Preparing Grades for Progress Reports and
Report Cards

Progress reports and report cards will still be mailed to home to
each student’s parent. Data for these reports will come directly from
the current term grade within PowerGrade. Teachers may wish to
add school comments, change citizenship scores, or manually
override the final grade a student has earned. The directions below
walk teachers though each of these procedures.

Citizenship scores
1. If you don’t see your citizenship scores, click Preferences .

2. Then select Display.
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3. If the Hide Citizenship mark is checked, click it so that it is
unselected.
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4. After you click OK, you will see your citizenship grades next to the
term totals. Click on a mark to change it.

5. Hold down the Control key while clicking to change citizenship
scores for EVERY student at once.

6. In order to change a citizenship score, you MUST have entered at
least one assignment.



7. If you teach a class where students are not graded on any
assignments (student T.A., Home Base, Advisory), enter an
assignment; change your citizenship scores; then delete that

assignment.

8. To delete an assignment, click Assignments ; select the
assignment; then click the delete button on the bottom, left-hand

side of the window.



Adding Comments

NOTE: Our comments are identified by letter. This tutorial was
made using the test data at Cherry Hill Middle Scho  ol. Teachers
may only assign two comments per student.

1. Click on Windows then Comment Bank .

2. At the bottom of the window, click School Comments .
TEACHERS MAY NOT ADD PERSONAL COMMENTS.

3. You may print out all the available comments by clicking print.
Your comments will be different than these. Once you print, click
the X in the top right-hand corner to close the window.



The following is a list of our District report card comments:
[A] Strong work effort
[B] Participates well in class
[C] Excellent attitude
[D] Making academic progress
[E] Class behavior has improved
[F] Low scores/projects affect grade
[G] Lack of effort
[H]  Attendance/tardies affect progress
[1] Modified course objectives
[J] Does not do homework
K] Disruptive classroom behavior
[L] Not using time efficiently
[M]  In danger of failing
[N] Please contact the teacher
[O] Materials/assignments missing or disorganized
4. Double-click the number next to a student’s name. The red
numbers indicate that the student already has a comment

assigned to them.

5. Near the middle of the window you will see Comment Type . Click
the drop-down menu and select School Comment . (You may
not insert any personal comments because all report card
comments in our District must be approved by the Bo ard.)



6. Available comments are listed by letter underneath the field
entitled, “Comment Code.” If you click on a comment letter, you
will be able to see that comment in the field on the right side.

7. Double-Click a comment letter to insert that comment. If you wish
to add a second column, press your enter key to place the
comment letter on a new line.

Clicking the Clear parent notes button will delete ALL report card
comments for that particular class.



8. The drop-down menu at the top of your screen contains all the
students in your class. This allows you to switch to the next
student without closing the comments window.

9. If you wish to clear all comments for all students in a particular
class, click Clear parent notes.



Manually Overriding a Grade

1. Double click on the current term grade.

2. Click the “checkbox” entitled, “Manually override this grade.”

3. Use the drop-down menu to select a grade. CR and other
“alternative symbols are near the bottom.



4. You can also re-assign how many points earned, percent, and/or
points possible. If you've checked “Manually override this grade,”
you MUST select a grade. The program will NOT automatically
calculate the student’s grade if have only changed the points or
percent earned.

5. You will notice that the grade you overrode appears highlighted.

6. To make the student’s term grade go back to being based on their
final percent, double-click the grade again and uncheck the
Manually override grade option.



7. You can clear all overrides by clicking Utilities then selecting
Clear Manual Final Grades.

8. For an Advisory or Home Base class where the majority of
students receive a CR. You may click Utilities the Mass Fill
Final Grades .

9. Choose the term and grade. Assign a number for percent, points,
and pts. possible. In my case, | left them all at zero. These may
NOT be left blank. Click Save.
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