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INTRODUCTION: BRIDGING THE
GAP BETWEEN EDUCATORS AND
LEARNERS

In modern education, technology plays a
p i v o t a l  r o l e  i n  s t r e a m l i n i n g
administrative  tasks,  enhancing
communication,  and  empowering  both
teachers and students. One of the most
widely adopted platforms in K-12 schools

is  PowerSchool,  a  comprehensive
student information system. While many
educators and families are familiar with
the  basic  functions,  mastering  the
platform  can  significantly  improve
efficiency  and  engagement.  This  article
s e r v e s  a s  a  c o m p r e h e n s i v e
Powerschool  Teacher  User  Guide
Powerschool  Student  resource,
offering  clear,  actionable  insights  for
teachers managing their classrooms and
for  students  navigating their  academic
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journey.  Whether  you  are  a  veteran
instructor  or  a  high  school  freshman,
unders tand ing  the  nuances  o f
PowerSchool  will  help  you  make  the
most of its features.

UNDERSTANDING THE
POWERSCHOOL ECOSYSTEM

PowerSchool  is  more  than  just  a
gradebook;  it  is  an  integrated  system
that connects attendance, assignments,
report cards, and communication tools.
The platform has two primary interfaces:
one for teachers (the Teacher Portal) and
one  for  students  and  parents  (the
Student  Portal).  Each  is  designed with
specific  workflows  in  mind,  yet  they
share  core  data.  This  guide  will  first
cover the teacher-facing features, then
pivot  to  the  student  experience,

ensuring that both audiences can apply
the information to their daily routines.

Key Benefits for
Teachers and
Students

Real-time grade tracking –
Students can see their progress as
soon as grades are posted, while
teachers can quickly identify
struggling learners.
Centralized communication –
Announcements, messages, and
comments are all housed within
the system, reducing email clutter.
Attendance management – Both
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teachers and students can view
attendance records, which helps
with accountability and
intervention.
Assignment submission and
feedback – Many schools
integrate assignments directly into
PowerSchool, allowing for digital
submission and feedback.

POWERSCHOOL TEACHER USER
GUIDE: MASTERING THE TEACHER
PORTAL

Teachers  are  the  primary  content
creators  and  data  managers  in
PowerSchool.  A  solid  understanding  of
the teacher interface ensures accurate
records and a smoother experience for
everyone.  Below  are  the  essential
features  and  best  pract ices  for

educators.

Getting Started:
Login and
Dashboard
Orientation
Upon logging into PowerSchool, teachers
are  greeted  by  a  customizab le
dashboard.  This  dashboard  typically
displays:

Today’s schedule and upcoming
tasks.
Quick links to grade entry,
attendance, and reports.
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Notifications about late
assignments or ungraded items.

Take  a  few  minutes  to  arrange  your
dashboard  widgets.  Prioritize  the
sections  you  use  most  often,  such  as
“Gradebook”  and  “Attendance.”  This
simple  customization  can  save  you
several  clicks  each  day.

Gradebook
Management: A
Step-by-Step

Process
The  gradebook  is  the  heart  of  the
teacher experience. Here’s how to make
it work for you:

Setting up categories and1.
weighting – Before entering any
scores, define your grading
categories (e.g., Homework,
Quizzes, Tests, Projects) and their
percentage weights. This ensures
that the system calculates final
grades automatically.
Entering assignments – Create2.
an assignment by specifying the
title, due date, category, and point
value. You can also attach rubrics
or instructions.
Recording scores – Enter scores3.



Powerschool Teacher User Guide Powerschool Student 5

5

manually or import from a
spreadsheet. PowerSchool
supports both numeric and letter
grades, along with comments.
Using the “Score Inspector” –4.
This tool allows you to see how a
single student’s grade is affected
by each assignment. It’s
invaluable for troubleshooting
grade disputes.
Finalizing grades – At the end of5.
a marking period, run the “Final
Grade” process. The system will
calculate the composite grade
based on your weighting scheme.

Attendance and
Behavior
Tracking
Accurate  attendance  is  critical  for
funding,  legal  compliance,  and student
safety. In PowerSchool, teachers can:

Take attendance class by class
with a simple click.
Record tardies, unexcused
absences, and early dismissals.
Add notes to attendance entries
(e.g., “Student arrived 10 minutes
late due to bus delay”).
Log positive and negative
behaviors using the “Behavior”
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module, which can be shared with
administrators and counselors.

Communication
Tools: Reaching
Students and
Parents
PowerSchool  includes  a  bui l t - in
messaging system that respects FERPA
privacy. Teachers can:

Send individual or group email
directly from the gradebook.
Post announcements visible to all
students in a class.

Add private comments on
assignments so that only the
student and parent can see them.

Regular  communication  reduces
confusion.  Consider  sending  a  weekly
summary  that  highlights  upcoming
deadlines  and  missing  assignments.

Generating
Reports and
Tracking
Progress
The  “Reports”  section  offers  pre-built
and  custom  reports.  Commonly  used
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reports include:

Missing Assignment Report –
Lists all students with incomplete
work.
Progress Report – Shows current
grades for a specific date range.
Student History – Displays a
student’s past grades, attendance,
and behavioral notes, useful
during parent conferences.

