade Features

The PowerGrade electronic attendance and grading system does more than simply track
progress —it helps motivate students and involve parents in their children’s success.

Assignments and Grades

With PowerGrade, you can track grades and assignments, organize them by category and
include standards grades. Scores can be based on weighted percentages or total points.
Register the grades as numbers, letters, exempt, or unrecorded.

* Unlimited class sizes and number of assignments.

* Final grades based on weighted percentages or total points.

* Fully definable grade scale and grade symbols.

* Scores recorded as numerical or letter grades, or marked as exempt or unrecorded.
* Ability to drop any number of low scores from any category of assignments.

* Easy recording of extra credit assignments.

Attendance

PowerGrade helps you expedite attendance tasks. Full-featured tools include a drag-and-drop
photo seating chart that records attendance.

* Drag-and-drop seating chart.

Introduction Copyright © 2006 Pearson Education. All rights reserved. 12
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* Full-featured attendance keeping.

* Ability to generate progress reports of cumulative student grades at any time.

Automation

PowerGrade performs automatic updates and backups to prevent data loss among users.
Grades, attendance, and citizenship data can be automatically delivered to school
administrators and parents via the PowerSchool server.

* Automatically self-updates with each new version of PowerGrade.

* No time-consuming reentry of data for class rosters, attendance codes, and student
information.

* Automatic and transparent uploading of attendance, grades, citizenship, and other
student information to the PowerSchool server.

* Automatic backup of all data to the PowerSchool server.

* Automatic delivery of grades, attendance, citizenship, and other student information to
school administrators and parents via the PowerSchool server.

Reports

Create custom reports, and view and print individual reports. Easily transfer student names,
scores, and grades to word processors and spreadsheets.

* View and print reports.

* Copy student names, scores, and grades from PowerGrade to word processors and
spreadsheets.

* Name and define your own reports; PowerGrade remembers exactly how you want your
reports so you do not have to recreate them.

* Export names, IDs, scores, grades, and reports to a text file that is easy to import into
standard spreadsheet and word processing applications.

Resources

The following resources are available to assist you with PowerGrade: PowerGrade Online Help,
PowerGrade User Guide, PowerGrade Quick Reference Card, PowerSchool Customer Support
Web site, and PowerSchool Technical Support.

In addition, be sure to check out the sections “Frequently Asked Questions,” “Troubleshoot
PowerGrade,” and “Glossary.”

Introduction Copyright © 2006 Pearson Education. All rights reserved. 13
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PowerGrade Online Help

When working in PowerGrade, click the Help icon, which looks like a question mark, to display
context-specific help. The help appears in a Web browser. There, you can click the A-Z Index
tab for an alphabetical list of topics or Topic Index for a list of topics organized by subject.
PowerGrade Help is updated as the application is updated.

PowerGrade User Guide

A print-ready version of PowerGrade online help, the “PowerGrade User Guide,” is available on
the PowerSchool Customer Support Web site. You will need Adobe Acrobat Reader to view
the user guide.

PowerGrade Quick Reference Card

Also available on the PowerSchool Customer Support Web site, is the “PowerGrade Quick
Reference Card,” which lists tips, tricks, and shortcuts for PowerGrade's most frequently used
features, including attendance, assignment categories, assignments, reports, and shortcuts.
Keep a copy of the quick reference card near the workstation where you use PowerGrade.

PowerSchool Customer Support Web Site

The “PowerGrade User Guide” and “PowerGrade Quick Reference Card” are located on the
Support site, as well as Release Notes (descriptions of new features and functions by version),
archived Tech Notes, tutorials, the knowledgebase, downloads, and links to training
opportunities. Each of these provides a wealth of information.

To access this site, go to https://support.powerschool.com/. You will need a username and
password to log in. If you do not have a username and password, see your PowerSchool
administrator.

PowerSchool Technical Support

PowerSchool's Technical Support team is comprised of seasoned Support professionals who
have successfully completed advanced product support training. The Support team is available
to assist you with technical problems, general questions about the PowerSchool application,
best practices advice and other product support needs.

The Technical Support center is staffed Monday through Friday from 4:00 a.m. to 5:00 p.m.
Pacific Standard Time.

Telephone Support

The Technical Support team can be reached by phone at (866) 434-6276. Calls are answered
in the order they are received. Please have your customer number ready. You will be asked for
your name to check it against the authorized Technical Contacts allowed for your district. The
Technical Support team only provides assistance to authorized Technical Contacts.
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Your call will be routed to a Technical Support Specialist. If technical support resources are not
immediately available, you may follow the prompts to divert your call to voicemail. The voice
mail queue is checked regularly throughout the business day. The next available Technical
Support Specialist will return your call upon receiving your voice mail. When leaving voice mail,
please include your name, customer number, phone number where you can be reached, and a
brief description of your issue.

Email Support

You are always welcome to send your questions via email to support@powerschool.com. The
service level agreement indicates a 24-hour response time to emails (during the normal
business week).

Note: One advantage of emailing support is that you have an answer in writing and can archive
the response for future reference.

Self-Service

You may also submit Support cases via the self-service area on the PowerSchool Customer
Support Web site at https://support.powerschool.com/techsupport/selfservice.do. The
self-service area provides a convenient way to log cases whether you are in your office, at a
school site, or another remote location. Through the self-service area, you have the ability to
view archives of all cases, whether open or closed.

Introduction Copyright © 2006 Pearson Education. All rights reserved. 15
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Installation

Before installing PowerGrade, it is important to read through the instructions for your computer
before starting. If you are not comfortable using computers or if you do not know if the
application has been installed on your computer, contact your PowerSchool administrator.
Everyone installing PowerGrade must verify system requirements and download the
application. After installation, complete all steps in the setup process.

System Requirements

Before installing PowerGrade, verify that your computer meets the minimum system
requirements. If you are not sure about your computer's capabilities, contact your
PowerSchool administrator. System requirements are posted on the PowerSchool Customer
Support Web site. Go to https://support.powerschool.com/ and navigate to Documentation
> System Requirements > PowerGrade System Requirements. You will need a username and
password to log in.

Required Information

Obtain the following information prior to installing or upgrading PowerGrade:
* PowerSchool Customer Support Web site Username and Password
* PowerSchool Server’s IP Address
* PowerSchool connectivity key

* Data file to be migrated, if applicable

Download PowerGrade

Before downloading PowerGrade, make sure you have the minimum system requirements. For
more information, see the section “System Requirements.”

When you install PowerGrade, all the necessary files download to your local computer from
either the PowerSchool Customer Support Web site or PowerSchool Teacher. All users must
complete one of the following procedures.

How to Download PowerGrade from the Support Web Site

To download PowerGrade from the PowerSchool Customer Support Web site, you must have
a username and password. Contact your PowerSchool administrator for this information.

1. Open your Web browser to the PowerSchool Customer Support Web site at
https://support.powerschool.com/ and navigate to Documentation > Downloads.

Installation Copyright © 2006 Pearson Education. All rights reserved. 16
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2. On the Downloads page, click the version of PowerGrade that is compatible with your
version of the PowerSchool server application. The download process begins.

Note: For a list of compatible PowerGrade/PowerSchool combinations, see the
knowledgebase article “Article 4277” on the PowerSchool Customer Support Web site.

3. Save PowerGrade to a location on your computer.

Note: Depending on your Web browser, different pages appear.

How to Download PowerGrade from PowerSchool Teacher

To download PowerGrade from PowerSchool Teacher, you must have a username and
password, and you must know the address of PowerSchool Teacher on your PowerSchool
server. Contact your PowerSchool administrator for this information.

1. Open PowerSchool Teacher using the PowerSchool Teacher URL for your school, or
launch PowerSchool Teacher directly from PowerGrade by choosing Utilities > Launch
PowerSchool Teacher. The PowerSchool Teacher Log On page appears.

2. Enter your username in the first field.

3. Enter your password in the second field. The characters appear as asterisks (*) to
ensure greater security when you log in.

4. Click Enter. The PowerSchool Teacher start page appears.
5. Choose PowerGrade from the main menu.

6. On the PowerGrade Download page, click the link of the appropriate PowerGrade file.
PowerGrade saves to a location on your computer.

Note: When you finish your work in PowerSchool Teacher, it is important to log out.
You can do so from any page in the system. Simply click Logout in the navigation bar.
The Log On page appears. You must enter your username and password again to
redisplay the PowerSchool Teacher start page.

Install PowerGrade

Install the files that you downloaded from the Web using the procedure “Download
PowerGrade.” Complete the instructions for your specific type of computer.

How to Install PowerGrade for Macintosh

If you are using a Macintosh operating system, a file named after the current version of
PowerGrade saves to your computer during the download. Use the following procedures to
install PowerGrade.

Note: You may need to un-stuff the downloaded file before opening the PowerGrade setup file.

1. If you downloaded an installer file, double-click the PowerGrade installer file. Otherwise,
skip to step 3.

Installation Copyright © 2006 Pearson Education. All rights reserved. 17
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[PowerGrade Installer |

Note: If prompted, select the option to install a new instance of PowerGrade or update
a prior version.

2. Click Install. PowerGrade installs to the specified location.

Note: If you update a prior version of PowerGrade, click OK to allow PowerGrade to
search for earlier versions.

3. Double-click the PowerGrade setup file at the specified location, such as PowerGrade
or “pgd.comp,” if necessary. If you do not already have a data file, the Open Data File
window appears. If you already have a data file, you can begin using PowerGrade.

Open Data File
Show: Data File =
From: _iMacintosh HD =
— Macintosh HD b ¢
Qs Network I
[
System
System Folder |
Temporary ltems ‘
{ A
A Users v
New...
Goto
" Add to Favorites “ Cancel

4. Click New to open a new data file or locate and select an existing data file. If selecting
an existing data file, continue to the section “Set Up PowerGrade.” The “Create a data
file...” window appears.

Create a data file...
Save As: pg3.6dll.data
Format: Data File -
Where: |~ PowerGrade 3.6 Folder " -
( Split...
“Cancel ) FSave )
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5. Enter the data file that stores grades, such as grades.data, grades99-00.data, or

mygrades.data.

6. Click Save. The PowerGrade installation is complete. Continue to the section “Set Up

PowerGrade.”

How to Install PowerGrade for Windows

If you are using a Windows operating system, a file named “Setup.exe” downloads to your
computer. Use the following procedures to install PowerGrade on your PC.

Note: Search for the setup file if you cannot locate it on the desktop.

1. On the desktop or other location specified when downloading, open the PowerGrade
installation file, which ends with “.exe”. The PowerGrade Setup program starts.

Wedsone nthe Fosstiade Seup poctan Ths poctan <ol
Fomalaials on 2o conp e

Itis srongy 1ezormmendac that vou st ol VWindovs progams before
arnngthi: Ssp preian

Chek Coned o qut Setup and thea chose aw pografie wou e sreng
Uk Mt o cosdrns <Ih e Selun progam

WARNING. The prograr & probeciad by copsrigh! lam s nismslons
Teates,

L tboniead oncd udioe o Ceanioedion o e progren, o anp podioe of i
may read ©ocevere cwland cirminel peoshiss. and vall bs prosecded o
de macun seacl porsbie urds: I,

3 | Hedt> Conel I

x|

Note: If any other applications are open, close them if instructed to do so and continue
the installation process.

2. Click Next. The Choose Destination Location window appears.

Choose Destination Location

Setp vl nstall FovoiSade n = loksrg dacloy
To et jothe creciay. chck Nast
Toinstal 1o 8 difecart deactoy, chok Brovne 2nd taleact ancther crecioo

Youcan choose rol 3 et PossGrade, by cickng Cancel 1o a8t Sevp

Destiraton Diacloy
]C:"l"'ogr\ Fies\PoveersccclPoseiGrads Eaxees, ’

SpaczsReqassl TESEHE
Spasasvadals 11K

<Bacx i Ned> Carxcel ]

Note: To install the software to another directory, click Browse and select it. In either
case, make a note of the directory.

Installation
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3. Click Next. The Ready To Install window appears.

Ready To Install g x|

Setp noe has eacgh idfoimalon to stat retallng PosalGiade

EH Back o maks any chengss belos cortirnarg Chck Cance o eed
LN =%

<Bacx | Hed> Coarnel ]

4. Click Next. The setup program finishes the installation process. The Finished window
appears.

Chek O 1o o 19z Sedup

5. Click Close.
6. Click Start in the lower left corner of the desktop.

7. Choose Programs > PowerGrade > PowerGrade. If you are installing PowerGrade for
the first time or if you do not have a data file, the Open window appears. If PowerGrade
found a data file, you can begin using PowerGrade.
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8. Click “New...” to open a new data file or locate and select an existing one. If selecting
an existing data file, continue to the section “Set Up PowerGrade.” If creating a new

data file, the “Create a data file...” window appears.

Creste o data e TN
Save i |4 Poweiinade > « 8crE-

21X

] wrrinie

Fizpanx m _'.l
=

S e [Dda Fie (" 4ac|

9. Enter the data file name that stores grades, such as grades.data, grades99-00.data, or

mygrades.data.

10. Click Save. The PowerGrade installation is complete. Continue to the section “Set Up

PowerGrade.”

Set Up PowerGrade

Use these instructions to set up PowerGrade at your workstation. All users must complete this

procedure after completing the procedure “Install PowerGrade.”

Installation Copyright © 2006 Pearson Education. All rights reserved.
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How to Set Up PowerGrade

After you install PowerGrade and start the application for the first time, you need to configure
it.

Note: During this process, if the PowerGrade Online Help folder cannot be found, you will be
prompted to manually locate and select the folder.

1. Inthe Step 1 PowerGrade Setup window, enter the PowerSchool server |IP address for
your school.

Note: If you do not know the IP address of your server, contact your PowerSchool
administrator. Without this information, PowerGrade cannot communicate with the
PowerSchool server.

0606 PowerGrade Setup

Welcome to PowerGrade!
To set up your PowerGrade software properly, |
need a few pieces of information from you.

First, enter your PowerSchool Server LP. Address
below:

17.101.116.121

(If you don't aiready have this information, you can
get it from your network administrator.)

Quit | { Continue )

2. Click Continue. The “Select a School” window appears if more than one school uses
your server. If the window does not appear, skip to Step 4.

Select a School

Selectyour school from this list:

Apple Grove High Schoo

Apple Grove Middle School @
Central High School

Discovery High School

ACHS Summer

Enterprise High School

Franklin Middle School

Pioneer Middle School

Intermediate 15 (7+1) AB

Mid HS (6-12) 4 + 6 Schedule 400

€O UC trandifiad hiaclk) CAN

( cancel ) £ OK )
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3. Click OK. The “Select a School Year” window appears if more than one school year

PowerGrade User Guide

exists on your server. If the window does not appear, skip to Step 5.

Select a School Year

Select a school year from this list:

2001-2002
2002-2003
2003-2004
2004-2005
2005-2006

( Cancel ) MK««»)

4. Click OK. The Step 2 PowerGrade Setup window appears.

."\06

PowerGrade Setup

Select your name from this list:

Abram, Michael

Adams, Mark B m
Alldradge, Christopher
Bowe, Sheidon K
Brachemyer, Dan
Bryant, Renata L
Burnside, Stanley M
Cafeteria, Staff

Carlson, Steven N
Derringer, Malcom B
Dombeck, Bartolomeu E
Edwards, Karrie H
Finton, Linda J

Foreign Lang, TBH

'\ Back /» ( Continue )

5. Click your name on the list.

6. Click Continue. The Step 3 PowerGrade Setup window appears.

Installation Copyright © 2006 Pearson Education. All rights reserved.
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PowerGrade Setup

You're almost done!
] Enter your PowerSchool connectivity key:

monkey

If you don’t know your PowerSchool connectivity
key, ask your network administrator.

( Back ) ( Continue )

B A s SASAssnasssiindll
7. Do one of the following:

* Enter the PowerSchool connectivity key given to you by your PowerSchool
administrator. If you do not remember the PowerSchool connectivity key, contact
your PowerSchool administrator. For more information, see the section
“Connectivity Key.”

Note: This is not the same as the PowerGrade password, which opens the

PowerGrade application on your computer. For detailed information, see the section

“PowerGrade Lock Function.” For more information on the relationship between
PowerSchool and PowerGrade, see the section “How are PowerGrade and
PowerSchool Related?”

* If your PowerSchool administrator did not assign you a PowerSchool connectivity
key, leave this field blank.

8. Click Continue. The “Restore Data” window appears if any PowerGrade setup data
exists on the PowerSchool server. Select the “Use your existing setups” checkbox to
restore existing setup data, which downloads all classes’ final grade setups, grade
scales, assignments, categories, scores, final grades, citizenship grades, and notes to
the new data file. Or, you can leave the checkbox blank if you do not wish to download
previous setup data. If the window does not appear, skip to Step 9.

Note: If you correctly enter the PowerSchool connectivity key, it is then encrypted and
transmitted to the server. If you incorrectly enter the PowerSchool connectivity key, a
message appears prompting you to quit.

Installation Copyright © 2006 Pearson Education. All rights reserved.
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PowerGrade Setup

Restore Data

@ Use your existing setups
Retrieve all classes’ final grade setup, grade scales,

assignments, categories, scores, citizenship and
notes from PowerSchool server

9. Click Continue. A message appears indicating that PowerGrade is communicating with
the PowerSchool server. The class rosters, schedules, and other information download
from the server.

10. Click OK when your classes become available.

Your classes are now available to you. Use
the 'Classes’ menu to access them.

Auto-Update PowerGrade

When PowerGrade Auto-Update is enabled, PowerGrade updates itself automatically as new
versions are released. Upon closing a class for the first time, PowerGrade checks for new
versions. If a new version is available, an update notification appears.

How to Ensure Auto-Update is Set Up Properly In PowerSchool

In PowerSchool, the PowerSchool administrator enables PowerGrade auto-update by
performing the following procedure:

1. On the start page, choose System from the main menu.

2. Click PowerGrade Settings. The PowerGrade Settings page appears.
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3. Click PowerGrade Download/Auto Update. The PowerGrade Download/Auto Update
page appears.

4. Select the “Enable PowerGrade auto update” checkbox to automatically update
instances of PowerGrade to the latest version when they connect to the PowerSchool
server.

5. Click Submit. Once auto updates are enabled, version numbers appear.

Note: If this checkbox is not selected, PowerGrade installer versions display as “0.0.0”.

How to Ensure Auto-Update is Set Up Properly In PowerGrade

If PowerGrade auto-update is enabled in PowerSchool, you too can enable PowerGrade auto-
update in PowerGrade by performing the following procedure:

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

Click the General tab, if necessary. The General tab appears.
3. Select the “Update automatically” checkbox.
Click OK.

How to Update PowerGrade

Once auto-update is enabled in PowerSchool and in PowerGrade, you can use the following
procedure to update PowerGrade:

1. In PowerGrade, open a class. For detailed information, see the section “How to Open a
Class.”

2. Edit class information as needed. For detailed information, see the section “Classes.”

3. Close the class. For detailed information, see the section “How to Close a Class.” A
message appears indicating that a newer version of PowerGrade is available.

4. Click Yes to download the installer. Once the file is downloaded, the PowerGrade
application shuts down and the installer launches.

5. From the PowerGrade installer window, choose Update... from the pop-up menu if it is
not already selected. If multiple instances of PowerGrade are installed on the
workstation, make sure you are updating the correct installation. If you are not sure
which instance is the right one to update, contact your PowerSchool administrator or
PowerSchool Technical Support.

6. Click Install. The installer proceeds by updating your local copy of PowerGrade.
7. Click OK to confirm the update of the selected installation.

8. Click Update to confirm your choice. The installer updates the PowerGrade installation.
When finished, a dialog appears stating that the software was successfully installed.

9. Click Quit.
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10. Re-launch PowerGrade.

PowerGrade User Guide

11. Verify the update was successful by confirming the new version number:

* (Mac) From the PowerGrade menu, choose About PowerGrade.

* (Windows) From the Help menu, choose About PowerGrade.

Installation Copyright © 2006 Pearson Education. All rights reserved.
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The Basics

Launch PowerGrade

After you initially install and configure PowerGrade, use the following procedure to launch
PowerGrade.

How to Launch PowerGrade

1. Locate the PowerGrade application either on your desktop or other location specified

during installation.
()

2. Double-click the PowerGrade icon w PowerGrade launches. The PowerGrade
toolbar appears at the top of your screen.

PowerGrade File Edit Utilities Reports Windows Classes Help

Note: If the PowerGrade Lock function is enabled, you will need to enter your
PowerGrade password and click OK. For more information, see the “How to Unlock
PowerGrade Upon Launching.”

Once you have launched PowerGrade, you can then begin working with your classes.

Work Online/Offline

By default, PowerGrade automatically attempts to connect to the PowerSchool server.
Provided that a good connection exists with the PowerSchool server, a green Online button
appears in the right-hand corner of the class toolbar.

ana Malar = Sarkbege 1Al

[ =17
" b = ) R A Cyweriadrn ik TR T
e ' ' oS AN
-4 N ¥ Fegdiaxn LAY
“QUlgwan wara e w's

Claii Wi —rxy - v

Note: Upon opening a class, if the button text appears as Offline in red, a connection has not
been established with a PowerSchool server.

At times, you may prefer to work offline. When working offline, the entries for that PowerGrade
session store on your local computer only; they are not sent to the PowerSchool server. This
option allows you to work remotely without the computer trying to reach the PowerSchool
server.

Working offline affects only your current session of PowerGrade. The next time you log in, the
system automatically establishes a connection and communicates with the PowerSchool
server. The offline entries automatically upload to the PowerSchool server.
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Note: If you work offline on a different computer, remember to take a copy of your edited data
file back to school to replace the file on the school computer.

How to Work Offline

When you want to work offline without communicating with the PowerSchool server, do one of
the following:

* If you do not have a class open choose File > Work Offline. The Work Offline menu item
then appears with a checkmark next to it.

* If you do have a class open, click the green Online button . The red Offline
button then appears in its place.

How to Work Online

The server connection is tested when changing from a state of offline to online. If the
connection is invalid, a message appears indicating the server is offline and to please contact
your PowerSchool administrator for assistance.

When you want to work online, do one of the following:
* If you do not have a class open choose File > vV Work Offline. The Work Offline menu
item then appears without a checkmark next to it.

* If you do have a class open, click the red Offline button . The green Online

button then appears in its place.

Shut Down PowerGrade

Use the following procedures to shut down your session of PowerGrade. Shutting down
PowerGrade saves information, creates a backup, and quits the open session.

How to Shut Down PowerGrade

Though you can shut down PowerGrade when no classes are open, the following procedure
assumes that you finished working with a class, and now you want to quit PowerGrade.

1. To save your work, choose File > Save.

2. Choose File > Make Backup. A copy of the data file is stored on the PowerSchool
server. A message appears indicating the data was successfully backed up.

Note: PowerGrade sends your entire data file to the backup folder on the PowerSchool
server. If your local computer crashes, you can retrieve your data file from the backup
quickly and easily. PowerGrade notifies you when the backup process completes.

3. Click OK.
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4. On the class spreadsheet, choose File > Quit. The class closes and the application
shuts down. If you have a connection to the PowerSchool server, PowerGrade
automatically sends any grades or assignments you entered to the PowerSchool server
for review by school administrators and parents.
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Security

PowerGrade provides different levels of security to protect the confidential information stored
in PowerGrade, whereby when enabled, makes the confidential information stored in
PowerGrade inaccessible to unauthorized users.

PowerGrade Lock Function

The PowerGrade Lock function is intended to provide you with the ability to secure your
PowerGrade data file in the event that you need to leave your computer unattended.

Note: This is not the same as the PowerSchool connectivity key, which you may be required to
enter the first time you start PowerGrade. For detailed information, see the section
“Connectivity Key.” For more information on the relationship between PowerSchool and
PowerGrade, see the section “How are PowerGrade and PowerSchool Related?”

Setup

To enable the PowerGrade Lock function, you must select the “Use password at Startup and
for Screen Lock” checkbox and establish a PowerGrade password and on the General
Preferences window.

How It Works

Once enabled, the system prompts you to enter your PowerGrade password each time you
open PowerGrade. If you need to leave your computer unattended during a PowerGrade
session, use the PowerGrade Lock function to lock and unlock your computer.

Note: The PowerGrade Lock function works independently of the connectivity key and can be
used whether working in online or offline mode. For more information, see the section
“Connectivity Key” and “Work Online/Offline,” respectively.

How to Set Up the PowerGrade Lock Function

Use this procedure to enable the PowerGrade Lock function and to establish your Powergrade
password.

1. Choose Utilities > Lock PowerGrade. A message appears indicating that the screen
cannot be locked until password protection is enabled.

Note: If you do not have a class open and the key combination is not otherwise used,
you can also press and hold COMMAND (Mac) or CONTROL (Windows) and press L.
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,-;?\
A The screen cannot be locked until :
password security is enabled.
Would you like to enable security now?
€ No ) Yes
2. Click Yes. The General tab appears in the Preferences window.
|80 Preferences

PowerGrade User Guide

] Gaunl] Display | Seores | wovmcation | rowersenool | Artesdance |

Secerity

Teacher rame Change Password |
1J1a patzwsrd 37 S12men ang far Screen Lock

Auto-Save Auto-Updare

W Acto-save swiry 30 winstes W] Lodue wromacaty
Auto-Sackup
M ssrn-backspewry [ 1 S8)dws  Mestsedan. 107192005

Tinal Coacle Optican

Oecimadn are: ) Poundes 7) Trancamd 9 this mary places

Detmis Bapartng Fimal Grade: a & Une Avwrages
Auto-Abbreviation Concurrent Attendance

W runo atbreviane Assignmescs ard categornes ) Comcurrent Attendance

( Cancel | £ OK )

3. Click Change Password. The Password window appears.

New Password:

Confirm:

. Cancel . HH

4. Enter a new password. Confirm the password by reentering it in the Confirm field.

Security
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- )

New Password: eeeese

Confirm: eeeeed

( cancel ) € Ok )
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5. Click OK. A message appears indicating that the password has been changed.

