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So you want to  . . . 
© Big D and the TPEP’s 


 


. . . set up for assignments and grading 
 


Before entering assignments, you may want 
to make some fundamental decisions about 
how your final term grades will be 
calculated.  From the start page, click on 
“Gradebook” in the left menu to open the 
gradebook module. 
 


 
Click on “Grade Setup icon or “View” in the top 
toolbar and select “Grade Setup”. 


 
The top pane displays the name and dates 
of the semester, terms and exams. The 
choices selected in the bottom pane will 
effect the grade calculation for the selected 
grading period.  
 


Choices include total points, term weighting and 
category weighting. Make the appropriate 
selections and save your preferences when 


prompted. 
 
Assignment grades are sorted 
into categories for grade analysis 
and/or weighting. Teachers can 
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choose the default categories when adding assignments or add custom categories by clicking on 
“Tools” and “Categories” to add more selections. 


. . . add assignments 
 


To add assignments, click on the assignment icon to 
display the list of assignments. Clicking on the “+” sign in 
the lower left corner of the upper pane will open a new 
assignment window. 
 
 
 
 
 
 
 
 


 
Simply enter a name and abbreviation . . .  
 


. . . and select a category for the assignment. 
 
 
 
 


 
 
 
 
 
Decide between points, percentage or 
letter for “Score Type” and enter a 
description of the assignment if desired. 
Click “Save” at the lower right of the 
screen  . . . 


 
 
 
 . . . and begin adding scores for 
individual students. 
 
 
 







 - 3 - 


 
 


 


. . . print/share/save reports 
 
All reports in the gradebook module begin the same way. 
 
Start by logging into the “Start Page” and opening the “Gradebook” module. 
 
 
 
 
 
 
 
 
 
 
 
From the pulldown menu in the upper left corner of the gradebook, select the marking period for 
which you want a roster. Choose one of the classes in your list and click on the “Reports” icon from 
the toolbar along the top. Different reports are appropriate for different communications. We will 
walk through a few in this installment. 


 
. . . use reports  


 
Ideally, students and parents should be informed of student performance by logging in on their 
own, however should you need a hard copy for sharing student progress with parents or 
counselors there is an appropriate report form in the gradebook module. Other reports are 
appropriate for your own grade analysis or archiving data. Selecting the options available for each 
report,you can save the report to a file or the desktop, or via an Adobe preview, print a copy for 
any or all individuals in your class depending 
upon your needs. 
 
 
 
From the pulldown menu in the upper 
left corner of the gradebook, select the 
marking period for which you want a report.  
 
Note: If the report details screen does not 
appear automatically, or is too small, 
double click the report name or drag up on 
the gray bar. 
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Choose one of the classes in your list. 
 
Click on the “Reports” icon from the toolbar along 
the top. 
  
 
From the list, select the desired report.   
 
Choose from the available options. 
 
Click on the “Run Report” button in the lower right 
corner. 
 


 
 
You can elect to “open” or “save” the Adobe file. If you 
want to immediately print a report, select “open” and 
print from the screen shot of the report for any or all of 
the students in the class. Saving a report allows you to 
prepare the reports in advance and print later, as at 
Parent/Teacher Conferences, or keep the reports for 
printing when a printer is available if you are ‘on the 
road’. 
A sample print preview is shown later with instructions 
for printing.  


 
 


. . . save a report 
 


 
 
If you want to preserve the report for 
access later, select “save” and the Save 
Report window will pop up offering to 
save to the default folder. Select a folder 
or click on the “Desktop” icon in the left 
column. 
Make sure you repeat your choice 
every time you save a report. 
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In the blue highlighted “File name” area, type the 
name of your class and click “Save”. 
 
 


 
 
A confirmation window will appear. Click 
“OK” to continue. 
 
 


 
 
 
If you want multiple reports, while still on the 
report screen, choose a different class from the 
selection in the upper left, run the report, and 
save under a different name. Repeat for each of 
your classes. 
 
 
 
 
 
 
 


 
 
We have used this method to save  
‘Individual Student Reports’ to share  
with parents at conferences by saving  
each class ‘to the desktop’ beforehand  
and printing individual hardcopies when  
the parents come in. 
 
