
Integrade Pro 9.0 
 

1.Accessing Integrade Pro 
 
 
2. Getting Around in the Integrade Spreadsheet 

 
 

 
 

Class:  Allows you to switch 
between classes within your 
gradebook.       

 
Spreadsheet:  Switches between t 
different spreadsheets available. 
 
   
Main Numeric Weighted:  Main 
spreadsheet that calculates grades. 

 
Skill:  Good for Mastery Non 
Mastery (No Calculations) 

 
End of Term for each grading  

    period:  Will be used to export  
   grades at end of each term. 
 

 
Show:  Switches between the  
  different views of information 
  showing on your screen. 
 
Students:  Shows just Student 
information. 
 
Student Notes:  Shows student 
information as well as notes  
about students 
 
Tasks:  Shows information only on the 
tasks that you have entered. 
 
Seating Chart:  Shows Seating Chart for 
your class. 
 

All of the others show various    
combinations of the above. 

View: Switches between Task (Individual assignments) and  
Type (Categories of Assignments) views. 

 



 
 
 
 
3.  Setup Procedures 

¾ Display:  Select Setup then Display to access options for the way your gradebook 
will display on your screen. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date:  Allows you to set the 
format of your date. 
 
Extra Field Titles:  Lets you 
create extra fields of student 
information.  IE:  Home School, 
Book Numbers, etc. 
 
Spelling:  Sets the way your files 
look at spelling. 
 
Spreadsheet:  Sets your 
spreadsheet appearance. 

 
 
 

 



 
 

Spreadsheet Continued: 
 

If you don’t want inactive 
students to continue showing in 
your gradebook, deselect this 
option. 
This doesn’t actually delete the 
grades and student information, 
it just keeps them from 
continuing to display in your 
grade book. 

 
 
 
 
 

 
 
 
 
 
¾ Grading Rules:  Select Setup then Grading Rules 

 
 

 
 
 
 
 
 
 
 



 
 
 
You will have 4 options to set up. 
Attendance Codes:  Since we are doing attendance in SASI, you don’t have to use this 
feature, but it is available if you want to use it for your own use. 
 
 

 
 
 
 
Grade Tables:  This should be set from SASI.  If not, this is where you would set up your 
grading scale.   
 

 
 
 
 
 
 
 
 



Special Scores:  Allows you to set special scores with values to affect grade, but allows you 
to give a reason for the score.  IE:  ft for filed trip with a value of excused, won’t count against 
the student, but gives you a reminder of why student missed assignment.  Nhi with a value of 
0, shows why the student got a zero.  NOTE:  Anything listed with a value of Excused 
won’t count against the student. 
 

 
 
 
 
Type Set:  Used to set up weighting for different categories and/or different groups of 
students.  When setting these up, keep in mind that Type is a category of grades within a 
group, ie; homework, exams, etc.  Set  is a group of types within one group.  Usually you only 
have one of these, however if you need different weighting for different courses that you teach  
you can create more than one set.  NOTE:  Everyone will need to create one Type set  
named unused with a value of 0 that will be used for exporting grades. 
 
 

 
 
 
 



¾ Communication:  Allows you to set configurations to send email reports.  In order for  
This to work you must have email addresses in the student information section. 

 
 

 
 
 
 
This is how each screen should be set up. 
 

 
 



 
 
 
The password option is optional.  Since you have to be logged into Integrade to use this 
feature, you could probably safely set this to remember your email password. 
 
Nothing needs to be configured on the Admin tab. 
 
 
 
¾ Students:  Most of this information will be imported from SASI or from your spreadsheets. 

NOTE:  Do not add or delete students yourself.  All of your files will be    
updated by SASI. 

 
 

 
 
 
 



 
The fields that you would most likely set yourself are the school and notes 

 

 
 
 
 

On the School tab, you will find any of those extra fields that you set up in the Display 
Settings  (Step 3).    
 
 
You may also want to rearrange your students order here.  To move students, hold the 
CTRL key and click and drag the names where you want them to be located. 
 
 
¾ Classes:  Select Setup then Classes. 

 
 

 
 



 
Make sure that Class Name, Task Type Set, and Spreadsheet are correct. 
 

  
 
Notes for an entire class may be entered here.  Notes 
may also be entered on reports. 
 
 
 
The Student tab shows students that are enrolled in   
your gradebooks and classes.  NOTE:  Don’t use this 
option to un-enroll students. You will permanently 
delete the grades as well as the student.  You can 
use the Setup-Display option to not display inactive 
students. 
 

 
 
 

 
 
 

 
¾ Spreadsheets:  Notes for an entire spreadsheet may be entered here. 

