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How do I input grades for a transfer student? 

When a student enters your class mid-term, you need to use their transfer grade from their old class/district as part of your 
semester grade. 
 
If you use total points for grades: 
1.  Look up in your gradebook what the total points were for the assignments up to the first assignment the student did for you. 
2.  Create a new assignment, for only this section, that is worth that number of points. Name it “Transfer Student Grade” or 

something like that. 
3.  Convert the student’s transfer grade into the appropriate numerical 

score. For example, if you had 505 points in the course thus far and a 
student’s transfer grade was 83%, that computes to 0.83*505 = 419.15 
so you would assign him or her a score of 419 on that 505 point 
assignment. 

4.  Now you need to excuse the remaining students from this assignment. 
RIGHT-click on the title of the assignment in the scoresheet (the 
colored box at the top of that column).  Pick Fill scores from the pop-
up menu. 

5.  On the Fill Assignment Scores dialog, leave it set to the default of 
Items with No Score and click the box in the left column for Exempt 
and then click the box next to Exempt in the right column so that a 
check mark appears. Click OK and you should see a gray Ex code for 
the remaining students.  

 
If you use weighted grades: 
Frankly, I have no experience with using weighted grades, so you should experiment.  I presume you might follow the above 
procedure, but do it for each grading category that you utilize. Or you could manually enter the appropriate transfer grade for every 
single grade already in the gradebook. 
 

How can I see if an absence was excused? 

In PowerTeacher (outside of the Gradebook), click on the backpack icon for the class in question. On the Student Information page 
click on the name of the student in question. Click the Select Screens box and pick Quick Look-Up (or, if you prefer, Meeting 
Attendance). You can then click on different student names and different classes at the bottom of the left panel to check other 
absences. 
 
If you need to see the attendance for an entire class, click on the printer icon for the class and run an Attendance Audit report, or 
select Reports and run an Attendance Audit for all classes. 
 

How do I “recalculate final scores”? 

A change in the grading scale or other alterations in the PowerSchool system may result in you being directed to "recalculate final 
scores".  It is a simple procedure: 

1. Open your first class in the PowerTeacher gradebook. 
2. Select Tools > Recalculate Final Scores. 
3. Repeat the above steps for each remaining class.  

How can I quickly lock PowerTeacher? 

When you are not at your desk, you MUST secure PowerTeacher.  To only lock the gradebook, you can select File > Lock Gradebook. 
But I strongly suggest you just quickly lock the entire computer with the keystroke combination of Windows-L using the Windows 
key on your keyboard (labeled      ).  When you return, use your network login password to unlock it.  (Or your PowerTeacher 
password if you only locked the Gradebook.) 
  


