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PCR Educator Online 
 
PCR Educator Teacher Portal provides web-based access to teacher functions of the PCR 
Educator system.  
 
You start “Educator Online” by using your web browser (Internet Explorer 5.5 or higher, or 
Safari for Mac users), and navigating to your Educator Online Server. 

 
1. Type in the address provided by your administrator. 

 
2.  Enter your unique Id and Password. 

 
3.  If the user name and/or password is/are incorrect, a message will appear to inform you. 
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PCR Educator Online Introduction 
 
After successfully logging in, the home page fills your screen.   

 
1. In the top right-hand corner, the name of the teacher (a*) whose User Id and Password were 

used is displayed. 
 

2. Under “Division”, the name and level of the school (b*) is displayed.  
 
3. The left part of the page displays the task menu.  This menu is where all the tasks will 

appear.   
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
Please Note: You must click save before navigating away from the screens! 
Failure to do this will result in the permanent loss of your modifications! 
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Tasks  
 
A. School 
This tab allows the teacher to view four things.  My Courses”, the teacher will decide which (if 
any) type of weights or evaluations to use. “My schedule” is a list of courses the teacher is 
scheduled to teach.  “Test calendar” displays all the tests scheduled by all the teachers in the 
school.  In addition, the “Active Directory” allows a teacher to view household information of 
students and parents, as well as view schedules of all students. 
 

B. Courses 
The courses tab allows the teacher to post the syllabus, view the homework calendar, enter 
student and progress grades, and send group/ individual emails to students and or parents 
 

 

C. Assignments 
The Assignments allows teachers to post homework assignments as well as append attachments. 
 
D. Grade Book 
The Grade Book allows teachers to set up Categories, Evaluation Items and Weights.  Teachers 
can enter grades and view up to date student marks by course, by evaluation or by individual 
student.  
 
E. Report Cards 
The Report Cards tab allows the teacher to enter end of the term marks, course and individual 
student comments detailing a student’s progress in a course. 
 
F. Progress Reports 
The Progress Reports tab gives teachers the ability to enter progress marks, write course 
comments and comments detailing a student’s progress in a course. 
 

G.  Interims 
Teachers are able to write daily interims for each of their students.  Only one interim is permitted 
per day. 
 

H. Advisor 
This tab allows the teacher to view the progress of all the students the teacher advises.  Advisor 
can also write comments for their advisees that appear on the progress reports and report cards.  
 

I.  Discipline/Attendance 
Teachers can keep track of students’ daily attendances in their courses. 

 

J. Reports 
Teachers can create the following reports: Student Marks and Comments, Progress Report Marks 
and Comment, Attendance Report, Grade Book Report, Interim Report, Course List Report and 
Advisees Report. 
 

K. Profile 
Teachers can update their household and emergency information, and change their password. 
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A. School 
 

1. My Courses 
 

 
Decide whether you will be using Category and/or Evaluation Weighting.  

 

 
 

Category Weighting: 
 

This will put a weight on each category.  The default is “Do Not Use Category Weighting”.  To 
select Category Weighting, check off the Category Weight checkbox (A) for the desired course.  
The numerical amount of the weight will be entered under the Grade Book/Categories Tab. 

 
Example: 
Category  Weight 
Homework .20 
Quizzes .40  
Test .40 
 

Evaluation Weighting: 
 
 

While Category weighting puts a weight on each large category, Evaluation weighting puts a 
weight on each evaluation assignment.  To select Evaluation Weighting check off the Evaluation 
Weight checkbox (B) for the desired course.  

 
Example: 
Evaluation Item Weight 
Chapter 1 Test  1 
Chapter 2 Test  2 
 

In this example, the Chapter 2 Test is worth twice as much as the Chapter1 Test. 
The default is “Do Not Use Evaluation Weighting”.  To select Evaluation weighting, check off 
the Evaluation checkbox (B) for the desired course. 

  A   B 
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2. My Schedule 
 
Displays the courses and sections you are scheduled to teach for a specific day.  To view your 
schedule for a different day, utilize the arrows (A) next to the date. 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Test Calendar 
 
Displays all the Tests scheduled by all the teachers in the school.  To view tests scheduled for 
other weeks, utilize the arrows (A) next to the date. 

 
 
 
 
 
 
 
 
 
 
 
 

 
4. Active Directory 
 
The “Active Directory” allows a teacher to view household information of students and parents, 
as well as view schedules of all students. 
 

A 

A 
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B. Courses 
 
1. Syllabus    B 
 
Create a syllabus for the class in the textbox (A), or copy and paste an existing syllabus into the 
textbox (A).  After you have entered the syllabus, click Save (B).   

