
Preparing for Quarter Three Report Cards 
 

1. Make sure you are viewing Quarter 3  classes and that the 
Reporting Term is set to Q3.  You should also see a button titled 
Final Grades .  If you don’t, your screen resolution is set too low. 
Instructions on how to change your screen resolution are available 
at www.slcedtech.net.   

 
2. Click on the Final Grades button.  You will then see each student’s 

points earned by category and a column for citizenship grades.  
Citizenship grades do NOT default to S on the new PowerTeacher 
Gradebook. 

 
 
 
 
 
 



3. You may use the “Fill Scores” feature to assign all students the 
same citizenship score.  Right click within the Citizenship column 
and select Fill Scores . 

 
4. You may select either “Students with No Grade” or Replace All.  

Replace all will overwrite citizenship marks already assigned. The 
available marks are O for Outstanding, S for Satisfactory, N for 
Needs to Improve, and U for Unsatisfactory. 

 



5. After filling all citizenship marks, you may go through and change 
individual marks as appropriate. 

 
6. To add or change comments, double-click the final grade of a 

student (preferably the first student on your list).  Then click the 
Comments  tab. Double-click a comment to add it to the students 
report card.  You may add up to two comments.  You may use the 
arrows in the top, right-hand corner to move down to the next 
student. You may also move and re-size the Score Inspector 
window so that you can see each student’s final grade and all of 
the available comments.  Click on the title bar to move the window.  
Drag the corner of the window to enlarge it, and drag the border of 
the comments section to enlarge it. 

 



7. You may remove comments by manually erasing them, or you 
may click the Clear button. 

 
8. To assign the same comment to all students, click the Scores tab, 

check the Replace All button, check the Comments box.  Then 
Click the Comments tab, double-click the comment you wish to 
add.  Go back to the Scores tab and click OK.  All students will 
receive the same comment. 

 



9. Click on the Score tab to manually override a student’s grade.  If 
you don’t already have the Score Inspector open, double-click on 
a student’s final grade to open it. 

 
 

10. When you’ve completed your grades for a class, click the Q3 In 
Progress button.  Then check the box marked Final Grades 
Complete.  Then click OK. 

 



11. You will then see a message that Q3 Grades are Complete.  
Registrars have the ability to run a report showing the classes 
where grades have been completed.  However, I’m not sure if 
they’ve  

 
12. You may want to print out a sheet that contains each student’s 

grade and the comment(s) you assigned to them. Click on the 
Reports  icon and select the Final Grade and Comment 
Verification Report . 

 
 
 
 
 
 



13. Under the Criteria section, you will be given the option to print just 
the selected class or all of your Active Classes.  The program also 
allows you to print only the Student Number.  If that selection is 
chosen, you may the select Random next to the Sort By option.   

 
14. The report will open as a PDF document that you may print and/or 

save. 

 
 


