Integrade Pro 9.0

1.Accessing Integrade Pro

2. Getting Around in the Integrade Spreadsheet

& InteGrade Pro - [French Il [Period 06)-Main Numeric Spreadsheet] O] =]

File Edit Setup Tazks FHeportz Graph: Yiew ‘Window Help

=l=lx|

Class: Allows you to switch CH| @) L Atk

0880 ke

between classes within your

Class: [{HEO NS = | Show: | Students =l
gradebOOk Sgreadsheet:l Arzir Nuamens Spaaciias Ve Waieves Tapal j iew: ITask Wiew j
i Chap 1 - Chap 6 - Quiz Exam a1 —
Sp readSheet: SWItCheS between t N Sl‘tlu:nfgt [25.0) [21210] [1351.10] [100?0] HEQDHS] % lé?::;
different spreadsheets available. |1 |#bber. Clara 20 18 0 57 57.85| 8712 B
2 [Cohen, Yvette 25 20 33 93 96.35 594.83 A
E Cooper, Monica 19 18 28 85 .24 f2.a80 B
4 [Fang, Justin 17 15 33 Kl 7812 80.93 E-
Main Numeric Weighted Main Eﬁoodell,ﬁafael 15 13 23 100 85.08 8263 B
’ _ 6B Hertzler, Felicia 24 20 35 a8 9387 91.05 A
spreadsheet that calculates grades. 7 jiagns roter 2 2 7 7 @i m7 B
_ 8 Miller, J azon 16 18 27 94 21.17 29.21 B+
‘1. 3 [Miller, b atthe 20 7 35 a0 89.57 87.66 B+
Skl” GOOd for MaStery Non E Thorpe, Louay 25 22 30 25 90.23 9017 A
Mastery (No Calculations) 11 |wahl, Lance 22 20 2 77 B3.07| 8359 B
End of Term for each grading v
. . 4 »
perIOd WI” be used to export Licenzed to; Greenevile High Schoal Site Mumber: 1023661 | Class Awg: B6.86% 4
grades at end of each term.
& InteGrade Pro - [French Il [Period 06)-Main Numeric Spreadsheet] M= /show: SW'tCheS between the
File Edit Setup Tazks Reports Graph: Yiew ‘Wwindow Help M

different views of information
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INEEENFrench | [Penod (6] x| Show: | Students j
Spreadshest: I Arzdr Keamantz Spraadiviaat Mumant aizved Topel j i | Tazk Yiew j
J Chap 1 - J ChapB- J Huiz J Ex J a1 J J v];l
Student 5 11 1-11 e H/Q/E Letter
i Mame [25.0) [22.0) [35.0) 00.0) [100.0) % Grade
1 |&bber, Clara 20 18 3 97 4706 griz E
" 2|Cahen, vvette 28 20 ] 99 96.35 94.83 A
_3 Cooper, Mornica 14 18 28 g5 81.24 82580 B
_4 Fang. Justin 17 15 33 Fis) 7912 8093 B-
" 5| Gondel, Rafasl 15 29 100 85.08 8263 B
B |Hertzler, Felicia 24 38 88 93.87 91.08 A
e Higgins, Robert 23 22 il 7 87.10 85.75 B
8 |Miller, Jasan 18 18 27 94 8117 89.21 B+
9| Miller, Matthew 17 38 90 89.57 87.66 B+
"1 Thaorpe, Louay 22 30 85 90.23 9017 A
11 wahl, Lance 22 20 29 7 g3.07 83.53 E

Site Mumber: 1023661 | Class Avg: BE.86%

| Licenzed to: Greenevwll%h School

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.

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

All of the others show various
combinations of the above.



3. Setup Procedures
» 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.

look at spelling.

Spreadsheet:

spreadsheet appearance.

