PowerSchool/PowerGrade Part |

Taking Attendance

We are going to practice taking attendance using “test” data. Your presenter will provide you with
a sample Teacher ID. We have a limited number of sample teacher ID’s, so you may have to
share your ID with a partner. If you find you keep getting logged off, it may be that a teacher at
another school is practicing with the same ID. Take a break and try again in about fifteen minutes
if this happens. You also have the option of simply watching a video of the procedure by visiting
www.slcedtech.net and clicking on PowerSchool  then PowerSchool Instructions and Tutorials.
The practice procedures are below:

1.

Point your Internet Explorer browser to www.slcedtech.net and
click the PowerSchool Test link near the bottom of the page.
Refer to your Sample Teacher ID to determine which of the three
Test Servers you have been assigned.

Use your sample teacher identity’s last name as the username.
Your sample ID password is 123. Click enter or use your enter key
to log in.

PowerSchool

You should see a list of classes (or at least one class). Notify your
presenter and get a new identity if you don’t have classes
assigned.

Click on a chair icon to take attendance.
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All students are considered “Present” by default.

Click the drop-down menu and select the A.
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Click next to a student’s name to mark them absent. Then click

“Submit.”
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10.

11.

12.

13.

14.

15.

This should take you back to the main screen titled “Current
Classes.” You've just taken attendance. This will need to be
done within the first thirty minutes of class (or as specified in our
school’s attendance policy).

If a student is less than a few minutes late, you may mark them
tardy (see your school’s attendance policy for more info). Click the
same class chair.

Now select Tardy from the drop-down menu.
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Then click next to a student you've marked absent. The A will turn
into a T. You may also click next to any student to mark them
tardy. Click Submit . Students coming with a late pass from the
office will have already been marked tardy by the attendance
office. Refer to your school’s attendance policy for more
information about taking attendance and marking tardies.

If you’ve made an error, you have until the end of the “duty day” to
fix it yourself within PowerSchool. If you realized you made a
mistake after the “duty day,” the attendance office will need to
make the change for you.

SLCUSD teachers will ONLY be able to mark students as Present,
Absent, or Tardy. Some of our “test schools” that we have been
using for classes show additional symbols that we will NOT be
utilizing.

If all students are present, you still must click the submit key on the

class attendance page. “If all students sit, you still must
submit!!!”

Log out and back in a few times taking attendance so you get a
good feel for the process.

The following pages have general information about some of the
information and tools within PowerSchool. Our District PowerSchool
site may look somewhat different, and the data on your test site may
not be complete. | recommend simply reading through the next
pages. Then, resume following the step-by-step directions again
under “Your PowerSchool Classes ” section which begins on page
seven.



Getting Around PowerSchool

.
1. "7 The chair icon is for taking attendance;
LW,
>\ the knife and fork is for elementary lunch counts;
=
the backpack contains demographic and historical data;

T the printer contains printable reports;

%% the gradebook allows you to enter and grade assignments.
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2. The green PowerSchool logo is a link that will take you back to the
main “Current Classes ” page.

3. On the left side of the Current Classes page are a series of
buttons. These feature your school’s Daily Bulletin and Staff
Directory.

W Current Classes

| Daily Bulletin
| Staff Directory

4. The log out button is in the top, right-hand corner. You will be
logged off automatically after fifteen minutes of inactivity. Itis
VITAL that you keep your PowerSchool account secure and log off
when you aren’t working.
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5. The backpack icon takes you to the information pages about the
students in your classes. Click the backpack of one of your “Test”
classes.
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6. You will see your class list on the left side of the screen. Clicking
on a student’s last name will bring up their “Quick Lookup” screen.
Clicking on their first name will bring up the last “info” screen that
you looked at for that student. Below the class list, are links that



enable you to switch classes.

PowerSchool
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. The student “Quick Lookup” screen contains “Alerts,” attendance
information, and current grades for the current and past terms for
the current school year. On the upper, right-hand side of the
screen is a drop-down menu that contains other information.
These screens include a log detailing when a parent has viewed
their child’s information, a student’'s demographic information and

more. By clicking on the number of absences, you can see details
about those absences and/or tardies.
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. Click on a grade or percent to go to the “Scores” sheet. A list of all
graded and future assignments. If a description was given to an
assignment, that assignment description will appear as a clickable
link. If feedback was added to a student’s score, the score will



appear as a link that will display that comment.

9. Select the Quick Lookup screen form the drop-down menu in the
upper, right-hand corner to go back to that screen.

10. We are now going to look up a student’s parent’s phone. From the
drop-down menu, select “Demographics.”

11. This screen contains phone numbers, addresses, etc.

12. The net/phone summary access provides you with historical data
about when parents have access their students academic
information.