6. Select the “Use password at Startup and for Screen Lock” on the General tab.

7. Click OK to return to the previous window.

How to Change Your PowerGrade Password

Once the PowerGrade Lock function is initially enabled, you can use this procedure to change
your Powergrade password.

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the General tab, if necessary. The General tab appears.

(- Xaka Preferences

l General | Display [

Secerity

seores | wowmcation | Fowerscnool | Artesdance |

Teacher name Change Password |

I}14 patTiesed 3 STmAn A0S far Sereen Lock

Auto-Save

Auto-Updare
W Actoosaveeiiry 30 winetes

W) Updaic wtomaicaty

Auto-Backup

W Asra-backep every s Mext uckas. 10/19/2005
Tinal Conde Optioan
Oecirmain are: ) Roundes i rancated dhis manmy phaes

Detauss Bapartng Tieal Grada T | Use Axwrages

Auto-Abbreviation Concurrent Attendance

!7 At - abbreviane assignmescs ard categones Concurrent Attendance

( Cancel | € OK )

3. Click Change Password. The Password window appears.

Security
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New Password:

Confirm:

( Cancel ) 6*0!(*3

4. Enter a new password. Confirm the password by reentering it in the Confirm field.

-3 )

New Password: eeeese

Confirm: eeeeed

( Cancel ) € OK )

5. Click OK. A message appears indicating that the password has been changed.
6. Select the “Use password at Startup and for Screen Lock” on the General tab.

7. Click OK to return to the previous window.

How to Unlock PowerGrade Upon Launching
Use this procedure to enter your PowerGrade password when initially opening PowerGrade.

1. Locate the PowerGrade application either on your desktop or other location specified
during installation.

2. Double-click the PowerGrade icon @ PowerGrade launches. The PowerGrade
toolbar appears at the top of your screen.

PowerGrade File Edit Utilities Reports Windows Classes Help

When the PowerGrade Lock function is enabled, The Password window appears.

Password:

Caut ) oD

Security Copyright © 2006 Pearson Education. All rights reserved. 34



PowerSchool PowerGrade User Guide

3. Enter your password.

Password: eeeececcse

Quit ) EoKka)

4. Click OK. Once you have launched PowerGrade, you can then begin working with your
classes.

How to Lock PowerGrade During a Session

If you are not ready to quit PowerGrade, use this procedure to lock PowerGrade to maintain
your students' privacy and to guard against unwanted changes to students' grades or other
records.

1. Choose Utilities > Lock PowerGrade or if you do not have a class open and the key
combination is not otherwise used, you can press and hold COMMAND (Mac) or
CONTROL (Windows) and press L to access the Password window. The Password
window appears.

Password:

Quit ) G0k

Note: If you did not set a password, a message appears indicating that the screen
cannot be locked until password protection is enabled. See the section “Set Up the
Lock Function.”

A The screen cannot be locked until
password security is enabled.
Would you like to enable security now?

No ) € ves )
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2. Enter your password.

Password: eeeeeccse

Quit ) £ oK 3

3. Click OK.

How to Unlock PowerGrade During a Session

When you are ready to return to PowerGrade, follow the same steps as “How to Lock
PowerGrade During a Session.”

Connectivity Key

The connectivity key communicates with the PowerSchool server. It prevents those without
proper authorization from downloading your classes from the server and making changes to
items such as grades and attendance.

Note: This is not the same as the PowerGrade password, which opens the PowerGrade
application on your computer. For detailed information, see the section “PowerGrade Lock
Function.” For more information on the relationship between PowerSchool and PowerGrade,
see the section “How are PowerGrade and PowerSchool Related?”

Setup

Your PowerSchool administrator enables the connectivity key on the server by selecting the
“Require PowerGrade users to use a security key for connecting to the PowerSchool server”
checkbox on the PowerGrade/PowerSchool Connectivity page. Then, the connectivity key
password is established using the Security Settings page.

How It Works

Once enabled, you will be required to enter your PowerSchool connectivity key the first time
you start PowerGrade. If you do not remember you PowerSchool connectivity key, contact
your PowerSchool administrator. In the meantime, you may still launch PowerGrade. However,
it will only operate in offline mode until you are able to obtain the PowerSchool connectivity
key. For more information, see the section “Set Up PowerGrade” and “Work Online/Offline,”
respectively.

Note: Your school may not elect to enable the connectivity key. If so, you will not be required
to enter a connectivity key the first time you start PowerGrade. For more information, see the
section “Set Up PowerGrade.”

Security Copyright © 2006 Pearson Education. All rights reserved. 36



PowerSchool PowerGrade User Guide

How to Change the Connectivity Key

If you change your PowerSchool connectivity key, you run the risk of disabling your
PowerGrade account. Only make changes to this setting under the direction of your
PowerSchool administrator.

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the PowerSchool tab. The PowerSchool tab appears.

eor Preferences

[ General | Display | Scores | Noufication I PowerScheol | Artendance | :

Powerschool Server

Server 170116125

Change Caanectivity Key

Path of Current Data Fie

Aatimosh HOWpplications: ParmerCrade gamergrade. data

Cancel ) 0K

3. Click Change Connectivity Key. The Password window appears.

New Password:

Confirm:

( Cancel ) G—OK—)

4. Enter a new password. Confirm the password by reentering it in the Confirm field.

New Password: eeeese

Confirm: eeeeed
( Cancel ) € OK )
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5. Click OK. A message appears indicating that the password has been changed

LDAP

LDAP (Lightweight Directory Access Protocol) functionality enables administrators to establish
a single source for securely managing authentication for all users on the district network.

In order for PowerSchool to authenticate users using an LDAP directory server, the LDAP
directory server must be configured within PowerSchool. Once configured, the LDAP directory
server synchronizes the login IDs stored in PowerSchool’s database with the login (user) IDs
stored in your LDAP directory server. For a user to successfully authenticate in PowerSchool
using LDAP, the login ID must match in both PowerSchool and the LDAP directory server.

Note: LDAP support for PowerGrade is only available with PowerSchool version 5.1 and later.
For more information, see the “LDAP User Guide.”

Setup

Your PowerSchool administrator must configure LDAP on the server using the LDAP Directory
Setup page. This page includes the “Require Enable LDAP for PowerGrade” checkbox. If
selected, PowerGrade uses the LDAP directory server to synchronize and authenticate
PowerGrade users passwords.

Note: SSL is not required to use LDAP with PowerGrade.

How It Works

Once enabled, you will be required to enter your PowerSchool LDAP password the first time
you start PowerGrade. If you do not remember your PowerSchool LDAP password, contact
your PowerSchool administrator. Unlike the connectivity key, you may not launch PowerGrade
if you do not have an LDAP password.

Note: Your school may not elect to enable LDAP. If so, you will not be required to enter an
LDAP password the first time you start PowerGrade.

How LDAP Works with the PowerGrade Lock Function and the Connectivity Key

The following outlines how LDAP works with PowerGrade and the different levels of security
within PowerGrade:

LDAP Enabled

* When LDAP is enabled, Basic authentication is used. The username and password are
encrypted using TwoFish encryption.

*  When LDAP is enabled, teachers cannot log on to PowerGrade without their LDAP
password. This differs from the connectivity key, which allows teachers to launch
PowerGrade in offline mode when the connectivity key is unknown.
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*  When LDAP and the connectivity key are both enabled, any currently active
PowerGrade sessions continue to use the connectivity key for the remainder of the
session. Upon restart, PowerGrade uses LDAP.

* When working in online mode, if LDAP and the PowerGrade Lock function are both
enabled, PowerGrade uses LDAP upon restart.

*  When LDAP and the PowerGrade Lock function are both enabled and there is no
connection to the server upon launch, only the PowerGrade Lock function is used.

LDAP Disabled
*  When LDAP is not enabled, Digest authentication is used.

* |If LDAP is disabled and a connectivity key is enabled, any active PowerGrade sessions
switch to using the connectivity key. Active PowerGrade users who do not have a
connectivity key stored in PowerGrade will experience authentication errors.
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Preferences

8.

Preferences

You can personalize PowerGrade to fit your work style. You can set all, none, or
any combination of these preferences. To access the Preferences window, choose File >
Preferences (or click the Preferences icon on the class spreadsheet). When you are finished
setting your PowerGrade preferences, click OK.

Note: It is not necessary for a class to be open when you set preferences. Preferences concern
your data file, not specific classes. Setting preferences are optional.

This section includes the following topics:
* General Preferences
* Display Preferences
* Scores Preferences
* Notification Preferences
* PowerSchool Preferences

e Attendance Preferences

General Preferences

Define general preference settings on the General tab. For example, you can change your
password or determine the number of decimals used for your grades.

How to Define General Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the General tab, if necessary. The General tab appears.
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3. Use the following table to enter information in the fields:

Field

Description

Teacher name

Enter your name as you would like it to appear on reports.

Use password at
Startup and for
Screen Lock

Select this checkbox to enable the PowerGrade Lock function.
For detailed information, see the section “PowerGrade Lock
Function.”

Change Password

If the “Use password at Startup and for Screen Lock"
checkbox is selected, click this button to establish or change
your Powergrade password. For detailed information, see the
section “PowerGrade Lock Function.”

Note: This is not the same as the PowerSchool connectivity
key, which you may be required to enter the first time you start
PowerGrade. For detailed information, see the section
“Connectivity Key.” For more information on the relationship
between PowerSchool and PowerGrade, see the section “How
are PowerGrade and PowerSchool Related?”

Auto-Save

This option guards against power surges or other interruptions
that may keep you from saving your work.

Select the “Auto-save every [blank] minutes” checkbox if you
want the system to save a copy of your work to your local
computer and another copy to the PowerSchool server at
specified intervals.

Enter the number of minutes between auto-saves. Every 30

Preferences
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Field

Description

minutes is the default and recommended setting.
Note: When setting this value, consider the following:

¢ The smaller the number of minutes, the more often
PowerGrade auto-saves your work. The more often you
save, the slower the application runs.

* Less than 15 minutes may not provide enough time for
the system to perform the auto-save function for
teachers who teach multiple sections.

* The default setting is 30 minutes in order to provide
enough time for a full download should a Restore
Scores from Server be required on a new data file.

Auto-Update

Select the “Update automatically” checkbox to enable auto-
updating. When enabled, PowerGrade updates itself
automatically as new versions are released. Upon closing a
class for the first time, PowerGrade checks for new versions. If
a new version is available, an update notification appears. For
more information, see “How to Update PowerGrade.”

Note: PowerGrade does not check for new versions when
logging into PowerGrade.

Auto-Backup

Use this option to restore your data file, in case you
accidentally delete it or it becomes corrupted.

Select the “Auto-backup every [blank] days” checkbox if you
want the system to back up a copy of your work to the
PowerSchool server at specified intervals.

Choose the number of days between auto-backups from the
pop-up menu. The date of the next backup appears in the
“Next backup” field.

Note: The smaller the number of days, the more often
PowerGrade automatically backs up your work. Every day is
the recommended setting.

Final Grade Options

Select the “Decimals are” option for rounding or truncating
decimals in final grades:

* Rounded: Rounds the number up or down to the
nearest decimal point specified.

* Truncated: Cuts off the number at the specified number
of places after the decimal.

Enter the number of digits to appear after each decimal point in
the “this many places” field.
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Field

Description

Use the Default Final Grading Report pop-up menu to choose a
reporting grade to use as the default in all reports where an
asterisk (*) is specified as the final grade.

Select the Use Averages checkbox as an alternative to using
final grade weighting where final grades are determined by
points earned in place of percentages. If enabling Use
Averages, every assignment must be set to 100 total points
possible AND standards cannot be assigned to the
assignments.

Note: For information, please go to Customer Support Web site
at https://support.powerschool.com/ and search for “Use
Averages for PowerGrade.” You will need a username and
password to log in.

Auto-Abbreviation

Select the “Auto-abbreviate assignments and categories”
checkbox to automatically abbreviate the names of
assignments and categories you create.

For example, if you enter a test as Quarter 1 Final Examination,
PowerGrade automatically enters QTR 1 FIN. E in the
abbreviation box on the category/assignment setup window.

Concurrent
Attendance

If concurrent sections have been set up in PowerSchool, you
can use this checkbox to enable attendance to be taken
concurrently for those sections.

If enabled, all sections taught at the same or overlapping
periods on the same day, for the same teacher may appear in
one roster when taking attendance.

Note: If a class is set at the section level to record attendance
once per meeting, then the expressions of the classes must
match perfectly. If the sections are set at the section level to
record each meeting separately, then the expressions do not
have to match exactly and any overlap in the expression will
allow them to be displayed together on the Attendance
window.

For information on how PowerGrade determines which classes
to display together when using concurrent attendance, please
go to Customer Support Web site at
https://support.powerschool.com/ and search for the
“Concurrent Attendance Flowchart for PowerGrade.” You will
need a username and password to log in.

4. Click OK to save your general preferences.
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Display Preferences

Use the Display tab to define how you want information to appear in PowerGrade.

How to Define Display Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the Display tab. The Display tab appears.

e 0 Preferences
v Y . ?
Ceneral [ Diaphay [ Scores | Notification | PowerSchool | Attendance =
Spreadihest Options
F L ] - a } otoatcoe- B
eader Co Hghighe Coio
Background Color: Anemare Aow Colo
Add Srodents Alchabeted X |
W Vide Craensip
Attendance & Avsignments
WA sham caly Attendance & Asvignments n thix dase range
o7Josaa o 2r22) 0 7! App il dow
Date o t s
W show Abrances ow Tarches
( Cancel 0K

3. Use the following table to enter information in the Spreadsheet Options section:

Field Description

Font Use the pop-up menu to select the font you want to appear in
PowerGrade. Choose the font and font size from the pop-up
menus to indicate the font used to write assignments and
student names.

Font Size Use the pop-up menu to choose the font size you want to
appear in PowerGrade.

Font Color Select the font color you want from the color palette.

Header Color

Select the color you want for report headers from the color
palette.

Highlight Color

Select the color you want for highlighting selections from the
color palette.

Preferences
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Field

Description

Background Color

Select the color you want for the background from the color
palette.

Alternate Row Color

Select the color you want for distinguishing different rows from
the color palette.

Add Students

Use the pop-up menu at the “Add students” field to choose
how you would like new students added to your class rosters:

* Alphabetically
e “At the End of Roster”

PowerSchool notifies you when a student is added to your
class list. After the system adds the student to the class, a
notification appears when you log in to the system.

Hide Citizenship

Select this checkbox to hide student citizenship information in
PowerGrade.

Use the following table

to enter information in the Attendance & Assignments section:

Field

Description

Show only
Attendance &
Assignments in this

Select this checkbox to display attendance and assignments in
the specified date range. Then, enter the date range.

date range

Apply to Select this checkbox if you want the Assignments window to
assignments display only assignments in the date range you selected.
window

Date format

Use the pop-up menu to choose the date format, such as
“Month dd” or “mm/dd.”

Show Absences

Select this checkbox to include absent totals for each student
displayed in PowerGrade.

Show Tardies

Select this checkbox to include tardy totals for each student
displayed in PowerGrade.

5. Click OK to save.

Scores Preferences

Define your scores preference settings on the Scores tab.
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How to Define Scores Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the Scores tab. The Scores tab appears.

PowerGrade User Guide

86

Unrecorded Scoves

Preferences

Y - " ’
Ceneral Display Scores Notfication FowerScheol

Attendance

~

Display enrecorded sceres a5 [
Calcutte oz o)
sbrant “anding Unexeu

Flela Trip

Cancel )

Use the following table to enter information in the fields.

Note: These settings are not case-sensitive. School administrators and parents can
view the following codes; therefore, you are encouraged to make them descriptive.

Field

Description

Display unrecorded

Enter the character(s) used to represent unrecorded scores on

calculate:

completed the assignment.

scores as the spreadsheet.
By default, PowerGrade displays unrecorded scores as “()”.
You can change the default setting to customize your display.
For example, use XX or ** to represent unrecorded scores.
Calculate as Select an option to indicate how unrecorded scores will

* If you select to calculate unrecorded scores as “0
points earned,” the assignment counts against any
students who do not have a grade for it. This occurs
after you begin recording scores for students who have

* If you select Exempt, the missing scores do not count
against students who have not yet completed the
assignment. Therefore, you can set up your
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Field

Description

assignments in advance, and unassigned work does not
count against students.

Count as Exempt

Using text or other characters, enter a code to indicate how
exempt scores appear on the spreadsheet. Common examples
are Excused or Sick. You can enter multiple codes.

Count as
Unrecorded

Using text or other characters, enter a code to indicate how
unrecorded scores appear on the spreadsheet.

Scores marked with this code do not count against a student's
final grade. Common examples are Late or Sick. You can enter
multiple codes.

Note: PowerGrade's default code for unrecorded scores is “u
or “un”. Any codes entered here supplement the default codes.

Count as Zero

Using text or other characters, enter a code to describe why a
student received zero points on an assignment. Common
examples are Cheat, Absent, or NHI (Not Handed In).
PowerGrade calculates the code as zero on the final grade.
You can enter multiple codes.

Note: When inserting scores on the spreadsheet, enter =
followed by any of these codes. PowerGrade calculates scores
in the final grade based on your preferences.

4. Click OK to save your scores preferences.

Notification Preferences

Use the settings on the Notification tab to customize PowerGrade notifications. For example,
set preferences to have the system notify you before overwriting a grade.

How to Define Notification Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the Notification tab. The Notification tab appears.
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3. Use the following table

to enter information in the fields:

Field

Description

Warn if maximum
points exceeded
using

Select any combination of the following checkboxes to indicate
if and how you want the system to warn you if the student's
maximum points possible are exceeded:

* “Beep sound”

* “Alert dialog”

Warn before
overwriting a score
using

Select any combination of the following checkboxes to indicate
if and how you want the system to warn you before overwriting
a score:

* “Beep sound”

* “Alert dialog”

Birthday Notification

Select this checkbox to receive birthday notifications. Each
time you open PowerGrade, it notifies you of any birthdays
occurring within two days of the current date.

4. Click OK to save your notification preferences.

PowerSchool Preferences

The PowerSchool tab provides important information about your local copy of PowerGrade.
Before changing any of the data on this tab, contact your PowerSchool administrator. If you
edit any of the information, you run the risk of disabling your PowerGrade account.

Preferences
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How to View PowerSchool Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the PowerSchool tab. The PowerSchool tab appears.

eor Preferences

[ General | Display | Scores | Noufication ' Powerscheol | Atzndance

Powerschool Server

Server 170116125

Change Cannectivity Key

Path of Current Data Fie

Aacimosh HOpplications:ParxrCrade somergrade.data

Cancel ) (b‘g.“_.,’

3. Use the following table to enter information in the fields.

Note: Make changes to the network settings on the PowerSchool tab only under the
direction of your PowerSchool administrator.

Field

Description

Server

The server IP address appears. This address tells PowerGrade
which server at the school sends updated class information to
the workstation and where to send grades after they are
entered.

The IP address field is automatically populated when you set
up PowerGrade.

Change
Connectivity Key

If you were assigned a new PowerSchool connectivity key, click
this button and enter the new key. For detailed information, see
the section “Connectivity Key.”

Note: This is not the same as the PowerGrade password,
which opens the PowerGrade application on your computer.
For detailed information, see the section “PowerGrade Lock
Function.” For more information on the relationship between
PowerSchool and PowerGrade, see the section “How are
PowerGrade and PowerSchool Related?”

Preferences
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Field Description

Path of Current Data | Information about your data file and its location on your

File computer appears. The data file stores your preferences and
records on assignments and students. The Data File field
records important information about your data file. This field
also tells PowerGrade where to look for your data file.

If you change this field and do not move your data file to the
new location, PowerGrade is unable to find it and a message
appears indicating such when you try to open PowerGrade.

4. Click OK to save your PowerSchool preferences.

Attendance Preferences

Use the Attendance tab to define how you want attendance-related information to appear in
PowerGrade.

How to Define Attendance Preferences

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet). The
Preferences window appears.

2. Click the Attendance tab. The Attendance tab appears.

|eOr Preferences

General | Display | sceees | Nouncaion | powerscheal ' Attendance L

Selec the Atendance Mode

Term Exp. Claxx Mame |Section Att. Meode
0z-0 (4) € 1 FMevlitg
0s-0 1 2 Mavting
04-0 3 Mictirg
D4-0 Meetirg
160 Seanitge - et )
Attendance Dislog
Currert Oay Header Taxt Coler Mon-selectatis Call Backgraund Color

Cancel ) 0K )

3. Use the following table to enter information in the fields:
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Field

Description

[Classes]

Spreadsheet of all your classes. The following information
displays for each class: term, schedule expression, section
number, and attendance mode.

Note: If your school uses more than one attendance mode, an
arrow appears. You can click the arrow to select a different
attendance mode from the pop-up menu. The attendance
mode you select becomes the default setting for the
Attendance window accessible via Class Selection > Windows
> Take Attendance (or click the Attendance icon).

Current Day Header
Color

Use to select the color you want the current day cells to appear
on the Attendance window.

Non-selectable Cell
Background Color

Use to select the color you want non-selectable cells to appear
on the Attendance window.

4. Click OK to save your display preferences.
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Classes

Navigate through your classes to view class rosters, enter and view assignments and scores,
and take attendance. Take attendance using either the class roster or the seating chart.

When opening an Attendance Only section, not all of the following functions are available since
the section is used only for taking attendance. For example, the class spreadsheet, the
Assignments icon, and a number of the items under the Utilities and Windows menus do not
appear for Attendance Only sections.

This section includes the following topics:
* Open Classes
* Class Information
* Web Links
* Copy Class Information
* Class Groups
* Find Students
* Reorder Students
* Sort Information
* Class Roster
*  Submit Lunch Counts
e Student Summary
e Terms
* Upcoming Birthdays
* Current Students
* Dropped Students
* Save Class Information

* C(Close Classes

Open Classes

The Classes menu displays a list of all current classes. Open a class by choosing it from the
Classes menu. Access all of your classes, including current classes or classes from another
term, by choosing File > Open Class.

When copying class information, open the class from which you want to copy class
information. For more information, see the section “Copy Class Information.”
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If the class is in the current term, choose the class from the Classes menu, or use the following

procedure. You cannot have more than one class open at the same time.

1.

Choose File > Open Class. The Open Class window displays basic class information,
such as the first day of the term, term number, schedule expression, class name, and

group information.

06 Open Class
Select a Class to open:

1zt Day Term ‘Exp. Class Name Group

IO 0308 1A Soc lology Soclology
7/7/04 | 04-05 [ 1(B) Sociology Sociology
7/7/04  04-05 (A Sociology Sociology
T/T04 | 04-05 (2(B) Sochology Soclology
77404 04-00  404) Sociology SOCiokogy

( Cancel ) 0K

2. Select an available class from the list. Use the scroll bar to locate the class, if

necessary.

Click OK. The class spreadsheet for the selected class appears.

Note: If this is your first time opening that class or if students have enrolled or dropped
since the last time you opened the class, a message appears displaying a list of
students with changes in their enroliment status. Review the class list, then click OK.

Note: If PowerGrade detects scores that are incorrectly formatted, a message appears
instructing you to verify and correct the assignment scores or revert to a backup.

The class spreadsheet for the selected class shows the class roster for the current
term. By default, the spreadsheet displays current students. For more information, see
the section “Current Students.” To view dropped students, click Dropped Students. For
more information, see the section “Dropped Students.”
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This is the view that you will use most often in PowerGrade, since it appears each time
you open a class. Once a class is open, you can enter assignments and grades or

perform a number of other activities.

Note: To change the width of columns, place your cursor on the dividing line between
columns and drag it to the left or right until the column is the appropriate width.

How to Open a Class From a Different Term

No other classes can be open when you open a class.

1. Choose File > Open Class. The Open Class window displays basic class information,
such as the first day of the term, term number, schedule expression, class name, and
group information. For more information on groups, see the section “Class Groups.”

PowerGrade User Guide

=)
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0 Open Class
Select a Class to open:

1zt Day Term ‘pr. Class Name Group

TAE/O4  04-05 [ 1CA) Soclology Soclology
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7/7/04  04-05 (A Sociology Sociology
T/T04 | 04-05 (2(B) Sochology Soclology
7/T/04  04-05  40A) Sociology seciobogy

[ Cancel € 0K

2. Select an available class from the list. Use the scroll bar to locate the class, if

necessary.

3. Click OK. The class spreadsheet for the selected class appears.
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To view information about a particular class, choose Windows > Class Information.

You can also access the Class Information window by clicking the Class Info icon at the top of
the class spreadsheet.

How to View Class Information

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

Choose Windows > Class Information (or click the Class Info icon). The Class
Information window appears.

Class Information

J Ciass information ] Description

Name of Class:  Sociology
Expression: 1% Roomu 122
Course Number:  S0C3000 Section Number: |

Class Group: Sociclogy

1st day of Class:  07/07/2004 Last Day: 07/06/2005
Keybourd
Shortcut: ‘?‘ Automatic ) Custom

Cancel [ )

§ )

Note: The dates on the Class Information window download from the PowerSchool
server. Some fields appear as read-only.

3. Use the following table to enter information in the fields:

Field

Description

Name of Class

The name of the class.

Expression

The expression, or period/day combination.

Room

The room number associated with the selected class. Change
this number if it is incorrect.

Course Number

The course number.

Classes

Copyright © 2006 Pearson Education. All rights reserved. 55




PowerSchool PowerGrade User Guide

Field Description
Section Number The section number for the selected course.
Class Group Enter the name of the class group, if applicable. For example,

the group name is helpful if you teach two or more sections of
the same class. By creating a group, you can apply
assignments to all classes in the group, and avoid having to
enter them for each class.

For more information on class groups, see the section “Class

Groups.”
1st Day of Class The first day of class.
Last Day The last day of class

Keyboard Shortcut Click an option to indicate if you want to use the automatic or
custom keyboard shortcut to open the class. If you select
custom, enter the key(s) you want to use. The default shortcuts
are noted after each class on the menu.

Description Tab Click the Description tab and enter a description of the class.

Note: Parents can view this description when they check their
child’s progress on PowerSchool.

