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PowerGrade Quick Start Manual

Version 4.6
PowerSchool — FUSD — Implementation

Welcome to PowerGrade. This quick start manual will guide you through the steps involved in
setting up PowerGrade for use during the school year. Prior to creating assignments and
entering scores, it is important to set the preferences so that you will have an easier time of using
PowerGrade. Most of the settings are global, meaning that all classes will be affected by
changes made. However, In order to change settings or set preferences, a class will need to be
opened first.

1. Tolaunch PowerGrade, Go to Start>Programs>PowerGrade>PowerGrade...

1) Movell (Common)
I PASSPORT Client

I QuickTime

I Roxio Easy €D and DVD Creator &
I Soundmax

I Startup

¢l Adobe Reader 7.0

& Internet Explorer
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I Printie Internet Printing 3
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»

L3

L3

Remote Assistance

& sortmws sop If there is a PowerGrade shortcut on the Desktop,
© windaws Hedia layer you can double-click on it instead of using the Start
W windows Movie Maker Button.

I Timbuktu Pro 3

[ Logiern

[} Acrabat Distiler 6,0

allPrograms

[ Adobe Acrobat 6.0 Professional

4 start A Irbox -

3 windows Messenger

For Macintosh, double-click the alias on the desktop... ,E IS
B LR R g £

Note: Once PowerGrade is open, there is virtually no difference between Windows and
Macintosh.

2. PowerGrade will open up and the Classes menu should be available. Click on Classes and

select a class...
File Edit LUkilities

ADMINISTRATION [0021532] 01[A] Ctri+1
LAE AST|SOC SCI[4620062] 02[A] ChrH+2
LS HIS|GEOG E P [3401012] 02[A] Ctr+3
LAE AST|S0OC SCI[4620072] 03[A] Chri+4
US HIS|GEOG B P [3401022] 03[A] Ctrl+S
LAE AST|SOC SCI[4620082] O4[A] Ctr+é
US HIS|GEQG B P [3401032] 04[] CtrH47
LAE AST|30OC SCI[4620092] 05[A] Chr+g
MOD WLD HIS E P [3301012] 05[a] Ctrl+9
LAE AST|SOC 5CI[4620102] 06[A]

MOD WLD HIS B P [3301022] 06[A]
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The first time a class is open, currently enrolled students will Enroliment Alert

appear in a window. Click OK.

&)
The following students have been enrolled in this  ~ =
class:

Note: Each time students are added or dropped, a notification
window will appear requiring confirmation.

The students will then appear on the main spreadsheet screen.
On this screen is some important information to be aware of (see below)...

If connected to the PowerSchool server, it will read Online

Connection Status: _ . .
If not connected or unable to connect, it will read Offline

Ukilities Windows Classes  Help

Reports

i=<! @nline - US HIS/GEOG B (02(A)

@ ""U_'_‘ & Coient Studerre Assignment Date Bangd
- € Dioooed Students  AllAssignments
Azzighments Clazz RoXer Attendance Class Info Preferences FoE i

Cit o4 Cit 52 Cit

3 Help Button

Current term (Columns

J can be hidden or

2 displayed)

5. mom LS

5 —— ]

Name of course (as it 5

¢ | appears in the FUSD 3

: course Catalogue) 2
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There are many items in the Menu Bar. Some of the most common are also shown as buttons

below the Menu Bar.

Create new assignments and
modify existing ones.
Important: before assignments
can be created, at least one
category must be setup.

Create and edit a Seating Chart
for up to 50 students. It can be
used for taking attendance.

View information about a
particular class. Use the Class
Information page to assign a
class or classes to a group.

f-‘«ssignents

Clazs Boster

l

—_——

= =

Seating

Attendance

l
s © [

Clasz Info Preferences

Displays demographic
information about students. This
information downloads from the
PowerSchool server and cannot
be modified in PowerGrade

Take class attendance.
Teachers enter one of
four codes. Attendance
codes are not editable.

Set preferences to customize
PowerGrade to your own
needs i.e. setting a password.
Preferences are global,

affecting all classes no matter
which one is open.

Prior to working with a class and creating assignments, it is important to set certain preferences
to insure the gradebook works the way it is expected to.

Setting Preferences

Click on the Preferences Button...

@ Preferences

Security

General | Display | Scores| Notification | PowerSchool | Attend.