13. Log out of Apple Grove/Cherry Hill School by clicking the Log Out
button in the top, right-hand corner.
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PowerSchool Parent Portal

Below is a summary of what a parent views when they access their
child’s PowerSchool page.
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Your PowerSchool Classes

1. Click on the Start then PowerSchool then PowerSchool -
Teachers.

To access PowerSchool from home, the address is
https://sis.slcusd.org/teachers (Parent access will be at
https://sis.slcusd.org)

2. Your SLCUSD PowerSchool username is the same as your Novell
log-in username . Your presenter will tell you which password to
use.

3. Itis going to be VERY important that you help keep PowerSchool
secure by logging off if when you leave your workstation and
keeping your password secure.

Our next task is going to create a secure password that only you
will be able to see. IS&T will be able to reset your password, but
only you will know the password you are about to create: please
keep it that way.

4. Click on the Personalize Button on the left side or the “Current
Classes” page (The green PowerSchool logo will always take you



back to the “Current Classes” page)

. Click on the Change Password link.

. Please create a secure password and do NOT share it with
ANYBODY. Click Submit.

. Take a few moments to explore the information for you own

classes by clicking the backback icon . Also click on the
“Bulletin” to see a listing of upcoming events. Students, parents,
and teachers will be able to view bulletin announcements. You will
NOT be able to take attendance, as PowerSchool only allows you
to mark attendance for the current school day. We will be covering

the PowerSchool Web gradebook later in the day; we’ll be

covering the Printable reports at a later date



PowerGrade

PowerGrade is the gradebook software application that syncs with
the PowerSchool server.

1. Double-Click on the Powergrade icon on your desktop.

2. After pause, you will get this open document window. Click New.
(Note: PowerGrade may spend quite a bit of time searching for
data files that we have not yet created; please by patient.)

3. When the next window appears, click Save; leave the file name as
IS.



4. When asked for an IP address, type in sis.slcusd.org

5. Choose this school year and click OK.

6. Choose your school and click OK.

7. Select your name from the list of teachers.
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8. Type in your connectivity key and click Continue . You will receive

10.

11.

your own connectivity key from your principal or lead PowerSchool
teacher. You only need to enter your connectivity key one time.

PowerGrade will begin downloading all your classes, students,
terms, student info, etc. When it's done, you'll receive this
message prompting you to select a class from the top menu.

Choose one of your classes from the “Classes” menu.

Whenever a student is added or dropped from one of your
classes, you will receive a warning notice. Your entire list will
appear the first time you use PowerGrade.
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12.

13.

14.

15.

16.

17.

Once the class opens, click and drag the window so it fills your
screen.

Click on the blue title bar to move the window, and then make the
screen even larger.

The default font size for PowerGrade is VERY small. We are
going to customize the look of PowerGrade by clicking on the
Preferences icon.

The pop-up menu has tabs across the top. Click on the Display
tab.

Change the font size. You may also want to hide the citizenship
scores as well. There a variety of other ways to customize your
gradebook. You may change colors, show only assignments
within a certain date range, change the fonts, etc.

Click OK and notice that the font is a little more readable.

12



18.

19.

20.

21.

22.

PowerGrade may display all the terms across the top. Let’s limit
the terms that we are currently viewing by double-clicking on a

term.

The Final Grades Setup menu will appear. Make sure the term
you want to hide is displayed next to FG Name. Then click OFF
the Show on spreadsheet box. Then click Accept at the bottom of
the window.

You can also get to this window by going to Windows then Final
Grades Setup .

We will now add assignment categories. PowerGrade allows you
to use weighted categories OR grade using total points. However,
you must create at least one category. If you don’t organize your
assignments into “categories,” you may want to just create one
category and call it Assignments.

Go to Windows and select Categories .

Fill in a name for each category. PowerGrade will automatically
give the category an abbreviated name. A description of the
category is optional.
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The Default Points Possible does NOT have to be filled out. This
feature allows you to have PowerGrade automatically enter the
points possible for each assignment within a category. Those
points can be edited later. This would be useful if all your quizzes
were worth ten points.

Click Accept after typing in each category. Click the X in the top,
right-hand corner when you’re done.

23. You have the option of weighting each of your assignment
categories. Final grades will be determined by total points by
default. To weight your categories, go to Windows then
Categories .

24. From the Categories window, click Set up Weighting .
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25. Choose the term you are working with. Under Factor Type, select

26.

27.

28.

Category points .

Then choose the category and type in the percentage you'd like
that category counted toward the final grade. To add another
factor, you must click the + sign. Do this for each category.
Weighted categories must add up to 100.

Before we begin adding grades, we are going to look at our
gradescale. Click on Windows and then Grade Scale .