Doing so looks something like this. 
Somewhere on your desktop, you should 
find an Adobe PDF icon for each of the 
classes you have saved. 
Double click on one of these classes to 
view the reports in Adobe Reader. 
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The report will consist of 
a page pertaining to 
each student, listed 
alphabetically, and 
showing all percentages, 
grades and individual 
assignments to the date 
of the report. 
 
NOTE: I am viewing at 
25% zoom in the image 
at the right only for 
clarification. If not 
already selected, choose 
“Actual Size” from the 
View menu.    


 
When a parent comes in, scroll to their student’s 
report, select “Print” from the “File” menu and 
“Current Page”. A document will print with just their 
information. When the next parent comes in, open 
their class, scroll to their student’s report and 
repeat. 
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. . . print a report 
 
Having data on the computer is good enough most of the time, but there are times when only 
hardcopies will do. PowerTeacher has a fair selection of reports of varying usefulness available in 
the gradebook module. Samples of each are included in the appendix at the end of this section. 
 
Let’s use one as an example.The “Final grade and comment verification” report produces a 
summary of the “Final Grades” and comments current to the date of the report.  
 
 
 
 
 
 
 
 
From the reports tab, select ‘Final grade and comment 
verification’.  
 


Click to select appropriate options. 
 


Click on ‘Run Report’. 
 
 
 
 
 
Choose ‘Open Report’ from the pop-up window and Adobe 
will produce a print preview of the report like the one 
below.  
 
 
 
 


 
 
 
 
 
 
 
Click on the printer icon and select from the 
options on the print pop-up to print the desired 
page.  
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Reports and descriptions available here can all be 
printed or saved as described above. Some, with 
appropriate options selected, can have other uses. For 
instance: making an ‘Attendance Grid’ for 20-25 days 
produces a grid with student names and blank cells 
that can be used to record grades for entry; or 
selecting information and labeling blank columns in the 
‘Student Roster’ report can produce a check list for a 
field trip like the one in the appendix.  Play with the 
options to see the possibilities. 
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. . . personalize your parent interface 
 
Parents and students will access student data from their own portal. The teacher can make this 
view more informative by providing class information on procedures and course content in the 
gradebook module. If your class portal is more informative concerning policies, expectations, and 
assignment information, it will be beneficial to both you and those who visit the site. 
 


 
You can start by entering information on 
the ‘Class Info’ tab in the gradebook 
module. Course outlines, posting and 
grading policies, and other general 
information entered here will be seen by 
visitors to the portal. 
 
 
 
 
 
 
 
 


 
 
Entering a description when you 
set up an assignment in the 
gradebook will often address 
parent concerns or remind 
students of what an assignment 
was about. 
 
 


You don’t have to wait to set up an assignment until after 
grades have been completed. Parents and students may 
appreciate the ‘heads-up’ provided when the ungraded 
assignment column appears before things are due. The 
‘Publish’ tab under new assignments provides options as to 
when the grade column will appear in the portal. 
 
Any effort you put in to make the parent/student portal more 
informative will be likely to foster better public relations and 
save you time and aggravation in the long run. 
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 . . . Set up your Trimester Grades 
 
 
The grading structure for trimesters is different than what we are used to with semesters. The 
Secondary Reform Committee and Department of Instruction helped develop a district-wide 
grading policy last spring that has been adopted as Administrative Guidelines. To comply with 
these guidelines and the requirements of the Michigan Merit Curriculum, trimester grades for all 
teachers will need to be set up the same way.  
 
The trimester final grade (T1, or 2, or 3) is composed of daily coursework (D1), a final exam for the 
course (E1) and, if required, a common assessment grade (C1). Each of these grades is treated as 
a “term” in PowerTeacher. Terms are differentiated in the grading program by a specific date 
range. The T1 grade is the overall trimester final grade equivalent to our old semester grades.  
 