POWERSCHOOL STUDENT USER
GUIDE: NAVIGATING THE
STUDENT PORTAL

Students  use  PowerSchool  to  stay
o rgan i zed ,  check  g rades ,  and
communicate  with  teachers.  When
students  actively  engage  with  the
platform,  they  take  ownership  of  their

learning.  This  section  provides  a  clear
Powerschool  Teacher  User  Guide
Powerschool  Student  perspective
from  the  learner’s  side.

Logging In and
Understanding
Your Dashboard
Students  typically  receive  a  unique
username  and  password  from  their
school. The student dashboard displays:

Current grades for each class.
Upcoming assignments (if teachers
publish due dates).
Attendance summary (tardies,
absences).
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Teacher announcements.

A good habit is to check the dashboard
every morning before school. This simple
routine  helps  students  prioritize  their
day.

Viewing Grades
and Assignment
Details
The “Grades and Attendance” screen is
where students see the most important
information. Each class shows:

Current percentage or letter
grade.
Score for each assignment, along

with teacher comments.
A “Running Total” that updates as
new scores are entered.

Students can click on an assignment to
read  the  teacher’s  feedback  or  see  a
rubric. If an assignment is missing, it will
be marked with a special symbol (often a
red  “M”).  Addressing  missing  work
promptly  is  crucial  for  maintaining  a
strong GPA.

Using the
Planner and
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Calendar
Features
PowerSchool  includes a simple planner
that  aggregates  all  assignments  with
due dates. Students can:

Filter by class or due date.
Add personal reminders (e.g.,
“Study for test tomorrow”).
Sync with external calendars
(Google Calendar, iCal) if the
school has enabled this feature.

By reviewing the planner every Monday,
students can plan their  study time for
the  week  and  avoid  last-minute
cramming.

Communicating
with Teachers
Through the
Portal
The student portal allows direct, private
messaging to teachers. This is especially
useful for:

Asking clarifying questions about
an assignment.
Requesting extra help or tutoring.
Explaining an absence or late
submission.

Messages are archived in the system, so
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both  the  student  and  teacher  have  a
record  of  the  conversation.  Always  be
polite and specific in your messages.

Reviewing
Attendance and
Behavior
Records
Students  can see their  full  attendance
history,  inc luding  excused  and
unexcused  absences.  If  a  parent  or
guardian has a separate account,  they
can  view  the  same  data.  Monitoring
attendance  helps  students  understand
how  missed  class  time  affects  their

learning.  In  many  schools,  behavior
entries are also visible –  both positive
recognitions  and  disciplinary  notes.
Students should aim to keep their record
clean by following school rules.

BEST PRACTICES FOR BOTH
TEACHERS AND STUDENTS

To  create  a  productive  classroom
environment  using  PowerSchool,
consider  these  universal  tips:

Keep Information
Current
Teachers should update grades at least
once per week. Students should check
grades  every  few  days.  Outdated
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information  leads  to  anxiety  and
misunderstandings.

Use Comments
and Feedback
Teachers:  write  specific,  actionable
feedback  on  assignments.  Instead  of
“Good job,” try “Your thesis statement is
strong, but the conclusion could be more
developed.”  Students:  read  every
comment  and  act  on  it  for  future
assignments.

Leverage Mobile

Apps
PowerSchool  offers  free  mobile  apps  for
iOS  and  Android.  Teachers  can  take
attendance and enter simple grades on
the go.  Students can view grades and
announcements from their  phone.  This
convenience encourages more frequent
engagement.

Attend School-
Sponsored
Training
Many  districts  offer  workshops  or  online
tutorials. Teachers new to the platform
should  request  a  buddy  or  mentor.
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Students can ask their school librarian or
t e c h n o l o g y  c o a c h  f o r  a  q u i c k
walkthrough. Investing time in learning
the system pays off all year.

TROUBLESHOOTING COMMON
ISSUES

Even experienced users occasionally hit
snags.  Here  are  quick  fixes  for  common
problems:

Can’t log in – Check your
username and password; use the
“Forgot Password” link. If that fails,
contact the school’s IT help desk.
Grades not appearing –
Teachers may not have published
them yet. Wait 24–48 hours after
the assignment due date.
Attendance error – Teachers

should correct it in the attendance
tab. Students: ask the teacher to
make the change if you were
present.
Missing assignment icon won’t
go away – The teacher must mark
the assignment as submitted or
exempt. Send a polite message.

CONCLUSION: EMPOWERING
EDUCATION THROUGH
POWERSCHOOL

PowerSchool  is  a  powerful  ally  when
used  effectively.  This  Powerschool
Teacher  User  Guide  Powerschool
Student  article  has  covered  the
essential  functions  for  both  groups:
teachers  can  streamline  grading,
attendance,  and  communication,  while
students  gain  transparency  and
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accountabi l i ty.  By  fol lowing  the
guidelines above, educators can reduce
administrative  workload  and  focus  on
teaching, and students can take charge
of their  academic progress.  Remember
that  technology  is  only  as  effective  as

the  people  using  it.  Regular  practice,
open communication, and a willingness
to  explore  new features  will  transform
PowerSchool from a simple data system
into a dynamic tool for student success.