File Edit | Setup Tasks RBeports Graphs “iew Window Help ;Iilﬂ
- @ sl kO Vibm: @
. Grading Rules...
LClass: I Communicatian. .. ;I Show: ITasksx’Studentsz’Notas j
Spreadshest: I 8o Students.. Chlsl) [ Hiniatin Toms/ j iew: NN
Dlasses... Type Scale Class [~
| D Spreadshests. .. Mame 'J Out OF J Factar J Avg (%)
1 |Homewark: 20 1.00 g2.84
— Paszword...
| ook Gradebook.. Gl a0] 100l sa%
3 | Quiz 30 1.00 85.35
_4 Projects 0 1.00 néa =
Student J Homewark J Exam J Quiz J Projects J J Letter Jj
i M arme [20) [50) [30) (1] 4 Grade
3 | Cooper. Monica 1581 41.83 24 86 nta 8280 B
T4 Fang. Justin 1355 41.67 2571 néa 80.93 B-
E Goodell, Rafael 1387 44.33 24.43 néa 8263 B _I
B |Hertzler, Felicia 17.74 4417 2914 néa 91.05 A
"7 Higgiris, Fobert 18.03 41.00 2571 néa 85.75 B
8 |Miller, Jason 1581 46.83 26.57 néa 83.21 B+
T a| Miller, Matthew 1581 44.00 27.86 néa 87.66 B+
? Thorpe, Louay 1839 4350 2829 n'a 017 A -

|=|

¥

| Customize the way infarmation iz dizplayed.

Display

| Class Avg: 86.86%

| Extra Figld Titles I Spelling I Spreadzhest I

—Order Month Day
o Month/D 231998 £ a3 ©oasd
= Year/D i+ az 98 f+ az R f* az 04
i Month/rear = azdun
*  bonth/Dayv'ear
—Separatar Sample
™ Mone ™ Bar ] Date Format: mmfddfyy
¢ Commal.] ¢ Hyphen| Today's Date: 08/04/03
@ Slash() € Oter [/ | June41938 0604798
Sets your
Cloze Help




Spreadsheet Continued:

If you don’t want inactive
students to continue showing in
your gradebook, deselect thi
option.

This doesn’t actually delete the
grades and student information,
it just keeps them from

Dizplay

I~ Ledger Lines

[+ Highlight Rowe/Column
¥ Showe Task Shart Mame
¥ Showe Student Last Mame

iDizplay Inactive Students

Datel Extra Field Tiles [Spefinge. Spreadzhest |

Ledger Line One:
Ledger Line Twi:

[ Editable Text:
[ Moneditable Text:

Highlighted Line One: [ | Hot Linked Text:

First

Scare Colurnn tWidth: I 10 3:

Highlighted Line Twa: [ | Carmer Clips:

Ilze Default Colors

1l

continui ng tod |splay in your Student MacB_eth Alice Shakezpear
de book Mame [uiz Wionderland & Exam
raae booK.
g 1 |Leech, Shawn a0 2.0 h.0
—] -
2 |MeT avish, Anne 25 E.5 25
3 | Makarmura, \Wendy 7h 95 9.0
4 |Schmidt, Dave 122 5.2 11.0
Cloze I Help
» Grading Rules: Select Setup then Grading Rules
& InteGrade Pro - [French |l [Period 06]-Main Humeric Spreadsheet] _ &) x]
File Edit | Setup Tasks Heports Graphs Wiew Window Help - |ﬁ||5|
e 0 vo|cmk:| @
1 Grading Rules..
Qlass:l Communication... ;l Show: ITasksKStudenlsKNotas j
Spreadsheet: I k Studerts... ol F Wi Topal ﬂ Vigw: [N
Classes... Type J J Secale J Class |~
| |:| Spreadsheets.. Name Cut OF Factor | Awa[%]
1 |Homewark 20 1.00 6284
R Password... a0 Tm Y]
|2 [E vam Lok Gradebogk.. ik :
3] Guiz a0 1.00 83.35
4 Projectz 1) 1.00 nia =
Student Homework. Exam Guiz Frojects Letter
M ame 1200 50 [30) m 4 Grade
¥
3 Cooper, Monica 1681 4183 24.86 n'a S2.50 E
_4Fang,Justm 1256 4167 26,71 n'a o0.92 B-
5 |Goodsl, Rafael 1387 4433 24.43 n'a 8263 B [
B Hertzler, Felicia 17.74 4417 2814 n'a 51.05 B
_? Higginz, Robert 1302 41.00 287 n'a 85,75 B
8| Miller. Jason 15.61 46,83 2657 n'a 89.21 B+
_ 9 teiller, b atthew 1581 44.00 27.86 nfa 87 EE B+
10 | Thorpe, Louay 1839 4380 28.29 n/a 9017 B -
i »

| Customize the way grades are calculated.

| Dlass dwg B 86%




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, put it is available if you want to use it for your own use.

