
 

PowerTeacher Pro Quick Start Guide 

What is PowerTeacher Pro (PTP) ? 

PowerTeacher Pro is a new version of Gradebook for the 2019-20 school year. Although similar to your prior Gradebook, 
PowerTeacher Pro, users no longer to “launch” the gradebook because PTP is embedded right into PowerTeacher.  PTP is 
now fully functional on both Window and Mac, Android and iPhone, iPad, Windows and Android tablets as well as on 
Chromebooks. Teachers no longer need a separate mobile app to access the gradebooks as the PowerTeacher Pro is fully 
functional on all mobile devices. 

Benefits: 

• Includes robust functionality for managing the classroom 
• Includes advanced features for both standards-based and traditional grading 
• Use the mobile-friendly gradebook to get work done quickly and analyze student performance 
• Embedded into the webpages of Powerteacher—No longer have to launch Java (or worry about Javascript 

errors!) 
What you need to do now—Four simple steps! 

1. Access Powerteacher Pro by visiting https://aiken.powerschool.com/teachers 
2. Create your Grade Categories 
3. Setup your Gradebook—Verify Category Weights and Term Weights are correct 
4. Create and Grade Assignments once the school year starts. 

Accessing Powerteacher Pro Creating Categories 

• Access Powerteacher at 
https://aiken.powerschool.com/teachers 

• Enter your username and password 

• Click Sign In 

• On the Start Page, click PowerTeacher Pro. 

• Read the welcome message and click close. 

• Click “Create” at the top of the browser screen, 
just to the left of your name.  Then click 
“Category.” 

• Enter a name for the category in the “New 
Category Name” field.  Ex: Quizzes, Tests, 
Classwork, etc.   

• Click the “Select Classes” dropdown to choose 
which classes the category should be applied.   

• Next, click “Assignment Defaults” along the top 
of the Create Category window.  

• Click the “Select Score Type” dropdown, and 
choose Percent.   

• When finished, click “Save” to save the 
Category.   

• Repeat the steps for any other categories 
required-click “View All” from the Create 
Category window to see all categories and the 
courses to which they are applied. 

 
Gradebook Setup Creating Assignments 

• Click “Settings” on the left.  Then click 
“Traditional Grade Calculations.” 

• From the roster, click any class.  It will say “A 
grade calculation formula has not been 
configured for this reporting term, defaulting to 
Total Points.”   

• At the top of the browser screen, click “Create.”   

• Click “Assignment.”   

• Click the “Select Classes” dropdown and choose 
to which classes the assignment should be 
applied.  

https://aiken.powerschool.com/teachers
https://aiken.powerschool.com/teachers


• You will need to setup actions for Y1, S1 and Q1.  
First, select “Actions” for Y1.   

• For Y1, you will choose “Term Weights” under 
the TYPE dropdown.  Then add a new term by 
clicking the + sign, and choose “Term Weights” 
again.  Make them show S1 and S2 as seen in the 
picture below.  Click Save at the bottom of the 
window.   

• Choose “Actions” for S1.  Just like with Y1, choose 
“Term Weights.”  This time, there will be 3 terms- 
Q1, Q2, and E1.  Q1 and Q2 should be weighted 
as 40% of the Semester score, and E1 must be 
weighted 20%.  To achieve this, simply type a 
weight of 40 for Q1 and Q2, and a weight of 20 
for E1.  Set up S2 the exact same way as S1, but 
use Q3, Q4, and E2 instead.   

• Next, set up Q1.  Click “Actions” next to the Q1 
term and use Category Weights.   

** If you haven’t set up your categories yet, you must do so 
prior to this step.  See Creating Categories. 

• You can simply type the percentage you want 
under the WEIGHT column.  Once its correct, click 
“save” at the bottom of the window. 

• Repeat steps for Q2, Q3, and Q4.   
**Unless you teach different preps with different 
gradebook setups, you can copy your gradebook setup to 
your other sections in PowerTeacher Pro.  Double check to 
make sure your gradebook setup is correct for the course 
you’ve been working in.  