 
 

 

 
 
 
 
 
 
 
 

B 

A 
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2. My Calendar 
 
Displays all Evaluation Items scheduled for two specific weeks.  To change weeks, utilize the 
arrows on top of the calendar. 
 
 

 
 

 
(A) Evaluation assignments which are entered through the Grade book will show an E in front of 
the assignment. 
(B) Assignments which are entered through Assignments will show an A in front of the 
assignment. 
(C) Assignments entered through the Grade book with the category Test will show a T in front of 
the assignment and also show up on the Test calendar if marked accordingly. 

 
 

  A 

  B 

  C 
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3. Student Grades 
 
The teacher can enter the end of term grades through student grades.  The Update All button 
allows teachers to enter the same grade for all students and modify the grades for those 
students who receive a different grade. 
 
 

 
 

 
 

4. Progress Grades 
 
The teacher can enter the progress grades (mid-term grades) through progress grades for 
Progress Reports.  The Update All button allows teachers to enter the same grade for all students 
and modify the grades for those students who receive a different grade. 
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5. Students 
 
The teacher can send group emails to all students in the courses the teacher teaches, as well as to 
parents of their students. 
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C. Assignments 
 
To enter a homework assignment in your calendar: 
1. Select Assignments (A) 
2. Click Add (B) 
3. Enter the description of the Assignment (C) 
4. Enter Start Date (D) 
5. Enter Due Date (E) 
6. Attach a sample of the assignment of add notes about the assignment (F) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
A 
 
1. Go to School/My Calendar 
2. Utilize the arrows next to the date to view desired weeks 
3. To view or add comments to the Homework Assignment simply click on the name of the 

Homework Assignment 
4. View/Add comments in the textbox 

A 

B 

C D E F 
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D. Grade Book 
 
1. Categories Set Up 
 
A category is any type of student work that is graded; i.e. test, homework, quizzes, projects.  To 
enter categories: 

 

1. Select the Course Section (A) 
2. Click Add (B) 
3. Enter the Category Name (C).  If the category is a test, select the Test checkbox (D) next to 

the Category Name  
4. Enter the Category’s weight (if using) (E) 
5. Enter Description (F) 

 
 

 
   
Note:  Make sure to enter categories before adding evaluation items. 
 
 

A 

B 

E D C F 
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2. Deleting Categories 
 

To delete categories: 
 
1. Click on Categories under Grade book (A) 
2. Select Course Section (B) 
3. Check off the categories you would like to delete (C) 
4. Click Delete (D) 

 

 
 
 

5. A screen will come up asking you to verify the deletion (E) 
6. Click Delete if you want to delete (F) 
7. Click Cancel if you do not want to delete the Category (G) 
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B 
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3. Modifying Categories: 
 

 

1. Click on Categories under Grade Book (A) 
2.  Make the desired changes (B) 
 
 

 
 
 
 

A 

B 
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3. Copying Categories  
 

1. Select the Categories you would like to copy (A) 
 

 
 
1. Click on Copy (B) 
2. Select the course(s) you would like to copy to (C) 
3. Click on Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A 

C 

B 
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4. Click on Submit (D) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Close the Confirmation dialog box. 

 
 

 
 
 

D 
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4. Evaluations Set Up 
 
An “evaluation” is a sub-category of “category”.  It is an individual item in a category group that 
receives a grade; i.e., a single homework, assignment, or test.  While a category may be “Tests” 
(B), the “Evaluation Name” will be “Test 1” (D) or “Test 2” (D).  Within a given category you 
will have several evaluation items.  You will input evaluations throughout the marking period.  

 
To add evaluations: 

 
1. Select Course Section (A) 
2. Select Category (B) 
3.   Click “Add” (C) to enter a new evaluation item: 

a. Evaluation Name (D) 
b. Weight: Default is 1; i.e., enter .20 for 20% (E) 

   c. Enter possible points (F) 
d. Date: default is today’s date (G) 
 
 

 
 

 
5. Copying Evaluations  
 
1. Select the Evaluations you would like to copy  
3. Click on Copy  
4. Click on Next 
5. Select the Courses to which you would like to copy to 
6. Click on Submit 
6. Close the Confirmation Dialog Box 

A 

C D
 2  

E
 2  

F
 2  

G
 2  

  H 
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4.  Attach a copy of the test, or comments about the test (if desired) 
 
a.  Click “Attach File” (H) 
b. Click on Browse to search for your file (I ) 
c.  Click Open (J) 

  d.  Click “Attach File” (K) 
 
 

 
 

 
 
 

 
 

I 

J 

K 

H 



 19 

5. Evaluation Marks 
 

An Evaluation Mark is a score that a student receives for a specific Evaluation Item.  For 
example: 

 
Student:   Joe Black  Student:   Jacky Sue 
Evaluation Item: Chapter 1 Test  Evaluation Item:  Chapter 1 Test 
Evaluation Mark: 90 points  Evaluation Mark:  85 points 

 
To add evaluation marks in “Evaluation Marks”: 

 

1. Click Evaluation Marks on the left hand side (A) 
2. Select the Course Section (B) 
3. Select the Category (C) 
4. Select the Evaluation Item (D) 
5. Enter student marks (E) 
6. You may also add comments for each student’s evaluation mark (F) 
 
The default is **.  If no value has been entered the ** is not included in the calculation. 
 
