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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. To launch PowerGrade, Go to Start>Programs>PowerGrade>PowerGrade… 

 
 
 
 
 
 
 
 
 
If there is a PowerGrade shortcut on the Desktop, 
you can double-click on it instead of using the Start 
Button. 
 
 
 

 
or Macintosh, double-click the alias on the desktop…  F

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

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

select a class… 
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The first time a class is open, currently enrolled students will 
appear in a window.  Click OK. 
 
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)… 
 
Connection Status:  If connected to the PowerSchool server, it will read Online 

If not connected or unable to connect, it will read Offline 
 

Help Button 

Menu Bar 

Connection Status: 

Period 

Name of course (as it 
appears in the FUSD 
course Catalogue) 

Current term (Columns 
can be hidden or 
displayed) 
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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. 
 

 
 

 
 
 
 
 
 
 
Prior to working with a clas
to insure the gradebook wo
 
Setting Preferences 
 
Click on the Preferences B
 

he Preferences window w

he next tim

Neve
shou

T

T e the gradeboo

r leave a writte
ld not be using

 

 

 
Note: Clicking the OK butto
it is not necessary until all p
Create and edit a Seating Chart 
for up to 50 students.  It can be 
used for taking attendance. 
 
 
 
 

Create new assignments and 
modify existing ones. 
Important: before assignments
can be created, at least one 
category must be setup. 
s and creating assignments, it is imp
rks the way it is expected to. 

utton… 

ill appear with the General tab activ

 
For security reas
password that pr
gradebook. 

on the 

2. 

 
3. 

 
 

ou will 

ur pass
ebook. 

You can type yo

 
1. Click 
 

k is opened, y

n copy of yo
 the grad

be prompted fo

word in plain 

n on the main Preferences window w
references are set. 
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View information about a 
particular class.  Use the Class 
Information page to assign a 
class or classes to a group. 
 

 

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

his 

Take class at
Teache

tendance.  
rs enter one of 

four codes.  Attendance
codes are not editable. 
ortant to set ce

e… 

ons, it is import
events others fr

remember, but
anyone to gues

Retype the pas
Confirm box an

assword

f studen

ur name in the T

Change Passwo

Type a passwo

r the p

view o

ill accept the c
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. 
rtain preferences 

x. 

ant to set a 
om opening the 

 

asy to 
 not easy for 
s. 

sword in the 
d click OK 

, 

eacher Name bo

rd button…

rd that is e

. 

ts or anyone that 

hanges.  However
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If you teach more than one section during the 
same class period (ELD II and III, or Algebra and 

), 
merged into one roster for 

sh to sent 
something other tter grade. 
 
By default, an set 
of parenthesis (  
another symbol if desired. 
 

a zero or as 
exempt. 

There are also three columns in which custom 
codes (up to ten) can be entered… 

.” nt. 
 

• Count as Unrecorded 
PowerGrade looks to the "Display unrecord
average these scores, either 0 pts or exem ked). 
Examples are AB for "absent" or SB for "school business.” 

 
• Count as Zero 

Examples are CH for “cheat” or NHI for “no

SDAIE Algebra, or if you have a Teacher Aide
those classes can be 
the purpose of taking attendance. 
 
 
 
Check the Concurrent Attendance box 
 
 
 

 
Click on the Scores tab… 

You may wi create custom codes to repre
than a numeric or le

 unrecorded score appears as a 
).  This can be changed to 

That symbol can be calculated as 

 

 
 
 
 

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

ed scores as…" selection to determine how to 
pt (depending on which one is chec

t handed in.” 
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By default, the text color for the column header of 
the current day is set to light gray against a gray 

nd.  Therefore, when taking attendance, it 
is very difficult to see the date at the top of the 

 can be 
changed. 
 
Click the gray box to the right of “Current Day 
Header Text Color.” 
 

Select a color that will provide 
a good contrast against a gray 

changes (General, Scores, and Attendance) will be 
sav

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

rouping Classes 

or teachers that have more than one of the same class/subject, it is possible to assign those 
lasses to a group.  This will save the teacher from creating the same assignment(s) multiple 

nment can be created for the group and will then appear in each 
p. 

 
The example below shows 3 US History/Geog
different groups can be created (one for US Hi . 
 

 
 

Group A 

 

e steps on the next page for grouping classes… 

 

Click on the Attendance tab… 

backgrou

current day column.  Fortunately, this

A color palette will appear… 

background.  Medium blue or 
red work well. 
 

 
Click OK and all the 

ed.   
 
T
In
g
 
G
 
F
c
times for each class.  The assig

ssigned to the grouclass that is a

raphy and 2 Modern World History classes.  Two 
story/Geography and another for World History)

  
 

 
 
 
Group B 
 

 
 
Follow th
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. Click the Class Info button… 

ss in this 

d sign a different group name. 
 
When creating assignments, there will be a check box which a ssignment to go to the 
other classes in the group… 
 
 
 
 
Showing Terms 

hen PowerGrade is opened, the main spreadsheet screen may show more terms than the 
mester column and both quarter 
ch)… 

 
 

g of the column to be hidden.  
r… 

 
2. Un

click Ac
 
3. To hide othe

s, repeat the 
steps above. 

 

 

iously hidden, go to Windows on the Menu Bar, then Final Grade 
etup… (see next page). 

1. Open a class that will be assigned to a particular group. 
 
2

 
3. Type a name for the group in the box. 
 
4. Click OK. 
 

. Repeat the above steps for each cla5
particular group.  

 
portant:  The group name must be typed in exactly Im

the same for each class in the desired group. 
 
If more than one group is needed, repeat the above steps an  as

llows the a

 
W
teacher would like to see at once.  Typically, the current se
olumns will appear (along with a Citizenship column for eac

1. Click on the headin
A window will appea

check the box 
“Show on 
spreadsheet” and 

cept. 

r 
term

 
 

 
 
 
To show a term that was prev
S
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. Select the term from the pop-

3. Click the Acc

 
 
 
 
 
Congratulations!  Your gradebook is now re dy 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

1
down menu. 

 
2. Check the box “Show on 

spreadsheet.” 
 

ept button. 

ss for other terms. 
 
Repeat the proce

a

 
If you experience problems with the functionalit ook, 
GroupWise (James A Healy) 
 
 
 
 
 

y of the gradeb contact Jim Healy via 
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