• Click the “gear” at the top of the screen, and click 
“Copy Traditional Grade Calculations.”   

• At the next screen, choose “To Another Class.”  
You should be able to select the current term 
you’re working in, and copy it to your other 
courses this way.   

 

• Select the assignment category.  **Note- since 
there are already setup category defaults when 
categories were created for the course, once 
chosen, the category, the score type and score 
will automatically change to that default.   

• If adding a description, it can be seen by 
parents and students when they go to the 
Parent Portal.  

• Click “Save and Close” when done.   

• It can now be accessed in the gradebook by 
clicking the Grading tab on the left, followed by 
“Assignment List.”   

• Once in the Assignment List, click the Edit icon 
on the right to make any necessary changes to 
the assignment.   

• Enter grades by clicking the name of the 
assignment.   

• You can also access the assignment and apply 
grades by clicking “Scoresheet” after clicking 
Grading on the left.   

 

Grading Assignments Tutorials 
Access student assignments by clicking the Grading Tab on 
the left of your browser window, followed by Assignment 
List or Scoresheet.   

• If you use the Scoresheet for entering grades, you 
can click the gear icon and apply a filter to see 
specific assignments.  Click it again to hide the 
filter.   

• If you’re using a tablet or a touchscreen 
computer, you may use the touchkeys on the 
right.   

• You can fill empty scores as well.  Try it, using the 
“Fill” feature on the touch-keys to the right.   

 

Video and topic tutorials are embedded within your 

gradebook by clicking on the   icon beside your 
name.  The videos may also be directly accessed at this 
link. 
 
https://aiken.powerschool.com/powerschool-
webhelp/powerteacher_pro/Overview.htm#t=videos.htm 
 
If, after trying this, you have a pressing question, please 
reach out to: 
Dustin Fowler- dfowler@acpsd.net 
Ashlee O’Neal- ALogan@acpsd.net 
Additional Resources may be found at: 
 
 

 

https://aiken.powerschool.com/powerschool-webhelp/powerteacher_pro/Overview.htm#t=videos.htm
https://aiken.powerschool.com/powerschool-webhelp/powerteacher_pro/Overview.htm#t=videos.htm
mailto:dfowler@acpsd.net
mailto:ALogan@acpsd.net
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Using PowerTeacher Pro 
 

Beginning in 2019-2020, ACPSD will be using PowerTeacher Pro as our grading platform.  

PowerTeacher Pro is completely browser-based, and can be used on any device- including 

tablets!  This update provides changes that will result in a far more modern feel, making the lives 

of teachers easier in the process.  Please use this guide to get started with PowerTeacher Pro!   

 

You can also access any of the video content by clicking this link!   
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Accessing PowerTeacher Pro 

Login to PowerSchool as you have always done.  When you wish to access the gradebook, rather 

than clicking “launch” for the old setup, click “PowerTeacher Pro, or click under any of your 

courses.   

 

Once in PowerTeacher Pro, you’ll have access to all the traditional tools you need to manage 

student grades, but in a more user-friendly format.  You’ll also see a tutorial view.  You may find 

this feature helpful!  You can always click the “Help” icon<”getting started” to bring the tutorial 

back for future reference.   

 



Page | 3  

 

Creating Categories/Editing Defaults 

The first thing you want to do is edit category defaults.  Most of us use category weights.  Check 

with your principal/department head to make sure you create the proper categories in your 

courses.   

**You may not need to create categories- if you will be using the default categories created by 

ACPSD, begin at Step 4 below** 

1. Click “Create” at the top of the browser screen, just to the left of your name.  Then click 

“Category.” 

 

2. Enter a name for the category in the “New Category Name” field.  Ex: Quizzes, Tests, 

Classwork, etc.   

3. Click the “Select Classes” dropdown to choose which classes the category should be 

applied to.   

 

4. Next, click “Assignment Defaults” along the top of the Create Category window (See 

picture above).   

5. Click the “Select Score Type” dropdown, and choose Percent.   
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6. When you’re finished, click “Save” to save the Category.   

7. Repeat the steps for any other categories you require- you can click “View All” from the 

Create Category window to see all categories, and the courses to which they are 

applied. 

