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Online Tutorial: Storing Final Grades

At the end of each quarter and semester, you must store final grades within 30 days.

Step 1: On the start page, click on “System” under “Setup” in the 
left navigation bar.

Step 2: Select “Permanently Store Grades” under the “Function” heading.

Step 3: Enter the correct term for the “store code:” Q1, Q2, S1, Q3, Q4, S2.   
Summer school is S3 or S4.

Step 4: Click the “Include only enrollment records…”, and type in the last day of the 
quarter/semester.
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Step 5: At the end of each quarter, 
enter the following information:

Step 6: At the end of each semester, 
close the quarter first, and then store a 
second time, entering the following 
information:

Step 7: Click the on “Store Current Grades” button.

Step 8: Click the PowerSchool logo to return to the start page.

At this point, your grades should be stored.  But to be safe, do a follow-up as follows:

Step 9: Search or browse to select any 
student.

Step 10: Click on “Historical Grades”
under the “Academics” heading in the 
left navigation bar.

Step 11: Confirm that the grades for the most 
recent quarter or semester are present.


