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> INACTIVE STUDENTS Date | Extra Figld Titles | Speling  Spreadshest |

[~ Ledger Lines Ledager Line One: [ 1 Editable Text: [
If you don’t want inactive students t [+ Highlight RowColumn Ledger Line Two: [ Moneditable Text: I
continue Showing in your gradebook, ¥ Show Task Short Name Highlighted Line One: [ | Hot Linked Text: [
deselect this option. Show Student Last Mame First  Highlighted Line Two: [ Comer Clips: [
This doesn’t actually delete the grades Display Inactive Students Use Default Colors |
and student information, 5 care Column waam;]@
it just keeps them from continuing to :
display in your grade book e | Mgk ||| Ae || Stitepen

1 |Leech, Shawn 30, 2.0 5.0

| 2|MeTavish, nne ] 25 E5 35

3| Makamura, Wendy 75 95 9.0

E Schmidt, Dave 122 h2 11.0

Cloze I Help

> IMPORTING TASKS
Task, Spreadsheets, or Classes can be imported into Integrade. If you have
some of the same assignments from one class to the next term, you can import
the task information.

& InteGrade Pro - [Advanced ECEC [01 - 52 - }'Weighted Type] _[&]x]
File Edit Setup | Tasks Heports Graphs View Window Help =|=| x|
E & 4 R NewTask. o N S S e | @

To Import Tasks, open the gradebook =8 " gl o L8 |

A . . Class [Advare = Show [Students |
and class you wish to import into sovites (BB R e—

1 Import Tasks.. CFR CFR skil: | CPRretake |  HithyPit -
Exan wiitten te test test csChidCr Letter
= {100] {100 {100 {100} % | Grade
e 7

Select Tasks, and Import Tasks oot ders | Combie ke S5
2 | Grifin, Jenriter B s e s

3 | Guinn, Ashley Dicpdid=slors Sraes néa nfa

4| Hinkle, Pamela Peiihesnanss néa nla

5] ohrson, Shenys s s

B |Lane, Shesna nia nta

7| Manier, Chasty nla nla

§|Horeyoutt, Dana na nla

9| Owens, Terssa néa néa

10| Fickering, 4shiey nia nla

17 | Fogers, Nashals néa nla

12 | Gise, Kathy nia nta

13 | Packard, Heather nia nta

74| Smith, Ashley nla nla

16 | Treadmway, Heather s s

You will see this warning, click M o P ve
’ 17 wise, Jou nia nla

Save Gradebook Now

Import Tasks [Impot tasks fiam anoiher aradebook | Classvg nfa
s ¥, U » e is i K [ Z4FM
InteGrade Pra can impart classes, spreadsheets and/or tasks fram another -ﬂm de s |J@$|@L|M in... M‘ e | B | B M [rate

gradebook, Click Mest to select a gradsbook from which to import.

Since thiz action cannot be undone and can have undesired
effects, it iz recommended that pou save pour gradebook
before attempting this.

Save Gradebook Mow I

Cancel ceEack Mexts» Help




open R ]
Select the gradebook you will be o EIERE E ci|
importing FROM, click open. C

File: name: |2DDS-D4 ECEC.gbf Open

Filez of tupe: IInteGrade Pro Gradebook j Cancel

Help

il

Select what you want to import. Import Tasks

Import:
 Clazzes

All numenc and zkill zpreadsheetz and tazks in the selected
clazzes will be imported, az well az any task pe zets and grade
tables that are being uzed.

Task will import any or all of your Tasks
without affecting your rosters.

.Classes.will import an entire class ~ Gersatihesls
information as well as any created All tagks within the selected spreadshests will be imported, az well
SpreadSheetS, az any grade tables being uzed.
* Tasks
Spreadsheets will import new spreadsheets Selected tasks from a numenic or skill spreadshest will be
with names of spreadsheets, as well as imported.

created tasks, but will not include any grades.

Tasks will import only the tasks from another
spreadsheet into your current spreadsheet

without Cancel <<Back
actually creating a new spreadsheet.

Help |

Import Tasks

Please chooze the tazks toimport.

Fram EIass:I.-’-\dvanced ECEC[01-51-] ‘\i

From Spreadshest [Weighted Type =] | Select the class and spreadsheet FROM
I T 1516 ook ava, < which you want to import.
[2nd B wks avg
[13rd B wiks

[C]Final Examn \

|

—Select which tasks to import.

Al | MNone | —Select which class and spreadsheet you
Ta Class: | 4dvanced ECEC (01 -52- ] 4« 7| /WiJ.Lbe importing INTO
To Spreadshest. FEEaERATE A~

Cancel | <<Back | Import I Help |




> REMOVE DECIMALS FROM SUB-TOTAL COLUMS

Combine Taszks X |

Fleaze enter the following information for the new task.