You are now ready to go to the Gradebook Setup! 

Gradebook Setup 

Once the grading categories are created for your course, you will need to setup the gradebook.  

You will use Term Weights for Y1, S1 and S2, and Category Weights for Q1, Q2, Q3 and Q4.  

These instructions will walk you through the process!  Once again, check with your 

principal/department head to make sure you use the correct weight setup.   

1. Click “Settings” on the left.  Then click “Traditional Grade Calculations.” 

2. From the roster, click any class.  It will say “A grade calculation formula has not been 

configured for this reporting term.  Defaulting to Total Points.”   

3. You will need to setup actions for Y1, S1 and Q1.  First, select “Actions” for Y1.   
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4. For Y1, you will choose “Term Weights” under the TYPE dropdown.  Then add a new 

term by clicking the + sign, and choose “Term Weights” again.  Make them show S1 and 

S2 as seen in the picture below.  Click Save at the bottom of the window.   

 

5. Choose “Actions” for S1.  Just like with Y1, you will choose “Term Weights.”  This time, 

you will have 3 terms- Q1, Q2, and E1.  Q1 and Q2 must each be weighted as 40% of the 

Semester score, and E1 must be weighted 20%.  To achieve this, simply type a weight of 

2 for Q1 and Q2, and a weight of 1 for E1, as is shown in the images below.  Set up S2 

the exact same way as S1, but use Q3, Q4, and E2 instead.   
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6. Now, set up Q1.  Click “Actions” next to the Q1 term.  This time, we’ll use Category 

Weights.   

** If you haven’t set up your categories yet, you must do so prior to this step!  See Creating 

Categories above!   

7. For the example in this tutorial, we’ll use Classwork, Quizzes, and Tests.  They will be set 

to 20%, 30%, and 50% respectively.  (See your principal or department to ensure your 

category weights are appropriate, as many schools have policies that require 

gradebooks to be setup in a uniform manner).  You can simply type the percentage you 

want under the WEIGHT column.  Once its correct, click at the bottom of the window.   

 

8. Repeat steps 6 and 7 for Q2, Q3, and Q4.   

 

**Unless you teach different preps with different gradebook setups, you can copy your gradebook 

setup to your other sections in PowerTeacher Pro!  Just double check to make sure your gradebook 

setup is correct for the course you’ve been working in.   
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9. Click the “gear” at the top of the screen, and click “Copy Traditional Grade Calculations.”   

 

10. At the next screen, choose “To Another Class.”  You should be able to select the 

current term you’re working in, and copy it to your other courses this way.   

 

Now that you have created Categories and set up your gradebook calculations, you are ready 

to begin creating assignments for your students!  

 

Creating Assignments 

Once you have the gradebook setup configured, you can begin creating assignments!  This next 

section will show you all you need to know to get started.   

1. At the top of the browser screen, click “Create”- just like you did when you created 

categories.   

2. Click “Assignment.”   

3. Click the “Select Classes” dropdown, and choose which classes you want the assignment 

to be applied to.   
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4. Choose what category the assignment will fall under.  **Note- since we have already 

setup category defaults when we created categories for the course, once you choose the 

category, the Score Type and Score will automatically change to that default.   

 

5. If you choose to add a description, it can be seen by parents and students when they go 

to the Parent Portal.  

6. Click “Save and Close” when you are done.   

7. You can now access it in the gradebook by clicking the Grading tab on the left, followed 

by “Assignment List.”   

8. Once in the Assignment List, you can click the Edit icon on the right to make any 

necessary changes to the assignment.     

 

9. You can enter grades by clicking the name of the assignment, seen above.   

10. You can also access the assignment and apply grades by clicking “Scoresheet” 

after clicking Grading on the left.   
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 Grading Assignments 

Once you have created assignments, you can enter grades.  The grading options for 

PowerTeacher Pro are designed to work on whatever platform is right for you.  It can even work 

on your tablet! 

1. Access student assignments by clicking the Grading Tab on the left of your browser 

window, followed by Assignment List or Scoresheet.   