Web Link Click Web Link to enter any URLs and explanatory text that
might be helpful to students or parents. Students and parents
can view this information in PowerSchool. For more
information, see the section “Web Links.”

4. Click OK to save your changes.

Web Links

Use Web links to associate Web pages to various functions in PowerGrade. Enter a URL to
indicate which Web site to display when the Web link is clicked. For example, insert the URL
http://www.dictionary.com in the Web link field of a spelling assignment. When viewing the
assignment, students can click the link to display the specified Web site.

Web links are prevalent throughout PowerGrade. For example, insert Web links when creating
comments for parents or assignment scores. Web links are available for the following
PowerGrade functions:

* Assignments
¢ (Class Information
e  Comment Bank

¢ Parent Notes
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e Score Comments

How to Add a Web Link

To add a link to a Web site, complete the following steps:
1. Click Web Link. The Web Link window appears.

Insert Web Lin

URL: http:f fuwa.centerforhearingdisorders.org

Link text Hearing Disorders Center

‘z Open this link in a new browser window:

“cancel 7 € ok )

Enter the Web address in the URL field.

Enter the text to display for the link in the "Link text" field.

Select the checkbox to "Open this link in a new browser window."
Click OK.

o~ 0D

Copy Class Information

Copy detailed class information, such as term dates, grades, and student enrollment, from one

class to another using the Copy Class Info From option on the Utilities menu.

Note: For general class information, choose Windows > Class Information. For more
information, see the section “Class Information.”

Either insert the items from the other class into the currently opened class or replace
information for the class that is currently open.

How to Copy Class Information

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Note: If you make changes or new entries, choose File > Save before copying class
information.

2. Choose Utilities > Copy Class Info. The Select a Class window appears.
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O O Select a Class

Select a Class to copy information from: ?
1st Day | Term |Exp |Class Name |Greup
7/7/04 | 04-05 [1(B) Siokgy |
7/7/04 | 04-05 |2(8) Chemnistry 1

Cancel ) f;&;

3. Select the class from which you want to copy information. Be sure to select the class
from the appropriate term.

4. Click OK. The Copy Class Information window appears.

Copy Class Information

Which information would you like to copy from AP —
Calculus?

g Gradescale(s)

j Final grade setup

g Categories

— .
| Assignments

™ Add the item to whatever already exists in this
class

/@ Replace the item completely in this class with
~ the item from the other class

Vo ™
Cancel f-—cng

5. Use the following table to enter information in the fields:

Field

Description

[Information Type]

Select the checkbox(es) to indicate which type of information

you want to copy. For example, to copy assignments and final
grade setup from one class to another, select the appropriate
checkboxes.

The types of information you can copy include:
» (Categories
* Assignments

* Gradescale(s)

Classes
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Field Description

* Final grade setup

[Add or Replace Select how you want the information copied:

Item] * “Add the item to whatever already exists in this class.”

For example, select this option if you want to add an
assignment from another class to the open class.

* “Replace the item completely in this class with the item
from the other class.” For example, select this option if
you want to replace an assignment on the open class
with one copied from another class.

6. Click Copy to copy the selected categories to the open class. The updated class
spreadsheet displays the new information.

Note: When you replace the data from one class to the selected class, the original
information and all student scores are completely replaced.

Class Groups

Using groups is helpful when you teach different sections of the same course. For example,
you can create groups so that you only have to enter assignments one time.

How to Create a Group

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Class Information. The Class Information window for the selected
class appears.
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Class Information

! Ciass information ] Description

Name of Class:  Sociology

Expression:  114% Roomu 122

Course Number:  SOC3000 Section Number: |

Class Group: Sociology

1st day of Class:  07/07/2004 Last Day: 07 /0672005
Keybourd
Shortcut: @ Automatic ) Custom
Cancel { 0K )

3. Enter the name for the class group.

4. Click OK. The class spreadsheet appears.

Repeat these steps for other courses in the same group. Create as many groups as needed for
all your courses. Be sure to spell the group name the same for each group.

The next time you create an assignment for a class in this group, select the checkbox to apply
the assignment to other classes in the same group. For more information, see the section

“Assignments.”

Find Students

Use the Find Student function on the File menu to search for a specific student in a class.

How to Find a Student
1. Choose File > Find Student. The “Enter a student name” window appears.

fﬁ Enter a student name:

briggs

_Cancel ) 50K

2. Enter the student's name.
3. Click OK. The class spreadsheet appears, and the student's name is highlighted.
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1. Bevan, Adam C (0) 00
2. :Bliss, Justin (0) 070
3. PBriggs, JessicaK (0) 0/0
4. Briggs, John K (0) 0/0
5. Briggs, Ryan Y (0) 0/0

Note: If there is more than one student with that name, the Select Student window
appears.

Select Student

Select a student:

Brigas, Greq D Algebra 1, 3(A)Q3)
Briggs, Jessica K | Algebra 1, 3(A)(S1)
Briggs, Jessica K | Algebra 1, 1(A)(Q4)
Briggs, Jessica K | Algebra 1, 1(A)(Q3)
Briggs, JessicaK | Algebra 1, 2(A)(S1)
Briggs, John K Algebra 1, 2(A)(S1)
Briggs, Ryan ¥ Algebra 1, 2(A)(S1)

e e e e e ey

" Cancel (”"‘OK“‘"”’ ,

4. Click the name of the student for whom you want to view enrollment information.

5. Click OK. The spreadsheet for that student's class appears, with the student's name
highlighted.

Reorder Students

Use reordering to customize how students are listed on the class spreadsheet. For example,
you can choose to list students by name or birthday.

How to Reorder Students on a Class Spreadsheet

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Reorder Students. The Reorder Students window appears.
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Re-order Students

Manually ‘_ Student Number
Last Name ; Date Enrolled

First Name : Birthdate

Nickname j User field 1 T‘

“ Cancel G'OK“’

3. Use the following table to enter information in the fields:

Field

Description

[Reorder Options]

Reorder students by choosing one of the following options:

Manually

Last Name

First Name
Nickname
Student Number
Date Enrolled
Birthdate

User Defined Field: Select a field pre-defined on the
Class Roster window. For more information, see the
section “Class Roster.”

If you select to reorder students manually, the Reorder
Students window appears.

Classes
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Field Description

Reorder Students

Briggs, Jessica K
Garner, Joshua L
Krahenbuhl, Danielle R
Sorensen, Colby
YWillis, Chelsea D

Drag students to reorder

" Cancel G’OK%

a. Click a student's name and drag it up or down to the
appropriate position on the list.

b. Click OK to save your changes. The Class spreadsheet
displays the new student order. Select “Last name” to
display students alphabetically by last name.

4. Click OK. The spreadsheet displays the names in the new sort order.

Sort Information

Sort information by clicking a column heading and using the command keys. To sort students
on the class spreadsheet, see the section “Reorder Students.” To view dropped students on
the class spreadsheet, see the section “Dropped Students.” To enter scores on the
spreadsheet, see the section “Types of Score Entry.”

How to Sort Information on a Class Spreadsheet

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Press and hold COMMAND (Mac) or CONTROL (Windows) while clicking a column
heading on the spreadsheet. The spreadsheet sorts the contents of the column in
ascending order.

Note: If you delete an assignment that is selected as the sort order of the spreadsheet,
the spreadsheet re-sorts by student name.
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3. Press and hold Alt while holding COMMAND (Mac) or CONTROL (Windows) and click a
column heading on the spreadsheet. The spreadsheet sorts the contents of the column

PowerGrade User Guide

in descending order. The column title of the column that is currently sorting the
spreadsheet is underlined.

Note: If you click any column other than Name, the system automatically creates a
second-level sort by student name. For example, if you click the City column and ten
students have the same city name, the system sorts those students by student name.

Class Roster

Class Roster | Jse the class roster to quickly view the demographic information about the

students enrolled in a specific class. The information downloads from the PowerSchool server
and cannot be modified in PowerGrade.

How to View the Class Roster - PowerGrade Info Tab

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Class Roster (or click the Class Roster icon). The Class Roster
window appears. By default, the PowerGrade Info tab is selected.

ana

Class Roatner

"

fine,

Mrst llare Phere mn Ahrast iy
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3. Use the following table to enter information in the fields:

Field

Description

[Student Name]

The name of the selected student appears in the following
format: last name, first name.

Classes
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Field Description

Home Phone The contact phone number.

DOB The student's date of birth appears in the following format:
mm/dd/yyyy.

Street The student's street address.

City The city of the street address.

State The state of the street address.

ZIP The postal code of the street address.

[Student Photo] Photo of student. Use the pop-up menu to size photo.

Nickname The nickname for the selected student. If a nickname is not

available, this field is blank.

User field Click “User field” to set up your own categories of
demographic or class information. For example, rename User
Field 1 to Lab Fee. You can enter information about the lab fee
in this field. Change or delete user fields as often as necessary.
Use these fields in report headers and footers, or when sorting
students on the class spreadsheet.

Grade scale Choose the appropriate grade from the pop-up menu.

4. If you made any changes, click Save Changes.

5. Click OK to close the Class Roster window.

How to View the Class Roster - PowerSchool Fields Tab

PowerGrade provides up to ten additional fields that your PowerSchool administrator
configures. These fields can be parent names, phone numbers, or other relevant information.
Use these fields in report headers and footers.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Class Roster (or click the Class Roster icon). The Class Roster
window appears. By default, the PowerGrade Info tab is selected.
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3. Click the PowerSchool Fields tab. As on the PowerGrade Info tab, the PowerSchool
Fields tab displays [Student Name], Home Phone, DOB, Street, City, State, ZIP, and

[Student Photo].

[ 3ak3)

Class Ruster

IIM!. rirst
il'ﬁ’l‘n‘ Aies
| #r3eroe, Trenr B

liare Brera mn
TR T —

22 Trachlie Pxed 292
-1

Shres
aeied B Bod

| moemcasewts | mownchost s |

et

e Son by

TRl
Hlbr S
Paier
TvmFrve
Cadatre
el it
Condan rhel

Uraphim ol [ommnagiginds by

¢

)

4. Information appears for the selected student. This information is view-only and cannot
be changed or deleted.

5. Click OK to close the Class Roster window.

Submit Lunch Counts

Use the Submit Lunch Counts command to take a count of which students eat a school-
prepared lunch or buy milk. This provides a way for teachers to take daily counts of such items
and report them electronically. Generally, teachers take the count during first period.

Classes
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How to Submit Lunch Counts

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Submit Lunch Counts. The Submit Lunch Count window appears.

Submit Lunch Count
Date:  Thursday, October 31, 2002 ~—
Student Breakfast: Adult Breakfast E
Student Hot Lunch: &dult Hot Lunck
Student a la Carte: |I] Adulta la Carte: |I]
Milk Other 1: ==

Other 2 ﬂ:l
“cancel * € ok )

3. Use the following table to enter information in the fields:

Field Description
Date The system displays the current day and date.
[Count Name] All existing count names appear, such as:

e Student Breakfast
e Student Lunch
e Milk

Count The number of a particular count name needed.

4. Click OK to submit lunch counts.

Note: After the information automatically synchronizes with the PowerSchool server,
cafeteria personnel can download it.

Student Summary

Use the Student Summary window to quickly review all the scores and the final grade for an
individual student. This information is especially useful for meetings with students and parent-
teacher conferences.
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How to View the Student Summary

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

Choose Windows > Student Summary. The Student Summary window appears.

Smith, Clarissa v 4]

Student Summary

|Cigry

Cancel ) £ OK )

3. Use the following table to enter information in the fields:

Field Description

Name Use the pop-up menu to choose the student for whom you
want to view information.

[Grade] The grade information for the selected student. This field is

read-only.

[Citizenship]

The citizenship entry for the selected student.

Which final grade to
show (abbr)

Enter the term abbreviation to view available term grades for
the selected student. For example, if you enter Q3, Quarter 3
grade information for the selected student appears.

You can edit grade information on the spreadsheet.

Date The date of the assignment.

Ctgry The category for the assignment.

Assignment The assighment name.

Score The score the student received on the assignment.

Classes
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Field Description

Poss The points possible for the assignment.

% The percentage score the student received on the assignment.
Grade The letter grade the student received on the assignment.

4. Click OK to save the information.

Terms
Use the Terms window to quickly review the start and end dates of terms.

Note: You can sort data by each field by simply clicking the header. Additionally, you can
select and copy data to the clipboard.

How to View Terms

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Terms. The Terms window appears.

en Terms

[It-u: Abbreviation [Firal Day Last Day

200 00S 04-05 Wedvesdy, Juy Od ecorudyy July 6, 20CS

51 odveady, Uy Tharadey Desepber 23 2004
§2 Tanasey  Sonsry ‘mhaiecabey  lsly 200

3. Use the following table to enter information in the fields:

Field Description

Name The full name of the selected term.

Note: This field is read-only.

Abbreviation The abbreviation for the selected term.

Note: This field is read-only.

First Day The first day of the selected term.

Note: This field is read-only. Your PowerSchool administrator
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Field Description

sets the dates that appear on the Terms window.

Last Day The last day of the selected term.

Note: This field is read-only. Your PowerSchool administrator
sets the dates that appear on the Terms window.

Calendar Click to access to the calendar. The calendar opens to the
current date.

@o December, 2004 O'D

Sun Mon Tue ¥Wed Thu Fri Sat

1 2 3 4

S ) 7 8 9 10 | 11

12 |13 | 14 [ 1S | 16 | 17 | 18

19 |20 |21 | 22 | 23 | 24 | 25

26 |27 |28 | 29 | 30 | 3

4. Close the window to return to the spreadsheet when you finish reviewing the terms.

Upcoming Birthdays

Use the Upcoming Birthdays window to view a list of your students' birthdays.

How to View Upcoming Birthdays

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Upcoming Birthdays. The Birthdays window appears.
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Blirthaays

Upcoming birthdays: o
Jun 29: Phillips, Karrilyn §
Others:

Jan 1: Rostron, Brandon
Feb 26: Bewvan, Caroline
May 3: Bolton, Michael
Jul 15: Jensen, Amber B
Aug 3: Hansen, Amanda
Aug 25: Gregorio, Jeron 0
Aug 25: Goodrich, Justin
Sep 1: North, Kellian
Sep 18: Huff, Andrea

Qct 3: Richards, Dillon D
Dec4: CGilbert, Colby D

o

€ ok )

3. Use the following table to enter information in the fields:

Field Description

Upcoming Birthdays | The names of any students celebrating birthdays near today's
and Recently date appear at the top of the list.
Passed Birthdays

Others The system displays a list of students and birthdays. The
remainder of the class is sorted chronologically starting at the
beginning of the calendar year.

4. Click OK to return to the previous window.

Current Students

Use the Current Students option to view the students who are currently enrolled in a particular
class. By default, this option is selected when opening a class.

How to View Current Students

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Note the Current Students option is selected. The names of the students currently
enrolled appear on the class spreadsheet.

Dropped Students

Use the Dropped Students option to view the students who dropped a particular class.

Classes Copyright © 2006 Pearson Education. All rights reserved. 71



PowerSchool

How to View Dropped Students

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click Dropped Students. The system displays one of the following:

* The names of the students who dropped the course.

* A message indicating that there are no dropped students in the selected class.

Click OK to return to the class spreadsheet.

There are no dropped students in this
class

€ ok

Save Class Information

Save your work before you close a class or shutdown PowerGrade. This ensures that the
information is saved and backed up to the PowerSchool server. Save information anytime
during your PowerGrade session. PowerGrade prompts you to save when you close a class.

How to Save Class Information

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Edit the class information. For detailed information about the options on this window,
see the section “Classes.”

Choose File > Save. The system saves the information. You can continue working in
that class or close it.

Close Classes

When PowerGrade Auto-Update is enabled, PowerGrade updates itself automatically as new
versions are released. Upon closing a class for the first time, PowerGrade checks for new
versions. If a new version is available, an update notification appears. For more information,
see “How to Update PowerGrade.”

Classes
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How to Close a Class

1. Close a class when you finish working with it. You must close an open class before
opening another one.

2. Choose File > Close Class. If you have not saved the information, a message appears.

& Save changes before closing?

“ Don't Save “ Cancel ( Save \

3. Do one of the following:

Click Don't Save to close the class spreadsheet without saving edits.
Click Cancel to return to the class spreadsheet.
Click Save to save changes and close the class spreadsheet.

Open another class or quit PowerGrade. For more information on quitting
PowerGrade, see the section “Shutdown PowerGrade.”

Classes
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Attendance

In PowerGrade, you can take attendance by class meeting using the attendance chart.

When you attempt to take attendance, you may be restricted from modifying attendance or
from modifying attendance within a certain number of days before or after the current date.
This restriction is set in PowerSchool at the district office-level.

This section includes following topics:
* Attendance Codes
* Take Attendance
* Attendance Totals

For information about configuring PowerGrade attendance settings, see the sections “General
Preferences,” “Display Preferences,” and “Attendance Preferences.” To access the
Preferences window, choose File > Preferences (or click the Preferences icon on the class
spreadsheet).

Attendance Codes

Attendance codes are school-specific symbols or abbreviations used to mark attendance. For
example, your school might use “A” as the attendance code for absent and “T” for tardy. Other
schools might use different codes. The attendance codes for your school automatically
download to PowerGrade from the PowerSchool server. These codes are read-only.

How to View Attendance Codes

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Attendance Codes. The Attendance Codes window appears.

Attendance Copyright © 2006 Pearson Education. All rights reserved. 74



PowerSchool

PowerGrade User Guide

AO6

Atendance Codes

Cade  Neacription Prasencs fdatie. Palnda  Fategnrias [Cas Taschar Asalgn™ ADA  ADME
[ Uwncimd ony. ! Vst

»

e LS

rerl “rioe “baav 1 Focowd e
N

Ver Vo
W
Ver Ve

£

£ Z» 2K
=(g|= 3
313

3. Use the following table to view information on this window:

Field Description
Code The code abbreviation for the attendance name you selected.
Description The name of the attendance code.

Presence Status

Indicates whether or not the attendance code counts towards
membership totals.

Points The number of attendance points for the attendance code. This
is used to calculate period to daily attendance and for reporting
purposes

Categories Indicates the attendance code category, which the attendance

code is associated to. Attendance code categories are used to
group attendance codes by classification, beyond Present or
Absent, for reporting purposes.

Can Teacher

Indicates whether or not teachers can assign this attendance

Assign? code in PowerGrade and PowerSchool Teacher.

ADA Indicates whether or not the attendance code counts towards
average daily attendance (ADA).

ADM Indicates whether or not the attendance code counts towards

average daily membership (ADM).

4. Click OK when you finish viewing the attendance code information to return to the

previous window.

Attendance
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Take Attendance

"-PJ
T
Attendance

Use PowerGrade to take attendance for all your classes. To take attendance for a
specific class, choose Windows > Attendance. You can also access the Attendance window by
clicking the Attendance icon at the top of the class spreadsheet.

Editing Attendance Codes

Non-editable attendance codes no longer appear in uppercase and editable attendance codes
no longer appear in lowercase. All attendance codes whether editable or not, may appear in
either case. When on the Attendance window, if a cell with an attendance code appears as
non-selectable, this means that it is non-editable. Additionally, you can view which attendance
code are editable (Teachers Can Assign), by viewing the Attendance Codes window.

If you want to change an attendance record that appears non-editable, contact the attendance
secretary at your school.

How to View Attendance

To mark a student tardy, absent, unexcused, or any other attendance option for a day in the
past or upcoming weeks, click the Back or Forward icon in the Attendance window. Click the
cell until the correct code appears.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Take Attendance (or click the Attendance icon). The Attendance
window appears. The Attendance window varies depending on whether the class
selected uses meeting attendance mode or interval attendance mode. Meeting
attendance will allow only one column per period while interval attendance provides
multiple columns per period depending upon the length of the period and the specified
interval time. The specified interval time as well as what attendance mode is used by
the class is set on the server.
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Meeting Attendance
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3. Use the following table to enter information in the fields:

Field Description

[Attendance Mode] Indicates the mode by which attendance is being taken, such
as by class meeting or interval.

Meeting Attendance

Meeting Day/Interval refers the amount of meetings a section
meets. For example, if a section expression is 1-3 (A-B) and the
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Field

Description

section uses meeting attendance, you can expect to see three
attendance columns for each day of the week. (m, m, m, {, t, t,
w, w, w, th, th, th, f, f, f).

Interval Attendance

Given a section expression of 1(A), a period length of 90
minutes, a server specified interval duration of 60 minutes and
a section that uses interval attendance mode you can expect to
see two attendance columns for each A day in the week. The
first column is for interval 1 (the first 60 minutes of the class)
and the second is for interval 2 (after 60 minutes has gone by).
The column heading for Day/Interval will show the day
abbreviation and the interval number such as “M1”, “M2”, “T1”,
“T2”, etc. Keep in mind that interval attendance does not
assume that a student is present or absent. An attendance
code must be entered for each student in each column.

Note: The columns of the spreadsheet are set by default.
However, if you want to widen the columns, simply place your
cursor on a divider within the header row and click and drag.

[Date Range]

The specified date range indicating which days appear on the
Attendance window. To change the date range, go File >
Preferences > Display and enter a new date range under
Attendance & Assignments.

[Student Name]

A list of students enrolled in the class.

[Date]

The dates for all days in the term. Use the Back and Forward
icons to view and locate additional dates.

Note: Attendance cannot be taken for non-selectable cells.
Most often cells that are non-selectable represent an out-of-
session day. However, non-selectable cells may also appear
when a student has enrolled late in the term or has been
expelled from school. By default the non-selectable cells
appear in dark gray. However, if you want to change to color,
go to File > Preferences > Attendance and select a new color
using Non-selectable Cell Background Color.

[Attendance Codes]

Use this pop-up menu to select the appropriate attendance
code. Present, indicated by a blank, is followed by those
attendance codes created by your school, which teachers can
assign.

Note: You can also SHIFT+click (Mac) or right-mouse click
(Win) to use the [Attendance Codes] pop-up menu, which

Attendance
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Field

Description

contains Modify Comment. Before doing so, be sure to select a
cell. If a cell is not selected, a message appears.

Modify Comment

Use this button to enter or modify attendance comments. For
more information, see the sections “How to Add an Attendance
Comment” or “How to Edit an Attendance Comment.”

Note: You can also SHIFT+click (Mac) or right-mouse click
(Win) to use the [Attendance Codes] pop-up menu, which
contains Modify Comment. Before doing so, be sure to select a
cell. If a cell is not selected, a message appears.

Delete Comment

Use this button to delete attendance comments. For more
information, see the section “How to Delete an Attendance
Comment.”

Note: You can also SHIFT+click (Mac) or right-mouse click
(Win) to use the [Attendance Codes] pop-up menu, which
contains Modify Comment. Before doing so, be sure to select a
cell. If a cell is not selected, a message appears.

4. Close the Attendance window when done viewing.

How to Take Attendance

To mark a student tardy, absent, unexcused, or any other attendance option for a day in the
past or upcoming weeks, click the Back or Forward icon.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Take Attendance (or click the Attendance icon). The Attendance

window appears.

Attendance
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3. Select the date(s) for which you want to enter an attendance code:
* Single-click to select an individual cell.
* COMMAND-+click to select multiple non-contiguous cells.
* SHIFT+click to select contiguous cells between two points.
* Click and drag to select multiple contiguous cells.

Note: Selection methods are based on the operating system you are using. Not all
selection methods may be available to you.

4. Use the [Attendance Codes] pop-up menu to select the appropriate attendance code.

Note: You can also SHIFT+click (Mac) or right-mouse click (Win) to use the [Attendance

Codes] pop-up menu, which contains Modify Comment. Before doing so, be sure to
select a cell. If a cell is not selected, a message appears.

5. Click Save. Once you enter attendance records and save them to PowerGrade, they are
automatically sent to the PowerSchool server, where they become part of the students’

permanent records.

Note: If taking attendance for more than one day, a message appears. If you wish to
disable the notification, select the checkbox and click OK. Or simply click OK.

How to Add an Attendance Comment

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Take Attendance (or click the Attendance icon). The Attendance
window appears.

3. Select the date(s) for which you want to enter an attendance code comment:
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* Single-click to select an individual cell.

* COMMAND-+click to select multiple non-contiguous cells.
* SHIFT+click to select contiguous cells between two points.
* Click and drag to select multiple contiguous cells.

Note: Selection methods are based on the operating system you are using. Not all
Selection methods may be available to you.

4. Click Modify Comment. The Enter Attendance Comment window appears.

Note: You can also SHIFT+click (Mac) or right-mouse click (Win) to use the Attendance
Codes pop-up menu, which contains Modify Comment. Before doing so, be sure to
select a cell. If a cell is not selected, a message appears.

Enter Attendance Comment

Enter an Attendance Comment ..

Student late due to bus delay

_‘;‘ Append v Overwnte { Can(el J ( Save \

5. Enter your comment in the text field. For example, if a number of students were tardy
due to the bus being late, you could enter a comment stating “Students late due to bus
delay.”

Note: It is okay to include paragraph marks by pressing RETURN (Mac) or ENTER
(Windows) on your keyboard in the comment text field.

6. Click Save. When a comment is added to an attendance code, the attendance code
appears red, as opposed to black (ho comment). When attendance comments are
entered for days that a student is present, a red dash appears instead of a blank cell.

How to Edit an Attendance Comment

Attendance codes that appear red have an attendance comment(s). When attendance
comments are entered for days that a student is present, a red dash appears in its place.

Note: If saved attendance records are locked by your school’s attendance administrator, you
can no longer edit the comment associated to that record.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”
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2. Choose Windows > Take Attendance (or click the Attendance icon). The Attendance
window appears.

3. Select the date(s) for which you want to enter an attendance code comment:
* Single-click to select an individual cell.
* COMMAND-+click to select multiple non-contiguous cells.
* SHIFT+click to select contiguous cells between two points.
* Click and drag to select multiple contiguous cells.

Note: Selection methods are based on the operating system you are using. Not all
Selection methods may be available to you.