The Cutoff is the lowest score that will earn a partic ~ ular grade .
A grade’s value is the percentage of points the student will
receive if you type in a letter grade instead of a numbered score.
This feature allows you to enter a letter grade instead of a score.
In the example below, | gave the grade “A” a value of 98. That
means if | simply type an A in my gradebook for an assignment
score, that student will get 98% of the points. Using the grade

15



29.

30.

31.

32.

33.

“Value” feature is optional.

Once you set up your categories, weighting and grade scale, you
may want to copy that information to some of your other classes.

Open a new class where you'd like the categories copied to by
clicking Classes and the other class section.

Once in that class, click Utilities then Copy Class info .

Select the class that already has the categories you set up and
click OK.

Select all the types of setup information you'd like copied and click
OK.
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34. Itis possible to copy assignments using this procedure, but the
next steps where we “Group” classes will enable to use quicker
method.

35. PowerGrade gives you the option of creating assignments that will
be added to more than one class at a time by setting up class
groups . If you have more than one section of a class, click Class
Info while viewing one of those classes. Write in a short
abbreviation that will represent that particular class.

For my English 1 class, | am using the initials el. Do that for all
“identical” classes.

36. To add an assignment, click the assignment button.

37. Chose the category for the assignment; give the assignment a
name; PowerGrade will automatically give it an abbreviation;
assign the points possible; the weighting factor can be used for an
individual assignment (typing in .5 would make the assignment
worth 12.5 points); then choose a due date by either typing it in or
using the drop-down calendar.
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38.

39.

40.

41.

42.

You may also add a description to the assignment. This
description will appear on the student and parent portal. The
name of the assignment will be shown as a clickable link. You can
also add a link to your Moodle page or other Web resource by
clicking Web link.

You then will get the option to include an assignment in classes
that belong to the same group. If you click View Group , you can
see the other periods that the assignment will be added to. |
haven't figured out why it states O other classes.

Click Accept when you’re done. You may continue to add
assignments. Ungraded assignments will appear as ( ) and will
not be counted as part of the grade unless you set it up that way.
Click Close to go back to the main PowerGrade window.

Notice that the total points are listed on the bottom of the grade
sheet. You may begin adding numbers.

More grading options are available. Click on Preferences again.
Then click the Scores tab.
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You have options for adding additional symbols for non-graded
assignments. They can count as Exempt, Not Graded, or Zero.

Here is a list of unrecorded scores that you may add. Teachers are
NOT required to use these symbols. However, teachers must
receive approval from their site administrator if they add their own
custom symbol.

For Exempt -
X will mean the student is exempt
HP will mean the student used a Homework Pass

For Unrecorded -
NG will mean the teacher received the assignment but has not
graded it yet.

For Count as Zero -

RE will mean the student received a zero but may redo the
assignment

Al will stand for academic indiscretion, meaning the student copied
or cheated

NTI will mean the assignment was not turned in.

PowerSchool provides us with some “alternative” symbols that
represent a certain percentage of an assignment. These are
already available and are ready to use:
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43.

44,
45,

46.

47.

FC (Full Credit) — 100%

NC (No Credit) — 0%

PC (Partial Credit) — 50%

E (Excellent) — 100%

SP (Satisfactory Plus) — 85%
S (Satisfactory) — 75%

U (Unsatisfactory) — 65%

Let’'s now set up some notifications. If you're not already in the
Preferences window, click the Preferences icon. Click the
Notifications tab. You may select to receive a beep sound or an
alert dialog or both if you exceed the maximum points possible.
The same choices are available if you overwrite a score.

You may now enter a score, a grade, or an unrecorded symbol.

If you get students who have NOT turned in an assignment, you
can quickly turn all the ( ), which don’t count against a student, to
zeros.

Make sure your cursor is within the current assignment. Then click
Utilities then Fill Scores .

The assignment will be listed. List a fill value and type in O or NTI.
Then click the fill only unrecorded scores. Once you click OK, all
( ) marks will be converted to the fill value you indicate.
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Other PowerGrade/PowerSchool Features
Adding Assignments from the Web

1.

Visit the PowerSchool Teacher page at
https://sis.slcusd.org/teachers/

Click on the PowerSchool Teacher Web Grade Book next to the
class where you'd like the assignment added and graded.

You will be taken to a page that allows you to add assignments to
your gradebook. Unfortunately, you can NOT access assignments
already in PowerGrade. Click New to add an assignment.

Select an assignment category, name the assignment, give an
assignment abbreviation, and points possible.

The weight will default to 1, add a due date, and a short
assignment description (optional).

BEFORE YOU BEGIN INPUTING GRADES, CLICK SUBMIT at
the bottom of the page.

You will now see that you have one assignment on your
PowerSchool Web Gradebook. Click on it to begin entering
scores. Use your tab key to jump from field to field.
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10.

