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Report Card Comments and Manually Overriding 
Final Grades 

The following instructions outline the procedure for adding comments to report 
cards and manually overriding a final grade using the Grade Inspector on 
PowerTeacher 
Adding Comments to Report Cards 
1. Double clicking a student’s final grade will cause the Score 

Inspector to open.  Click on the Comment Bank  button to add a 
board-approved comment. (You may NOT write in the comment 
field; only board-approved comments may be entered) 

 
2. Double click on the comment(s) you wish to add to the student’s 

report card.  The comment you double click will appear below the 
comment back.  Simply delete the text to remove that comment.  
Click OK when you’re done.  You may not enter more than two 
comments. 
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3. Once you click OK, you will end up back at the Scoresheet with 
the Score Inspector open.  The comments you added will appear 
at the bottom of the Score Inspector.  You may use the down or up 
arrow to open another student. 
 

Manually Overriding a Final Grade 
1. Double click the final grade to open the score inspector.  Then 

check the box labeled Manually Override.  Type in the grade you 
wish to assign the student.  In this case, I am assigning the 
student CR for credit instead of the letter grade that the student 
earned. 

 
2. A manually overridden grade will appear an italicized and 

boldfaced font.  This grade will NOT change unless the Manual 
Override box gets unchecked. 
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Printing out Final Grades Using PowerTeacher 
Gradebook 

 
Printing out a final grade and all assignment scores is done by 
creating a Scoresheet Report.  Unfortunately, the final grades aren’t 
showing up in this report.  This problem will be fixed this summer.  
PowerTeacher Gradebook users will need to print a Final Grade 
Report AND a Scoresheet report for the time being. 
 
Final Grade and Comment Verification Report: 
1. Click on the Reports icon from within PowerTeacher Gradebook. 

 
2. Click on the Final Grade and Comment Verification Report 

 
3. Make sure you see the bottom “pane” that contains all of the 

printing options.  If you don’t see it, drag it open by clicking on the 
bottom bar. 

 
4. Choosing Active Classes will print the report for all classes. 
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5. Click on Run Report .   

 
6. You will then have the option to either save the report or print it 

out.  If you choose to open the report, you can still save it after it’s 
opened. 

 
7. Once it’s open, you may print and/or save the report! 

 
By late summer, the Scoresheet report will be fixed so that it, too, will 
display the final term grades. 

Scoresheet Report 

1. Click on the Reports icon from within PowerTeacher Gradebook. 

2. Select the Scoresheet report. 

3. By selecting Active Classes,  
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8. Click on Run Report .   

 
9. You will then have the option to either save the report or print it 

out.  If you choose to open the report, you can still save it after it’s 
opened. 

 
4. Once it’s open, you may print and/or save the report! 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Using PowerSchool to Change 
Citizenship Grades 

1. Log in to PowerSchool and click on the backpack of a class.   
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2. Click on a student’s last name. 

3. From the drop-down menu, select Final Grade Entry . 

 
4. By default, the student’s citizenship score will appear as an S. Click 

the drop-down window and select the appropriate citizenship mark. 
Then click Submit . 

 

 
5. To change another student’s citizenship score, click on that 

student’s first name .  Clicking on a student’s first name will bring 
up the last screen you were using for that particular student.  
Clicking on a student’s last name always brings up the default 
student screen. 

 
6. Repeat the process for all students enrolled in this class whose 

citizenship score you wish to change. Make sure you click on the 
students’ first name so that you can keep the Final Grade Entry 
screen open for each student you select. 
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7. You may then switch classes by clicking on a class link at the 
bottom of the student list section.   

 
8. Repeat the process for each class that contains students whose 

citizenship scores you. 

 

Unfortunately, I’m not currently aware of a way that teachers can view 
a list of all citizenship scores per class on one page.  I recommend 
keeping a list of citizenship scores that you entered because students 
continue to receive the same citizenship score until it is changed by 
the teacher.  In other words, a student with a U assigned for 
Trimester One will continue receiving that U until the teacher changes 
that score. 

 


