PowerSchool Quick Guide

By Dirk Esterline

http://powerschool1/teachers
Login as usual.

The link at the top of the page will take you back to the start page.

The ? next to “logout” button brings up help page.

Attendance

· Click on the chair next to the class you want to take attendance for.

· Choose attendance code from drop down list at the top of the page (absent/tardy)

· Click on the box next to the student name that you want to mark as absent/tardy

· Click submit

A green light will appear next to any classes you have already taken attendance for.

Student Information

· Click on the backpack icon next to the class you want to look at.

· A list of your students will show up on the left hand side

· Click on the last name of the student to bring up the default student screen

· On the right had side there is a drop down box that will allow you to view the different information available for the student.

· Demographics will show all the personal information about the student

· Meeting attendance will show the attendance for the student for all their classes.

· Net/Phone Access summary will show when and how long the student or parent has logged in to view the students grades.

· Print a report will allow you to print a report for one single student. You will have to click on the refresh link next to “My Jobs” to see if the report is finished. Click on “completed” to the right of the report (under “Status”) to see it. Click on trash can icon next to report to delete it or delete all to clear all reports.

· Quick lookup will show attendance for last week and this week for a student and the student’s grades for each class.

· Term grades will show all the student’s grades for each marking period for each class.

Class Reports

· Click on the printer icon to the right of the class to print a report for the entire class.

· Choose a report from the drop down list.

· On the start page you will see an icon of a piece of paper next to the logout button at the top right. Clicking on that icon will take you to a page that will show all the reports that you have run.

· You will have to click on the refresh link next to “My Jobs” to see if the report is finished. 

· Click on “completed” to the right of the report (under “Status”) to see it. 

· Click on trash can icon next to report to delete it or delete all to clear all reports

Tabs

On the left hand side of the screen you will see a list of tabs.

· Start Page – will take you back to the start page

· Daily Bulletin – will show any bulletins that are available to read

· Staff directory – will show a list of all the staff at your building with their email address, room number

· Personalize – will let you change your password and set your default student page (what you want to see when you click on a student’s last name)

· Gradebook – this will take you to the screen that will allow you to enter grades

Gradebook

· Setup categories – go to the top of the screen and click on tools. You can add or remove categories by clicking on +/- at the bottom left of the category screen. Points possible will set the default points for each assignment that you enter under that category (you can change that as you enter each individual assignment).

· Back at the main screen Click on the Grade Setup icon at the top of the screen to set how you want to do your grades: total points, weights, etc.

· To weight categories, click on Category weights. At the bottom a button will appear that says, “Add category.” Click on that to choose the categories that you want to weight. Click on “OK”. You can then click on each individual category to set how you want to weight it.

· When you finish with the Grade Setup page, click on Save at the bottom right hand corner.

· From the top of the screen where it says tools you can choose the preferences as to how your grades will be displayed: rounding, letter grade or percent, etc.

· Scoresheet tab at the top of the page will let you add assignments as will the Assignments tab. Click on the + on either page to add an assignment.

· Click on the assignment box next to the student’s name to enter the grade.

· Right clicking on the assignment box will allow you to mark assignments as late, exempt, etc. or to fill in the same score for all students. Hitting “Enter” will move from one student to the next on the same assignment. Hitting “Tab” will move from one assignment to the next.

· Right clicking on the assignment name above the list of students will allow you to fill or clear scores for all the students. It will also allow you to copy the assignment to other classes.

· To manually override a grade, right click on the marking period grade next to the student’s name and choose “Score inspector.” Check the “manual override” box to allow the grade change.

· To see the grading scale, go to the top of the screen click on “tools” and choose grade scales. You cannot change the grading scale yourself. If you want to use a different grading scale than the default one, you need to contact Steve Neal.
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