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PowerSchool Grade Terms SetUp 
Instruction Sheet 

 
You have all your classes set up and students are enrolled. Now your teachers will want to enter 
grades. Well, they can’t until you complete the Final Grade Setup. 
 

1. Log into PowerSchool 
2. Click on School on the left 
3. Click on “Final Grade Setup” about ½ way down the page 
4. Your screen should look something like this: 

 
 
 
 
 
 
 
 

5. If your screen looks like this, refer to Years & Terms Setup 
 
 
 
 
 
 
 

6. You first want to click on NEW Under 2006-2007 
a. Fill in the blank fields. Y1 for Year, Q1 for Quarter 1, etc 
b. Starting Date and Ending Date need to be filled in 
c. Do not fill in anything else. Even the options at the bottom. 
d. Hit Submit 
e. Complete this process for all Quarters, Trimesters, 12 Week Courses, etc. 
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Continued on next page… 
 

7. When you are finished, your final grade setup should look like this: 
 
 
 
 
 
 
 
 
 

8. Also, click on NEW in the Year term and create the same Quarter entries that you did in 
the Quarter placeholders. You are basically duplicating the Quarter entries and putting 
them in the whole year placeholder. When you are done, your screen should look a little 
like this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Go back to School Setup and find Current Grade Display above the Final Grade Setup. 
a. Complete this information as much as possible. You can compare to mine. 
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Continued on next page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. That’s it. You’re finished and your teachers will be much happier. 
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If you have any questions, please send me an E-Mail at 
llopez@fw.diocesefwsb.org 