  
 

 
 
 
New weighted, skill, or attendance spreadsheets may be created or deleted here. 
 



¾ Passwords:  Gradebook passwords can be changed under the Setup then Passwords 
selection.  However, because of the way we have our files set up on the network and  
the fact that passwords CANNOT be retrieved, it is not recommended that you set 
a password on your gradebook files. 
 

 
 
 
 

 
4.  Removing Students from Class Lists 

¾ Don’t display inactive students **preferred method** 
This is the best way to handle inactive students.  Their scores are retained and they  
automatically don’t show in  your gradebook anymore. 
 
 
This process was already covered under Setup-Spreadsheet and taking the check  
off of Display Inactive Students. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
¾ Make a student inactive-keeping scores 
¾ Unenroll a student from the class list 
 
These are two other ways to delete students, since these are not the preferred method, we  
won’t cover these now.  If you think you need another option, see me and we can go  
over one of these options.  DON’T ever delete a student from your files.  If the student is 
deleted, their grades will not be able to be retrieved if they return or if the new school 
requests their grades. 
 
 
 



5. Task 
¾ New Task:  To create a New Task (Assignment), from the menu bar, select  

Task-New Task or select the New Task Shortcut from the menu bar. 
 
 

 
 
At the next screen, select Next and the New Task Window will appear. 
 
 

    
 

 
 

 
 
 
 
 
 
 
 
 



 
 

Task Name:  Enter a name for the assignment. 
 
Dates:   Will be necessary if using Parent 
ConnectXP. 
 
Type:  Click on the down button and select  
an assignment type if you have set up types. 
 
Out of Raw:  Enter points possible for this  
assignment or  enter 100 for percent. 
 
Scale Factor:  Is usually 1 unless you want this 
assignment to count twice. 
 
Maximum Allowed Score:  Optional (Can exceed the out of  
raw for extra credit). 
 
Click Create button. 

 
 
 
¾ Edit Task:  To edit a Task (Assignment), from the menu bar, select  

Edit-Edit Task or select the Edit Task Shortcut from the menu bar. 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
General Tab:  Verify the information t
You e

hat 
ntered and see the short name

xtra:  You can record other details 

oints:  You will see the points 
u 

 o

cores:  You can use the scores tab to 

tats:  The Stats Tab displays 19 

 
that the system assigned to the task. 
 
E
about the task. 
 
P
information that you set when yo
created this task.  You can edit any
these. 
 

f 

S
see and edit the scores for this task. 
 
S
different statistical pieces of information for  
this task. 
 
Notes:  Use the Notes Tab to record notes about this Task.  Note:  this is notes for this task, 
not for particular students. 
 
 
 
 
¾ Bulk Fill:  At this point, an assignment will have been created and you are ready to enter 

scores for this assignment.   If many of the students are to receive the same score for the  
assignment, you can use the Fill Column command.  Later, you can edit the scores of a  
few students that didn’t receive the same score.  
 
From the menu bar, select Task and Bulk Fill.  The Bulk Fill Window will open. 
 
 

 

 
Select the Students and Assignment that you 

want to Bulk Fill and enter the New Score in the box.  Also, select replace only Empty scores. 



 
¾ Some other tasks that can be done in Integrade include: 

Copy Tasks 
Combine Tasks 
Curve Scores 
Drop/Restore Scores 
Pick the Highest Scores 
 
 

 
6. Reports:  The report functions available in Integrade are outside the report cards that will 

be generated in SASI.      
 
To access the reports select Reports and select the report you want to use from the ‘ 
drop down menu. 
 

 
 
 
Each type of report has its own setup based on the information available in the report.   
 
Once a report is selected, you will see the setup menu for that report and the menu will walk 
you through setting up the report.   
 
One of the most used reports is the spreadsheet (This is a report that you can print out to 
turn in in place of a grade book). This is also a good one to print out periodically as a back up 
of your grade files. 
 
Another one that is used is the Class Roster.  With this report you can get a blank class 
roster like the one below. 
 



 
 
 

7. Backup:  While your file is being saved on the server for backups, it is a good idea to save a 
copy locally too.   

To do this: 
Create a folder on your hard drive to store your grade files. 
From the Integrade Program, Select File and Save As. 
When the Save As window opens, locate the folder that  
you created. 
The file name should already be in the Filename box, if it isn’t  
select a name and type it in the Filename box and click Save. 
 
 
 

NOTE:  If your computer happens to lock down during use the next time you log in you 
will get a warning showing a Stop sign with a Hand that asks if you want to restore 
from the local drive (Yes is the default setting), select NO. 
 
 
 
7.  Help 

 
 