 

 

 
 
 

 
Note:   You can view and add Evaluation marks in all three views 

 

A 

B 

C D 

E F 
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6. Student Marks  
 
You can also add Evaluation Marks under “Student Marks” 

 
To add evaluation marks in “Student Marks”: 

 
 

1. Click Student Marks on the left hand side (A) 
2. Select the Course Section (B) 
3. Select the Category (C) 
4.   Select the Student (D) 
5.   Enter Evaluation Mark for Evaluation Item (i.e. Test 2) (F) 
6. You may also add comments for each student’s evaluation mark (E) 

 
Repeat the same process for other categories and other students 

 
 
 

 
 
 
 
 
 
 

Note:   You can view and add Evaluation marks in all three views 
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A 
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7. Quick Marks  
 
The third way to view and enter grades is through “Quick Marks”.  This view allows you to enter 
all student grades on the same screen. 

 
 

To add evaluation marks in “Quick Marks”:  
 
 

1. Click Quick Marks on the left hand side (A) 
2. Select the Course Section (B) 
3. Enter Evaluation Marks for all Evaluation Items and Students (C) 
4.  View the Mean for all Evaluation Items (D) 
5. View the Standard Deviation for all Evaluation Items (E) 
6.  The Quarter Grade appears in the final column (F) 

 
 

 
 

 
 
 
Note: You can view and add Evaluation marks in all three views 

 
 

F E D 

 

C 

B 
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8. Deleting Evaluations 
 
 
 

To delete Evaluations: 

1. Select the checkbox(es) next to the Evaluation (s) you would like to delete (A) 

2. Click Delete (B) 

3. A reminder message will come up when you click Delete asking you whether you are sure 
you want to delete the Evaluation Item (C) 

  
 

 
 

 
 
 
 
Note:  

·  Deleting an Evaluation will delete ALL the Evaluation Marks underneath that 
Evaluation Item 

·  Deleted Items are NOT retrievable 
 

** DOUBLE CHECK BEFORE DELETING EVALUATION ITEMS **  

A 

B 

C 
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9. Summary 
 
The Summary gives teachers the ability to enter the exam grades and calculate the semester and 
final grades. The weight of the calculation is set in the Mark Types by the Registrar. 
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C. Report Cards 
 
1. Course Comment 

 

Teachers can write comments for a specified course: 
 

1. Click on Course Comment (A) 
2. Select Course Section (B) 
3. In the textbox write desired comments (C) 
4. Spell check your comments (D) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

D 

C 
B 

A 
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2. Student Comments 
 
 

Teachers can enter quarter marks and comments for students: 
 

1. Select a Course Section (A) 
2. Select a student in that course (B) 
3. Enter comments in the textbox (C) 
4. Enter student’s grade and effort for the specified marking period (D) 
5. Spell check your comments (E) 
 

 

 

 
 
 

 Note:   You are only able to enter comments and grades during the active marking period, 
which is set up by the Registrar.  If you are outside of the active marking period dates, this 
screen will be grayed out.  You will be able to view or copy comments. 

E 

D 

C 

A 

B 
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View Student Information 
 

Select the name of the student (A) to view a screen with their personal information, household 
information, and daily schedule (B). 

 
 

Click on a student’s E-mail link (C), and an Outlook template will appear. 
 

 
 
 
 

 

A 

C 

B 
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D. Progress Report 
  
1. Course Progress 

 

Teachers can write comments for a specified course: 
 

1. Click on Course Progress (A) 
2. Select Course Section (B) 
3. In the textbox write desired comments (C) 
4. Spell check your comments (D) 

 
 

 
 
 
 
 
 
Note:   You are only able to enter comments and grades during the active marking period, which 

is set up by the Registrar.  If you are outside of the active marking period dates, this 
screen will be grayed out.  