Y
Teachet name | &

Auto-Save
W Autoesave every (15 | minutes

Auto-Backup

™ Use password at Startup and for Sereen Lock

Auto-Update
¥ Update automatically

Ehange Password

Final Grade Options

W Autobackup evernr: 11 =l days Mext backup: [05/26/2005

Decimals are: @ Rounded O Twuncated [0 [
Default Reparting Final Grade: 52 = I Use A

New Passward,

You can type your name in the Teacher Name box.
For security reasons, it is important to set a
password that prevents others from opening the
gradebook.

1. Click on the Change Password button...

2. _Type a password that is easy to
remember, but not easy for
anyone to guess.

3. Retype the password in the

AutoA Concur Confim
[V Aulo-abbieviate assignments and calegories [
Ok |)  Cancel
(S
0K Cancel

Confirm box and click OK

The next time the gradebook is opened, you will be prompted for the password.

O Never leave a written copy of your password in plain view of students or anyone that
should not be using the gradebook.

Note: Clicking the OK button on the main Preferences window will accept the changes. However,
it is not necessary until all preferences are set.
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14| Preferences @

General | Display | Scores | Motification | F 1| Attend. | =

Security

Teacher name | ; Lhange Password ;

If you teach more than one section during the
same class period (ELD Il and Ill, or Algebra and

™ Use password at Statup and for Sereen Lock

Auto-Save 00000 Auto-Update . .
W Buto-save ever ,Fm\nutes ¥ Update automatically SDA'E Algebra, OI’ |f yOU have a. Teacher Alde),
Auto-Backup those classes can be merged into one roster for
W Autohackupevery: 11 = daps Nest backup: [05/26/2005 | the purpose Of taking attendance.

Final Grade Options
Decimals are: @ Rounded O Truncated [0 this many places

Default Reporting Final Grade: 2 > ™ Use Averages

Auk iati C A d.

Check the Concurrent Attendance box

¥ Auta-abbreviate assignments and categories %ﬂncuner\l Altendance

0K Cancel

Click on the Scores tab...
I=i| Preferences You may wish to create custom codes to represent
@l something other than a numeric or letter grade.

-3)

h
L,
S

L

General | Displap Scores | Notification | P

u ded Scores
Disply uecorded seores 35 (1) <& By default, an unrecorded score appears as a set
= O Dpseared @ Lol of parenthesis ( ). This can be changed to
e another symbol if desired.
— — —
— — — 1~ That symbol can be calculated as a zero or as
[ [ [ exempt.
— — —
— — — : .
— — — There are also three columns in which custom
— — — codes (up to ten) can be entered...
Cancel

e Count as Exempt
Examples: IL for “ill” or NE for “new enroll.” Exempt scores do not count against the student.

e Count as Unrecorded
PowerGrade looks to the "Display unrecorded scores as..." selection to determine how to
average these scores, either 0 pts or exempt (depending on which one is checked).
Examples are AB for "absent" or SB for "school business.”

e Count as Zero
Examples are CH for “cheat” or NHI for “not handed in.”
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Click on the Attendance tab...

12 Preferences By default, the text color for the column header of
General| Display| Scores | Natification| PawerSchool Attendance | @] the current day is set to light gray against a gray
Select the Attendance Mode background. Therefore, when taking attendance, it

is very difficult to see the date at the top of the
current day column. Fortunately, this can be
52 |024) [US HIS/GEDG B P 3401012 | Mesting Changed.

51 | 02A) |LAB AST/SOCSCI | 4620061 | Mesting
51 | 028) |USHIS/GEOG AP | 3400011 | Mesting -

52 | 024) |LABAST/SOCSCI [4620062 | Mesting

52 |034) [LABAST/SOCSCI 4620072 [ Mietng | _Click the gray box to the right of “Current Day
52 |034) |US HIS/GEDG B P | 3401022 | Mesting = \
51 |0314) |LAB AST/SOC SO 4620071 | Meeting — Header Text Color.

51 | 0344) |US HIS/GEODG AP | 3400021 | Mesting
52 | 04I4) |LAB AST/SOCSCI | 4620082 | Meeting -

A color palette will appear... apoEEENEEEEETE N
A d; Dialos - :
) O/ Select a color that will provide |=====""
Cunent Day Header Text Col Non-selectable Cell Background Color: a good Contrast agalnst a gray

background. Medium blue or
—txed | | red work well.

Click OK and all the changes (General, Scores, and Attendance) will be
saved.

The Display and Notification tabs also contain options you may find useful.
In most cases, the PowerSchool tab should be avoided. Changing settings there may render the
gradebook unusable.

