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End of Term 
Use the six-step End of Term process to prepare your staff for the 
end of the marking period, store enrollments and grades, and print 
report cards successfully. 

Step 1: Plan with Administration 
Completing the End of Term process requires careful planning. 
Administrators need to map out the school year and terms, define 
the marking periods, and determine when to store grades. 
Everyone who is involved in the End of Term process needs to 
know the procedures and deadlines well in advance. Figuring out 
how to get this information to teachers and other staff is a critical 
part of the planning process. Finally, the planners must determine 
what refresher materials and resources teachers need, who will 
develop them, and how to distribute them. 

1. Map out the school year and terms 

2. Define the marking periods 

3. Determine when to store grades 

4. Discuss communication strategies 

5. Develop refresher materials and teacher resources 

Step 2: Prepare to Meet the Final Grade 
Deadline 
Next, prepare to meet the final grade deadline. Grades should be 
stored at the end of each marking period (or term). That means 
teachers should finalize student grades as soon as they can after 
the grading period ends. 

1. Set a date for when report cards will be sent home 

2. Set a date to store grades 

3. Set and announce a deadline for teachers to finalize their 
grades 

4. Decide when to distribute grade verification sheets 

5. Announce a deadline for when grade verification sheets 
should be returned 

Add a New Daily Bulletin Item 
To announce a deadline for teacher grade verification sheets, use 
the daily bulletin. 

1. On the Start Page, click Special Functions > Daily 
Bulletin Setup 

2. Click New 

3. Enter a date range 

4. Select the target audience 

5. Enter the sort order 

6. Enter an item title 

7. Enter the item body 

8. Click Submit 

9. Click Preview Bulletin 
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Step 3: Verify Grades 
As the deadline for the end of the term approaches, print grade 
verification sheets or run the Section Readiness Report. Make sure 
that no errors exist in the gradebook data and verify that grades 
are ready to store. 

To prepare teachers, you can: 

1. Review common gradebook errors with teachers 

2. Print grade verification sheets for all teachers 

3. Distribute grade verification sheets to all teachers 

4. Instruct teachers to verify that each final grade is correct 

5. If grades are missing or incorrect, have teachers correct 
them in their gradebooks and save again 

6. Collect signed grade verification sheets from teachers 

7. Run the Section Readiness Report in PowerTeacher 
Administrator 

Print Grade Verification Sheets 
1. On the Start Page, click System Reports > Class Rosters 

(PDF) 

2. Select the teacher(s) for whom to print rosters 

3. Select the meetings 

4. Select which students to include 

5. Select the heading styles 

6. Select which pages to print the heading on 

7. Set up the heading text 

8. Enter text 

9. Enter PowerSchool fields and data access tags 
 

 
10. Set the roster columns’ styles 

11. Set up the roster columns using the format: 
 
field name\column title\column width\alignment 
 

 
12. Set the roster page dimensions 

13. If using a watermark, select text and mode 

14. Define when to print the report 

15. Click Submit 
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Run the Section Readiness Report 
Using PowerTeacher Gradebook, teachers can mark whether their 
final grades are complete or not. Run the Section Readiness Report 
to see which teachers’ grades are completed and which ones are 
not. 

1. On the Start Page, click PT Administrator 

2. Roll your cursor over the Reports tab, and click Section 
Readiness Report 

3. Choose the school to run the report for 
 
Additionally, you could create a section group and run the 
report for a specific group of teachers. 

4. For the Display option, choose how sections will appear on 
the report 

5. Choose to include sections that are complete or not ready 

6. Choose the school year for which you want to verify final 
grades 

7. Select the reporting term 

8. Click Run Report 

9. Perform any of the following functions: 

o In a section’s Show Grades/Comments column, click 
Details to view all the students in the class, including 
the students’ grades and comments for their calculated 
final scores 

o Click Email to email teachers who appear on the report; 
copy and paste teachers’ email addresses into an email 
message in your default email application 

o Click Export All Results to export the resulting 
information 

Step 4: Store Grades 
After teachers review the grade verification sheets and make any 
necessary changes to the students’ grades, store grades for the 
term. Storing grades copies each student’s final grade information 
and makes it a part of the student’s historical grade record. Think 
of storing grades as taking a snapshot of current grades at one 
point in time. Graduation credit, if applicable, can also be awarded 
when you store grades. 

1. Navigate to the school for which you’re storing grades 

2. On the Start Page, click System > Permanently Store 
Grades 

3. Choose the final grade term that you will be storing, such as 
S1 

4. Enter the store code that you want to save the grades with 
(usually the same code as the final grade term) 
 

 
5. Select whether to exclude or include enrollment records and 

enter the corresponding dates 
 

 
6. If storing grades for a particular group, use the additional 

filter options 
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7. From the Store menu for each term, choose to store with 
credit or choose to store with no credit 

8. Enter the amount of course credit to award for the terms 
you are storing with credit 
 
If you need to store for a term that has ended, choose to 
show all terms. Then, complete the fields. 
 

 
9. If applicable, select whether to store grades for classes 

enrolled at all schools or your school only 

10. If applicable, select whether to record the school name as 
your school or the other school 

11. If withholding credit based on attendance points, check 
“Options for withholding credit,” enter the number of 
attendance points, the date range, the alternative grade, 
and a comment 
 

 
12. If applicable, click “Advanced Potential and Earned Credit 

Options,” and choose to store grades with both potential 
and earned credit or potential credit only 

13. If applicable, click “Variable Credit Storing Preferences” and 
select your preferences 

14. If applicable, click “Repeated Course Grade Suppression” 
and check “Apply Repeated Course Grade Suppression 
Policy Rules” 

15. Click Submit 

Step 5: Calculate Honor Roll 
After you store grades, most school administrators calculate the 
honor roll, run the honor roll report, and may elect to print a 
message on a report card about the honor roll level the students 
have met. 

To calculate or store honor roll: 

1. On the Start Page, click System > Calculate Honor Roll 

2. Select which students to calculate honor roll for 

3. Enter the honor roll store code 

4. Select the honor roll method 

5. Click Submit 

Run the Honor Roll Report 
1. On the Start Page, click System Reports > Honor Roll 

2. Select which students to include in the report 

3. Enter a report title 

4. Select the honor roll method 

5. If needed, enter the honor roll store code 

6. Enter the school year or leave the field blank for the current 
school year 

7. If needed, enter the historical grade level 

8. Click Submit 
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Step 6: Print Report Cards 
A report card shows a student’s historical grades. Once you’ve 
stored grades successfully, print report cards. Note that if you 
perform this step before storing grades, you will be printing 
progress reports, not report cards. 

1. On the Start Page, select a group of students 

2. Click the Select Function arrow and select Print Reports 

3. Choose the report card to print 

4. Select which students to print the report card for 

5. Select the print order 

6. If printing student schedules, select enrollments to include 

7. If using a watermark, select text and mode 

8. Define when to print the report 

9. Click Submit 

10. On the report queue, click Refresh 

11. When the report is complete, click View 
 

 
 