4. Click Modify Comment. The Enter Attendance Comment window appears.

Note: You can also SHIFT+click (Mac) or right-mouse click (Win) to use the [Attendance
Codes] pop-up menu, which contains Modify Comment. Before doing so, be sure to
select a cell. If a cell is not selected, a message appears.

Enter Attendance Comment

Enter an Attendance Comment ..

Student late due to bus delay

) overwnite (" Cancel ) ( Save \)

5. If the date(s) you selected have the same comment, the comment appears in the text
box. If the date(s) you selected do not have the same comment, the text box appears
empty.

6. Do one of the following:
* Select the Append option to add on to the existing attendance comment.
* Select the Overwrite option to replace the existing attendance comment.

7. Enter your comment in the text field. For example, if a number of students were tardy
due to the bus being late, you could enter a comment stating “Students late due to bus
delay.”

Note: It is okay to include paragraph marks by pressing RETURN (Mac) or ENTER
(Windows) on your keyboard in the comment text field.

8. Click Save.
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How to Delete an Attendance Comment

Attendance codes that appear red have an attendance comment(s). When attendance
comments are entered for days that a student is present, a red dash appears in its place.

Note: If saved attendance records are locked by your school’s attendance administrator, you
can no longer edit the comment associated to that record.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Take Attendance (or click the Attendance icon). The Attendance
window appears.

3. Select the date(s) for which you want to enter an attendance code comment:
* Single-click to select an individual cell.
* COMMAND-+click to select multiple non-contiguous cells.
* SHIFT+click to select contiguous cells between two points.
* Click and drag to select multiple contiguous cells.

Note: Selection methods are based on the operating system you are using. Not all
Selection methods may be available to you.

4. Click Delete Comment. A message appears confirming you want to delete the

comment.
& Are you sure that you want to delete these
comments?
No € Yes )
B e e e ol
5. Click Yes.

Attendance Totals

Display attendance totals for each student on your spreadsheet. This information appears to
the right of the final grades on the class spreadsheet. This way, you can view student's grade
and attendance data on one window.

To display attendance totals, choose File > Preferences. Click the Display tab. Locate the
Attendance & Assignment options in the lower-left corner of the window. For additional
information about the Display preferences, see the section “Display Preferences.”

Attendance Copyright © 2006 Pearson Education. All rights reserved. 83



PowerSchool

PowerGrade User Guide

Use the Attendance Totals function to display attendance for each student in your class. To
view the totals, choose Windows > Attendance Totals.

Note: To sort the column in ascending order, click the column heading by which you want to

sort. To sort the columnind
which you want to sort.

escending order, press SHIFT and click the column heading by

How to View Student Attendance Totals

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Attendance Totals. The Attendance Totals window appears.

Attendance Totals
& Jecluge attendancs caly between these Sates: 00700700 23408400
Name ABS [ TAR] 1 | DO [ v *® 1 A |F
Mswien, Justink o o | ¢ 0 0 2 0 0 C [
Barmay, Kurt (] o j] C 0 0 2 u] [x] o C
Clark:, Kunsll 5 0 o | o 0 0 a 0 0 0 vl
Curverwell ) ARy ! L) ! ‘l L ( - ) o o ! 1
Duffy, Jewnie L O 1 C 0 0 2 il 0 1 L
Fitzger o, Liue el © o [ 1 C 0 0 2 o o C [
Foky kramer © ] e | C 0 0 2 a 0 L= [
lw'hh‘ HMessel R 0 L} | LS 1) 1 1 al 0 B |
Hanesn, St O 1 ‘ [} ( ) ] o 4] [} [
Houm, wwanicaF 0 O j C 0 0 2 o o O L5
Jakaon, Cheitootsr L o o | ¢ 0 0 =] o o C [
Jereen, Aer P [x] C i C 0 0 2 ) ] 0 lw
e ks G L L 0 1 1 0 } [ )
Fartoer, Lars 1 L .I L o 1 ) o o L 1
Viilwr, Ashive B o o | ¢ | o s a0 o | o |«
Paeeanderg, Marsnl . © | 0 | € 0 0 ) o o 0 C
Patherzon, Robert - C : C 0 ‘ 2 a o ! ga
Simeniyn, Yarananeh 0 0 J 0 ) 1 0 0 I l;.
€ ) o
W s=aw Ansent) Tarzy on All Pages Print { Close )

3. Use the following table to enter information in the fields:

Field

Description

Include attendance
only between these
dates

Select this checkbox to display attendance totals for a specific
date range.

Enter the beginning and ending date in the fields in the
following format: mm/dd/yy.

Student Name

The names of the students enrolled in the selected class.

Attendance Total
Column

Click the numbers in the Absent or Tardy columns to view the
dates of the selected attendance activity.

Attendance Codes

Attendance codes appear across the top of the spreadsheet.
Click a code to sort the list in ascending order according to
that attendance code. Press and hold OPTION (Mac) or ALT

Attendance
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Field Description
(Windows) and click a code to sort in descending order.
Show Select this checkbox to display the Absent and Tardies
Absent/Tardies on columns on all pages of the attendance totals printout.
All Pages
Print Click Print to print a copy of the attendance totals.
Note: If a large number of attendance codes appear on the
Attendance Totals window, some columns might not fit on the
printed page.

4. Click Close to return to the previous window.

Attendance
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Seating Charts

T
Seating

You can create and edit a seating chart to identify seating arrangements for up to 50
students in each of your classes. In addition, you can use the seating chart to take attendance.

The seating chart displays rectangles, or seats, that are labeled with the students’ names. After
you create the seating chart layout, arrange the seats by clicking and dragging them to the
appropriate location. Then, assign students to the seats.

The Seating Chart window includes three tabs: Take Attendance, Edit Seat Layout, and Assign
Students to Seats. When the Seating Chart window is opened for the first time, the “Assign
Students to Seats” tab appears. Use this tab to create the seating chart.

You can navigate from tab to tab without losing any of your changes. But you should save
when you finish working with any of the three tabs, and save periodically to prevent data loss.

This section includes the following topics:
* Create Seating Chart Layouts
* Edit Seating Chart Layouts
* Assign Seats

* Take Attendance Using a Seating Charts

Create Seating Chart Layouts

Create a seating chart layout. After you create the layout, you can reset it, add and remove
seats from the layout, and assign students to seats. To modify the chart, see the section “Edit
Seating Chart Layouts.”

How to Create a Seating Chart Layout
You can create a seating chart layout even if no students are currently enrolled in a class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Create Seating Chart
window appears.
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Create Seating Chart

Font

-
Font name: Ceneva &= ‘

Font size 3 a4

Chart configuration

Width: | 040 Rows: 5

Height: 060 Columns: | 6

Cancel ) ( OK \)

3. Use the following table to enter information in the fields:

Field Description

Font Choose a font from the pop-up menu.

Font Size Choose a font size from the pop-up menu.

Width Enter the width of each seat. This value should be proportional

to the height.

Height Enter the height of each seat. This value should be proportional
to the width.
Rows Enter the number of rows to create on the seating chart.

The rows and columns create a grid for the seating chart
layout. For example, a grid with 3 rows and 6 columns creates
an 18-seat chart.

Note: You can have more seats than students, but you cannot
have more students than seats.

Columns Enter the number of columns to create on the seating chart.

The rows and columns create a grid for the seating chart
layout. For example, a grid with 3 rows and 6 columns creates
an 18-seat chart.

Note: You can have more seats than students, but you cannot
have more students than seats.

4. Click OK. The seating chart layout appears.
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Note: Set the width and height of each seat to fit the number of seats in the classroom.
The capacity of the classroom is determined by the ability to fit the seating chart onto a
standard, 8.5- by 11-inch piece of paper. If your seating chart exceeds the space
available, a message appears.

The grid of seats you are trying to build
does not fit in the classroom

(o)

Note: If there are more students currently enrolled than will fit on the current seating
chart layout, a message appears.

You do not have enough rows & columns
to accomodate all students.

ok

The number of seats must equal or exceed the number of enrolled students. Increase
the number of rows or columns.
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How to Reset a Seating Chart

Clear or reset the entire seating chart to remove all students' seat assignments for the selected
class. To re-create the seating chart, see the section “How to Create a Seating Chart Layout.”

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window
appears.

3. Click the Edit Seat Layout tab.

On the Edit Seat Layout window, click “Reset & close.” PowerGrade asks if you want to
reset the seating chart.

5. Click Yes. The seating chart resets and closes.

Edit Seating Chart Layouts

After you create the layout, you can reset it, add and remove seats from the layout, and assign
students to seats. To create a seating chart, see the section “Create Seating Chart Layouts.”

How to Edit a Seating Chart Layout

After you create a seating chart layout, you might need to change the display of the chart or
the position of seats. You might also need to add seats, such as when students enroll in your
class. Alternatively, delete seats from a chart when students drop the class.

A message appears when you open the seating chart to inform you of any enroliment changes.
The names of new students appear in green on the list of students. Manually assign new
students to seats. When a student drops the class, he or she is removed from the list of
students and from the assigned seat, which becomes blank. It is not necessary to remove the
seat from the layout.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window
appears.

3. Click the Edit Seat Layout tab. The Edit Seat Layout window appears.

Note: Student names and photos do not appear on the seating chart layout until
students are assigned to seats. For more information, see the section “Assign Seats.”
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Note: If photos do not appear, a photo might not exist for the student(s). Submit photos
in PowerSchool. If photos exist for the students in PowerSchool but do not appear in
PowerGrade, synchronize PowerGrade with the PowerSchool server. For more
information, see the section “Exchange Information with the PowerSchool Server.”

4. Do any of the following:

Field Description

up-down Use this scroll bar to change the vertical alignment of all the
seats on the seating chart. A gap at the bottom allows for
student names.

left-right Use this scroll bar to change the horizontal alignment of all the

seats on the seating chart.

zoom in-zoom out

Resize the seating chart using this scroll bar, which zooms in
and out from the upper-left corner. A gap at the bottom allows
for student names.

[Seats]

Drag and drop seats to arrange the seat layout. Consider
aisles, lab tables, and other classroom fixtures. Seats cannot
overlap each other; however, you can overlap the names of
students with seats.

=]

Click the Print icon to print the seating chart layout.

Seating Charts
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Field Description
= Click the Add Seat icon to add another seat. The new seat
=1 appears on the left. Drag the seat to the seating chart. Repeat
for any additional seats.
EEy Click and drag a seat to the Delete Seat icon to remove it. You
% can never have fewer seats than students.

Picture Scaling

Use this pop-up menu to indicate how you want student
photos sized:

* Choose “Truncated centered” to enlarge each student
photo, thereby cropping the edges all around.

* Choose “Scaled to fit” to reduce the photo size to fit in
the seat.

Reset & close

Click to clear or reset the entire seating chart to remove all
students’ seat assignments for the selected class. PowerGrade
asks if you want to reset the seating chart. Click Yes. The
seating chart resets and closes. To re-create the seating chart,
see the section “How to Create a Seating Chart Layout.”

5. Either click Save or press RETURN (Mac) or ENTER (Windows) to save and close the

seating chart.

Assign Seats

After you create or reset a seating chart layout, you must assign students to seats, either
manually or automatically. You can first use the automated function, and then manually move

students between seats.

How to Automatically Assign Seats

If you want PowerGrade to assign seats, do so before manually assigning seats; if any seats
are moved around after you initially create the layout, they will be skipped in the automatic seat
assignment process, since this process uses only the original layout arrangement.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window

appears.

3. Click the “Assign Students to Seats” tab, if necessary. The “Assign Students to Seats”
window displays a list of students on the left and the seating chart layout on the right.

Seating Charts
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Note: If the message “No photo” appears in place of a student, that student does not
have a photo in the system. You can assign students without photos to seats.
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4. Indicate the seating order by doing one of the following:
* Select the Alphabetically option to sort by last name.
* Select the Shuffle option to sort randomly.
5. Do one of the following:
* Select From Top to start the sort order with the top left seat.
* Select From Bottom to start the sort order with the bottom right seat.

6. Click “Auto assign seats.” PowerGrade assigns students to seats according to your
selections.
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7. Either click Save or press RETURN (Mac) or ENTER (Windows) to save and close the
seating chart.

How to Manually Assign Seats
After you create or reset a seating chart layout, assign students to seats.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window
appears.

3. Inthe Create Seating Chart window, click the “Assign Students to Seats” tab, if
necessary. The “Assign Students to Seats” window displays a list of students on the left
and the seating chart layout on the right.

Note: If the message “No photo” appears in place of a student, that student does not
have a photo in the system. You can assign students without photos to seats.
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4. Do one of the following:
* Drag and drop seats to arrange the seat layout.

* Drag the student photos on the left to the seats on the right. When a student is
assigned to a seat, the name grays out and you cannot assign that student to an
additional seat.

Note: You do not need to assign all students to all seats at this time. In addition,
you cannot assign a student to more than one seat.

* Drag and drop students from one seat to another to switch seats.

5. Either click Save or press RETURN (Mac) or ENTER (Windows) to save and close the
seating chart.
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Take Attendance Using Seating Charts

Use the seating chart in PowerGrade to take attendance. Attendance taken by the attendance
clerk using PowerSchool overwrites any attendance you take in PowerGrade.

You can also print the seating chart, in case you want to take attendance away from your
computer. For example, you can print the seating chart and take it with you on a field trip.

Mass Attendance for Interval Classes

Since interval attendance does not assume the student is present or absent you must provide
an attendance code for each student and for each interval. To make this easier interval classes
provide a pop-up selector called “Set Blanks To”. By choosing an attendance code from this
pop-up you will tell the system to set all students without an existing code to the selected
code. One way of using this feature is to immediately select the present code upon entering
the attendance tab and selecting an interval. This will set all students to present since all
students will be blank at this point. Then set the proper attendance code for any students that
are not present (i.e. tardy or absent).

How to Print a Seating Chart

When you print the seating chart, each student's seat appears, including the student's photo (if
available) and name.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window
appears.

3. Click the Take Attendance tab. The Take Attendance window appears.
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4. Click the Print icon. The seating chart prints.

How to Take Attendance Using a Seating Chart

Though you can view attendance for your classes after you take attendance in PowerGrade,
you cannot change it. Only the attendance clerk using PowerSchool can make changes.

You can only take attendance on days when school is in session.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Seating Chart (or click the Seating icon). The Seating Chart window
appears.

3. Click the Take Attendance tab. The Take Attendance window appears. The available
options that appear depend on whether the class uses meeting attendance mode or
interval attendance mode. The attendance mode is specified on the server when
defining sections. While meeting attendance allows only one opportunity to take
attendance for a class interval attendance can allow multiple opportunities depending
on the length of the period and the specified interval duration.
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Meeting Class
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4. For Interval classes select the appropriate period and interval in the Period/Interval pop-

up selection.
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5. Click a seat. The Attendance menu displays all available attendance codes. Meeting
classes will not show the code for “present” since no code indicates a present. Interval
classes do not assume a student is present so a code for “present” will be included.
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6. Choose an attendance code from the menu. The indicator above the student’s seat
changes from green (for present) to a different color based on the attendance code you
selected. For example, if you selected absent the indicator above the student’s seat
changes from green to red. If you selected tardy the indicator above the student’s seat
changes from green to orange.

¥
..
Mason, Nlco lai,
Joshua u James c

Note: To change attendance back to present for a meeting class, select the blank menu
item below “Attendance for: [student’s name].” To change attendance back to present
for an interval class select the code for present.

7. Either click Save or press RETURN (Mac) or ENTER (Windows) to save and close the
seating chart.
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Assignments and Grades

This section includes important information on how to create assignment categories,
assignments, standards, and grade scales.

In PowerGrade, a score is the grade for an individual assignment. This data is located on the
right side of the spreadsheet. A final grade is a student's cumulative grade for all assignments
in the current term and is averaged every time you enter a score. This data appears on the left
side of the spreadsheet.

Finally, this section discusses how to use grade weighting in PowerGrade. The concept is
similar to what you would do in a paper gradebook.

This section includes the following topics:
*  Weight Grades
* Assignment Categories
* Assignments
* Assignment View Options
» Standards
* Grade Scales
* Final Grades

* Final Grades Setup

Weight Grades

Grade weighting is an important part of how final grades are calculated. Weight grades to
make certain assignments count for more or less toward the final grade. PowerGrade provides
four methods to weight grades and assignments. You can use none of them, all of them, or any
combination of the four. You can set up weighting at any time during the school year, but it is
best to do so at the beginning of the year or term so that students know what to expect.

The first method of weighting is the easiest. Simply enter the value of the assignment multiplied
by the number of times you want it weighted. Perhaps homework assignments are usually
worth 10 points, but you want a specific homework assignment to be worth 20. When creating
the assignment in PowerGrade, make it worth 20 points rather than the usual 10.

The second method uses PowerGrade to weight assignments. Rather than perform the
multiplication yourself, enter the points possible and the appropriate weight when you set up
the assignment. PowerGrade performs the calculation and enters the proper grade into your
data file. Students and parents view the total points possible and the final calculated grade;
they do not have access to weighting information. However, you can explain the weighting in
the assighment's description.

Assignments and Grades Copyright © 2006 Pearson Education. All rights reserved. 98



PowerSchool PowerGrade User Guide

The third method uses PowerGrade to weight categories of assignments for final grades. For
example, weight grades so that chapter tests are worth 50% of the final grade, the final exam
is worth 20%, and homework assignments are worth the remaining 30%.

The fourth method weighs one final term grade for more than another final term grade. Some
teachers use this method to calculate term or end-of-year grades.

If you weight the final exam by two and the final exam category by two, you are effectively
quadrupling the weight of the final exam, thereby rendering the other assignments and tests
less valuable in the final grade calculation. It is important to carefully consider how much
weight you give to which assignment and which category.

If you are not sure how to go about weighting assignments or categories, contact your
PowerSchool administrator. Mistakes in the setup process could cause problems later on.

Assignment Categories

PowerGrade categories are groups of the same types of assignments, such as homework,
quizzes, exams, reports, and labs. Use categories to sort assignments and display category
subtotals. Create whatever categories you want either individually as the need arises or several
at the same time; however, you must create at least one category in order to enter an
assignment in your gradebook.

How to View Categories

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Categories. The Categories window appears.

Note: If categories are not set up in the system, this window is blank.

80 Categories
?
Category namies 2213 nmerts | i
Abbresiagions Rorris ]
Descrptions
prreasy
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ Dti. pts posst 0 [ Setup weighting
New Category ) Delete ] ( Accept )

How to Create a Category

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”
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2. Choose Windows > Categories. The Categories window appears.

Note: If categories are not set up in the system, this window is blank.

Categories

Lategory mamnes 2 2ignmerts 1

Abbreviations S reris |

Descrptions
2otreas

R P

------------------------------ Dt pts posst 0 [ Setup weighting

New Category ) | Delete ] ( - Accept --)

3. Click New Category. The cursor appears in the Category name field.

e o Categories

Lategory mames | |

Abbreviations |

Descnptions
setizanl

------------------------------ | Dt pts posst () { Set up weighting

New Category ) | Delete ) ( Accept )

4. Use the following table to enter information in the fields:

Field Description

[Categories] Categories appear on the left side of the window. If necessary,
use the scroll bar to view the list of categories. When you click
a category name, its details appear on the right side of the
window.

If categories do not exist, this field is blank.

Category name The category name, such as Homework.

Abbreviation The category abbreviation. For example, the abbreviation for
Homework might be HW.

This abbreviation is used for PowerGrade reports.

Description The description of the category.

Note: This field is optional. Parents can read the description
when they log in to check their child's progress.

Dflt. pts. poss Enter the number of default points possible if most of the
assignments in the category will have the same number of
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Field Description

possible points. You can change this number on individual
assignments when necessary.

Set up weighting If you want to weight scores in this category, click “Set up
weighting.” For more information, see the section “Final Grades
Setup.”

5. Click Accept to save your changes. The new category appears on the left side of the
window.

Note: If the system encounters a problem saving the information to the server, a
message appears instructing you to reopen the class and save it again.

6. Close the Categories window.

How to Edit a Category

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Categories. The Categories window appears.

Note: If categories are not set up in the system, this window is blank.

Categories
?
Category namies 2213 nmerts |
Abbreviations  Sonmis |
Descrptions
prreasy
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ Dt pts possz 0 [ Setup weighting
New Category ) Delete ] ( Accept )

3. Select a category name from the list on the left of the window. Detailed information for
the selected category appears on the right.

4, Edit information as needed. For detailed information, see the table in “How to Create a
Category.”

5. Click Accept to save your changes.

Note: If the system encounters a problem saving the information to the server, a
message appears instructing you to reopen the class and save it again.

6. Close the Categories window.
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How to Delete a Category

Use the following procedure to delete a category and all assignments associated to that
category.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Categories. The Categories window appears.

Note: If categories are not set up in the system, this window is blank.

80 Categories
?
Category namies 2213 nmerts |
Abbreviations  Sonmis |
Descrptions
aprreasy
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ Dt pts posst 0 [ Setup weighting
New Category ) Delete ] ( Accept )

3. Select a category name from the list on the left of the window. Detailed information for
the selected category appears on the right.

4. Click Delete. The Categories window appears without the deleted category.

Note: If you try to delete the last category on the list, a message appears. To change
the last category, see the section “How to Edit a Category.”

5. Close the Categories window.

Assignments

Assignments

In PowerGrade, you can create several assignments either during the same or
different PowerGrade sessions. Later, you can add more or edit existing assignments. If you
taught a specific class before, you probably know in advance that there are certain
assignments, tests, or projects. You can enter them at the beginning of the term to save
yourself time later on.

To change the view of the assignments on the class spreadsheet, see the section “Assignment
View Options.”

Standards

You can add standards to assignments and to specific categories. PowerGrade sends
percentage scores for each assignment to PowerSchool, where they are averaged to
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determine a standards score. Some states have curriculum standards. Use this field to track to
which standards an assignment applies. For more information, see the section “Standards.”

Extra Credit Assignments

PowerGrade makes it easy to set up extra credit work without penalizing those who do not
complete the work. Create an assignment with zero points possible so that it doesn't count
against students who don't try for extra credit. When students turn in extra credit, enter the
appropriate scores for the assignment. These points count toward their grade; however,
because the assignment has zero points possible, the lack of a score does not count against
the final grade of those students who did not complete it.

How to View Assignment Details

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Assignments (or click the Assignments icon). The Assignments
window appears.

Note: If no assignment categories have been created, a message appears indicating
that before you can add assignments, you must first set up assignment categories.
Click OK. To create assignment categories, see the section “Assignment Categories.”

Before you can add assignments to this
class you must set up assignment
categories.

(OK§

3. Select an assignment from the assignment list on the left side of the window.

80

Pur Date

[ Mame
Ferweert 90

Assignments

Caegan: b s oo i3 -

Naswms Forsmonk X1
Abdren: ML

Frepeca 2 Waiqhe:

Cate s ©

The following details for the selected assignment appear on the right:

Assignments and Grades

Copyright © 2006 Pearson Education. All rights reserved.

103



PowerSchool

PowerGrade User Guide

Field

Description

Category

The category by which the assignment is grouped. For more
information, see the section “Assignment Categories.”

Name

The assighment name.

Abbrev.

The assignment abbreviation. Various PowerGrade reports use
this abbreviation.

Pts. Poss.

The number of points possible.

Weight

The weight of the assignment (optional). The system multiplies
both the assignment's points possible and the students’ scores
by this weight when calculating final grades.

For example, suppose that there are three assignments worth
10 points each, and a student earns 5, 6, and 7 points on them.
All of the assignments have a weight of 1 except for the first
assignment, which has a weight of 2. This means that for this
student's final grade, PowerGrade makes the first assignment
worth 20 point, so the student earns 10 points on that
assignment. The other two assignments do not change
because they have a weight of 1. Thus, the student earns 23
out of a possible 40 points.

Date due

The date the assignment is due.

Description

A description of the assignment (optional). Parents can read
this description when they log in to PowerSchool.

View Group

Click to view the class group to which the current class is
associated.

Apply to other
classes in group

If selected, indicates that the assignment applies to other
classes in the group. The assignment only applies to courses in
the same group for the same term.

Other Classes

In addition to the current class, the number of other classes
that include this assignment appears.

4. Close the window and return to the class spreadsheet when you finish viewing the

assignment details.

How to Create an Assignment

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

Assignments and Grades
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2. Choose Windows > Assignments (or click the Assignments icon). The Assignments
window appears.

Note: If no assignment categories have been created, a message appears indicating
that before you can add assignments, you must first set up assignment categories.
Click OK. To create assignment categories, see the section “Assignment Categories.”

Before you can add assignments to this
class you must set up assignment
categories.

€ ok D

The list of available assignments appears. If no assignments are entered, this field is
blank.

|0 Assignments

Due Date ]Iw
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3. Click New. The cursor appears in the Name field.

|0 Assignments
T 7
[Marme | Caegar:  dusgarenl 3l
Pemwmert 40
Frewmek S2 LS
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4. Use the following table to enter information in the fields:

Field Description

Category From the pop-up menu, choose the category by which you
want the assignment grouped. For more information, see the
section “Assignment Categories.”
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Field Description
Name Enter the assignment name.
Abbrev. Enter the assignment abbreviation. Various PowerGrade

reports use this abbreviation.

Pts. Poss. Enter the number of points possible.

Weight Enter a weight for the assignment (optional). The system
multiplies both the assignment's points possible and the
students' scores by this weight when calculating final grades.

For example, suppose that there are three assignments worth
10 points each, and a student earns 5, 6, and 7 points on them.
All of the assignments have a weight of 1 except for the first
assignment, which has a weight of 2. This means that for this
student's final grade, PowerGrade makes the first assignment
worth 20 points, so the student earns 10 points on that
assignment. The other two assignments do not change
because they have a weight of 1. Thus, the student earns 23
out of a possible 40 points.

You can also use this feature to turn off an assignment by
giving it a weight of zero. For more information on weighting,
see the section “Weight Grades.”

You can use decimal weights such as 1.5 or 2.25. If you do,
category subtotals and final point totals might include several
decimal places.

Date due Enter the date the assignment is due using the format
mm/dd/yyyy or click the Calendar icon and select the date.

