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Classes Pane: Accessing Your Classes 

When you open your gradebook your current classes are displayed in the Classes Pane in the upper left corner 

of the screen. The first class in your schedule will be highlighted.  

When a class is selected (highlighted in blue) you can see and work with that class. To work with another class 

you need to select that class in the Classes Pane. (NOTE: The gradebook is date driven. You will not have any 

“Current Classes” until the first day of school. If you wish to access your class lists prior to the first day of 

school, use the drop down menu to select the appropriate term in the current school year (ex. 2011-2012 

Semester 1, Trimester 1 or Quarter 1). 

 

 

GradeBook Setup: Creating Categories 

The first step in setting up your gradebook is creating Categories. The Categories Pane 

is located on the lower left of the gradebook window.  

Categories are the large overall groups that your assignments fall into. This list of 

categories represents the groups for ALL of your classes (not just the current class you 

are viewing).  

To begin our setup we need to create or edit all of our categories. 

PowerSchool automatically creates four default categories (Homework, Project, Quiz, 

and Test). 

Delete: If you wish to delete a category, right click on the category name and select 

delete OR select the category and then select the “-“ (minus) sign in the Category Pane. 

(After you have added assignments into a category, PowerTeacher will not allow you to 

delete.) 

Edit: To edit a category, right click on the category name and select edit. 

Add: To add a new category, select the “+” (plus) sign in the Category Pane. 



When editing a category or adding a new 

category, the Edit Assignment Category 

window appears. 

For each category you need to enter information 

in the following fields: 

Name: Fill in the category name 

Abbreviation: Designate a category 

abbreviation 

Color: Designate a color. This helps you identify 

assignments in the category by color coding them 

in the Assignments window. 

Points Possible: This is the standard amount of 

points for assignments in the category. This will 

be the default for assignments placed in this 

category, but you can override it on an individual 

assignment basis. 

Extra Points: If there is the possibility of Extra 

Credit being awarded for this assignment you 

must enter the maximum number of extra credit 

points in Extra Points field. PowerTeacher will 

not allow you enter a grade for an assignment that is greater than the total of the Points Possible + the Extra 

Points. 

Score Type: This indicates how you will enter the scores for the assignment. 

 Points: The assignment was worth 50 points and you wish to enter the points earned (ex. 45 out of 50 

points – you will enter 45 as the students score). 

 Letter Grade: You wish to enter a letter grade from your grade scale. (Ex. An “A” on your grade scale 

equates to 90%, entering an “A” for this assignment will award the student 90% of the points possible 

on the assignment). 

 Percentage: The assignment was worth 50 points and the student received 40/50 points (80%) entering 

80% in the gradebook would award the student 80% of the points possible on the assignment. 

 

You must also check the box to designate that this category is part of the final grade. 

NOTE: It is possible to create a category for the purpose of recording “class business” (permission slips turned 

in, completion of tasks, etc.). If you wish to create a “class business” category, do not select the box to include 

in the final grade. This will allow you to keep track of these types of things in the gradebook, but not have it 

affect the grade. You can also choose to have items that don’t affect the grade NOT upload to Edline. 



Gradebook Setup: Preferences 

Select Tools – Preferences. 

Grading Tab: This is where you 

can control which format(s) of 

final grades you wish to display in 

your gradebook. Select rounded or 

truncated. 

NOTE: If you wish your grades to 

have your percentages “round up” 

to the next grade (ex. all scores 

96.5% and higher “round up” to  

receive the letter grade associated 

with 97% - select (2) decimal 

places. 

 

 

 

Score Codes Tab: This is 

analogous to “Special Scores” in 

InteGrade Pro.  

The ABS code is created by 

default. If you enter the ABS 

code for a student’s score, the 

student’s grade is calculated as 

if they are excused from the 

assignment. 

Select ADD, to create a new 

Score Code. 

 

 

 

 



When creating a score code you have 

three options for the value of the 

code.  

PERCENT: In the example to the 

right I have created a LATE code 

with a value of 50%. If I enter this 

code for an assignment, the students 

grade will be calculated as if they are 

awarded 50% of the points possible. 

NOTE: You are limited to 6 

characters for the Code name (can 

be alphanumeric) 

 

 

ZERO POINTS: This example 

shows a code for Missing. If entered 

for a student, the grade will be 

calculated as if they received a zero. 

 

 

 

 

 

 

 

EXEMPT:  This example depicts a 

code for Excused. If entered for a 

student, this calculates their grade as 

if exempt from the assignment. 

NOTE: The value field references an 

option when using a rubric. More 

will be discussed on this topic at a 

later date. 

 



Grade Setup 

Select the Grade Setup Tab. 

The Reporting Term you see is specific to your sites grading terms. (For example: Vista teachers will see Q1, 

all middle and elementary teachers will see T1, FHS see S1 and CHS see S1 or Q1.) 

Select the arrow next to the reporting term and the setup options will display on the bottom of the gradebook 

window. 

 

 

 

The setup options window is displayed below. Setup defaults to the Total points as the method of grade 

calculation. If you use Total Points you do not need to make any changes on any of your classes. 

