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Using the Mass Fill Feature In 
PowerTeacher

By Stacy Smith

Using Mass Fill

1. Open your Grade book
2. Select the class that you want to enter 

grades for.
3. Check to make sure you are entering 

grades in the correct quarter.
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2.  Select 
Class

3.  Double check 
which quarter you 
are entering 
grades for.

Using Mass Fill

4. Right click next to the first student’s 
name.

5. Select “Fill Scores” from the menu.
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4.  Right click next to 
the student’s name in 
the final score area.

5.  Select “Fill Scores” 
from the menu.

Using Mass Fill

6. Click on “Students with no grade.”
7. Put a check next to “Manual Override”
8. Put a check next to “Percent”
9. Put a check next to “Grade”
10. Put a check next to “Comment”
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6.  Click here.

7.  Put a 
check here.

8.  Put a check 
here.

10.  Put a 
check here.

9.  Put a check 
here.

Using Mass Fill

10. In the “Percent” area you have to put a zero.
11. In the “Grades” area put the skills grade
12. In the “Comments” area put the participation 

and behavior grade
13. Click “OK”

Skill: 1, Needs Improvement Behavior: 1, Needs Improvement
Skill: 2, Satisfactory Behavior: 2, Satisfactory
Skill 3, Advanced Behavior: 3, Advanced

Participation: 1, Needs Improvement
Participation: 2, Satisfactory
Participation: 3, Advanced
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11.  Skills 
Grade

12.  
Participation 
and Behavior 
Grades

13.  Click 
“OK”

10.  Must be 
zero.

Using Mass Fill

13. The scores and comments will be inserted 
for all the students.

14. If you want to change one you right click 
in the Final Grade column next to that 
child’s name.
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13.  Scores and 
comments are 
inserted for all 
students.

14.  If you want to 
change a student’s 
grade right click 
here.

Using Mass Fill

15.  Choose “Show Score Inspector” from 
the menu.

15.  Choose “Show 
Score Inspector”
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Using Mass Fill

16. Put a check next to “manual override”
17. Change the “Grade” to the desired Skills 

grade.
18. Change the “comment” to the desired 

comment.
19. Click “Close”

16.  Put a 
check here.

17.  Put Skills 
grade here.

18.  Put new 
comment here.

19.  Click here to 
save changes.
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Using Mass Fill

20. This only changed that student’s score 
and comment.

21. You can use the same process to add 
additional comments to a particular 
student.


