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Launching the Gradebook 

Since the gradebook is part of PowerTeacher, navigate first to your 

PowerSchool server and sign in to PowerTeacher. 

Note: The gradebook uses Java, so make sure you have the latest 

version of Java installed on your machine. 

1. Navigate to your PowerSchool server address 

 

 

2. Enter the username and password you were assigned by 

your PowerSchool administrator 

3. On the navigation menu, click the gray arrow next to 

Gradebook to launch the gradebook 

4. As the program launches, Windows users will click Run and 

Mac users will click Trust or Allow 

Accessing Student Information 

Although you can access information about your students through 

PowerTeacher, the gradebook contains additional student 

information, such as the grade scale by which each student is 

graded and any personal notes from the teacher. To access a 

student’s information: 

1. In the Classes pane, select one of your sections 

2. Click Student Info, and then double-click the name of a 

student 

 

On the student’s information pane, notice several icons near 

the top of the pane. The icons alert you to important things 

you need to know about your student, like medical 

conditions, family situations, or disciplinary considerations. 

If applicable, click each alert icon to learn more about your 

student. 

 

3. Click any of the phone number links to enlarge the number 

4. If you want to send an email to a parent, click the Guardian 

Email link, select Email, and complete the email message 

 

Alternatively, you can click the Guardian Email link, select 

Copy to copy the email address, and then paste the 

address into your email program. 
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5. Use the Grade Scale menu to apply either the default or a 

custom grade scale to the selected student 

6. Use the Extra Class Columns tab to record data for columns 

you personalize in your gradebook 

 

The columns listed reflect the custom columns you create, 

except for one field: Preferred Name. Use the Preferred 

Name field to record the name the student prefers to be 

called. For example, a student named Elizabeth may prefer 

to be called Liz. Learn more about the custom columns in 

the next section. 

7. Use the Teacher Personal Note tab to record private 

information that only you have access to 

Personalizing Class Columns 

Personalize student information using the extra class columns. Edit 

or create columns to record book numbers, locker numbers, lab 

partners, or emergency contacts for each of your students. There is 

no limit to the number of extra class columns you can create. 

1. In the upper part of the pane, click Extra Class Columns 

2. Select an existing column and click Edit 

 

Click Add to add any new columns. 

3. Enter a column name and description 

4. Click OK > Close 

5. On the Student Info tab, scroll to the right to find the 

column 

6. Enter information for several students 

7. Click and drag the column headings to rearrange the 

columns 

 

Also, use the column headings to change the sort order of 

the students. 

8. Click Save 

Changing Student Display Settings 

If you’ve entered preferred names for some of your students, you 

can display those names on the Scoresheet. Use Preferences to 

format how students appear on your scoresheet. 

1. Open the Tools menu (Windows) or the PowerTeacher 

Gradebook menu (Mac), and select Preferences 

2. Click Student 

 

3. From the Student Name Display menu, choose how the 

student’s complete name will appear 

4. Check Use Preferred Name* when available 

 

If the student doesn’t have a preferred name, his or her full 

name will appear. 

5. Check Use Preferred Name* on reports to print the 

preferred name instead 

6. Use the Sort Students By menu to change the default sort 

order of your students 
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7. When you are finished, click OK 

Locking the Gradebook 

When you’re ready to end your PowerTeacher Gradebook session, 

sign out and close the gradebook. If you’re in the middle of a task 

and don’t want to end your session, lock the gradebook. To keep 

your information secure, lock your gradebook two different ways: 

1. Use the keyboard shortcut CTRL-L (Windows) or 

Command-L (Mac), or navigate to the File menu, and 

select Lock Gradebook 

 

The lock screen appears, covering the entire gradebook and 

keeping student information private 

2. If you want to unlock the gradebook, enter the same 

password you use to sign in to PowerTeacher, and click 

Unlock 

3. To quit the gradebook from the lock screen, click Quit 