Description Enter a description of the assignment (optional). Parents can
read this description when they log in to PowerSchool.

Web Link Click Web Link to enter any URLs and explanatory text that
might be helpful to students or parents. Parents can read this
information. For more information, see the section “Web
Links.”

Standards Click Standards to apply standards to this assignment. The
Standards window appears.

Standards are the average scores for tests and assignments,
and are typically used for state reporting purposes. For more
information about standards, see the section “Standards.”

View Group When creating an assignment, click View Group to view the
class group to which the current class is associated. Use this
information to determine if you want to copy this assignment to
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Field Description

other classes in the group. To do so, see the field “Apply to
other classes in the group.”

Note: This field cannot be edited after initially saving the

assignment.
Apply to other When creating an assignment, select this checkbox to apply
classes in group the assignment to other classes in the group. The assignment

only applies to courses in the same group for the same term.

Note: This field cannot be edited after initially saving the
assignment.

Other Classes In addition to the current class, the number of other classes
that include this assignment appear.

Click Accept. The new assignment appears on the left.
Do one of the following:
* Click New Assignment and repeat this process to add other assignments.

* Close the Assignments window. The new assignment(s) appear on the class
spreadsheet.

Note: If the system encounters a problem saving the information to the server, a
message appears instructing you to reopen the class and save it again.

How to Edit an Assignment

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Windows > Assignments (or click the Assignments icon). The Assignments
window appears.

|0 Assignments

Due Date | Mame Cangan: ol Asugrr et i3 -
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3. Select an assignment from the assignment list on the left. Details for the selected
assignment appear on the right.

4, Edit information as needed. For detailed information, see the table in “How to Create an
Assignment.”

5. Click Accept to save your changes.

Note: If the system encounters a problem saving the information to the server, a
message appears instructing you to reopen the class and save it again.

6. Close the Assignments window.

How to Delete an Assighment

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Assignments (or click the Assignments icon). The Assignments
window appears.

Yok Assignments

Due Date ]Iuv-
02/01/2004 L erweert &0
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3. Select the assignment you want to delete. Details for the selected assignment appear

on the right.
4. Click Delete. A message appears confirming you want to delete the selected
assignment.
& Permanently delete “Weekly Quiz #1'?
This cannot be undone.
“No ) D)
5. Click Yes.
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6. Close the Assignments window. The class spreadsheet appears.

Assignment View Options

After you create assignments, you can reorder and hide them on the class spreadsheet. For
more information on creating assignments, see the section “Assignments.”

How to Reorder Assignments

PowerGrade displays assignments on the spreadsheet in the order you create them. However,
you can rearrange them as often as you like using the Reorder Assignments function. You can
sort by date, name, or abbreviation, and group by category.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Reorder Assignments. The Reorder Assignments window appears.

Re-order Assignments

~ = = 2
Sortby:  f®d Date () Name () Abbrev.

] Croup assignments by category

“ cancel 6 oK~ )

3. Use the following table to enter information in the fields:

Field Description

Sort by Select a sort option. You can choose to have assignments
appear and sort by:

e Date
¢ Name
e Abbrev.

Group assignments | Select this checkbox to have the system display and sort the
by category assignments by the associated category. For more information
on categories, see the section “Assignment Categories.”

4. Click OK to save your changes. The class spreadsheet reorders the assignments.

How to Hide Assignments

Periodically, you might not want to view every score for every assignment on the class
spreadsheet. This is especially true in classes that have numerous assignments or meet the
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entire year. In PowerGrade, you can hide assignments so that only those during a selected

date range display on the spreadsheet. However, these grades are still used to calculate the
final grade.

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet).

2. On the Preferences window, click the Display tab. The Display tab appears.

e o Preferences
¥ r ?
Ceneral ' Diaplay [ Scores | Notification PowerSchool | Attendance =
Spreadihest Options
Fonr Caneva ,:! FoarSre: |9 8l toatcoie- B
Header Color Hghighe Celor
Backoround Color: Arernare Row Coloe
Add Sredents Alghabevcalty B
W Vids Crzensip
Attendance & Avugnments
l\/ Shawm cnly Attendance & Asvignments n thie dase range
07101434 22210 W) s " dow
Cate Dec . '
W show an s ow T3
( Cancel - OK 3

3. Select the “Show only assignments in this date range” checkbox.

Note: If you want the Assignment window to display only assignments for the same
date range, select the “Apply to assignments window” checkbox.

Enter the first and last days of the date range.

Click OK. The class spreadsheet displays only the assignments where the due dates fall

within the specified range. The system notes the date range at the top of the
spreadsheet.

Note: To view all assignments again, return to the Preferences window and deselect
either or both of the checkboxes.

How to Show All Assignments

1. Choose File > Preferences (or click the Preferences icon on the class spreadsheet).

2. On the Preferences window, click the Display tab. The Display tab appears.
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3. Deselect the “Show only assignments in this date range” checkbox.

4. Deselect the “Apply to assignments window” checkbox.

5. Click OK. The class spreadsheet displays every score for every assignment.

Standards

Some states have curriculum standards. Use assignment standards to track to which

standards an assignment applies.

How to Create Standards for an Assignment

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Windows > Assignments (or click the Assignments icon). The Assignments

window appears.

Assignments and Grades
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Assignments
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3. Select an assignment from the assignment list on the left. Details for the selected
assignment appear on the right. For more information about working with assignments,

see the section “Assignments.”

4. Click Standards. The Standards window displays a list of predefined standards in the

Available Standards column.

Standards: Weekly Quiz #1
”
“wallable standards Applied Standards:
L4 = Language Arts
M- Mathematics
- Seence
Tyixa Education
WE = VocationalfCamerc
» FFA = Fine Parforming &1
> KD =Wochington Elementary Kindergarten
Descnption
Reading. wrding. speaking, and liztening are inter-related communicanion skliz. They are uzed
In complement to each other. Writing interacts vath meading 32 2peaking 17 the exprezsion of
lztening shillz, Students need 10 pertorm these shills together to demonzirate tThelr ¢fediive use
.
v
” \ ST
Cancel OK

5. Use the following table to enter information in the fields:

Field

Description

Available Standards

The list of all standards available to the school appears.

Applied Standards

The list of standards applied to the assignment appears.

Description

A description of the selected standard appears.

6. Click and drag the standards from the Available Standards list to the Applied Standards

column.

Assignments and Grades
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Note: The standards are sorted alphabetically in the Applied Standards list according to
their abbreviations.

Standards: Weekly Quiz #1

Aveilable Sandards Applied Stendardy =

LA 0515 - Language - Compostion
7 LA01 - LA Grade 1
LAOL.L « LA Crade 1 S1andwd 1
LOL.2 - LA Crade 1 Standwd 2
LAOL.3 - LA Crade 1 Standwd 3
L& = LA Crade 2
LAD3 = LA Grade 3
LADA - LA Crade 4
LACE « LA Crade §
LACS - LA Crade 8
Lall - LA Crade 11
L& 1502 - Language - Reading Comprahen

LA = Language Arte C 14011

Description
Stadents 121N for 2 VarieTy of DUrDOZe: ADPropriate to the grade level. O

“ cancel ‘ . OK " ‘

7. Click OK to return to the Assignments window.

8. Close the Assignments window.

How to Delete Standards for an Assignment

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Windows > Assignments (or click the Assignments icon). The Assignments
window appears.
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Select an assignment from the assignment list on the left. Details for the selected
assignment appear on the right. For more information about working with assignments,
see the section “Assignments.”
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4. Click Standards. The Standards window displays a list of predefined standards in the
Available Standards column.

Standards: Weekly Quiz #1
”
Aveilable Sandards Applied Stendardsy -
LA = Language Arte 14011 ]
LA DE 15 - Language - Composition E o2
7 LA01 - LA Grade 1 L401.2
LAOL.L - LA Crade 1 Standwd 1
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LAOL.3 - LA Crade 1 Standwd 3
b LACR - LA Grade 2
LADT = LA Grade 3
P LADS - LA Crade 4
P LACS « LA Crade §
LACe - LA Crade 8
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Hasaalil
Description
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Cancel OK

5. Use the following table to enter information in the fields:

Field Description

Available Standards | The list of all standards available to the school appears.

Applied Standards The list of standards applied to the assignment appears.

Description A description of the selected standard appears.

6. Click and drag the standards from the Applied Standards list to the Available Standards
column.

Note: The standards are sorted alphabetically in the Applied Standards list according to
their abbreviations.
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Standards: Weekly Quiz #1
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7. Click OK to return to the Assignments window.

8. Close the Assignments window.

Grade Scales

PowerGrade has a flexible grading scale system that assigns grades based on either your
personal preferences or your school's guidelines. You can also set up multiple grade scales for
the same class if you have a mix of students. For example, if you have resource students and
mainstream students in the same class, create different grade scales for the groups.

PowerGrade has a default scale that your PowerSchool administrator sets up and downloads
from the PowerSchool server. The default scale may or may not work for your classes. Modify
it to fit your needs.

You might not have permission to create, edit, or delete grade scales. This setting is
determined in PowerSchool at the district level. However, all PowerGrade users can view their
grade scales.

“Sync” PowerGrade Default Grade Scales

PowerSchool provides the ability for PowerSchool administrators to “sync” PowerGrade
default grade scales with the school's grade scales. If enabled, PowerSchool finds all of the
sections taught by these teachers for the current school year that use those grade scales.
When the section is opened the next time in PowerGrade, a confirmation window appears
stating, “PowerSchool has sent a new grade scale for this class. Do you want to accept it?
Local changes to the grade scale will be lost. (There is no undo.)” Click No to decline and
nothing is changed. Click Yes to accept and the main grade scale for that section is
overwritten with the new grade scale from the server. Any custom grade scales the user may
have created for that class are unaffected.
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How to Create a New Grade Scale

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Grade Scale. The Grade Scales window displays the default grade

scale.
— 2
Main gradescale :1 Grade A+ '
Crade Cutodt Cutoff 100
At 10000 Yalue o
A 93 50
A 0950 Description: Superior
B+ 8650 AR,
e 82 .00 Ramove from gradescale
B 7950
- 7950
C+ 76350 ;
7350 | Cmaescare: € Newe ) ‘ “ Ear ome O
O+ Bh 50 B
(o] 6350 4
D- 5950 ¥ re \

3. Click New. The Request window appears.

& Enter name of new grade scale:

Advanced Course Grade Scale

“cancel © € ok )

4. Enter a name for the new grade scale.

5. Click OK. On the Grade Scales window, the name of the new grade scale appears in
the name field. The new grade scale includes the same letter grades and cutoff values
as the default grade scale. To edit these values, see the section “How to View and Edit
a Grade Scale.”

How to Edit a Grade Scale

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Grade Scale. The Grade Scales window displays the default grade
scale.
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Main gradescale ] Grade A+
Crade Cutodt Cutoff 100
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A Copy to

3. Select a grade from the grade list. Information about the grade appears on the right
side of the window.

4. Use the following table to enter information in the fields:

Field Description

[Grade Scale Name] | The default grade scale name appears. Use the pop-up menu
to select a different grade scale.

[Grade List] The grades included in the selected grade scale (including the
letter grade and the cutoff percentage) appear.

When you select a grade from the list, its details appear on the
right side of the window.

Grade The selected letter grade appears.

Note: You can enter up to six characters.

Cutoff The percentage cutoff for the selected grade appears. The
cutoff sets the minimum percentage for scores or totals
required to receive this grade.

Value If you use letter rather than number grades, enter the numeric
value of the selected grade. For example, if you give B+ the
value of 88 and a student receives a B+ on an assignment, the
letter grade appears in the gradebook but PowerGrade
calculates 88% in the final grade.

Students cannot receive a score less than zero. By inserting a
value of g1 for the grade, the system effectively removes it
from the grade scale. PowerGrade will not recognize this
grade. When you finish making changes, the grade appears at
the bottom of the list with a cutoff of -1.

Description Enter a description for the grade scale (optional).
Remove from Select this checkbox to remove the selected grade from the
gradescale grade scale.
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Field Description
New Click New to add a grade scale. For more information, see the
section “How to Create a New Grade Scale.”
Delete Click Delete to delete the grade scale.
Note: You cannot delete the default grade scale.
Edit Name Click Edit Name to enter a new name for the grade scale.
Copy to If you want to use this grade scale for other classes:

a. Click “Copy to.” The “Copy to” window appears.

Use the checkboxes to indicate which
classes you would like to copy this classes
gradescale(s) to.

' '!' 104 Algebra 1 O

“ Cancel ("'Copy"§

b. Select the checkbox(es) next to the class(es) for which
you want to copy the grade scale.

c. Click Copy to save the grade scale to the selected
classes. Click Cancel to return to the previous window.

Note: If you click Copy, a message appears confirming
you are sure you want to overwrite the grade scales for
the other classes. If so, click Yes. If not, click No to
return to the previous window.

This will completely overwrite the
gradescale(s) in all of the classes you
have checked. Proceed?

No A "~ Yes

5. Click Accept to save your changes
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How to Delete a Grade Scale

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Grade Scale. The Grade Scales window displays the default grade

scale.
- 2
Main gradescale ] Grade A+ :
Crade Cutodt Cutoff 100
At 10000 Yalue o
A 93 50
A 0950 Description: Superior
o ot iomaf)
B+ 86 .50
e 82 .00 Ramove from gradescale
B 7950
- 1950
C+ 76350 ;
7350 E crade scate: € Newe ) ‘ “ ket rame
O+ ] -
o 6350 4
D- 5950 ¥ ’ 2

Use the pop-up menu to select the grade scale you want to delete.

Click Delete. A warning window asks if you want to delete the selected grade scale.

Delete grade scale 'Advanced Course
Grade Scale'?

T -

No Yes

5. Click Yes. The Grade Scales window appears without the deleted grade scale.

6. Close the Grade Scales window. The class spreadsheet appears.

Final Grades

In PowerGrade, a final grade is any grade based on added or averaged scores. Since
PowerGrade immediately processes any score you enter, a student can get his or her final
grade at any time during the term, even if you only entered one assignment in PowerGrade.
When school administrators, parents, or students log in to the PowerSchool server, they can
view students' current final grades. Final grades appear on the left side of the spreadsheet.

The PowerSchool server is able to alter a final grade based on the attendance points earned.
For example, if the limit is set to 10 points and a student reaches that number in any given
period, PowerSchool can change the final grade that displays to school administrators and
parents to NG (no grade).

While the grade on your spreadsheet would not change, it appears in red to notify you of the
change on the PowerSchool server. Additionally, a tilde (~) appears after any final grades that
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the PowerSchool server has changed on your PowerGrade reports. Contact your PowerSchool
administrator to find out if your PowerSchool server is set up this way.

See the section “Final Grades Setup” to define how to calculate final grades.

Final Grades Setup

Final grades setup may involve weighting; however, weighting is not required. Weighting gives
particular categories or terms more value than others when determining final grades. It is
important to set up weighting standards at the beginning of the term and to use care when
doing so.

Note: Set up all terms at the beginning of the year to prepare for the remainder of the year.

If you make an error in weighting or do not complete the setup at the beginning of the term, the
final grade may not accurately reflect your students’ work.

Class Spreadsheet Configuration

The number of final grades that can appear on the class spreadsheet is limited by the width of
the spreadsheet. The spreadsheet can display up to approximately seven sets of final grades
and citizenship grades.

To increase the number of final grades that appear, choose File > Preferences (or click the
Preferences icon on the class spreadsheet) > Display tab. On the Display tab, select the “Hide
Citizenship” checkbox, and then click OK.

If there are more final grades than can appear on your monitor, you can choose which final
grades to display. Choose Windows > Final Grades Setup. On the Final Grades Setup window,
select a final grade from the “Which Final Grade” pop-up menu and select (or deselect) the
“Show on Spreadsheet” checkbox to show (or hide) the selected final grade, and then click
Accept.

How to Set Up Final Grades

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Final Grades Setup. The Final Grades Setup window appears.
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O Final Grades Setup
?
FG Name: Ql = )
Start Date: 0750712004 End Datez 1070872004
J Show on spreadshest
Thes hinal grade Is calouated using these factors =
Faotor Type lAmtICa(/FG Name Nbrop Weight
Totatpointz  [lines i e 10000

1 Total weight. H ;10000

[ Cancel | [ Accept )

3. Use the following table to enter information in the fields:

Field Description

FG Name Use the pop-up menu to select the term for which you want to
view final grades.

Note: Your PowerSchool administrator sets the name of the
term and its start and end dates. You cannot edit the data in
this field.

Start Date The start dates for the selected term appear.

Note: Your PowerSchool administrator sets the name of the
term and its start and end dates. You cannot edit the data in
this field.

End Date The end dates for the selected term appear.

Note: Your PowerSchool administrator sets the name of the
term and its start and end dates. You cannot edit the data in

this field.
Show on Select this checkbox if you want the final grades for the
spreadsheet selected term to appear on the spreadsheet.
[Add/Subtract Click Add to add a factor; click Subtract to delete a factor from
Factor] the list. There must always be at least one factor.
Factor type Use the pop-up menu to select the factor type. You can

choose to factor final grades by:

* “Total points:” Factors the final grade from a total of all
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Field Description

points entered for all assignments.

* “Category points:” Factors the final grade from the
category points entered in the system. When you select
this option, the Categories window appears. You can
select which categories you want to factor in the final
grade. Click OK when you finish selecting the
appropriate categories.

* “Single assignment:” Factors the final grade from a
single assignment. When you select this option, the
Assignments window appears. Select the assignment
you want to use as a final grade. Click OK when you
finish selecting the assignment.

* “% from another final grade:” Factors the final grade
with a final grade from another term. When you select
this option, the Final Grades window displays a list of
terms. Select which term final grade you want to use.
Click OK when you finish selecting the term.

After you select the appropriate factor type, the Final Grades
Setup window appears.

Asmt/Cat/FG name | The name for the final grade appears based on the factor type
selection. If a name does not appear, enter the name.

Drop If you select a category and want to drop any low scores from
the category assignments, enter the number of low scores to
drop.

Note: This option is available only for the Category Points
factor type.

Weight Enter the percentage weight for the factor type in the final
grade. The total weight at the bottom of the list changes with
each number you enter.

Note: To sort the list of final grades alphabetically, press and hold OPTION (Mac) or
ALT (Windows) and click Cancel. A window asks if you want to sort the final grade
setups. Click Yes, and repeat Step 2 to return to the Final Grades Setup window.

4. Click Accept to save your changes. The spreadsheet appears, and any grades already
entered have been recalculated to reflect the weighting.

Note: A message appears if you have weighted the factors and their sum does not
equal 100%. Click OK to return to the Final Grades Setup window and adjust the
weights.
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Scores

After setting up categories, grade scales, final grade weighting, and assignments, you can
begin entering and working with scores for individual students or a group of students. Scores
are the individual grades that students receive on assignments and tests.

This section includes the following topics:
* Types of Scores
* Types of Score Entry
* Standard Score Entry
* Fill Scores
* Mass Fill Final Grades
* Manually Override Final Grades
* Clear Manual Final Grades
* Insert Scores
* Edit Scores

e Delete Scores

Types of Scores

In PowerGrade, you can work with different types of scores, such as citizenship grades and
letter grades.

Citizenship

Record citizenship grades on the class spreadsheet. This entry becomes available for parents
to view when they use PowerSchool to check their child's progress.

Each final grade column, such as Q1 or Q2, has a citizenship grade column next to it with a
default grade already on the spreadsheet. To change citizenship grades, click in the column
until the appropriate citizenship grade appears. Continue clicking to rotate through the codes.

Custom Score Codes

Use PowerSchool to customize classroom codes to fit your needs and grading practices. Set
up special codes either to indicate that a student has not turned in an assignment or to give an
assignment a grade of zero until the absent student completes it. For more information on
creating custom codes, see the section “Scores Preferences.”
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Exempt Scores

Use the PowerGrade Exempt code to record that a student is exempt from a specific
assignment or test. Alternatively, enter an equal sign (=) followed by the code if you created a
special code for exempt scores when you set your preferences. In either case, you can change
the score later if the student completes the work or if the grade is changed to a zero.

Letter Grades

Record letter rather than number grades. For example, you may want to display a letter grade
of “B” in your gradebook, though it must count as 85% when calculating final grades. For more
information on this process, see the section “Grade Scales.”

Special Scores

You can use PowerGrade Preferences to create unique grade codes, or use the system's
default grade codes. For more information on setting preferences, see the section “ Scores
Preferences.”

Unrecorded Scores

Enter the PowerGrade default code U or UN to display a grade as unrecorded. Alternatively,
enter an equal sign (=) followed by the code if you created a special code for unrecorded
scores when you set your preferences. In either case, you can change the score later if the
student completes the work or if the grade is changed to a zero.

Types of Score Entry

The most common way of entering scores is by standard entry. PowerGrade performs the
calculation regardless of which method you use to enter scores.

The methods for entering scores include:
* Standard score entry
* Fill scores
* Mass fill final grades
* Manually override final grades

PowerGrade performs the calculation regardless of which method you use to enter scores.

Standard Score Entry

The most common way of recording scores for an assignment is to place the cursor in a cell on
the class spreadsheet and manually enter the score. Depending on your preferences, a bell
may sound when you enter the first and last scores for a specific assignment. As you enter the
scores, the class average appears at the bottom of the assignment column.
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Alternatively, enter scores using the Fill Scores function. For more information, see the section
“Fill Scores.”

To enter scores, an assignment must exist for the selected class.

How to Use Standard Score Entry

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click in the assignment column for the first student for whom you want to enter scores.
Enter the score.

4. Press RETURN (Mac) or ENTER (Windows) to move to the next field. Repeat step 3 to
enter more scores.

Note: After entering several grades, you can use the Home and End keys to move to
the selected student's first and last assignments. In addition, you can repeat the
previous score for the next student on the roster by pressing the single quotation mark

key ().

Fill Scores

Use the Fill Scores command to quickly and easily enter the same score for all students or for
only those with unrecorded scores. For example, if all but two students in a class receive the

same assignment score, use the Fill Scores function to enter that score for the majority of the
students.

To fill scores, an assignment must exist for the selected class.

How to Fill Scores

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Enter any scores for the assignment that differ from the score that most students
received. For example, if two students received a score of 9 on an assignment and the
rest of the class received a 10, enter the scores for the two students.

3. Choose Utilities > Fill Scores. The Fill Scores window appears.
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Fill Scores

Assignment: Weekly Quiz #1

Fillvalue: 10

‘g Fill only unrecorded scores:

/—Cancelu\ ¢ ok

4. Use the following table to enter information in the fields:

Field Description
Assignment The assighment name appears.
Fill Value Enter the score to fill.

Fill only unrecorded | If you entered scores in step 2, select the checkbox to “Fill only
scores unrecorded scores.”

Note: If you do not select this checkbox, PowerGrade
overwrites previously recorded scores.

5. Click OK to save your changes. The class spreadsheet displays the new scores.

Mass Fill Final Grades

Use the Mass Fill Final Grades function to manually and quickly assign final grades for the
entire class without having to enter the score for each student record.

How to Mass Fill Final Grades

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Mass Fill Final Grades. The Fill Final Grades window appears.

Fill Final Grades

Final Grade: Q1 5 ,
Grade: A f : !
Percent: 0

Points: NiA

Pts poss: NJA

' Cancel :. (-_-Save }

Scores Copyright © 2006 Pearson Education. All rights reserved. 126



PowerSchool PowerGrade User Guide

3. Use the following table to enter information in the fields:

Field Description

Final Grade Use the pop-up menu to select the term name for which you
are entering final grades.

Grade Use the pop-up menu to enter the final grade.
Percent Enter the percent of the final grade.

Points Enter the points of the final grade

Pts Poss. Enter the number of points possible.

4. Click Save to save your changes. The class spreadsheet displays the final grades.

Note: A message appears if an invalid value is entered. Re-enter your information and
click Save.

Manually Override Final Grades

After you enter final grades or use the Mass Fill Final Grades function to assign final grades for
the entire class, you can manually override the final grades.

To do so, final grades must exist for the selected class.

How to Manually Override Final Grades

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Double-click the final grade you want to override. The Final Grade window appears.
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Final Grade

Latshaw, Christopher L
Q3

g Manually override this grade

Crade: B |+ 1 Percent: 86 |

Points: f 30 Pts. poss: [ 35 1

Assign Credit
Credit: 0

( Cancel ) £ Save )

3. Use the following table to enter information in the fields:

Field Description

[Student Name] The student's name appears.

[Term] The term for the final grade appears.

Manually override Select this checkbox to override the grade. You cannot

this grade proceed without selecting this checkbox.

Grade Use the pop-up menu to select the final grade.

Percent Enter the percent of the final grade.

Points Enter the points of the final grade

Pts. Poss. Enter the number of points possible.

Credit In support of California AEP reporting for Continuation
Education, PowerSchool provides teachers with the ability to
assign variable credit to students in their classes. If the “Allow
teachers to assign variable credit” checkbox in PowerSchool is
enabled, this field appears. When variable credit is entered in
PowerGrade, it is uploaded to the server when the class is
saved and will be used in permanently stored grades.

Enter the variable credit.

4. Click Save to save your changes. The class spreadsheet displays the final grade.

Scores Copyright © 2006 Pearson Education. All rights reserved. 128



PowerSchool PowerGrade User Guide

Clear Manual Final Grades

Use the Clear Manual Final Grades function to clear manually entered grades. This overrides
the final grade calculation formulas.

To clear final grades, final grades must exist for the selected class.

How to Clear Manual Final Grades

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Clear Manual Final Grades. The Clear Final Grades window appears.

Clear Final Grades

Grade: 31 s

v

V - ¥
Cancel f save O

3. Choose the term for which you want to clear all grades from the Grade pop-up menu.

4. Click Save. The class spreadsheet appears.

Insert Scores

Use the Insert Score function to insert a score in a column of grades. Typically, you need to do
this when you forgot to enter a score for an individual student. To edit scores, see the section
“Edit Scores.” To delete scores, see the section “Delete Scores.”