Grading Rules

Grade Tables I Special Scores I Type Sets I

“ou can define your own attendance codes in addition ta the ones provided by InteGrade Pra or wour zchool
administration system.
Attendance Codes:
Fresent
al S_I,lmbol:l [Up to 3 characters)
D - Dizmizsed [1/2 class)
E - Excuzed Abzence Description: IPresent
L-Late
N - Not Enrolled Aszzociate your attendance codes with a system code 2o the
L - Unexcuzed Absence reprezented data can be exported and uzed in calculations by
W - Meeds Verfication InteGrade Pro.
A - School Activity T System Code:| Present j
T - Unexcuzed Tardy
# - Excuzed Tardy ;I
MHew Delete |

Cloze I Help

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

Grading Rules

Attendance Codes  Grade Tables | Special Sculesl Type Setsl

& grade table consistz of & zet of letter grades and the minimum % required for each.
Select which grade table iz uzed for a spreadsheet by using "5 preadsheets™ in the "Setup' menu.
Grade T ables: Grade T able Mame:;
e —
- Letter Lower =
Mon-&cademic o
Girade Limit [%] Mumberz are stored internally
At 93 with mare decimal places
A 92 than will fit ot the screen.
4 30 Specify the number of
) decimals to be dizplayed:
B+ as I2 ,I
] R?ﬂ
Hew. . Copy Delete Mew Delete | Sart |

Cloze Help
| |




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.

Grading Rules | X

Attendance Codes | Grade Tables Special Scores I Type Setsl

A special zoore iz a textual label which may be uzed n place of a numenc scare on a numenc spreadsheet.
For example. you may define Lozt to be worth 0.0 points.

Uze a value of "excuzed” to make a special gcore which will not affect the student grade.

Special Scores:

| [ Scare Syl [N [Score value must be either a
percentage or 'Excuzed'
:\,.-[Dé Score Value:l[l Enter excuszed to allow a tazk
(0) ta be armitted withaut penalty. ]
CR [0
MC (0]
MR (0] Ihcomplete S pmbot

Ihcomplete Symbal; IINE

A student with thiz score on any task will receive
Mew... I Delete | this score a3 their spreadsheet grade.

Cloze I Help

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.

Grading Rules

Attendance Codes | Grade Tablesl Special Scores  Type Sets I

A Tazk Type Set allows grouping of tasks by categary [such as "Homewark'']. Each categon will contribute vour
desired number of points to the overall grade. The total pointz for a bppe set does not have to be 100
|Jze the "Claszes" command in the "Setup"’ menu to attach a tazk type set to a class.
Humanit Element | Mathema Mew Set.. |
ez Science L tice = =
Homework 2] 20 20 15 _Penams Set.. |
Exam 50 40 40 50 Delete Set |
Quiz 30 an an 15 New Type.. |
Lab a0 an o :
e Exar 2 o]
nused i 1] 1] MI
Total 1o0000] 120000) 120000| 100000
L4

Cloge I Help |




» 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.