A 

B C 

D 
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2. Student Progress Comments 
 

 

Teachers can enter progress comments for students: 
 

1. Select a Course Section (A) 
2. Select a student in that course (B) 
3. Enter comments in the textbox (C) 
4. Spell check your comments (D) 

 
 
 

 
 
 

A 

B 

C 
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E. Interims 
  
You are allowed one interim comment per student per day. To write an interim: 

 
1. Select Course Section (A) 
2. Select the student in the drop down list under “Interims” (B) 
3. Click “new, dated today” (C) 
4. A new screen will be displayed (D) 
5. Enter your comments in the textbox (E) 
 

 
 
 

 
 
 

A 

B 

C 

D 
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You can modify the interim after you have saved it: 
1. Click on the link of your interim (A) 
2. A new screen will come up (B) 
3. Enter your comments in the textbox (C) 
 
 

 
 
 
 
 

 
 

 

A 

B 

C 



 31 

F. Advisor 
 
Under this tab, you have a list of all your advisees.  You can write advising comments for these 
students: 
 

1. Select a student from the list under “Advisor” (A) 
2. Enter comments for the student (B) 
3. The advisor can view Advisees’ progress by clicking on the buttons Student Progress, 

Student Report Card and Student Interims located under the textbox (C) 
 

 
      

B 

A 

C 
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G. Discipline/Attendance 
 
To keep track of attendance, select a day on the Calendar (1).  The default is set to Present.  You 
have the option of marking students Present, Absent, or Late.  The Attendance office will 
classify absences and tardiness excused. 
 
1. Select a day on the Calendar: default is present day (A) 
2. Select the Course Section (B) 
3. For each student, check off the relevant checkbox (C) 
4. You may enter comments regarding the student’s attendance in the Explanation textbox (D) 

 

 
 
 

D 

A 

B 

C 
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H. Reports 
 
The Reports feature allows you to create comprehensive reports of Report Cards, Progress 
Reports, Attendance, Grade Book, and Course Lists. 
 
Report Card – Student Marks and Comments 

 
This report provides a student’s final quarter mark, effort, and comments written by the teacher.  
 
 

To view a Report Card for a specific student: 
 1. Select Report Card (after selecting Report List under Report Card Tab) (A) 
 2. Select the Course (B) 

3. Select Marking Period (C) 
4. Select Student (D) 
5. Select Marks, Comments, or both (E) 
6. Click Execute (F) 

 

 
 
 
 
 

 
 
 
 

A 

B 

C 

D 

E 
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      Sample Report Card Report 
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Progress Report: Student Progress Marks and Comments 
 

This report provides comments regarding a student’s progress in a course 
 

To view a Progress Report for a specific student: 
 1. Select Progress Report (after selecting Report List under Report Card Tab) (A) 
 2. Select the Course (B) 
 3.   Select Student (C) 
 4.  Select Marks, Comments, or both (D) 
 5. Click Execute (E) 
 

 
 
 
 

 
 

 

B 

C 

D 

E 
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Attendance Report 
 

This Report displays absence and lateness statistics for each individual student in your classes. 
 

To view an Attendance Report: 
 1. Select Attendance (A) 
 2.   Select the time frame you would like to view (B) 

3.  Select whether you want to view the attendance of all of your students, or only those that 
were late or absent (C) 

4.  Select whether you want Show Details or Totals Only (D) 
5.  Click Execute (E) 

 

 
 

 
 

    Sample Attendance Report 
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C 
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Grade Book Report 
 
This Report displays all the Evaluation Marks recorded for a specific student. 
 
To view a Grade Book report: 
 1. Select Grade Book Report (A) 

2.  Select Course (B) 
1. Select Student (C) 
2. Click Execute (D) 

 

 
 

 
 
 

    Sample Grade Book Report 
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Course List Report 

 
Displays a list of students registered for a course.  
 
To view a Course List Report: 
 1. Select Class List R (A) 
 2. Select Course (B) 

3.   Click Execute (C) 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

A 

B 
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Sample Course List 
 
 

 
 
To print a Grading Sheet Report: 
 1. Select Grade Sheet (A) 
 2. Select Course (B) 

3.   Click Execute (C) 

 
Sample Grading Sheet 
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I. Profile 

 
 

Household  
 
To update household information: 

 

1. Click on Household under the Profile Tab (A) 
2. Make desired changes (B) 
 
 
 

 

B 

A 
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Emergency  
 
To update Emergency information: 

 

1. Click on Emergency under the Profile Tab (A) 
2. Make desired changes (B) 

 
 
 

 
 

B 

A 
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Profile 
 

To change password: 
 
1. Click on Profile under the Profile Tab (A) 
3. Enter User Name (B) 
4. Enter Old Password (C) 
5. Enter New Password (D) 
6. Confirm New Password (E) 
 
 

 
    
 

B 

C 

D 

E 

A 
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J. Log Out 
 
To log out, click the log out sign in the top right hand corner: 
 
 

 
 
 
The following message will appear: 
 

 
 
 
Click Logout 
 