How to Insert a Score
To insert scores, an assignment must exist for the selected class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Select the score directly below the score you want to insert.

Choose Utilities > Insert Score. A message appears.
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Move scores below this cell down one
row?

aQr ™S

4. Click Yes if you are sure you want to move the scores down by one row. The scores
now appear in the next row of the spreadsheet.

5. Enter the score in the blank cell. Close or save the class spreadsheet when you finish
entering scores.

Edit Scores

To edit scores, either modify an individual score or override final grades. To override a final
grade, see the section “Types of Score Entry.”

How to Edit a Score
To edit scores, assignment scores must exist for the selected class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click the score you want to edit.
Enter the new score.

4. Press RETURN (Mac) or ENTER (Windows). The new score appears on the class
spreadsheet.

Delete Scores

There are two ways to delete scores in PowerGrade: either perform a standard deletion that

removes the grade, or shift the rest of the scores in the column up by one row. Use the latter
function only if you want to shift the remaining scores. Typically, you would want to do this if
you duplicated a score while performing data entry. To insert scores, see the section “Insert

Scores.” To edit scores, see the section “Edit Scores.”

How to Delete a Score

The Delete Score command is similar to the Insert Score command. However, rather than
inserting a blank for a new score, Delete Score removes a grade and shifts all the other scores
up by one row. For example, use this feature when the list of recorded scores indicates that
you entered one student's score twice.
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To delete scores, assignment scores must exist for the selected class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click the score you want to delete.

3. Choose Utilities > Delete Score. A message appears.

Move scores below this cell up by one
row?

¥ ™S

No Yes

4. Click Yes if you are sure you want to delete the score. The scores now appear one row
up on the spreadsheet.

5. Enter the score in the blank space at the bottom of the column (optional).

How to Use Standard Deletion

Use the Standard Deletion function to replace a grade with a zero. To delete scores,
assignment scores must exist for the selected class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click the Score you want to delete.

Press Delete. No score appears.
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Log Entries, Notes, and Comments

PowerGrade offers several methods of keeping notes on classroom occurrences. There are
student log entries, parent notes, private notes, score comments, and even a comment bank
you can use to create a note using just one keystroke.

This section includes information on the following topics:
* Student Log Entries
* Comment Bank
* Parent Notes
* Private Notes

e Score Comments

Student Log Entries

Use the student log to create a record regarding a student's behavior. Many schools use these
logs for disciplinary actions so that by the time the student arrives at the office, the log entry is
on the PowerSchool server. There, the principal, secretary, or other school administrators can
read the entry. You can also use the student log to record positive achievements. Before
submitting your first entry, discuss how the log is being used in your school with your
PowerSchool administrator.

Regardless of your reason for creating the entry, the system immediately sends a student log
entry to the PowerSchool server, where it is stored in the student's permanent record. After
you submit a log entry, only a principal or other designated school administrator can remove or
edit it. Likewise, only a principal or other designated school administrator can view the entry
after you enter it. It is no longer available to you for reference or editing.

Note: To see your log entries in the future, copy and paste them into the private note under the
student's roster number.

How to Submit a Student Log Entry
Use the Submit Student Log command to make an entry in a student's permanent log.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Submit Student Log Entry. The Submit Log Entry window appears.
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submit Log Entry

Student: Briggs, Jessica K ? —

Date: 097042002 |

Subject Note Passing

Log entry

Jessica passed notes during class and was given a verbal
warning.

Note: When you click OK, this fog extyy viill be sent to the
PowerSchool sener where adn inistirtors may view it. No copy of
the fog entrywiill yem ain on your com puter.

f-CanceI_\ ‘ OK ;

3. Use the following table to enter information in the fields:

Field Description

Student Use the pop-up menu to select the student for whom you
want to make a new log entry.

Date The current date appears.

Note: If you are retroactively creating the entry, enter the date
using the format mm/dd/yyyy.

Subject Enter the subject for the new entry.

Log entry Entry a description of the student's log entry.

Note: This log entry becomes part of the student's permanent
record.

4. Click OK to save your changes. The log entry is sent to the PowerSchool server, and no
record of the log entry remains on your computer.

Comment Bank

Use the comment bank to quickly enter information in parent notes. You can create your own
comment bank codes and use comment bank codes created by your school in PowerSchool.

When working with the comment bank, keep in mind the following points:

* |tis suggested that you use numbers from zero to nine for comment codes, but you can
use any series of numbers and letters up to eight characters in length.

* To edit or delete a comment, first double-click the comment in the Comment Bank
window.
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* If you forget which code triggers the comment, choose Windows > Comment Bank.

* You can resize the Comment Bank window. The next time you open your comment
bank, the window is the same size and in the same place on the window.

*» Comments are available for all classes, not just the class that is open when you create
a comment.

* Your comments should be general so that you can use them for any student. You can
create incomplete sentences that you can finish as you write your notes for an
individual student.

* Build your comment bank over time. It is not necessary to create all comments at once.
* Both parents and school administrators can view parent notes.

* Use the comment bank to create notes to parents.

How to Create a Personal Comment Bank

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Comment Bank. The Comment Bank window appears.

Personal Comments ?
Code | Comment
1 Student excels in class.
2 Student distracts others during class. Reseat student.
10 MNeed to be stricter with this student regarding tardine
@ Personal Comments — e — —
™) School Comments Add Print

3. Select Personal Comments at the bottom of the window, if necessary. The Personal
Comments window displays the code and comment. You can select the comment and
print it from this window.

4. Click Add. The Comment Bank window appears.

Cade
Comment Wb Link

Slwdent has diMiculty bearing s <lass
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5. Use the following table to enter information in the fields:

Field Description

Code Enter the code.

Comment Enter a description for the comment.

Web Link Click Web Link to enter a URL and description for the
comment. For more information, see the section “Web Links.”

6. Click OK to save your changes. The Comment Bank window displays the new
comment.

How to View School Comments

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Windows > Comment Bank. The Comment Bank window appears.

Personal Comments 2
Code | Comment
1 Student excels in class.
2 Student distracts others during class. Reseat student.
10 MNeed to be stricter with this student regarding tardine
@ Personal Comments e—— D — =
™) school Comments ”Add . P”m .

3. Select School Comments at the bottom of the window. The School Comments window
displays the school code and comment descriptions.

School Comments ?
Code l Comment
HTML When using HTMI, be sure to conform to W3C standards
223a This Is my comment

-
_ Personal Comments

- : : £
O School Comments: ﬂ

4. Click Print to print the school comment bank (optional).

Log Entries, Notes, and Copyright © 2006 Pearson Education. All rights reserved. 135
Comments



PowerSchool PowerGrade User Guide

Parent Notes

Creating parent notes is another way to record a student's progress or behavior in your class.
Parents can read the log entry when they access PowerSchool. PowerGrade sends the note to
the PowerSchool server. In PowerSchool, parent notes are called teacher comments. If you do
not delete the note or comment from your local PowerGrade application before grades are
stored, it becomes part of the student's permanent record.

You can use any combination of the following methods to create parent notes: enter text, paste
text copied from a student log entry, or use the comment bank. The comment bank can save
quite a bit of time when creating parent notes because you can enter the notes used most
often. Build a comment bank before you begin entering parent notes.

How to Create a Parent Note

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Double-click the number next to the student's name to enter a note for that student.
The Student Note window appears. By default, the “Parent note” tab is selected.

Note: If the “Parent note” tab is not selected, click the tab.

Student Note

Brown, Hanna N

¥
' Parest oote | Private nete

ananls can wam s nals fram 15y Internal

nsert Commont Bank

Comment Type Persany Comment i :‘1.

Carmenm Cade Carmem

Loubie-clck to inwct canment

R —— | ImsertWebink |
Chear garent soles N S TS

3. Use the following table to enter information in the fields:

Field Description
[Student Name] The pop-up menu indicates the selected student's name. To
select another student in the class for which you want to
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Field Description

open the Student Note window, use the pop-up menu.

[Parent Note] The system displays a note for the parents to view in
PowerSchool.

Enter a note in this field or copy and paste a note from the
student log entry. You can also insert a comment from the
comment bank by double-clicking the Comment Code.

Note: Predefined comment codes must be enclosed by
brackets, []. If not, a message appears indicating that the
code format is incorrect and it must be corrected before
proceeding.

Comment Type Use the pop-up menu to select a personal or school
comment. If you select Personal Comment, double-click the
appropriate code to enter a comment from your comment
bank. If you select School Comment, double-click the code
you want to insert. Only the comment code number
spreadsheet appears, and all the in the note. However,
parents view the full text of the comment without the code.

Comment Code The comment code you selected appears.

Comment The comment description for the selected comment code
appears.

Insert Web Link Click Web Link to enter any URLs and explanatory text that

might be helpful to parents. Parents can view this information
in PowerSchool. For more information, see the section “Web
Links.”

Clear parent notes Click Clear parent notes to delete any associated comments.

Note: The Clear parent notes function clears all parent notes
for all students from your PowerGrade data file. It is not
limited to just the student whose note is open. This function
does not clear private notes.

4. Click OK to save your changes. The number next to the student appears in red to
indicate a note.

Private Notes

Private notes are for your eyes only; no one can view your private notes unless they have
access to your PowerGrade data file.
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How to Create a Private Note

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Double-click the number next to the student's name to enter a note for that student.
The Student Note window appears.

Student Note

Brown, Hanna N 3]

' Parest sole Y Private nete
“aranly can wam iz nats from 5 Internel

Faana iz ye excellers tudser

nsert Comment Bank

Cammen Type Aerseny Commant i :-’

Carmenm Cade Carmem

| Insert Web Lnk |

Chear garen! moles

3. Click the “Private note” tab. The Private note tab appears.
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Student Note

Brown, Hanna N a)
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4. Use the following table to enter information in the fields:

Field

Description

[Student Name]

The pop-up menu indicates the selected student's name.
To select another student in the class for which you want
to open the Student Note window, use the pop-up menu.

[Private Note]

Enter a description of the private note.

Clear private notes

Click “Clear private notes” to delete any associated
comments.

Note: The “Clear private notes” function clears all private
notes for all students from your PowerGrade data file. It is
not limited to just the student whose note is open. This
function does not clear parent notes.

5. Click OK to save your changes. The number next to the student appears in red to
indicate a note.

Score Comments

Use the Score Comment function to make a note about a student's work on an individual
assignment. Parents using PowerSchool Parent Access to check their child’s progress can
view these notes.

After selecting an assignment score, you can attach a score comment. For example, indicate a
reason that a student submitted a late assignment.
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How to Enter a Score Comment

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Click the grade to be annotated.

3. Press and hold COMMAND (Mac) or CONTROL (Windows), then press N. The Score
Comment window appears.

Score Comment
Parerts canview this note on the internet

Sudent: Christensen, Ali L
F 4
Assignment: quiz Web Link

Note Thiz iz one of &1i's best zcores yet! Great job!

“ cancel ' ( OK 3

4. Use the following table to enter information in the fields:

Field Description

Student The student's name appears.

Assignment The assighment name associated with the score appears.
Web Link Click Web Link to enter a URL and description for the score

comment. For more information, see the section “Web Links.”

Note Enter a comment.

Note: Parents can view this note in PowerSchool.

5. Click OK to save your changes. The score appears in red to indicate a comment.
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Reports

PowerGrade's reporting functions help you create customized reports with minimal effort. All
five types of reports require you to follow the same steps. You can also use the Export function
to export data from PowerGrade to a spreadsheet application and the Charts function to set up
charts and graphs for student information and assignments.

Before creating a report, determine which of the types of PowerGrade reports you will use.
Then, work with reports to create or modify them. Use PowerGrade's Charts function to create
chart-type reports.

This section includes information on the following topics:
* Types of Reports
* Create Reports
* Preview Reports
* Edit Reports
* Print Reports
* Samples Reports
* Export Spreadsheet
* Custom Export
* Charts

Types of PowerGrade Reports

There are five types of reports you can create using PowerGrade:

* Individual student reports provide assignment scores and final grade information for
one student at a time.

* Roster reports create class rosters using the parameters you define. Choose what
information to include on the roster.

* Spreadsheet format reports help you create a spreadsheet-style report of all
assignments, assignment categories, grades, and other class information.

* Missing assignments reports display which students lack which assignments.
PowerGrade adds a cutting guide so that you can cut out each student's report.

* Attendance grid reports list all students and provide an area to take attendance quickly
and easily. For example, Physical Education teachers use this report since they are not
at a computer during roll call.
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Create Reports

When you create a report, you are creating a report template that can be used repeatedly. For
example, create a Roster report, and run the report each year to keep a record of the students
in your class.

You can create up to 30 reports. If you create more than that, PowerGrade drops the first
report on the list and adds the newest one. For more information on editing or deleting a
report, see the section “Edit Reports.”

The Create Report window displays the following tabs: “Basic report info,” Options, Header,
Footer, and Which Students. When you create a report, you select the type of report on the
“Basic report info” tab. Set up the parameters on the remaining tabs to customize the report.

The following is a brief description of the parameters found on the report setup tabs:
* Basic report info: Use this tab to select and name the type of report you are creating.

* Options: Use this tab to define how scores appear on the report. For example, select to
display grades instead of percentages. You can also customize display options for
assignments and final grades.

* Header: Use this tab to identify how to present information at the top of the report.
* Footer: Use this tab to set up how to present information at the bottom of the report.

*  Which Students: Use this tab to select the group of students to include on the report,
such as all students currently enrolled in the class.

All tabs except the Options tab are the same for all five types of reports. For a description of
the variations of the Options tab for each type of report, see the section “Options Tab.”

Create Reports — Basic Report Info

Use the “Basic report info” tab to identify the name and type of report you are working with.

How to Use the Basic Report Information Tab

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Create. The Create Report window appears.
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Create Report

e 2
£ Basic rapont nfo ‘ Options | Header | Footer | Which Students
. | }

Name of this report Student Information

Type of thiz report ndividual student repon 3 |

Font &size Halwetica : 11 ?’

V' iiniget prinker

4 2 ’ . » £ »

Delete Preview Cancel ' 0K ‘

3. Use the following table to enter information in the fields:

Field Description
Name of this report Enter a report name.
Type of this report Use the pop-up menu to select the type of report. For more

information, see the section “Types of PowerGrade Reports.”
* Individual student
* Roster
* Spreadsheet format
* Missing assignments

* Attendance grid

Font & size Select a font type and size.

Inkjet printer Select this checkbox if you are printing the report on an inkjet
printer.

Delete Click Delete to delete the report. A message appears

confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save your changes.
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Create Reports — Options

The information you define on the Options tab depends on the type of report you are creating.
The following information is a brief description of the Options tab for each of the report types
available.

How to Define Options for the Individual Student Report

After you select “Individual student report” on the “Basic report info” tab, define its parameters
on the Options tab. For this report, use the Options tab to select what type of information to
include about each student.

1. On the “Basic report info” tab, choose “Individual student report” from the “Type of this
report” pop-up menu.

2. Click the Options tab.

Basic report info '— Options ] Header Footer i Which Students

For each score show:

? Date _ Pts. poss [g Crade _ Note
g Score g Percent _ Category 9
Other options
; Group scores and summarize by category
Y Show final grade
—— Show category totals only (no assignments
" Include all assignments
= -
_ Include only assignments contributing to this final grade -
s \ r -, \ ¢ »
Delete Preview Cancel € ox )

3. Use the following table to enter information in the fields:

Field Description

For each score show | Select the appropriate checkboxes to select the data you
want to appear for each score. You can select any
combination of options:

* Date

* Score

* Points possible
* Percent

* Grade

* Category: To display the category, click the Category
field, and choose “Full category name” or “Category
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Field Description

abbreviations” from the resulting pop-up menu.
* Note

Other options Select any combination of the following checkboxes:
* “Group scores and summarize by category”
* “Show final grade”

* “Show category totals only (no assignments)”

[Which assignments] | Select an option to indicate whether the report should
“Include all assighments” or “Include only assignments
contributing to this final grade.” If you choose the latter, click
in the field until the appropriate term appears.

Note: An asterisk (*) indicates the current term.

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save the report template.

How to Define Options for the Roster Report
Use the Options tab for this report to set up columns for the class roster.

1. On the “Basic report info” tab, choose “Roster report” from the “Type of this report”
pop-up menu.

2. Click the Options tab.
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Width of Blank 2 Inches) #Ebnk Lines at Bottam: 2
Height of Column Title Area: 2 Lines) # Elank Columnng: 1
Column1: Name Columns

Column 2: Number Column

Colunn 3: Column

Columns Column

Column &: Column

Columne: Column

Colunn 7. Colunn

Column 8: Colunn
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Delete Preview Cancel ( oK ,

3. Use the following table to enter information in the fields:

Field

Description

Width of Blank
Columns

Enter the width of blank columns (inches) if you want extra
columns on the roster (optional).

Height of Column
Title Area

Enter the height of the column title area to identify the
number of lines (optional).

# Blank Lines at
Bottom

Enter the number of blank lines at the bottom of the roster if
you want extra lines (optional).

# Blank Columns

Enter the number of blank columns if you want extra columns
to the right of the roster (optional).

Column

Click a Column. The Column [#] window appears.

Column #1
This column shows: Last name, First name ?
Column title: Name
Column width: 1 {$nches)

“ cancel © € ok )

1. Enter the column title that you want to appear on the
roster.

2. Enter the column width if you want to change the
default.
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Field Description

3. Click OK. The Options tab displays the new column.

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save your changes.

How to Define Options for the Spreadsheet Format Report
The Options tab on this report lets you specify parameters for assignments.
Note: You can skip any of the steps below and accept the defaults for each option.

1. On the “Basic report info” tab, choose “Spreadsheet format report” from the “Type of
this report” pop-up menu.

2. Click the Options tab.

Create Report

2
Easic report nfo r options ‘ Header | Footer | WehichStudents -
d | -
Show each student' s r.\{ Narm « \_/ D
Showw each assgnments  Full namne = | ! Date _ Category V ,’.'..‘...é‘.i‘..".‘.“‘..
Width of asnt columns linches): 05 Width of primted aren 8
Only azzignmentz in thiz date range  01/01/2002  through 1273172002
\__/ Only assigomn ems in this category Hormewio ik s ]
| Showe student names {0z only on 15t page | Showe category totals
_. Showd assignm ente Aerages n footer _ Print ;fl.b_]'-'n-n' Kay

'\/ Showw tinal grades

For «ach final grade show

- Currem Grade 0 R V Crade V Pertent
ES g = = =
- Thess Final Crad - Palmts s poss
" c g — -
ear | Cirtizenzhip

* Delete * Preview |  Cancel | ‘ oK ‘

3. Use the following table to enter information in the fields:

Field Description

Show each student's | Select the appropriate checkbox(es):

name * Name: The report displays each student’s name.

* ID: The report displays each student's ID.
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Field

Description

Show each
assignment's

Use the pop-up menu to choose how you want the
assignment to appear on the report. For example, if you want
to display the assignment name, choose “Full name.”

* Select any of the following checkboxes:
* Date: The report displays the date of the assignments.

* Category: The report displays the assignment
category.

* “Pts. possible”: The report displays the number of
points possible.

Width of asmt
columns (inches)

Enter the width of the assignment columns in inches.

Width of printed area

Use the pop-up menu to choose the width of the printed area
in inches.

Note: This refers to the size of the printed table. The default
value is 6 inches, which provides for 1.25 inches of margin on
a standard 8y- by 11-inch sheet of paper.

Only assignments in
this date range

Select this checkbox to include assignments from a specific
date range on the report.

Enter the start and end dates for the date range using the
format mm/dd/yyyy.

Only assignment in
this category

Select this checkbox to include only assignments in a specific
category. Use the pop-up menu to select the category.

Show student
names/IDs only on
1st page

Select this checkbox to show student names or IDs only on
the first page of the report if it is two or more pages.

Show category totals

Select this checkbox to show category totals for a specific
term. Click the field until the term appears. An asterisk (*)
indicates the current term.

Show assignment
averages in footer

Select this checkbox to show assignment averages for the
class in the footer.

Print assignment key

Select this checkbox to print the assignment answers.

Show final grades

Select this checkbox to display final grades and set up the
following:

* Select the appropriate option to display either final
current grades only or final grades from specific
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Field Description

terms. If you choose to display grades from specific
terms, use the pop-up menu. If needed, click Clear to
reset the field, and then reselect the terms.

* Select the remaining checkboxes to indicate what to
display for each final grade. You can select as many
or as few of these options as needed.

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save your changes.

How to Define Options for the Missing Assighment Report

Use the Options tab for this report to specify the range of assignments to scan and how they
appear on the report.

1. On the “Basic report info” tab, choose “Missing assignments report” from the “Type of
this report” pop-up menu.

2. Click the Options tab.

Basic report nfo r-Optio-n-sw Header Footer | Which Students

Thes report wiill be printed onfy for thoze students who have at least one
mizzing assgrment

Hovemissing assgrments are listed Comnma-separated bzt
Date range toinclude D1/0172002  theough 1273152002

g Unrecorded scores count a2z missing

These SCOres COUNt A5 Missing (Separate scores weith commas)
NHLA

* Delete * Preview “ Cancel ' ’ oKk

3. Use the following table to enter information in the fields.

Note: This report will be printed only for those students who have at least one missing
assignment.
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Field Description

How missing Use the pop-up menu to select how the missing assignments
assignments are are listed on the report.

listed

Note: Comma-separated assignments conserve space on the
paper.

Date range to include | Enter the start and end dates for the date range to include on
the report. Use the format mm/dd/yyyy.

Unrecorded scores Select this checkbox to indicate that unrecorded scores
count as missing count as missing.

These scores count Enter any codes that render an assignment missing. These
as missing can include customized codes to indicate items such as work
not handed in or incomplete grades.

Separate the codes with commas.

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save your changes.

How to Define Options for the Attendance Grid Report
Use the Options tab to select how to arrange the information on the report.
Note: You can skip any of the steps below and accept the defaults for each option.

1. On the “Basic report info” tab, choose “Attendance grid report” from the “Type of this
report” pop-up menu.

2. Click the Options tab.
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Show each student’s i_? Name Width 1 Y Use nickname if present
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Width of day columns (inches): 0.5 Width of printed area 8 — }

Y Fill grid with actual attendance

Footer | Which Students

Date range to incude: @) Fie current weeld
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Delete Preview Cancel ‘: Ol )

3. Use the following table to enter information in the fields:

Field

Description

Show each student's

Select the checkbox to display each student's name, and
enter the appropriate width of the name in inches.

Select the “Use nickname if present” checkbox to display the
student's nickname, if the student has one.

Select the ID checkbox to display each student’s ID number,
and enter the appropriate width of the ID number in inches.

Width of day columns
(inches)

Indicate how wide you want the date columns to appear by
entering the width of the columns in inches.

Width of printed area

Use the pop-up menu to choose the width of the report’s
printed area. The default value is 6 inches, which provides for
1.25 inches of margin on a standard 8y- by 11-inch sheet of

paper.

Fill grid with actual
attendance

Select this checkbox to fill the grid with actual attendance
values.

Date range to include

Select a specific date range to include in the report. Select
one of the following:

e The current week
* The coming week

* [Specific date range]: Enter the start and end dates for
the date range using the format mm/dd/yyyy.
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Field Description

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

4. Click OK to save your changes.

Note: You can save and use this report template for any of your classes. Data and
results vary depending on students' progress.

Create Reports — Header

The header is the information that appears above the report data. PowerGrade automatically
inserts some basic information that most teachers find useful. If you do not want to include this
information, select the default text and press Delete.

In addition to using text in the header, you can also use comment codes. Comment codes tell
PowerGrade what information to pull from your data file. By inserting a comment code in the
header, you are telling PowerGrade to find that field in the specified records and to insert the
data from the field in the report. It is a merge process similar to that used in word processing.

If you insert <student number>, PowerGrade finds the data in the student number field of the
specified records and inserts it in the printed report. Take a moment to review the data codes
you can include on your report; they may be different than those in the example. If you would
like a code that is not included on the list, contact your PowerSchool administrator.

How to Use the Header Tab
1. On the Create Report window, click the Header tab. The Header tab appears.
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2. Use the following table to enter information in the fields:

Field

Description

Insert Comment
Code

Use the pop-up menu to select the comment code. When you
select the code to include on the report, it appears in the
footer field.

When working with comment codes:

Use the student attendance codes to insert the
number of absences or tardies. When you insert this
code, it appears as either <# absences> or
<#tardies>. The final report displays the attendance or
tardies for the entire year. To display this information
for a specific term only, enter a colon followed by the
term after the code.

The following example inserts the number of tardies
for the second quarter: <#tardies:Q2>.

Use the final grade codes to insert information
concerning final grades. When you insert this code, it
appears as <FG Grade:>, <FG Points:>, <FG Pts
poss:>, <FG Percent:>, or <Citizenship:>. The final
report displays the specified final grade of the current
term. To display this information for a different term,
enter a colon followed by the term after the code.

The following example inserts the final grade for the
second quarter: <FG Grade:Q2>.

Use the category codes to insert information
concerning categories of assignments. When you
insert this code, it appears as <CAT points:>, <CAT
pts poss:>, <CAT percents:>, or <CAT grade:>. Then,
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Field Description

enter the name of the category after the code to
appear, such as <CAT Points:Homework>. The final
report displays the specified category information for
the current term. To display this information for a
different term, enter a colon followed by the term after
the category name.

The following example inserts the category points for
homework in the second quarter: <CAT
points:Homework:Q2>.

[Header field] Use the pop-up menu to select the specific codes. Enter any
text that you want to appear on the report. There is no limit to
the number of comment codes you can use.

Note: Delete any default text, codes, or information that you
do not want in your report. Verify that the cursor is placed
where you want your new text to start.

Font & size Select a font type and size.
[Justification] Use the pop-up menu to select the justification:
o Left
* Center
* Right
Delete Click Delete to delete the report. A message appears

confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

3. Click OK to save your changes.

Create Reports - Footer

The Footer tab is the same as the Header tab, except that the information is inserted below
rather than above the report data. Create a footer using comment codes just as you create a
header.

