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There are two ways to add an assignment, through the Scoresheet tab or Assignments tab.

Scoresheet! ! ! ! ! ! ! Assignments

Create a category by clicking on 
the + button under the 
Categories window pane on the 
left.

Create Assignment Category window

1. Name the category you are adding.
2. Issue an abbreviation.  This must  be under 15 characters, 

otherwise you will get an error message.
3. Color: (Optional) Give the category a color coding.
4. Points Possible: (Optional) This is the default points that will 

appear for all assignments under this category.  You can still 
change the points possible even if you input a number here.

5. Score Type:  You have three options, Points, Percentage, or 
Letter.

6. Include in Final Grade:  If you have this checked it will appear 
in the Þnal grade calculations AND Parent/Student Portal.  If it 
is unchecked it will not appear in Parent/Student Portal and will 
not contribute to the Þnal grade.

7. Description:  You can add a description for the category for 
parents/students to see.

Delete a category by 
selecting a category name 
then click on the - button.

Click here 
to add or delete 
assignments.

Click here 
to add or delete 
assignments.
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New Assignment window

1.  Enter a name for the assignment.
2.  Enter an abbreviation, this must be under 15 characters.
3.  Specify a category for the assignment.
4.  Score Type:  Points, Letter, or Percentage
5.  Enter points possible regardless of your score type.
6.  Weight:  This is a points possible multiplier.  In most cases, leave the weight as 1.00.
7.  Date Due:  Be aware of term end dates!  What date you put here will determine which Þnal grade it will 

contribute to!
8. Include in Final Grade:  If this is checked then the assignment is visible in Parents/Student Portal and it 

contributes to the Þnal grade.  If it is unchecked it is not in the portal or contribute to the Þnal grade.
9. Description:  This is where you enter your description for the speciÞc assignment.

Regardless of where you add an assignment, the New Assignment window will appear at the bottom of the 
screen.
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Publish Assignments

After entering your assignment, click on the Publish tab.  You can specify the date that the assignment gets 
published to the Parent/Student Portal.  If the assignment contributes to the Þnal grade, it must  be published.

Assignments (cont.)



Setup your Þnal grade calculations at the beginning of the year.

To get started, click on the Grade Setup  tab.

Then single click on the term you 
want to setup Þrst.

Below, the term window will appear.  
There are three ways to calculate 
the Þnal grade:

1.  Total points
2.  Term weights
3.  Category weights

Total Points

If you use total points, there is nothing you will need to change.  By default the 
gradebook calculates the Þnal grade by total points.  If you do not make any 
changes to the Grade Setup , all Þnal term grades will be determined by the total 
points accumulated through the entire term.  

This means, Q1 is calculated by assignments dated within the Q1 date range 
while, Q2 is calculated only by assignments dated within Q2 date range, 
independent of those assignments in Q1.

Semester terms are calculated by ALL points accumulated from the two quarters 
that comprise the semester.  Remember, the Þnal grade is not weighted.  This 
means the semester grade is not 50% of the Þrst and 50% of the second quarter 
of the semester.  

Term Weights

This is only available for semester terms.  

For semester, you can determine what percentage of the 
quarters will contribute to the Þnal grade.  You can set the two 
different quarters to have equal or different percentage 
amounts.  

For instance, Q1 is 50%  and Q2 is 50% of the total Semester 
grade.  In some cases, teachers prefer to have a greater weight 
for the second quarter versus the Þrst.  Therefore you can set 
Q1 for 40% while Q2 is 60% of the Þnal Semester grade.  This 
is also true for S2.
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Category Weights

To use Category weights, Þrst select the term, then click on 
Category weights.  Once the Category weights is chosen the 
box beneath it is unlocked.  Then, in the box, to add a 
category, click on the + add category (or add assignment) 
button.

If you chose to add category, a window with all your 
categories appear.  You can check all the categories you 
want to include in the Þnal grade for the selected term.  You 
can choose some or all.

If you chose to add assignment, a window will appear with a 
list of all assignments.  You can check the assignments you 
want to calculation in the Þnal grade.  

Click OK when you are done.  You can add both categories 

After all the categories/assignments are 
chosen for the Þnal grade 
calculation, it will all be listed in the 
box.  You will have to give the 
categories/assignments weights that 
equal 100%

To enter the weights, double click on the 
column next to the category/
assignment.  Type in the weight for 
the categories/assignments.

Click on Save when you are done.  
Repeat the process for the other 
quarter.

Verifying Grades

When you use PowerTeacher Gradebook, you print your own veriÞcations.  

On the start page of PowerTeacher Portal, click on the A+ icon under the column Verify PTG Grades.  
This will show you all the grades and citizenship scores for the students in the class.  If it is correct, 
print the veriÞcation.  You will need to print all your classes.  

Shortcut Keys

Score menu:  Hold down Control  button on keyboard and click on score, then release the button.  Select 
your option in the menu.

Mass Fill Comments:  Hold down Control  button on keyboard and click on the Þnal grade, then release 
the button.  Select your option in the menu.

Mass change grade scale:  Go to the Students tab, then hold down Control  button on keyboard and click 
on a student name, then release the button.  Select your option in the menu.

For other instructions, please visit:  http://henry.smusd.us/~pma/PowerSchool/PTG.html  

Extra Information
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