The date range for T(x) runs from the first 
day of classes to the end of the exam days 
at the end of the term (11/25 - 3/6 this term). 
The D(x) grade is comprised of all the 
coursework grades awarded by the teacher 
from the first day of class to the first day of 
the exams (11/25 – 3/2 ). The E(x) term 
encompasses the exam days at the end of 
the term (3/3 – 3/4), and since 
PowerTeacher will not allow date ranges 
within the trimester to overlap, the C(x) 
grade is assigned a date after the end of the 
exam period (3/5 - 3/6). To assign a grade to 
a particular term, when adding  the 
“assignment” in PowerTeacher, the teacher 
simply enters a date within the range of the 
desired term. 
 


 
 
Grades for the D(x) term are determined by the 
teacher and can be calculated by points or letter 
grade, weighted by total points or category 
(homework, test, quiz, etc.) By policy, this grade 
comprises 80% of the trimester grade. The exam 
and common assessment, if required for the class, 
are to account for 20% of the trimester grade. As 
the end of the trimester approaches, teachers need 
to prepare to set up the weights for the final grade. 
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First, we need to establish categories for the exam and common assessment. From the toolbar at 
the top of the gradebook module, click on “Tools” and “Categories.” 


 


 
In the resulting pop-up window, click on the “+” in the 
lower left corner.  


 
 
 
 
 
 
 
Enter the name “EXAM”, an abbreviation and a 
default value.  Click on the “+” sign again and 
repeat the process to add a “COMMON 
ASSESSMENT” category. 
 
 
 
 
 
 
 
 
 


 
 
To set up an exam grade, begin by 
adding an assignment in the usual 
fashion. Assigning a date within the E1 
term will allow proper weighting within 
the term. Naming the assignment 
“Exam” with an abbreviation “EX1” will 
distinguish it from other assignments or 
tests. Designate the category as EXAM. 
Since we will be weighting the grade in 
the end, the point value of the exam can 
be set at whatever value the teacher 
desires.  Like other assignments, the 
exam column can be created any time 
and published after grades have been 
entered. 
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If your course requires a common assessment, an assignment column can be created for it in the 
same manner. Placing its date within the E1 date range will allow us to assign the appropriate 
value in the term. Again, for the sake of consistency, let’s name this grade “Common Assessment”, 
abbreviate it “CA1”and assign it to the common assessment category. Like the exam, the 
assessment can be assigned any point value and weighting will assure proper emphasis.  


 


 


To establish the required weights for 
the terms within the T(x) grade, you 
must click on the “Grade Set-up” tab 
in the gradebook module.  Make sure 
the T(x) term is highlighted. 
 


 
 
Click on “Term Weights” and 
the three terms within the T(x) 
date range appear in the 
window with equal weights. To 
comply with guidelines, first 
double click on the weight 
column of the D(x) term and 
enter “80”. This assigns the 
classwork for the term a value 
of 80% of the T(x) grade. 
 
 


 
Repeat the process for the other two 
terms assigning a weight of “20” to 
the E(x) term and “0” for the C(x) 
term. This will establish an overall 
value of 20% for the exam term. If 
your course does not require a 
common assessment for the 
Michigan Merit Curriculum, this is all 
you need to do. 
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If your class does require a common 
assessment, in order to comply with 
the grading guidelines the exam must 
comprise 2/3 (66.7%) and the common 
assessment 1/3 (33.3%) of the E(x) 
grade. 
 
While still in the “Grade Setup” tab, 
select the E(x) reporting term.  
 
In the bottom pane, click on “Category 
weights”, and the “add categories” 
button at the lower left. 
 
 


 


 
 
Select Common Assessment and Exam 
categories from the pop-up window and click 
OK. 
 
 


Double click on the weight column and 
enter 33.3 for Common Assessment and 
66.7 for the Exam category. 
 
Only one more complication remains. The 
common assessment grade will not appear 
on the report card, but must be recorded in 
the E(x) date range to be weighted 
properly AND in the C(x) date range to be 
picked up and stored as part of the 
student’s records.  “Simply” enter the 
common assessment grade twice. Once in 
a column with a date in the E(x) range and 
again in a new column named “CA(x)” in 
the C(x) date range. This should ensure 
compliance with all district and state 
grading requirements. 