4 InteGrade Pro - [French Il (Period 0B}-Main Numeric Spreadsheet] [E]x]

Edit | Setup Tasks Repots Graphs Yiew Window Help e

EEIE kDo k| e
1T GradingRules.. |
Class: | wrication =1 show: [Stuerts |
Sprsadshest | B0 <y gerts. FRHUNE waswed el =1/ iew:[Task view |
Classes - Chap6 - Quiz Exam ar Chap |=]
B et 5 11 111 One HIQE 1220 Letter
=R ko | pen | @ | owonm | pom | osop | x| Giese |
T 3Tt Password 19 18 28 a5 .24 12 8250 B
[ Fang, Just L S EIEEEEEE T Gl 7 15 3 5 7312 [EEE B
T 5| Boodel, Ratsel 15 19 2 100 8508 3 me B
16| Herteler. Felcia 2 20 3 B 33.87 11 aes A
T 7| Hiaaine. Robert 2 2 3 7 710 IR B
T 8|Miler. Jason B 18 7 3 8117 [EEEE] B+
T8 Miler, Matthew E 17 3 EQ B3 57 12 aiee B
30| Thorpe. Louay 5 2 0 3 30.23 0 7 A
T |wat, Lance 2 2 23 77 8307 ERGEE] B

| Review or change office: connection information, Class Ave: 86.86%

This is how each screen should be set up.

General I Emaill ﬁdminl

The teacher name appears on reports,

Teacher Mame:

Teacher Email: Ipaﬂtonc@gmchnols. net

YWeb gite addresses appear on email reports,
Teacher Web Site:l

Schoal Weh Site:Ihttp:;"a’www.gcschonls.net.n"c:ft

Cloze I Help




Communication

General  Email I Admin |

Select method to uze for sending email reports and enter other required configuration information.

| Sendmail (SMTP]

j_

Tao zend email uzing InteGrade Pro wou must enter pour SMTP server and account name EXACTLY
ag pour adminiztrator hag indicated.

If theze zettings are not comrect vou will be unable to send email. The emrar message vou receive may
nat be indicitive of the real problem in many cazes.

Email Server: [101.1.3
[Alzo known az SMTP hast. Example: smtp.myschonl. edu.)

Account Mame: Ipaxtonc
[Alzo known as Account 1D, Example: bab.]
¥ Server Requires Authenticatior

]

Password:

Saome emall zervers require a password to "relay"” email offzite, Usually the pazsword will be the zame
a3 your incoming emal pazsword. Some zervers do not support relaving; InteGrade Pro can nat zend

Help

email thraugh such servers.
Cloze I

Nothing needs to be configured on the Admin tab.

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.

» 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.

& InteGrade Pro - [French Il [Period 06)-Main Numeric Spreadsheet] M= E
File Edit | Setup Tasks Reports Graphs View Window Help = |5|1|
~E|g e hO0oml &
] Grading Rules
Llass: I Communication. .. ;I Showe: | Students j
Sgreadsheet:l Chilsl) i bt Tooed j “Wiew: | Task Yiew j
Classes... pl- Chap G - Quiz Exam a1 Chap B
|:| Spreadshests... 5 11 1-11 One H/Q/E 12-20 Letter
F.0) 22.0) (35.0) {100.0) [1o0.0) [15.0) % Grade
I — Password
3 |Cooper, M = 19 18 28 85 81.24 12 8250 B
]| Fang, Just LN CCCBTEAC BRI BTN 17 15 3 75 7912 10 m®: B-
5 [Goodel, Fafael 15 19 29 100 85.08 | 8263 E
B [Hertzler. Felicia 24 20 35 2 93.87 11 91.05 A
7 [Higgins, FRobert 23 2 il 7 87.10 14 85.75 E
8 |Miller, Jazon 16 18 27 94 8117 15 83.21 B+
9 [Miller, M atthew 20 17 35 90 8957 12 87.66 B+
10| Thorpe, Louay 25 2 30 25 90.23 10 9017 A
11 [w/ahl, Lance 22 20 29 77 83.07 3 8353 B

4

*

| Edit students in vour gradebook.

| Class Ava: 86.86%



The fields that you would most likely set yourself are the sc

Students

| French 1l [Period 06) =]

Abber, Clara
Caohen, Yvette

Cooper, Monica

Fang, Justin
Goodel, Rafael
Hertzler, Felicia
Higginz, Robert
killer, Jazon
biller, b atthew

F'ersu:unall Contacts  Schoal | Schedulel Elassesl Scnresl Statsl

ool and not

Grade Level: I Track; I

Counzelar; I

H armeroam: I

Extra One; I

Extra Two: I

Extra Three: I

Tharpe, Louay Extra Four: |

Wiahl, Lance
Eutra Five: I
Mate: To zet the titles of the extra figlds, use the "Extra Field Tiles"
tab in "Dizplay' [MSetup" menu).
Hew... Delete

Cloze Help

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.