How to Use the Footer Tab

1. On the Create Report window, click the Footer tab. The Footer tab appears.
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2. Use the following table to enter information in the fields:

Field

Description

Insert Comment
Code

Use the pop-up menu to select the comment code. When
you select the code to include on the report, it appears in the
footer field.

When working with comment codes:

Use the student attendance codes to insert the
number of absences or tardies. When you insert this
code, it appears as either <# absences> or
<#tardies>. The final report displays the attendance or
tardies for the entire year. To display this information
for a specific term only, enter a colon followed by the
term after the code.

The following example inserts the number of tardies
for the second quarter: <#tardies:Q2>.

Use the final grade codes to insert information
concerning final grades. When you insert this code, it
appears as <FG Grade:>, <FG Points:>, <FG Pts
poss:>, <FG Percent:>, or <Citizenship:>. The final
report displays the specified final grade of the current
term. To display this information for a different term,
enter a colon followed by the term after the code.

The following example inserts the final grade for the
second quarter: <FG Grade:Q2>.

Use the category codes to insert information
concerning categories of assignments. When you
insert this code, it appears as <CAT points:>, <CAT
pts poss:>, <CAT percents:>, or <CAT grade:>. Then,
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Field Description

enter the name of the category after the code to
appear, such as <CAT Points:Homework>. The final
report displays the specified category information for
the current term. To display this information for a
different term, enter a colon followed by the term after
the category name.

The following example inserts the category points for
homework in the second quarter: <CAT
points:Homework:Q2>.

[Footer field] Use the pop-up menu to select the specific codes. Enter any
text that you want to appear on the report. There is no limit to
the number of comment codes you can use.

Note: Delete any default text, codes, or information that you
do not want in your report. Verify that the cursor is placed
where you want your new text to start.

Font & size Select a font type and size.
[Justification] Use the pop-up menu to select the justification:
o Left
* Center
* Right
Delete Click Delete to delete the report. A message appears

confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

3. Click OK to save your changes.

Create Reports — Which Students

Use the Which Students tab to select the students you want to include on the report. This
feature is very useful when you want to send a report to just those students who are failing a
class.

This tab is the same for all reports; use the instructions below when creating any of the five
report types. Always select the report type on the “Basic report info” tab. Then, continue
setting up the report by utilizing the additional tabs.

Reports Copyright © 2006 Pearson Education. All rights reserved. 156



PowerSchool

PowerGrade User Guide

How to Use the Which Students Tab
1. On the Create Report window, click the Which Students tab.

~

Basic report nfo l Options ! Header | Footer ’Whichstud-m: \ B
d | » .

Produce this report for which students?

> .
All students currently enrolled in the clas:
All students enrolled in any clazz inthiz chss group

_ Al students enrolled in all current classes

Screen for students matching these criteria:

i final grade percentag... | TJinthisrange [ 0w [ €0
Sort order:
Aphabetical ?‘ ,!\ Ascending T Descending
s » e - » £ » r—\
Delete Preview Cancel oK

Create Report

”

2. Use the following table to enter information in the fields:

Field

Description

Produce this report
for which students?

Determine which students appear on the report. Select one of
the following options:

* “Select which students at the time | request the
report’

* “All students currently enrolled in the class”
* “All students enrolled in any class in this class group”

e “All students enrolled in all current classes”

Screen for students
matching these

Select the Final Grade Percentage checkbox to filter for a
specific final grade percentage. Enter the percentage and the

criteria appropriate grade range in the fields.
Click the Final Grade Percentage field until the term appears;
an asterisk (*) indicates the current term.
Enter the low and high scores of the range to be included in
the report.

Sort order Select a sort option from the pop-up menu. The sort options

include:
* Alphabetical

¢ Random

* “By student number”
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Field Description

* As-is

* “By final grade pct:”

* “By assignment score:”
* Birthday

Note: If you select an option ending with a colon, a
secondary window appears, such as Assignments. Select an
option, and click OK.

Assignments

Select an assignment from
the list belowr

Midterm
Weekly Quiz #1
Final Exam

( cancel ) o)

[Sort order] Select one of the following options:
* Ascending Order: Sorts lowest to highest

* Descending Order: Sorts highest to lowest

Delete Click Delete to delete the report. A message appears
confirming you want to permanently delete the report. If so,
click Yes. If not, click No.

Note: This function is available on all tabs.

Preview Click Preview to view a copy of the report.

Note: This function is available on all tabs.

Reports Copyright © 2006 Pearson Education. All rights reserved. 158



PowerSchool PowerGrade User Guide

3. Click OK to save your changes.

Preview Reports

After you create a report template, preview it to display the results of your report. Use this
function before printing any report to ensure that the correct information appears and that it is
formatted properly. For more information on printing a report, see the section “Print Reports.”

There are two methods for previewing a report: while creating the report and from the
PowerGrade menu.

How to Preview a Report While Creating the Template

Preview the report while you are creating the template. Click Preview at the bottom of the
window before clicking OK. The resulting report displays your selections.

Print Preview
X
' Woods 1 - Period 06
Thursday, Tnne 20, 2002
i -
L7 Name Number Birthday
'_', Babcock, Joshua 26696 8110183
Bahls, Macii 26411 2013185
Q Canson, Dirk C 25742 4i21186
2 Christensen, AliL 25228 Ti27ied
Clark, Cheresa ¥ 25294 11119183
Clayton, Joshua R 25741 6I16/87
Duran, Christopher P 25825 7128186
Ean, Nathan R 25289 711185
Fritz, Justin L 25036 1124{86
Hansen, Amanda 20213 83183
Jackman, Kayei S 25279 12115183

You can do any of the following:
* Click the Zoom icon to increase the size of the report display.
* Click the Forward and Back icons to move from page to page.

* If you are satisfied with the results of the report, you can print it by clicking the Print
icon. For more information on printing reports, see the section “Print a Report.”

* Click the Close icon to return to the spreadsheet. The report saves before
previewing.

* Press and hold OPTION (Mac) or ALT (Windows) and click the Close icon to edit the
report. For more information on how to edit the report, see the section “Modify a
Report.”
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How to Preview a Report from the PowerGrade Menu

This method for previewing a report is helpful when you want to run a report using an existing
template.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Preview. The Report Names window appears.

Report Names
Select a report
Roster
Roster of Entire Class

( Cancel ) ( OK \}

3. Choose the report you want to preview from the menu and click OK. The report
template displays the most recent data. You can print the report or edit the template.
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Print Preview

(1)

(3)

(2

YWoods 1 - Period 06
Thursday, Jane 20, 2002

Name Number Birthday
Babcock, Joshua 26696 810183
Bahls, Macii 26411 2113185
Catson, Dirk C 25742 4{21186
Christensen, AliL 25228 7127184
Clark, Cheresa 25294 11/19/83
Clayton, Joshua R 25741 6116/87
Duran, Christopher P 25825 7128186
Ean, Nathan R 25289 711185
Fritz, Justin L 25036 1124186
Hansen, Amanda 20213 SI3183
Jackman, Kayei S 25279 12115183

Note: If you are printing the “Individual student report,” select a student from the

Students window.

Students

Select a student:

Allen, Joseph B
Asheroft, Brittany P
Bliss, Justin N
Brown, Hanna N
Brueckner, Jacklyn D
Bybee, Michael P
Dahlsad, Kassandra D
Deters, Justin C
Finlay, Jewlene G
Freeman, Ashly D
Grouch, Oscar ¥
Jensen, Harleyann G
Leier, Michelle D
Morinville, Jordan R
MNephew , Marissa N
Pratt, Michael L

( Cancel ) € OK )

To print an individual student report for several students, press and hold COMMAND
(Mac) or CONTROL (Windows) as you click the names of the students you want to
include. If the names are consecutive on the list, click the first name, scroll to the last
name, and press Shift while you click the last name to select all the names.
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Edit Reports

After you create a report, you can edit or delete it.

How to Edit a Report

Making edits to a report is similar to creating a report because you use the same options.

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Reports > Edit. The “Basic report info” tab appears.

Edit Report
?

' Basic report info ! Options l Header [ Footer i Which Students -

Mamne of this report Student Information f > )

Type of this report Individual student report 3|

Font &3ize Helvetica ? 1 ?

? Inkget printer

grm—— rr——  ~ —

Delete Preview Cancel f OK ‘

Select the report you want to edit.

Make the necessary changes to any field or option using the instructions in the section
“Create a Report.”

Click OK to save the report when you finish making changes.

How to Delete a Report

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Reports > Edit. The “Basic report info” tab appears.
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Edit Report
?

' Basic report info ! Options l Header [ Footer i Which Students -

Mamne of this report Student Information f > )

Type of this report Individual student report 3|

Font &size Helvetica K3 1 ?

? Inkget printer

grm—— rr——  ~ —

Delete Preview Cancel f OK ‘

3. Select the report you want to delete.

4. Click Delete. A message appears confirming you want to delete the selected report.

Are you sure you want to delete this
report?

No Yes

5. Click Yes. The system removes the report.

Print Reports

After creating and previewing a report, print it as you would any document. This feature works
the same as the Print command in a word processor. There are two methods for printing a
report: from the Preview window or the PowerGrade menu.

How to Print from the Preview Window

The first way to print a report is to do so from the Preview window. Either create the report or
open a previously created report to the Preview window. Then, click the Print icon. The report
is sent to your printer.

How to Print From the PowerGrade Menu

Note: This method for previewing a report is helpful when you want to run a report using an
existing template.
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Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

Choose Reports > Print. The Report Names window appears.

Select a report

Report Names

Roster
Roster of Entire Class

Cancel ) f OK

)

3. Select the report you want to print and click OK. The Print Setup window appears.

Note: If you are printing an “Individual student report,” select a student from the

Students window.
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Students

Select a student: ~

Allen, Joseph B ~
Asheroft, Brittany P :
Bliss, Justin N
Brown, Hanna N
Brueckner, Jacklyn D
Bybee, Michael P
Dahlsad, Kassandra D
Deters, Justin C
Finlay, Jewlene G
Freeman, Ashly D "
Grouch, Oscar V

Jensen, Har leyann G

Leier, Michelle D

Morinville, Jordan R

MNephew , Marissa N

Pratt, Michael L

( Cancel ) ( OK )

To print an “Individual student report” for several students, press and hold COMMAND
(Mac) or CONTROL (Windows) as you click the names of the students you want to
include. If the names are consecutive on the list, click the first name, scroll to the last
name, and press Shift while you click the last name to select all the names.

4. Click OK. The report is sent to your printer.

Samples Reports

There are a variety of documents you can create using PowerGrade's reporting features. See
the following examples for letters and attendance grids created using PowerGrade.

Create letters to give positive feedback to parents or to warn parents of falling grades. You can
create either type of letter at any time in the term.

How to Create a Positive Feedback Letter

The following example generates a report only for those students receiving a total grade
percentage of 90-100%. However, you can choose a different range.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Create.

3. On the Create Report window, select “Individual student report” on the “Basic report
info” tab.
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9.

Enter a name for the report, such as Positive Feedback Letter.

Click the Options tab to select how you want the scores to appear and which
assignments to include.

Click the Header tab, and enter comment codes and text for the opening in the report
header.

Click the Footer tab, and enter comment codes and text for the closing in the report
footer.

Click the Which Students tab, and enter the low and high ends of the appropriate
range, such as 90-100%.

Click OK. The class spreadsheet appears.

10. Choose Reports > Preview. The report appears.

How to Create a Warning Letter

In the following example, only those students with a 60% or lower total grade percentage are
included on the report. You can choose a different range.

1.

9.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Reports > Create.

On the Create Report window, select “Individual student report” on the “Basic report
info” tab.

Enter a name for the report, such as Warning Letter.

Click the Options tab to select how you want the scores to appear and which
assignments to include.

Click the Header tab, and enter comment codes and text for the opening in the report
header.

Click the Footer tab, and enter comment codes and text for the closing in the report
footer.

Click the Which Students tab, and enter the low and high end of the appropriate page
range, such as 0-60%.

Click OK. The class spreadsheet appears.

10. Choose Reports > Preview. The report appears.

How to Create a Blank Attendance Grid

PowerGrade User Guide

A blank attendance grid is helpful for substitute teachers. You can print the report and have the
substitute teacher use it to take attendance. Alternatively, use the blank attendance grid to
take attendance when you are not at your computer, such as during a field trip or Physical
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Education class. When you return to your computer, you must record the attendance in
PowerGrade.

1.

8.
9.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Reports > Create.

On the Create Reports window, select “Attendance grid report” on the “Basic report
info” tab.

Enter a name for the report, such as Blank Attendance Grid.

Click the Options tab to select how you want the columns to appear and what
information to include in each.

Click the Header tab, and enter comment codes and text for the opening in the report
header.

Click the Footer tab, and enter comment codes and text for the closing in the report
footer.

Click the Which Students tab, and select the students to appear on the roster.

Click OK. The class spreadsheet appears.

10. Choose Reports > Preview. The report appears.

Export Spreadsheets

Using the Export Spreadsheet function, you can export the entire spreadsheet from
PowerGrade to a spreadsheet application.

To export student information, see the section "Custom Export."

How to Export a Spreadsheet

1.

Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

Choose Reports > Export Spreadsheet.

Open the folder in which you want to store the file.
Enter the file name.

Note: Do not change the “.txt” file name extension.
Click Save.

Open the file using your spreadsheet application.

Note: The file has a “.txt” extension. You may need to choose All Files from the “File
type” pop-up menu.
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7. Select the option to select delimiters.

8. Click Next.

9. Select the first column, and click the option to select the data format for the column.
10. Repeat step 9 for the remaining columns.

11. Click Finish. The spreadsheet displays the class roster data. Format it as you would any
spreadsheet. Set it to print in landscape format or reduce the scaling if it does not fit on
the page.

To print the report, choose File > Print. Save the new document as a spreadsheet file type
when you close it.

Custom Export

Using the Custom Export Spreadsheet function, you can export selected student information
from PowerGrade to a spreadsheet application.

To export the entire spreadsheet, see the section "Export Spreadsheets."

How to Export Student Information

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Custom Export. The Export window appears.
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Export

Student Fields Export Fields:

Last, First
First Name C

Last Name
Nickname
Middle Initial
Student Mumber
Birthday
Gender

Grade Level

C ity

State

Street

Home Phone

Zip Code v

Delimiters

Field Tab - ) Y Column titles on 15t row

Record CR Q“ [

3. Use the following table to enter information in the fields:

Field

Description

Student Fields

A list of fields that can be exported appears. To export a
specific field, drag a student field to Export Fields. Repeat
this step for all fields included in the report.

To remove a field, drag a field from Export Fields to Student
Fields. Repeat this step for all fields you want to remove.

Export Fields

The list of fields selected for the export appears. To reorder
the export fields, drag them either up or down in the Export
Fields area to the correct position.

Field Use the pop-up menu to choose the appropriate field
delimiter. The delimiter separates the fields (or columns) on
the report:

* Tab

* Comma

* Other: Enter the character you want to use to separate
the fields.

Record Use the pop-up menu to choose the appropriate record

delimiter. The record delimiter separates one record (or row)
from the next one on the report:
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Field

Description

CR: Carriage return
CRLF: Carriage return line feed

Other: Enter the character that will separate the
records.

Column titles on 1st
row

Select this checkbox to display the column headings on the
first row of each page of the report.

4. Click Export to export the data. The Save window appears.

Format:

Where

Save As: basic info
ASCII File 2

1 Macintosh HD

/i Cancel © € Save D

5. Select the folder in which you want to store the file once you set up the export data.

6. Enter the file name.

Note: Do not change the “.txt” file name extension.

7. Click Save.

8. Open the file using your spreadsheet application.

9. Note: The file has a “.txt” extension. You may need to choose All Files from the “File

type” pop-up menu.

10. Select the option to select delimiters.

11. Click Next.

12. Select the first column, and click the option to select the data format for the column.

13. Repeat step 11 for the remaining columns.

14. Click Finish. The spreadsheet displays the class roster data. Format it as you would any
spreadsheet. Set it to print in landscape format or reduce the scaling if it does not fit on

the page.

To print the report, choose File > Print. Save the new document as a spreadsheet file type

when you close it.

Charts

PowerGrade provides charts to visually identify students’ progress on assignments. Select
from more than a dozen chart formats, including pie charts and three-dimensional charts. Use
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charts to track a student's score or a group of students’ scores on an assignment. You must
first have at least one assignment entered to view charts.

To compare information among students or assignments, open multiple charts that display
different information. For convenience, you can close all the charts with a single click of a
button.

How to Open a Chart

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Charts. The chart data palette and “Students and Assignments”
windows appear.

J' Studernts and Bxyignments | ?
Sudents snd Aceignmente = Chart (7) e (o thy ‘] ) %udentNumbers
serds and A cognmen hart (7) H mn chart v
Window Selactor Chart Type ® Nam
Midter mSep 23 TEAM 1 Bevar, Adam C I
weekly Q1 Ot 31 TEST 2 Bliss, Justin s
FIN. EXM Dec 1 ZTERM 3 Broogs, Jessics ©
4 B, Johin K
S Brigge, RysnY
& Budd, v qw R
T Conder, Amberles &
S Cornis, Lacew
9
o
1
o
‘S Fortie, Kira ¥ v
Close » [ CloseChart * [ New Chart
Note: To close the chart, click OK on the Chart window.
3. Use the following table to enter information in the fields:
Field Description
Window Selector This pop-up menu displays any open chart windows.
Chart Type Choose the type of chart you want to use. Different chart

types are appropriate for different purposes and types of
data. Try different charts until you find one that best fits your
needs.

[Display options] Select the appropriate option to label data using students'
numbers or students' names.

[Assignments] All assignments for the selected term appear. Select one or
more assignments to chart.

Note: To select more than one, press and hold COMMAND
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Field

Description

(Mac) or CONTROL (Windows), and click the ones you want
to include. If they are listed consecutively, click the first one
you want, scroll to the last, press Shift, and then click the last
one you want.

[Students]

All students for the selected class appear. Select one or more
students to chart.

Note: To select more than one, press and hold COMMAND
(Mac) or CONTROL (Windows), and click the ones you want
to include. If they are listed consecutively, click the first one
you want, scroll to the last, press Shift, and then click the last
one you want.

4. Click New Chart. The chart appears.

5. Do one of the following:

How to Edit a Chart

Bl Bl Tewl 13 el G peal a0 de e

O

Brra, M U Elos, Jota B gp. Marma b

Fod

To open another chart simultaneously, repeat steps 3-4. After reviewing the charts,
click Close on the “Students and Assignments” window.

To modify the chart, see the section “How to Modify Charts.”

To save the chart, see the section “How to Save Charts.”

To print the chart, choose File > Print.

To close the chart, click OK on the Chart window.

Format charts to prepare them for printing or saving.
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1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section

“Open Classes.”

2. Choose Reports > Charts. The chart data palette and “Students and Assignments”

windows appear.

3. Open a chart. For more information, see the section “How to Open Charts.

_r'wu'd‘m. wnd Avignments |

_?_:

Window Selactor

“Auderds and A cegnmente= Chart (7)

.'a () #udent Nembers
T @) Fudent Mam ec

Coumnn chart
Chart Type

Midter m 322 23 TEAM
Wheekly Q1 Ol 31 TEST
FIN. EXM De¢ 1 ZTERM

| Bevan, Adam C m
| Bligs, Justin
| Briogs, Jessics €

Brigms, John K

Briggs, RysnY

Budd, Duminique R

Conder, Amberles &

Cornis, Lacew

Denk, Lo R

Defl, Cormac T

Dunn, Andres

Egbert, Justin

Erichzon, Jan L
4 Fiterald, Angela -
| Fortie, Kira ¥ v

PR S

-0 W o0

ol -0

o

_f Close { Close Chart _fNew Chart

—
Fale Bl Tewl 10 el (Ripeal e deoat 1%
PR EEE .’Si 0
s |.rurmnnwm |
<60 o
o
Brra, M U Elas, Jota Brgp. Narxa b S
L= .-

4. Use the toolbar buttons to insert objects, such as lines, text, and boxes:

E inserts a text box, in which you enter text

= inserts a line

O]

inserts a box or rectangle

@I inserts a rounded rectangle
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inserts an oval

& inserts a polygon, or free-form object

Note: When you click a button, the description of the button and brief instructions
appear in the next field.

[Polygon: a side is added ecach time you click in the document|

Most objects require that you click and drag your mouse in the chart to draw the object.

5. Modify the chart objects, if necessary. Use menu commands to perform certain
modifications, such as adding color, changing object properties, or undoing a mistake.

Note: To resize objects, use the square handles that appear around the object. Drag
the handles to size.

Significan:{ly better!E

DESANDRE , MACAL AH

Note: Only one object can be selected at once. Click an object again to modify.
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[ | significantly better! N

DESANDRE, MACALAH

6. Do one of the following:
* To save the chart, see the section “How to Save Charts.”
* To print the chart, choose File > Print.

* To close the chart, click OK on the Chart window.

How to Save a Chart

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Reports > Charts. The chart data palette and “Students and Assignments”
windows appear.
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! Sudenty and Bxyignmenty ‘

. : = - Y Fudent Mumbers
Suderds and A cognmente = Chart (7) — 1 Caunn chort e] .

Window Selector Chart Type ’f\ Gudent Mam et

Midterm S22 23 TEAM 1 Bevar, Mdam C m
Weskly Ot Ot 31 TEST Blizs, Justin

FIN. EXM Dec 1 2 TERM Brioggs, Jessics €

Brigs, John K

Brigge, RysnY

Budd, Duminiqw R

Conder, Amberles &

Cornis, Latew

Denb, Jon R

0 | Dl CormacT

0w oA

I Denn, Andres

Z | Egbert, Justin
‘3 Erickzon, Jan L
Fitapzrald, Angela

o

Fortie, Kira ¥ v

“ Close ) [ ClosecChart © [ New Chart

3. Open a chart. For more information, see the section “How to Open Charts.”

4. Choose File > Save on the Chart window. The Save As window appears.

Save As: mdesandre_weekly_quizzes

Where: _|Macintosh HD e m

© Cancel * € Save )

5. Enter a name for the file in the Save As field.

6. Choose a location from the Where pop-up menu.

7. Click Save. The chart saves to the selected location.
8. Click OK on the Chart window to close the chart.

To open the chart, choose File > Open from the Chart window. Navigate to where you saved
the chart, then click Open. The chart appears.
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PowerSchool Server

Though you will mostly work with the PowerGrade application, you might have to work with the
PowerSchool server. For example, you might need to synchronize your PowerGrade data file
with the PowerSchool server if their respective data sets do not match. In case your computer
does not work, retrieve scores from the PowerSchool server. For more information, see the
section “Exchange Information With the PowerSchool Server.”

Always back up your data file to the PowerSchool server; there may be times when you need
to retrieve data from the last backup. For more information, see the section “Backups.”

Discuss these procedures with your PowerSchool administrator before performing them. He or
she can provide important information about the status of the PowerSchool server at your
school and useful tips on performing the procedures.

Exchange Information With the PowerSchool Server

Using the Rebuild Data From Server window, you can restore and synchronize a variety of data
between PowerGrade and the PowerSchool server.

How to Restore Data From the Server

If classes or class rosters are not synchronized with the PowerSchool server, use the “Rebuild
Data from Server” command to refresh attendance, class rosters, settings, and class lists. This
is also useful after substitute teachers take attendance using PowerSchool Substitute instead
of PowerGrade. Synchronize your data file to correspond with the data on the server. You are
encouraged to make a backup of your data before performing this task.

Note: Some of these settings are performed for all classes. Other settings are performed for
individual classes and may need to be repeated for each class.

1. Choose an available class from the Classes menu. The class spreadsheet for the
selected class appears. For more information on accessing classes, see the section
“Open Classes.”

2. Choose Utilities > Rebuild Data From Server. The Rebuild Data From Server window
appears.
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Restore Data From Server

| Administrator Settings

Synchronize With Server

__| Attendance

Rebuild Data From Server

Verfies that the attendance codes, gradescale and final grade
sctups n this class match those on the server
Class List
Verifies that the classes you have in your "Classes™ menu ace
the ones that are supposed to be there
Class Roster
Verfies that all of the students who are in your class are the
ones that are supposed to be there
Notes
Replaces af PowerGrade parent notes and private notes with
those currently on the PowerSchool sarver
Preferences
Retrieve its preferences settings from PowerSchool server
Scores
Completely overwnite any assignments, categories, scores and
citizenship in PowerGrade
__ Class Setups
Retrieve the current class’s final grade setup and grade scales
from PowerSchool server
Student Photos
Replaces ail PowerGrade student photos with those currently on
the PowerSchool server

Replaces all PowerGrade attendance for this class with the
attendance currently on the PowerSchod! server

3. Use the following table to enter information in the fields:

Note: You can press the COMMAND key and click any one of checkboxes to select or

deselect all.

Field

Description

Administrative

Select this checkbox to verify that the attendance codes, grade

Settings scale, and final grade setups in this class match those on the
server.
Class List Select this checkbox to verify hat the classes you have in your

Classes menu are the ones that are supposed to be listed.

Class Roster

Select this checkbox to verify that all of the students who are in
your class are the ones that are supposed to be there and
update students’ custom fields.

Note: This setting only runs for the selected class.

Notes

Select this checkbox to replace parent and private notes with
those currently on the PowerSchool server.
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Field Description
Note: This setting only runs for the selected class.

Preferences Select this checkbox to replace the current PowerGrade’s
preference settings with the previous settings on the
PowerSchool server.

Scores Select this checkbox to replace the current categories,

assignments, scores, final grades and citizenship with those
currently on the PowerSchool server.

As a safety precaution, be sure to save your PowerGrade data
once again prior to restoring scores from the server.

Note: This setting only runs for the selected class.

Class Setups

Select this checkbox to replace the current class’s final grade
setup and grade scale with those currently on the PowerSchool
server. Scores option will be selected automatically if this
option is checked.

If selected, the Scores checkbox also appears selected. The
Class Setups checkbox cannot be selected independent of the
Scores checkbox.

Note: This setting only runs for the selected class.