Grouping Classes

For teachers that have more than one of the same class/subject, it is possible to assign those
classes to a group. This will save the teacher from creating the same assignment(s) multiple
times for each class. The assignment can be created for the group and will then appear in each
class that is assigned to the group.

The example below shows 3 US History/Geography and 2 Modern World History classes. Two
different groups can be created (one for US History/Geography and another for World History).

File Edit Utilities

ADMIMISTRATION [0021532] 01[A] ChrlH+1
LAR AST|500C 5CT [4620062] 02[4] Ctrl+2
i P ol 0121 02[A]  Chrl+3
LAE &, Q7 SCI[4620072] 03[a] Cul A

S HIS|GEDG B P At [iE ]

LAE & QC SCT [462008204[A]  Chri+é

US HIS|GECS B PIM01032] 04[A]  Chr?
20092] 05[A] Ctrl+E

=~ Group A

— Group B

MOD WLD HIS B PPE301022] DalA]

Follow the steps on the next page for grouping classes...
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1. Open aclass that will be assigned to a particular group.

2. Click the Class Info button... @

Clazs Info

3. Type a name for the group in the box: Class nfomstion | Desziption |
\ Name of Class [US HIS/GEDG B P
4. Click OK. Evpression: [02A] Floom: [F-06
Cal mber; | 3401 Section Mumber: ’W
Elassﬁmup‘

5' Repeat the above Steps for eaCh Class In thls st day of Class: [01/03/2005 Last Day: [06/02/2005
particular group. -

Shortout 19 Automatic € Custom

(-

Important: The group name must be typed in exactly

the same for each class in the desired group. Lot ]t

If more than one group is needed, repeat the above steps and assign a different group name.

When creating assignments, there will be a check box which allows the assignment to go to the
other classes in the group...

WView Group pplv to other clazzes in group

Showing Terms

When PowerGrade is opened, the main spreadsheet screen may show more terms than the
teacher would like to see at once. Typically, the current semester column and both quarter
columns will appear (along with a Citizenship column for each)...

03 cit Tit 5z cit
@ oo 5. mon s mom 5— 1. Click on the heading of the column to be hidden.
(03 0/ g (03 00 5 (0 00 g . .
o o P i P s : A window will appear...
@) o0 5 mon s mon s 2. Uncheck the box R e
@ oo 5 @ om 5 o oo 5 “ShOW on £ Name: TR L
® o L 5.0 en 3 StatDete: [OUZ3005]  EndDals [ GE70272005 ]
o) 04 g o o4 5 (i) o g spreadsheet” and \psmwm e
0y o g 0y 0/ 5 oy 0o 5 C“Ck Accept. " e -]
(03 0/ 5 (03 0/ 5 (0 00 5 This final grade iz calculated using these factars: 4
@ oo g @ om g o o g ) Factor Type = Asmt/Cat/FG NamDm |:
{0 0 £ o R T s 3. To hide other I~ '
@ oo 5.0 5.0 g terms, repeat the
0y o g 0y 0/ 5 (o 0 g !
PR § by o E S . steps above.
0) 0O g (0 0/ 5 0 00 g
(0) o/ 5 [0y 0 5 (o oo 5 Total weight: 100.00
(03 0/ g (03 0/ 5 (0 00 g
0 oo 5 [yl 5 m oo 5 ﬁ

To show a term that was previously hidden, go to Windows on the Menu Bar, then Final Grade
Setup... (see next page).
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e s it oo EEIR demes w2 1. Select the term from the pop- 1] Final Grades Setup _
attendance Codes down menu. @
Attendance Tokals. .. FiG Mame:
Categories m
Jacs Information N Start Dae: End Date: [ 06/02/2005 |
E— 2. Check the box “Show on B St o e
..| = Ban spre adsheet.” This final grade is caleulated Using these factors; ==
Grade Scale Factor Type Asmt/Cat/FG Name Drop| Weight
Seating Chart i Total points M4 = 0 10000 -
Shdert Sy 3. Click the Accept button.
Terms
coring Birthdays
i Repeat the process for other terms.
Total weight: 400.00
Cancel

Congratulations! Your gradebook is now ready to be used for taking attendance, creating
assignments, and entering scores. Additional resources and how-to’s are available at
www.fresno.k12.ca.us/sis/teachers.html

If you experience problems with the functionality of the gradebook, contact Jim Healy via
GroupWise (James A Healy)