» Classes: Select Setup then Classes.

4 InteGrade Pro - [French Il [Period 06)}-Main Numeric Spreadsheet] [E]x]

File Edt| Setp Tasks Repots Graphs View ‘Window Help =151

== h O 99 Fmlk | @

Display
Grading Fiules. .

Chass:|  Communication.. =1 show: [Students

|
sreasheet | B Siugenss el [ S Tyl = view [Task iew =l
pl- J Chap & - J Quiz J Exam J o J Chap J J J;l
[ Spreadshests 5 11 111 e HAQVE 220 Letter
i S -1, 220) £ {1000 oG {15.0) % | Grade
Tt [oober, 0| Passtord 20 18 30 97 87.85 [EEEE [
2| conen, v [ LoeGiacEien, Gl 5 2 3 5 .35 5 s A
T 3 [Cooner. Moncs 19 18 2 8 124 2 @es0 B
T 4 |Fang, dusiin 17 15 3 7 7912 0 ens: 8-
15 Goodell. Rafael 15 13 23 100 85.08 S B
T 6| Herteler, Felicia 2 E 3 o 2367 " s A
17| Higgins. Roben 23 2 El 7 87.10 14 @7 B
T 8| Miler dason 1 18 27 ] 117 [EEE] B
8| Miler, Matthe E 17 k3 EQ B3 57 12 aree B+
30| Thorpe. Louay 5 2 0 3 30.23 0 7 A
T |wat, Lance 2 2 23 77 8307 ERGEE] B

4 3

|Edit classes in your gradebock. Class Ave: 86.86%



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

General | Studwotesﬂ\
Clazs Mame: IFrerWod i)

Tazk Type Set: ILanguages

Flench Il [Period
Spanizh |l [Period 03]
Spanizh || [Period 04]

Ledled

Current Grade Spreadsheet: IMain Murneric

I Show Advanced Fields

Mew... Delete

|” Notes for an entire class may be entered here. Notes
may also be entered on reports.

}he 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

Close I

Help |

students.

Intelarade Pro

N

]

Femoving Monica Cooper fram French | [Period 06] will permanently delete all of her
goores. Are pou sure’?

Spreadsheets of “French Il [Pernod 06]™

[French I (Pericd D] =] General | Notes |

tain Mumeric Spreadshe... Type]
Main Skill Spreadsheet [Skill]
First Quarter Grade R...11/13/38)

Marme: IMain Mureric Spreadzhest

Kind: Murmeric

Grade Table: I Fegular

First Semester Grade ...01./08/33)
Third Quarter Grade ...03/26/99)
Second Semester Gr...06/18/99)

Calculation kethod:

Hew... Delete

Wieighted Tope

[~ Show Advanced Fields

N

Cloze I

Help |

\

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



» 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.

Gradebook Pazsword Ed

Thiz gradebook, iz not curently pasaword protected,

IF wou add a password, you will be required to enter it each time pou
open thiz gradebaok. If you forget pour pazsword, you will nat be able ta
uze thiz gradeboak.

Pazzwmord:

Cancel | B ask | Mewts > I Help

4. Removing Students from Class Lists
> 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 St

Date' Extra Field Titlesl Speling  Spreadshest I
I Ledger Lines Ledger Line One: [ Editable Text ]
¥ Highlight Row/Calumn Ledger Line Two: [ Moneditable Test ]
¥ Show Task Shaort Name Highlighted Line One: [ | Hot Linked Text: ]
v Show Student Last Mame First  Highlighted Line Twa: [ | Comner Clips: ]

\ S‘c Usze Default Colars |
Score Colurnn ‘width: I 10 33

Student tacBeth Alice Shakespear
Name Quiz ‘wonderland e Exam

1 |Leech, Shawn 30, 8.0 50

2 |McT avish, Anne ] 25 6.5 35

3 |Makarmura, Wwendy 7.5 95 30

4 |Schridt, Dave 122 9.2 mnao

- |

» Make a student inactive-keeping scores
» 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.