Student Photos

Select this checkbox to replaces all photos with the latest
photos on the PowerSchool server.

Note: This setting only runs for the selected class.

Attendance

Select this checkbox to replaces attendance for this class with
the attendance currently on the PowerSchool server.

Note: This setting only runs for the selected class.

4. Click OK. If you did not save since you last made changes, a message appears asking if

you want to save.

fﬁ Save changes before closing? .

Don't Save ) ( Cancel ) £ Save

5. Click Save. PowerGrade retrieves the data from the PowerSchool server for the
selected class and sends it to your data file. If you selected the Scores checkbox, a

message appears.
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& Are you sure that you want to completely
overwrite any assignments, categories and
scores in PowerGrade.

No | ( Vu’

6. Click Yes to confirm that you want to overwrite the existing data. PowerGrade retrieves
the data from the PowerSchool server for the selected class and sends it to your data
file.

Backups

A backup is a copy of your entire PowerGrade data file. A backup makes a copy of not only
scores and assignments, but also your preferences and other personal settings. The
PowerSchool server stores the backup files in a folder named PowerGrade Backups. Back up
your PowerGrade data file at least once per day.

Saving your work in PowerGrade is not the same as making a backup of PowerGrade. Saving
your work sends data to the PowerSchool server after you shutdown PowerGrade. You can
access assignments and scores immediately and directly from PowerSchool.

A backup is a duplicate copy of your entire data file on the PowerSchool server. It includes
assignments, scores, and preferences. If you diligently make daily backups of your data, you
can retrieve the data if your data file in PowerGrade becomes lost or damaged.

To remember to back up PowerGrade when shutting down the application, follow these three
steps: Save, back up, and quit.

How to Make a Backup

Note: You are encouraged to discuss this task with your PowerSchool administrator before
backing up for the first time. Make sure you back up the correct file.

1. Choose File > Make Backup.

2. PowerGrade sends your entire data file to the backup folder on the PowerSchool
server. In general, PowerSchool stores the last five backups made.

Note: If you do not know the name and location of the data file currently open, choose
File > Preferences (or click the Preferences icon on the class spreadsheet). Then click
the PowerSchool tab.

3. When a message appears indicating the backup was successful, click OK.
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Alternatively, make a backup of your PowerGrade data file to save on your local computer.
Save the file to a location such as a floppy disk drive or your hard drive. Enter the filename
extension “.data” (Mac) or “.4DD” (Windows). These backup file locations are also subject to
corruption; therefore, it is wise to make two backups each day: one to a local drive and another
to the PowerSchool server.

How to Retrieve the Last Backup

Backups are crucial in the event that your computer crashes or your data file becomes
damaged. By making a backup of your data file, you can direct the PowerSchool server to
restore your backup data. Before doing so, discuss the task with your PowerSchool
administrator; though this is not a difficult procedure, you should minimize the risk of losing
important records and information.

Note: If your computer crashes, it is possible that you also will lose the PowerGrade
application used to read the data file. In that case, reinstall PowerGrade before retrieving the
backup data file. For more information on installing PowerGrade, see the section “Installation”
and contact your PowerSchool administrator. After installing PowerGrade, return to the
following instructions to restore your backup file.

1. Choose File > Retrieve Last Backup. The system prompts you to save the file.

Save As: basic info
Format: ASCII File )

Where: - Macintosh HD FREE2

/;gawrﬂ ,,\ f Save )

2. Open the local folder where you want to store the backup file.
3. Enter the name for the backup file.

Note: This must be a different name than that of the original data file so that you do not
overwrite it. Be sure to include the “.data” (Mac) or “.4DD” (Windows) filename
extensions at the end of the file name. For example, name the file Backup Data
File.data.

4. Click Save.

Note: You must quit PowerGrade and restart with the restored data file after it is saved
in your local computer.

5. Choose File > Quit. If prompted to save your changes, click Save.

PowerGrade closes, and you are ready to open the backup data file. Since there are now two
local data files, follow the specific instructions below for opening the correct copy of the file.
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How to Open the Backup File

1. Immediately after starting PowerGrade, press OPTION (Mac) or ALT (Windows). The
Open Data File window appears.

Open Data File

Show: Data File —5“

From: i Macintosh HD 3‘1
"=} Macintosh HD b [ 4D :
e Network Acrobat Reader 5.0 D

% Applications
Applicatio.. (Mac OS 9)

Desktop
Documents
Informed Filler 2.7 A
v
New...
Go to
(T — — V 4 »
Add to Favorites Cancel

2. Locate and select the backup data file.
3. Click Open. PowerGrade opens using the backup data file.

4. Delete or rename any unused data files to avoid confusion, especially during future
backups. If the file PowerGrade is currently using is the file you delete, do not make
changes or entries to the spreadsheet or settings. These changes are lost when you
delete the file. If necessary, rename the remaining data file.

Note: If you do not know the name and location of the data file currently open, choose
File > Preferences (or click the Preferences icon on the class spreadsheet). Then click
the PowerSchool tab.

Continue working with PowerGrade. The application might prompt you to enter a data file the
next time you start it. If so, select the data file and click Open.
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Frequently Asked Questions

This section answers many frequently asked questions concerning PowerGrade. The answers
to these questions assume that you have a basic understanding of the terms used.

Backups

How do | back up my PowerGrade data?

Choose File > Make Backup. This command sends a copy of your data file to the PowerSchool
server. The PowerSchool server generally stores the last five backups you made. Note that
making a backup to the PowerSchool server is different than just saving your work. A backup
to the PowerSchool server saves not only the grades and assignments, but also items such as
customized settings, preferences, and notes. If your computer crashes, retrieve students’
grades from the PowerSchool server; however, if you do not make a backup of your data file,
all the personalized settings are lost.

Alternatively, make a copy of your PowerSchool data file on your computer for use as a
backup. Use the extension “.data” (Mac) or “.4DD” (Windows) on the data file. To make a
backup, copy your PowerGrade data file to another location: the PowerSchool server, a
network server, an external disk, or any combination of these.

It is a good idea to keep several backups; you might want to use both of these methods to
back up your data file after every PowerGrade session. If you are not sure how to make a
backup or which is your data file, contact your PowerSchool administrator.

How often should | make backups of my PowerGrade data?

PowerGrade, like all software, must be backed up frequently. The recommendation is to back
up once a day.

Where are backups stored?

The backups are stored on your PowerSchool server in a folder named PowerGrade Backups.
If you need to retrieve a backup file from the server, see the section “Exchange Information
With the PowerSchool Server.” To retrieve a backup stored locally, see the section “Backups.”

Data File

What is a data file?

Your data file is where the system stores all your gradebook data and customized settings. It
records everything you save in PowerGrade. Whenever you save your work in PowerGrade, all
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assignments, grades, and log entries are saved to your computer and on the PowerSchool
server, if connected. However, any PowerGrade customizations are not sent to PowerSchool;
preferences and other individual settings save only to your local computer.

Extra Credit

How do | set up extra credit?

Create an assignment with zero points possible so that it does not count against students who
do not have a score for it. When students turn in extra credit, enter the score for this
assignment. The points count towards their grades; however, since you set up the assignment
with zero points possible, not having a score for this extra credit assignment does not count
against students' final grades.

Multiple Teachers Sharing One Computer

Can multiple teachers share a computer to keep grades?

Yes, though it is especially important to back up data files when teachers share the same
computer. On Macintosh computers, the data file ends with .”.data,” while data files on PCs
end in “.4DD”. Simply make a copy of this file and place it in a safe backup location, such as
on the PowerSchool server, a network server, or an external disk. There are two ways to
manage multiple PowerGrade users on a single computer:

Method 1

The recommended method is straightforward and most likely to prevent one teacher from
opening the files of another. Install and set up a completely separate, independent copy of
PowerGrade for each teacher. If two teachers, Mr. Johnson and Ms. Taylor, share a computer,
create one folder named PowerGrade_Johnson and another named PowerGrade_Taylor. Store
their respective copies of PowerGrade in their own folders and put icons for each on the
desktop. Each teacher double-clicks the icon to open the appropriate PowerGrade data file.

Method 2

This method needs only one PowerGrade application and one folder on the computer, but
users must pay attention when opening the program. Load a single copy of PowerGrade on the
computer with each teacher having a data file. Inmediately after starting PowerGrade, press
OPTION (Mac) or ALT (Windows). PowerGrade displays a window asking the user to select a
data file. Select the appropriate data file and click Open. If you do not press and hold the key,
PowerGrade remembers and opens the last data file used, which may or may not be yours. It is
important to set PowerGrade passwords for each user when using this method.

Also, remember that users share the same report templates. This should not be a problem
since users are not required to use templates they do not need but can create new ones, if
necessary.

Frequently Asked Questions Copyright © 2006 Pearson Education. All rights reserved. 184



PowerSchool PowerGrade User Guide

What is the difference between a PowerGrade password and the PowerSchool
connectivity key?

Enter your PowerGrade password to open your PowerGrade data file. You choose the
password and set it yourself so that no one else, such as a student, can open the file and view
or change data. Set a PowerGrade password by choosing File > Preferences; then click the
General tab.

The PowerSchool connectivity key allows the PowerGrade program at your local computer to
communicate with the PowerSchool server at your school. Your PowerSchool administrator
most likely chooses and sets this password. Do not set or change the PowerSchool
connectivity key unless instructed to do so by your PowerSchool administrator.

Printing

Can | print an individual student report for several students at one time?

Yes. Press and hold COMMAND (Mac) or CONTROL (Windows) as you click the names of the
students you want to include on the report. If the names are consecutive on the list, click the
first name, scroll to the last student name you want, press Shift, and then click the last
student's name.

Is there an easy way to preview a report before printing?

Yes. Open PowerGrade to the class. Choose Reports > Preview Report. Select the appropriate
report. Alternatively, if you are editing the report, click Preview at the bottom of the window to
preview the report you are editing.

PowerGrade Preferences

How can | change the color of the font and background of my spreadsheet?

Choose File > Preferences (or click the Preferences icon on the class spreadsheet). Change a
number of settings related to the spreadsheet, including the font and background color.

What is the “Apply to other classes in group” option? How do | group classes together?

When adding an assignment to a class, you have the option to select the “Apply to other
classes in group” checkbox. If you do this, the system adds the assignment to both the current
class and the other classes in the same class group.

To put classes in a group, open PowerGrade to the class. Choose Windows > Class
Information. Enter a class group name. You create a class group when you enter the same
name into two or more classes. Spell the group name the same for all classes in the same
group; otherwise, PowerGrade creates separate groups.
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Can | have PowerGrade warn me before | change a score?

Yes. Open PowerGrade to the class and choose File > Preferences (or click the Preferences
icon on the class spreadsheet). Click the Notification tab and make the selections. Your
selections apply to all classes.

Multiple Data Files

Can | use multiple PowerGrade data files?

Yes. The most common reason for doing this is to allow multiple teachers to share a single
copy of PowerGrade. For tips on using multiple data files, see the section “Can Multiple
Teachers Share a Computer to Keep Grades?”

PowerGrade Version Number

How do | know that | am using the most current version of PowerGrade?

When PowerGrade starts, the version is noted just below the PowerGrade logo. Compare that
version number with the updated version number on the PowerSchool Customer Support Web
site at https://support.powerschool.com/ or on PowerSchool Teacher. If you have an older
version of PowerGrade, contact your PowerSchool administrator regarding PowerGrade
updates.

Work Remotely

How do | use PowerGrade at home?

To use PowerGrade from home or another remote computer, you need a copy of the
PowerGrade application on your remote computer. Remember that the PowerGrade
application is not the same thing as your PowerGrade data file. Either copy the PowerGrade
application from your computer at school or download it from the PowerSchool Customer
Support Web site at https://support.powerschool.com/ when you are remote. For installation
instructions, see the section “Installation.”

Note: The PowerGrade application is too large to fit on a floppy disk, so you need some other
method of transporting the program. A removable memory drive works well. If this is not
available, log in to the Web from your remote computer and download the application from the
address above. If you have questions about how to do this, contact your PowerSchool
administrator.
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Before leaving school:

1.

In PowerGrade, choose File > Save to ensure that the PowerSchool server has the most
current class information.

Choose File > Preferences and document the settings in the Scores tab. If you did not
change the default settings, you can skip this step.

Note: The Scores information is important for proper display of scores on the
spreadsheet. If the Scores information on the two computers are not identical, it is
possible for question marks (“???”) to display instead of entered scores. To display
scores instead of question marks, change the Scores information to match the settings
on the school computer.

Choose Windows > Final Grades Setup and document the settings. If you did not
change the default settings, you can skip this step.

When working at home or on another remote computer:

1.

5.

In PowerGrade, choose File > Preferences and enter the information documented from
the school computer. If you did not change the default settings, you can skip this step.

Choose a class from the Classes menu.

Choose Windows > Final Grades Setup and enter the information from the school
computer. If you did not change the default settings, you can skip this step.

Choose Utilities > “Restore Scores from Server” and click Yes to restore scores to the
local computer. The information that now appears on the class spreadsheet is the same
as what displayed on the school computer before leaving school.

Choose File > Save.

If you change any information on the class spreadsheet while working at home, such as
adding, editing, or deleting assignments or scores, be sure to choose File > Save so that the
PowerSchool server is updated.

If you change any information on the Scores tab on the Preferences window while at home,
you must make these changes to the Scores tab on the Preferences window on your computer
at school.

Upon returning to school:

1.

In PowerGrade, open a class that you modified while working remotely.

Important: Do not change any information on the class spreadsheet before performing
the next step.

Choose Utilities > “Restore Scores from Server” and click Yes to restore scores to the
local computer. The changes or additions made on the remote computer appear on the
spreadsheet.

3. Choose File > Save.
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What if | want to work from home but do not have Internet access?

First, copy the PowerGrade application from your computer at school and install PowerGrade
on your home or remote computer. For installation instructions, see the section “Installation.”

Once the PowerGrade application is loaded on your remote computer, copy your PowerGrade
data file from your computer at school to a floppy disk. The data file extension is either “.data”
(Mac) or “.4DD” (Windows).

Unless you have a very large number of classes or you accumulated a large number of classes
in the data file, it should fit on a single floppy disk or another portable disk format. If it does
not, compress the data file before copying it. Alternatively, send the file via email to an account
that you can access from your remote location. Your PowerSchool administrator can assist you
with this process.

When you get to your remote computer, copy the data file into your PowerGrade folder. Do not
keep more than one data file, since you may confuse them and inadvertently record the wrong
scores. When you finish working remotely, either take the portable disk or send the data file via
e-mail back to school, and copy the new data onto your data file there.

Note: It is very important to always keep track of your most current data file. If you confuse
them, you could inadvertently overwrite the scores. Make backups frequently, and date them.

Assignments

How do | change an assignment name, points possible, or category after it is set up?

Open PowerGrade to the class. Choose Windows > Assignments. Select the appropriate
assignment. Change the necessary options. Click Accept.

How do I delete an existing assignment?

Open PowerGrade to the class. Choose Windows > Assignments. Select the appropriate
assignment. Click Delete at the bottom of the window. Click Yes if you are sure you want to
permanently delete the assignment.

How do | move all scores in an assignment column up or down one place?

To move scores down one position and insert a blank score, select the cell where you want a
blank score inserted. Open PowerGrade to the class. Choose Utilities > Insert Score. Click Yes
if you are sure you want to move the scores. A new blank score is now available, and all other
scores shift down one position.

To move all scores up one, open PowerGrade to the class and select the score to be removed.
Choose Utilities > Delete Score. Click Yes if you are sure you want to move the scores. All
scores shift up one position.
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How do | override the final grade that a student is receiving?

Open PowerGrade to the class. Double-click the final grade in the spreadsheet to open the
override window. Enter the changes. Click Save.

Scores

How do | enter an exempt score?

Enter a score code that you defined as Exempt on the Scores tab of the Preferences window.
Choose File > Preferences to view or modify exempt score codes.

How do I return a score to unrecorded?

Enter a score code that you defined as Unrecorded on the Scores tab of the Preferences
window. Choose File > Preferences to view or modify unrecorded score codes.

Some teachers use NHI to indicate that a student has not handed in an assignment. For
example, if you want to calculate NHI as zero points earned, then enter NHI in the Zero column
of the Scores tab. In the spreadsheet, enter =NHI, and that score appears as NHI. The points
earned is zero.

Note: The codes are not case-sensitive.

You can also use this feature to create other special scores. For example, if a student is sick
and you want to make that student exempt from any work assigned during those days, enter
Sick in a blank field in the Exempt column. Then, enter =SICK on the class spreadsheet. That
score appears as Sick and is calculated as exempt.

Can | indicate that a student was absent and have that score count as 0 until he or she
makes it up?

Yes. Enter Absent in the “Count as Zero” column on the Scores tab of the Preferences window.
Choose File > Preferences to view or modify unrecorded score codes.

On the class spreadsheet, enter Absent and that score not only appears as absent on the
spreadsheet and reports, but the system also calculates the score as zero points earned.

How do I record letter grades instead of numerical scores?

PowerGrade gives you the option of using letter grades rather than numerical scores for
papers, projects, and other assignments. To use this function, open PowerGrade to the
appropriate class. Choose Windows > Grade Scale. Enter the number in the Value field for
each grade on the scale. The value is the percentage of points possible for the assignment that
will be assigned to the student for that letter grade.

For example, if you want to be able to record a letter grade of B and you want a B to earn 85%
of the points possible for the assignment, enter 85 on the grade scale for the value of B. The
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grade appears as a B in the gradebook, but the system calculates the grade as 85% for the
final grade.

Terms

| do not want my spreadsheet to display assignments from Quarter 1. How do | do that?

Choose File > Preferences (or click the Preferences icon on the class spreadsheet). Click the
Display tab and specify the appropriate range of dates. This applies to all of your classes.
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Troubleshoot PowerGrade

This section will help you troubleshoot many of the common problems that may occur when
using PowerGrade. These solutions assume that you are familiar with PowerGrade and
PowerGrade Help. For more information, see the section “Frequently Asked Questions.”

Attendance

My attendance does not match the secretary’s.

If your network is down, PowerGrade cannot communicate with the PowerSchool server. When
this happens, PowerGrade can lose synchronization with the PowerSchool server.

Solution: When the network is available again, choose Utilities > “Synchronize with server.”
Select the Attendance checkbox, and then click OK. PowerGrade and the PowerSchool server
are now synchronized.

Classes

One or more of my classes does not appear under the Classes menu.
Either...
The class is not offered in the current semester.

Solution: Close the class you currently have open. Choose File > Open Class. Choose the
appropriate class, and then click OK.

...Or...
A class has been added to your schedule after the start of a semester.

Solution: Choose Utilities > “Synchronize with Server.” Select the “Class roster” and “Class
list” checkboxes, and then click OK. PowerGrade downloads the correct and current class
roster and class list from the PowerSchool server.

...Or...
Your computer date does not match the date on the PowerSchool server.

Solution: Reset the date on your computer. If this does not work, ask your PowerSchool
administrator to verify the date on the server.
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Some of my students do not appear on the class roster.

Solution: Choose Utilities > “Synchronize with Server.” Select the “Class roster” checkbox,
and then click OK. PowerGrade downloads the correct and current class roster from the
PowerSchool server. You must do this for each class.

Grades

My final grade for a student is not calculating correctly.

PowerGrade calculates final grades based on your preferences on the Scores tab and on how
you weight assignments, categories, and final grades.

Solution: Review the sections “Scores Preferences” and “Weight Grades." Make the
necessary changes to your scores preferences and grade weights.

My students’ final grades in PowerGrade do not match those on the PowerSchool server.

If your network is down, PowerGrade cannot communicate with the PowerSchool server. When
this happens, PowerGrade lose synchronization with the PowerSchool server and the grades
you entered have not been sent to PowerSchool.

Solution: When the network is available again, open PowerGrade to the appropriate class and
choose File > Save. Your changes are sent to PowerSchool, which is then synchronized with
PowerGrade.

Passwords

My PowerGrade password does not work.

«.OF...

| forgot my password.

Solution: Contact your PowerSchool administrator, who will contact PowerSchool Technical
Support for a one-time password. When you get the new password, reopen PowerGrade.
Choose File > Preferences and enter a new password that you will remember. It can take more
than a day to get the one-time password from PowerSchool Technical Support.
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Printing

My spreadsheet report only prints halfway across the page.

Solution: Choose Reports > Edit Reports. Select the appropriate report. Click the Options tab.
You can modify the width of the printed area on several reports. If you are printing on a
standard 8 -inch by 11-inch sheet of paper with a portrait orientation and you want a 1.25-inch
border, select a width of 6 inches. If you are printing on a standard 8 -inch by 11-inch sheet of
paper with a landscape orientation and you want a 1-inch border, select a width of 9 inches.
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Term Definition

Body Part of a report containing written text that provides information to
the reader of the final report. The body is located below the header
and above the footer.

Browser A computer application that accesses and displays files on the Web.

Central Processing

Part of the computer that executes stored program instructions. This

Unit (CPU) is what reads software applications, floppy diskettes, CD ROMs, and
hard drives, and allows the user to see the data or application
interfaces.

Configure To design, arrange, or set up (such as a computer or report) for a
specific use.

Course Math, English, Art, History, Biology, Computers, and Accounting are

examples of courses.

Current Grades

Grades for today’s term.

Customize To set up according to personal or individual specifications and
needs.

Database A set of related data stored in fields on a server. Data is entered by
users and can be accessed through preconfigured and custom
reports.

Desktop A metaphor used to portray file systems. Such a desktop consists of

pictures, called icons that show cabinets, files, folders, and various
types of documents.

Demographics

The characteristics of a (student) population, such as name, address,
phone, parent/guardian names, and test scores.

Explorer Microsoft’s Web browser application, which is also known as
Internet Explorer or IE.

Export To send a file or other data from one computer application to
another.

Field A place in a database where one piece of information is stored.

Examples of fields include first name, last name, date of birth, phone,
and GPA.

Floppy Diskette

A device used to store data. The same diskette can be used on
different computers to work with the same data at various locations.

Glossary
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Term Definition

Footer Printed matter or information, such as a title, date, or page number,
positioned at the bottom of a page. In PowerSchool, this is the
information below the report listings.

Hard Drive The part of a computer that stores data. It is similar to a floppy
diskette, but it has the capacity to store much more data. The hard
drive is located in the central processing unit.

Hardware Equipment that makes up a computer and a network: monitor,
keyboard, mouse, server, printer, and central processing unit.

Header Printed matter or information, such as a title, date, or page number,
positioned at the top of a document. In PowerSchool, this is the
information above the report listings.

Homepage The start page of a Web site. Its main purpose is to greet visitors,
provide information about the site, and direct them to other sites with
more related information.

Import To transfer a file or other data from one computer to another.

Internet A matrix of networks that connects computers around the world.
Also known as the World Wide Web.

Log Entry A permanent part of a student's record. It is most often used to
record disciplinary problems, but it can also be used to record good
behavior or other events.

Macintosh Used to describe computers manufactured by Apple Computer, Inc.

Object Report

A report style used to create official documents by merging an object
report template with PowerSchool data. An object report consists of
several parts: line objects, box objects, transcript-listing objects, and
text objects. Each of these is created separately and in multitude to
make up the document.

Parameters A detailed, exact statement of particulars, especially a statement
prescribing report format and data. Also known as specifications.

Password A sequence of characters required to access a computer system. A
password can be letters, numbers, other characters, or a
combination of all three. Some passwords are case-sensitive.

PC Acronym that stands for personal computer.

Glossary
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Term

Definition

PDF

Acronym that stands for Portable Document Format. PDF is the file
format for presenting documents in a manner that is independent of
the original application software, hardware, and operating system
used to create them. Saving a document in PDF format allows
anyone to view or print it using Adobe's Acrobat Reader application.

PowerGrade

The grade-keeping portion of PowerSchool Student Information
System (SIS). Teachers use PowerGrade in the classroom to record
grades, take attendance, create log entries, and make notes for
themselves and for parents. PowerGrade sends data to the
PowerSchool server every time teachers save their work.

PowerSchool

A Web-based student information management system.
PowerSchool is used to record term grades, attendance, courses,
graduation requirements, and log entries.

Pop-up menu

A menu on a window. The contents appear only when the user clicks
the up-down arrow, whereupon other options appear in a list. The
user can then choose an option from the list.

Report

A set of data pulled from the PowerSchool database. The user tells
PowerSchool what data to pull, and PowerSchool generates a
summation of the data for viewing or printing, according to the user's
specifications.

Report Listings

Data included on a report. Most often, report listings are grades or
calculations pulled from the PowerSchool database.

Section One class of the same course. For example, your school may have
one Chemistry course, but three sections of it to accommodate all
the students who want to take this subject.

Security A method of keeping information confidential. PowerSchool has
several layers of security to ensure privacy of records.

Select To highlight an option or make a choice. Clicking an item with a
mouse usually selects it.

Server A computer that provides a service for other computers (called

clients). Servers and their clients are connected to each other via a
network that allows messages to pass back and forth. The
PowerSchool server runs continuously, waiting for requests to arrive
from PowerGrade, school administrators, teachers, or parents, and
responds to those requests at any hour of the day or night.
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Term

Definition

Software

Computer applications that control how hardware functions and
direct its operation. Word, Excel, PowerPoint, and PowerGrade are
types of software.

Specifications

See Parameters.

Student Number

The number used to identify a student at your school and on the
PowerSchool server. Each student number is unique and specific to
an individual student. It can be assigned by the school or by the
PowerSchool server.

Student Number
Field

The field on the PowerSchool database that stores the student
number for each student. This is probably the most important field in
the PowerSchool database.

Template A document or file having a preset format; used as a starting point
(for a report) so that the format does not have to be recreated each
time it is used.

Term A specified period used for keeping grades, such as quarter,
semester, or trimester.

Title The name of a report or other document.

Web site A set of interconnected Internet pages, usually located on the same

server and including a start page. The site is prepared and
maintained as a collection of information by a person, group, or
organization.

World Wide Web

A matrix of networks that connects computers around the world.
Also known as the Internet or the Web.
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