
Adding Assignments 
 

1. Open PowerTeacher Pro and select your class using the drop-down list in the top center 
of the screen. 

2.  Click on the “+ Create” button on the top of the screen.  
3. Select “Assignment” 
4. Name the assignment a unique name 
5. Select the category for the assignment. To count in the final grade, select a category 

used in your grade setup. 
6. Select how to grade the assignment 

a. Points  
b. Percentage 
c. Letter (A+-F)  
d. Collected only 

7. Edit the number of points for the assignment 
8. OPTIONAL: Click “+Weight” or “+Extra Points” and change the weighting or add points. 

Follow directions.  
9. Check box to count in final grade or uncheck to not count in final grade. 
10. Type in the due date or click the calendar icon on the right to select the due date. 
11. Add a description of the assignment. This can be the assignment directions, a link to a 

website or the rubric or the book and chapter number or whatever information members 
of the class should have. 

12. To assign the same assignment to more than one class, click “Select Classes”. Check 
the classes you want to use this assignment.  

13. When you select to use the assignment in more than one class, under date due, you can 
select other features, such as different due dates. 

14. OPTIONAL: If the assignment is for specific student or students and not the whole class, 
click on the students tab and select those students.  

15. OPTIONAL: Click on the Publish tab if you want to edit when the assignment and/or 
scores are published so that parents/students can see them.  

16. Click “Save”. 
17. You can grade the assignment now or at a future time by selecting “A+ Grading” to 

assignments or to “Scoresheet”.  
18. Save after adding grades.  

 
MEP 9/2016 



19.  
 