Task

» 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.

& InteGrade Pro - [Eng” .h 11 [Period: 01 Term: 52 Day Codes: ABCOE)-Weighted Type]
File Edit Setup | Tasks Beports Graphs View ‘window 4 Beff ;Iilﬂ
E‘;H|§|&[J . Ctrl+N @|Iil[ﬂ|_|@
I Edit Tasks.. Ctil+T
Class: | English i ABCDE) =1 Show: [T -
Spreadshest | Miiny Eopy_T a‘s;ks . ﬂ Wiew: ITask Wiew j
Import Tasks... J MacBeth J ShakespaarJ FrdtriSr J 1,Robottu J Azimow J J Jﬂ
Sk Scan.. Quiz & Exam sBkFiprt iz[Azimoy) Exam Letter
[ il [40] ila] 114) 132) % Grade
1 |Abbasi Elia D TGS 7 35 % 11 115 2 70 C
| 2|Breader, Audrey (2 ETen 5 108 z 115 9 2 63 0
[ 3| Calder, Cars B Ss.  |g 13 3 145 11 % 80 B
4] Castio, Michael EeElinhetl o 5 Sick % 10 Sick 21 68 0
_5 Cortez, Miguel | 7 95 32 INC 1.5 25 INC INC
E Dandrea, Diew 1 8 14 29 1 45 25 74 C
7 |De Catar, Lisa 9 135 il 1258 12 27 a4 B
E Ezcobar, Lauren o 95 14 a7 145 135 30 93 A
Il Gale, Kevin o 9 13 36 13 14 kil 93 A
10 | Goodell, Fafael a5 125 32 12 125 26 a3 B
E Guitron, Ji y 1.5 135 ao 10 10 23 74 C
12 |Hedlund, Jobn 2 14 N 1.5 1 23 an B
E Huang, Mark o ES 1.5 26 10 95 20 E3 D
14 |Jones, Carlas a5 14 34 13 1.5 24 az B
? Lin, Sarah | ] 145 7 145 14 29 94 A
E M aver. Meghan g 95 14 | 15 13 i} 95 A
17 |Montova, Yelena 7 12 )| 125 1.5 24 a0 B
?Nix, Ormar 75 125 2 1 105 23 77 [ =
‘ Create a new task on this spreadshest. | Class Avg 81% 2

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

f'ou have chozen to create a new numeric task.

Mumenc tagks are items on which you aszign a ni
the students enmolled in a class.

Thesze tazk tupe subtatals are subsequently uzed
spreadzheet grade for each student.

meric score for each of

MHumeric tazks are uzed to calculate tazk twpe subtatals for a spreadshest.

lo calculate the

Cancel < Hach |

Ments >

Help

Mew Task

Tazk Hame: ||

Date Assigned: |

ﬂ [ did ]

Due D ate: I

E [ did )

Tupe: IHnmewnrk

[

Out OF Scale Out OF
[Raw] Factor [Scaled]
o % [1.0 = [0

Maximumn Allowed Scare: I

Wwarh whien a score that exceeds thiz score is entered.

Cancel |

<<Back | Create I

Help




Mew Task

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 forthiS/
assignment or enter 100 for percent.

» Taszk Mame: ||

Date Azzigned: I ﬂ [rrridd ]
Due Date: | 2] (mmédd/)

Tupe: IHumework j
Tut OF Scale Cut OF

[Ram) Factor [Scaled]
o # |10 = [0

llowed Score: I

arh wher a score thalhceeds thiz score is entered.

Scale Factor: |s usually 1 unless you want this /

Help

E}mé | <{Back | Create I

assignment to count twice.

Maximum Allowed Score: Optional (Can exceed the out of

raw for extra credit).

