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1. Loginto PowerTeacher Pro Gradebook
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2. Click on Grading in the left-navigation menu and then select Traditional under Grades
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3. Before you start entering grades, make sure you are in the M1 term. You can verify this
by looking in the top right corner under the term drop-down.
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In the M1 column (1), click into the box next to a student’s name in order to enter the
grade. The score indicator will appear on the right and you can enter the appropriate

grade (2).
IMPORTANT: A grade must be entered for every student
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Click on the comment icon (1) in the score indicator to
enter comments for students. Then select Show
Comment Bank (2) in order to see the district
comments.

Important: You can only use the district comments. Per
the district, DO NOT use the free response comment
section.

Araujo, Eric
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6. To enter a comment, click the + sign next to the Qo= @ 2
comment code.
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CM1 | <first name> is good in class +
CM2 | <He/She= is an oulstanding student. +
CM3 | <He/She> is not good with attendance. os

7. Once all grades and comments have been entered, select Final Grade Status in the
bottom right-hand corner OR if you would like to review all the comments you just
entered from a single view, skip to step 9.
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8. Select the checkbox, and then click Save.

IMPORTANT: If you don’t check the box and only select Save, you have not officially submitted
your grades.
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9. If you would like to verify your grades and also see your comments, click on Grading
from the left navigation menu, and then select Comment Verification under Grades.
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10. Once you have verified that grades and comments are accurate, then select Final Grade
Status in the bottom right corner
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11. Select the checkbox, and then click Save. After saving, you will see a checkmark in the

“Final Grade Status” box -- this indicates that you have completed the grade submission
process.

IMPORTANT: If you don’t check the box and only select Save, you have not officially submitted
your grades.
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	9.​If you would like to verify your grades and also see your comments, click on Grading from the left navigation menu, and then select Comment Verification under Grades. 