2. If you use the Scoresheet for entering grades, you can click the gear icon, and apply a 

filter to see specific assignments.  Click it again to hide the filter.   

 

3. You may use the keyboard, or the touch keys on the right, if you’re using a tablet or a 

touchscreen computer.   

4. You can fill empty scores as well!  Try it, using the “Fill” feature on the touch-keys to the 

right.   

  

Running Progress Reports  

You may wish to run an individual student report periodically to help monitor student 

performance.  Follow the steps below to find out how to do this in PowerTeacher Pro.   

Try It: Change the dot leader to an underline. 

1. Click “Reports” on the left-hand side of your browser screen.  Then click “Individual 

Student Report.”   
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2. If you click on the “Students” tab at the top of the window, you can select which 

students to include on the report.  The default is every student.   

 

3. The Format tab lets you change the file type, and toggle the view between landscape 

and portrait.  You can also choose to “Exclude Row Shading” if you are printing the 

report.  You can add a comment to the top or bottom of the report, as well as a line for 

a parent signature.   

 

4. When you open the “Criteria” window, you’ll be able to give the report a unique title, 

such as the date, or just leave it as Individual Student Report.   

5. Click the Select Classes tab to choose which classes for which to run the report.  If the 

report is too large, it may not let you run all classes at once.   
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6. You may wish to leave the default settings for the Description, Sort Options, and Data 

sections.  Try running the report with different settings to find what works best for you 

and your students.   

7. Under the Date Range, select the term you wish to include on the report.   

 

8. Once all the criteria reflects what you need for the report, click “Run Report” at the 

bottom of the window.  The report will be queued in the Report Queue, which you can 

access by clicking the bell icon at the top.     

 

 

Running Roster and Scoresheet Reports 

Sometimes running roster reports are helpful for keeping records, or for managing attendance.  

The steps below will show you how to run a few of the reports you may find useful while using 

PowerTeacher Pro.   

1. Choose the Reports tab on the left of the browser window.  Then choose “Student 

Roster.”  
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2. You can click on the Students tab at the top of the window to choose which students to 

include in the report.   Click the Format tab to change the view from landscape to 

portrait, among other formatting options.   

 

3. In the Criteria tab, use the display options to choose which kinds of data to include in the 

columns.   

 

4. When you have selected all you wish to contain within the report, choose “Run Report” 

at the bottom right of the window.  You can access your report in the Report Queue by 

clicking the bell icon in the top right of the browser window.   

5. You can follow these steps to run Scoresheet Reports for printing assignments and 

grades by class.  Click “Reports” on the left, and then click Scoresheet Report.  Choose 

the criteria, students, and formatting options to customize the report to meet your 

needs.  When you are finished, click “Run Report” in the bottom of the window.  Your 

report will be in the Report Queue, which can be accessed by clicking the bell icon in the 

top right of your browser window.   
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Conclusion 

You’re all setup and ready to begin using PowerTeacher Pro in your classroom!  Keep in mind 

that this user guide is designed to get you started, but there’s much more you can do while 

using the program.  Please let us know how we can support you in your effort to implement this 

in your classroom.   

 

PowerSchool Administrator 

Terri Booth- tbooth@acpsd.net 

 

Innovative Programs 

Dustin Fowler- dfowler@acpsd.net 

Ashlee O’Neal- ALogan@acpsd.net  

Video Tutorials 

Accessing PowerTeacher Pro 

Setting Category Defaults and Creating New Categories 

Gradebook Setup 

Creating and Grading Assignments 

Running Individual Progress Reports 

 

https://web.microsoftstream.com/video/eb5fddb3-cb6e-42d8-a0d2-f28b9c20bd76
https://web.microsoftstream.com/video/a5f15fba-0627-49e3-8223-79da936359ed
https://web.microsoftstream.com/video/ea48c5bb-3a76-4ecd-b6e9-4e3c5787054b
https://web.microsoftstream.com/video/ea48c5bb-3a76-4ecd-b6e9-4e3c5787054b
https://web.microsoftstream.com/video/c95306a8-ab04-4185-9493-cc93e2f2d2aa
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