Click Create butto

» Edit Task: To edit a Task (Assignment), fro
Edit-Edit T

m the menu bar, select

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

& InteGirads Pro - [English 11 [Period: 01 Term: 52 Day Codss: ABCDE-weighted Typs]
File Edt Setup | Tasks Fepots\raphs Yiew Window Helg T
EE|§‘ o [ R Mew Task. i+l @|\ihﬂ\;|@
B i i T 55ks CuleT
Class: | English = o) : 4BCDE) =]/ Show: [EE
Spreadshest: | H i EDDP_T:BékS j Vjew:ITaskView j
Import Tasks ArlyssS | ArsSongsPe Tetm Team ﬂ
St Scan... ndsS e ety?E ssay Praject Exam test Letter
N RE] 1751 fio) 1o) % Grade
L - ; - - - - - - - -
1 [Abbas, Elsa it Teeles [ 1 » 52 E 70 C
[ 2|Breader, Audey (Cl S 8 3 2 3 &0 & o
| 3|calder, Cara B S | g 12 ] 52 77 80 F]
| 4| Castro, Michael e NI s Ses 2 15 » S 56 e D
5| Conez, Miguel ] 12 13 E ] 74 INE INC
8| Dandres, Drew 13 12 E3 &0 7 ] c
| 7|peCater Lisa 14 13 40 E] ) ) F]
E Escobar, Lawren 2 14 14 42 il 94 93 )
| 8| Giale. Kevin ] 14 14 I E] E E] 4
10| nodel, Fiatael 13 13 E B El ] F]
|11 Guitran, Ji ] 12 12 * & 7 4 C
12 [Hedlund. John 12 12 * g2 E] E] F]
13| Huang, Mark ] 10 1 4 54 3 E] o
14 Jones, Carls 12 12 E3 & &n &2 F]
| 15| Lin, 5arah 14 14 4 72 ] ) &
? tayer, Meahan 15 14 42 il 93 95 A
? Montaya, Yelena 12 12 o 62 g2 a0 B
18] M, Ot 12 12 Ed &0 5 7 Cle
| Exit tasks an this spreadshest [ Classéwg 1% 2




General Tab Venfy ‘the |nf0rmat|0n that Edit Tasks for Spreadsheet "Weighted Type [Numeric Weighted Type]™
ez Genaral | Extra| Points | S Stats | Nat
You entered and see the short name ____ 2k —————"J-fienesl | Exia| Pais | Scaes St | Notes |

o Guiz .
that the system assigned to the task. Wmt .
Shakespearg Short B mahic Custargl I
Efion Series Book Repart ltest—

Extra: You can record other details— || 7ot Bue sinon .
Agimoy Exarm Date Assi E [ ddeyy]
about the task. ﬂ [ ddy]

Points: You will see the points
information that you set when you
created this task. You can edit any o
these.

™ Show Advanced Fields

Scores: You can use the scores tab to
see and edit the scores for this task.

Cloze I Help

Stats: The Stats Tab displays 19
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.

» 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.