11.

12.

Click Submit when you’re done.

You will see the new assignment on listed in your PowerSchool
“Web Assignments.” Students will be able to see their scores as
soon as you click submit .

Once you open PowerGrade, you will see these scores in your
PowerGrade program. They will no longer be available on your
PowerSchool Web Assignment gradebook. PowerSchool Web
Assignment Gradebook only “pushes” assignments to the
parent/student portal and to PowerGrade. It can NOT import
assignments for editing from PowerGrade. It can only PUSH,; it
can not PULL.

Log out of PowerSchool and open PowerGrade to see the
assignment and the scores you entered.

Now go back to PowerSchool and the PowerSchool Web
Assignment Gradebook. You will see that the assignment | just
entered is no longer visible from this section.

22



Personal comment regarding a student’s score

1. Click on a student score

2. Hold your Control key (Ctrl) and N key simultaneously.
3. Type in a comment about that score.
4

. The score will appear as a clickable link on the Parent and Student
portal and the message will pop if clicked.

5. A score with a comment added will appear red on your gradebook.

Entering a Private Note About a Student

1. Double-Click the number to the left of a student’s name.

2. This is where you will insert “Report Card” comments. These
comment codes will be in the bottom, left-hand side of the menu.
Notice that you can select more students using the drop-down
menu. Click the Private note .
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3. Once at the Private Note section, you may add notes about a
student that only YOU will see. You can switch students by
selecting different name from the drop-down menu. This might be
a good spot to keep a communication or phone log.

Quickly View a Student Summary
1. Double-click on a student’s name.
2. You will see an assignment summary for that student.
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Printable Individual Student Reports
Reports can be created, saved, and edited for future use. Click

1. Reports then create.

2. There are several types of reports that you can make, we are
going to create an individual student report . Select Individual
Student Report.

3. Click on the options tab. Below shows all the default selects.
The only change | made was to include assignments
contributing to this final grade . This might be appropriate if you
teach a semester-long class and only want to display a grade from
one quarter. Click on the term to change it.
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4. Under the Heading tab, you can change or add to the message at
the top of the report. Notice the many fields that can be included.

5. The same can be done at the bottom of the page by selecting
Footer .

6. When you click Which Students , you are given a variety of
choices about the students you want to print out.

7. Click OK when you’ve made all your selections. You have created
your report.

8. Now Preview your report by clicking Report then Preview .

9. You will get a list of reports that you have created. Choose our
Individual student report by double-clicking on it.
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10.

11.
12.
13.

14.
15.
16.

You can now enlarge the view and browse through each student’s
report. The preview mode only allows you to print one page at a
time. You'll need to go to Print Reports to print your whole class.

Click the X to close the “Print Preview” section.
Now click Reports then Print.

You will be asked to select a report just as you were in step 9.
Double-click the report you'd like to print.

You will then get your printer dialog box. Click OK to print.
To edit the report, select Reports then Edit.

Select the name of the report you'd like to edit from the drop-down
box.
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Missing Assignments Report

1. Reports then create.

2. There are several types of reports that you can make, we are
going to create a Missing Assignment report . Give your report a
short name and then select Missing assignment report

3. Click on the Options tab. If you have future assignments listed on
your gradebook, click off the “Unrecorded scores count as
missing” check box. Type in the scores that you would like to be
counted as missing. | putin O, RE and NTI.
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4. Next go to “Header.” You can type in a custom message. You can
add the students’ current grade and current percent as well.

5. Then click the Which Students tab and select “All students in
current class.” The missing student report ONLY prints out
students with at least one missing assignment.

6. Click OK when you're done. You will be sent back to the main
PowerGrade screen.

7. Now click Reports then Print.

8. You will be asked to select a report just as you were in step 9.
Double-click the report you'd like to print.

9. You will then get your printer dialog box. Click OK to print.
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Bringing Student Photos into PowerGrade
1. Click Utilities then Rebuild Data From Server

2. Click next to Student Photos and click OK.

3. After PowerGrade finishes downloading the student photos, click

on the Roster icon to see a photo of each student.
If the photo looks distorted, try clicking “scaled to fit.”
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Creating a Seating Chart with PowerGrade

1. Click on the Seating Chart Icon.

2. You may then choose assign seats alphabetically or randomly. |
am using the random option in the illustration below. Click Auto
Assign Seats to assign seats.

3. After assigning the students, click on the Edit Seat Layout tab.
Here may click and drag each student desk and manually place
them in a location. You may also move desks up or down and to
the left or right. The chart may be made larger by zooming in
using the slider. Empty chairs may be removed by dragging them
to the trash and added by clicking on the chair icon. Using the
seating chart to take attendance will be addressed later in the
school year. Click Save to save your layout.
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