 

 

 

 

 

 

 

 

 

 



If you use category weights, select that option. Then choose add category. 

 

 

 

The select categories window appears. 

Place a check next to any categories 

that will factor into the grade for this 

class. 

Select OK. 

 

 

 

 

 

 

 

 

 

 

 

 



The categories you select 

will now appear on the 

grade setup window.  

Click into the weight 

column and enter the 

weight for each of the 

different categories.  

Select Save in the lower 

left corner. 

 

 

If you mistakenly add a category, select it and then choose the “-“button to remove it. 

 

Copying Final Grade Setup 

All courses default to Total Points. If that is the calculation method you use, you do not need to copy it to your 

other classes. 

However, if you use the same category weights in multiple classes you can copy that setup once you have 

completed it for one class. 

In the screen shot at the top of this page notice the “copy” option. When the window below appears select 

Entire Class and then choose OK. 

 

 

 

 



Select each of the classes where you wish to copy the setup. 

Select Next.  

Choose each of those classes from the Classes Pane and select Grade Setup to verify the setup was copied to the 

class. 

 

 

 

 

 

 

 

 

 

 

 

 



Grade Scales 

Select the Grade Setup Tab. 

Select Grade Scales. 

There is a default gradebook assigned to 

each of your courses. 

To view the details, click on the arrow 

next to the default gradebook. 

On the bottom of the window you will see 

the breakdown for the gradebook. If you 

want to use the default gradebook for this 

class, you do not need to make any 

changes. 

You can to customize the grade scale if 

you do not wish to use the default.  

Select the default grade scale so it is 

highlighted. Click on the “+” sign and a 

copy of the default will be created. 

 

You can customize the name, 

description and the grade scale by 

selecting those fields in the details 

screen. 

In almost every case, the Cutoff needs to 

match the Percent column. NOTE: If you 

wish your grades to have your 

percentages “round up” to the next 

grade (ex. all scores 96.5% and higher 

“round up” to receive the letter grade of 

A+ associated with 97%, enter the cutoff 

and percent as 96.5). 

If you do not wish to use a grade (for 

example: A+), you can select the option 

to ignore the grade. NOTE: If you do not 

use “+” and “-“ as part of your 

gradescale, see the PowerTeacher website for documentation on adjusting your grade scale to be only A, B, C, 

D, F. 

Select Save in the bottom left corner. Create as many different grade scales as you need. 



 

NOTE for K, 1, 2 and 3 Teachers: The grade scale you see will be 4,3,2,1. You can edit the 

percentages assigned in the manner described above. 

 

Assign a Grade Scale to a Class (or Student) 

Select the class you wish to work with from the Classes Pane. 

Select the Student Info Tab. 

Right click on the word Default in the Grade Scale Column and choose Set Grade Scales. 

 

 

Select Displayed students and choose the 

appropriate grade scale from the drop down. 

Select OK. 

NOTE: You can assign a grade scale down to the 

individual student level if necessary. As new 

students are added to the class, the receive  the 

default grade scale. You must assign them a 

custom scale. 

 

 

 

 

 

 

 



Entering Assignments 

You can enter assignments on the either the ScoreSheet tab or the Assignments tab. 

In either location you are looking for the “+” sign to add an assignment. When you select the “+” sign the New 

Assignment window appears on the lower portion of the screen. 

 

You must enter the Name, Abbreviation, and Category. Review the Due Date of the assignment.  

It will default to the current date.  

Note: If you enter the name and then hit tab, it will fill in the Abbreviation for you. 

Points Possible, Extra Points, Score Type and whether or not it should be included in the Final Grade will 

all be filled in after you select the category. They will reflect the defaults that you set for the category. Edit any 

of those settings that are different for this particular assignment. 

Select Save. 

 

 

 

 

 

 



Publishing Assignments:  

 

After entering the Assignment 

information select the Publish tab. 

From the Publish Assignment drop 

down select when you want this to 

display on Edline. 

If an assignment factors into the 

grade, it must be published at some 

point. 

Assignments from a category such 

as “Class Business” that do not 

factor into the students grade, do not 

ever need to be published. 

 

 

 

Select Save in the lower right corner. 

 

 

 

 

 



Editing Assignments 

In the Scoresheet tab or the Assignments tab, click on the small arrow on the assignment. 

 

This open the 

Assignment detail 

window. Make any 

changes and select 

Save on the bottom 

right corner of the 

screen. Note: Save will not be an option until you have made a change to the assignment. 

Deleting Assignments: 

In the Scoresheet tab or the Assignments tab, right click on the assignment and select Delete. 

Copying Assignments: 

In the Scoresheet tab or the 

Assignments tab, right click on an 

assignment and select Copy 

Assignments. 

 

 

 

 

 

 

 

 



Select all of the assignments you wish to copy. 

Select Next. 

 

 

 

 

 

 

 

 

 

Place a check mark next to all of the classes that 

need the assignments copied to them. 

Select OK. 

 

 

 

 

 

 

 

 

Questions? 

Contact Pam Oien 

355-1111 ext 174 

poien@fcusd.org 