@ InteGrade Pro - [English 11 (Period: 01 Term: 52 Day Codes* A8 CDE)-Weighted Type]
File Edt Setup | Tasks Reports Graphs View oWipde Help =& x|
Egn‘é‘ I [ﬂewTask.. cul 4% @‘\ihﬂ\_|@ Bulk Fill E
{7 EditTasks. culT | ]
Closs [Erosh s ABCOE] =1 show: [ETFES Students: 25 of 25
Spreadsheet: | #EmH - fon Tk =] view [Tk view =l [l Abbasi, Eliza Ja]
Import Tasks... Snlpsss | AreSongsPo Tem Tem - Breqder, Audrey _l
St Sean. ndsSine | ew7Eseay | Project Exam test Letter
| N B Srvhem— ns | e8| /oo | opom | % | Grade | Calder, Cara
1 |Abbasi, Elisa BUIIE e i 1 38 52 3 70 C ;
Ll i Casztra, Michael Mew Soore:
2|Bregder, Audrey B 3 2 [E) &0 & D . ew Score:
3| Calder. Cara Dropéfestare Scares.. g 12 £ 52 77 50 B Cortez, Miguel
4] Castro, Michae! [k I e 2 15 38 5 6 & D [ Dandrea, Drew "| I~ Replace only Emply scores
5| Cartez. Miguel ji 12 13 3 5 7 e -
[ 6|Dandrea, Dren ji 13 12 3 &0 77 73 c Al | Mare | Filter... |
[ 7|0e Cator. Lisa 1 13 0 59 B ] B
[ 8|Escobar, Lawen ] 1 1 2 70 3 S A Tasks 16 of 16
[ 8|5, kewn ji 1 1 3 59 % S A
|10 Goodsl. Patael 13 13 a8 64 & 5 B Othella Quiz -
11 |Guiron, i ] 12 12 * 3 7 B2 c MacBeth Quiz
(12 |Hedund. John 12 12 % [3) 80 i B
| 13|Huang, Mark A 10 il 34 54 66 ] D Shakespeare Exam Help |
14 |Jones, Carlos 12 12 ks &1 30 a2 ] Foundation Series B...Feport
18 |Lin, Saah 1 14 14 4 72 £l 3 A .
T6] Mayer, Meghan ji 15 14 2 70 % % A I Hobot Guiz [Asimor] Cancel |
17 |oniopa, efena 12 12 37 62 2 Y 5 [<] Azimow Exam LI
18 Mix, Omar 12 12 3 &0 5 77 c ; "
= . 12 1z = 9 o = . | all | Mome | Filter... | Fill
| Replace a st of scares on the spreadsheet. | Class Avg 81% 2

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.



» Some other tasks that can be done in Integrade include:
Copy Tasks
Combine Tasks
Curve Scores
Drop/Restore Scores
Pick the Highest Scores

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,

4@ InteGrade Pro - [English 11 [Period: 01 Term: 52 Day Codes: ABCDE }'Weighted Type]
File Edt Setup Tasks | Repois Graphs View Window Help TS|
=& ‘ é‘ I 28 Email Student Progress... @| E |.ﬂ L‘ @
T ————  ClassAttendancs
Class:[Endleh 11 Perc 0 21 shgws [ students =1
Spreadsheet: | B2 T8 g Tasks =] e [ Task iew =l
MuiClass.. s J AleSungsPuJ Tem J Temn J J J Jj
Student Seating Chatt.. Inc ety ?Essay Praject Exam test Letter
| MHarne Spreadsheet 5) 145) (75 [100) (100 % Grade
| 1]abbasi Elisa Student Attendance 11 38 52 63 75 70 C
L 2|Bregder, udey Student Demographics.. E] 2 43 &0 75 64 D
| 3|caier Cam Student Progress.. 12 £ 52 77 I 7 C
JCastlo,M\chae\ Shudert Bark.. 15 e 55 EE 20 E9 D
_ 5] Cartez, Migusl Task Details 13 35 59 74 a0 INC INC
& |Dardiea, Drew - | 12 ES &0 77 90 0 B
T 7|0e Cator, Lisa IR S o 13 an ] a4 0 % B
E Escobar, Lauren ] 14 14 42 Kl En 90 92 A
| 8|sale. Kevin j 14 14 42 69 % 0 92 A
10| Goodell. Ratas! 13 13 3 64 g1 20 83 B
E Guition, Ji ] 12 12 %6 &1 73 90 75 C
12 |Hedlund, John 12 12 %6 62 a0 30 [l B
E Huang, Mark ] 10 11 34 54 3 a0 kil C
14 |Jones, Carlos 12 12 e E1 20 20 a2 B
E Lir, Satah } 14 14 41 72 0 20 93 A
L8| Mayer, Meghan J 15 14 42 0 8 90 34 A
17 | Mortoya, relena 12 12 7 62 2 30 [l B
ENm,Dmar 12 12 36 &0 75 30 78 t.
[Licensed to: Greenevile High School Site Number. 1023661 | Class Avg: 81%

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



