
Entering Progress Report Codes 

 
On or before October 8, 2009, you will need to enter 1 to 3 progress indicator codes for 

each student. In past years, you entered this via SASI. This year you will be entering 
the codes via the PowerTeacher Gradebook module.  Follow the following procedure: 

1. Login to PowerTeacher 
2. Click on the Gradebook button on the left side of the web page 
3. Click the Launch Gradebook button 
4. In the “Classes” pane on the top left of the Gradebook, select your first class. 
5. In the main part of the Gradebook window, make sure your Reporting Period has 

Q1 selected. 
6. Right-Click on the first student’s “(Q1) Final Grade” and select “Show Score 

Inspector”.  You can do this even if you have not entered any grades into the 
Gradebook yet.  The Score Inspector window will pop up. Select the Comment 
tab if it is not already selected. 
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7. Scroll through the list of comments and click on the one you wish to add and 
then click on the “Insert Selected Button”. Repeat for up to 3 comments. 

 
8. Use the up/down arrows to scroll through all the students active in your class. 

After you have entered all of the codes, click the “Close” button. 
9. In the main gradebook click the “Save” button at the bottom right of the window 

to save your work.  
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10. Students that you have entered comments for will have a small blue circle with a 
c in it to indicate that one or more comments were entered for that student: 

 
11. Select the next class and repeat until done.  You can then close the Gradebook 

or do other work as you choose. 
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