If you don’t want decimals to show in the
subtotal column that you create when
combining scores, make sure that you New Name: [Combined Tasks

have selected 0 in the Decimals box. New Type: [Homamak W
Out OF: |1EIEI.D

Cancel <¢Back | Ments>» I Help

Grading Rules
Attendance Codes  Grade T ables I Special Scores | Tupe Sets |
A grade table conzists of a set of letter grades and the minimum % required for each.
Select which grade table iz uzed for a spreadsheet by uzing "Spreadsheetz" in the "Setup" menu.
Grade Tables: Grade T able Mame:
B Fiegular Another place that
Honors H
v e Lower = decmals are created
Grade Limit (7] Murnbers are stored internally from is from Setup,
B 93 with rore decimal places A
B a5 than will fit on the screen. Gradlng RUIes and
C = Specify the number of the Grade Tables
decimals to be dizplayed: Tab
5 hd
Mew... Copy Delete Mew Delete | Sort | '\\ Make sure that this is
I~
setto 0




» BULKFILL

With an assignment (task) created, 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: $2 Day Codes: ABCDE 'Weighted Type]
Eile Edit Setup | Tasks Reports Graphs Wiew window bef =131
E?ﬂ‘é‘ 4 [ HonTask ':""Np/"@‘bhﬂ\;|@ Bulk Fill
[ EditTasks. CtiksT ]
s 0 e 070 =1 show: [ETEEH Students: 25 of 25
Spreadshest: [ 5 po T =] view: [Tack view =l Ahbasi, Eliza Ia]
Impoit Tasks... Bnlysss | AreSongsPo Tem Tem a Bregder, Audrey I
Sh Sean. ndsSine | eby7Essay | Project Exam test Letler
| N ] T (] 7 (1o} i) % | Giode Calder, Cara
b £ Combine Tasks. )
iAbhas\,Ehsa - 5 0 n 38 52 63 70 C CaSer, M|Chae|
3| Bregder, Audiey urve Seores.. ] a 2 Fe) 0 ) D . MHew Scare:
| 3| Calder, Cara MR || 12 ] 52 I ] B Cortez, Miguel
4] Cesto. Michael (He Mg =S 2 15 2 5 3 E D [ Dandrea, Drew '| [~ PReplace only Egpty scores
5 Cortez. Miguel ji 12 13 E3 5 7 NCINC -
6| Dandrea. Drew ] 1 12 3 &0 7 7 c Al | Mone | Filter... |
_7 De Cator. Lisa 14 13 40 59 84 o4 B
_S Escobar, Lawren g 14 14 42 70 94 93 A Ta$k3: 1 E Df 1 B
_9 Gale. Kevin o 14 14 43 69 95 93 A
T 13 13 E 61 o 53 B Othella Quiz -
l Guitran, Ji 1 12 12 36 B1 73 74 C MaCBEth uuiz
j Hedlund, John 12 12 36 62 an 80 B
|13 Husng, Mark ] n 1 34 54 73 63 o ShakBSDE—'afE Exam Help
| 14 Jones, Corlos 12 1z kL il & 82 B Foundation Series B...Report —l
15 |Lin, Sarah g 14 14 41 72 an 94 A . .
1B [Mayer, teghan 1 15 14 42 70 9 95 A I Eobot Buiz [Asimor) Cancel |
17 |Monopa, Yelena 12 12 El 62 82 El B [>] Azimav Exam d
18 | Mis. Omar 12 12 E &0 75 7w = | | . |
- - B - = - - - = il
= _|_>|_I Al Mone Filter...
| Replace a set of scares on the spreadsheet. | Classhvg 81%

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.




» To Print A Report To Send Grades to Home School

To print a report to send to home school in place of the current grade sheets.
You have two options, you can create this report from your Weighted Type
spreadsheet before you prepare your grades for export, or you can use your End
of Term spreadsheet after the grades are prepared for export. There are a
couple less steps if you create from the End of Term Spreadsheet.

To create a report from your Weighted Type spreadsheet.

Fle Edit Setup Iasks | Repots Graphs Yiew Window Help N ETET
E;E‘ §| 5 =) Email Student Progress. .. @| (= [ \_‘ @
—_—
Class: | Advanced ECEC - =] Showe [students |
Sproaclheet [ Thid Six Wesks oo =] view: [Column iew |
Mlt-Class B
I I . o | muear | s st 4 Select Reports, then Spreadsheet
7 | Cutshall, S abrina 0 1 a7
| 2|Dabbs. Jessica Student Attendance F 100 4
| 3| Fletcher, Jaqueline Student Demographics.. A 100 95
4Gy, Tosha Studsrt Progress & 100 %5
|8 Johnson, Nicole Student Bank A 100 93
& Johnson, Shorys Tiash Detais... A 100 95
| 7|Lane, Sheena —— B 100 93
8| Owens, Teress & 1 m;
[ 9| Pesk. Auber % & 100 %
10 Fickering, Ashley % 4 100 ¥
T11 | seator-Henslsy, Emma a8 ~ 100 a8
12| Short, Samantha 34 = 100 3
|13 Siee. kathy ] B 100 a0
T14|5tow, Reree a7 A 100 a7
iTﬁTlEadwau Heather 3 A 100 % _";I
| List all scares on a spreadsheet, 7

Spreadzheet

Select the students that you want included
in the report. (You can have your
spreadsheet sorted by schools, or just go

Students: 3of 17

S b

Cutzhall, Sabring
Dabbs, Jessica
Fletcher, Jaqueline
[ Gray, Tosha
[Johnson, Micole

| »

[ Surmmary 1: IPercentage "I
¥ Summary 2: ILetter Grade "I

[~ Separate Page for Task List
7 | Bttt eross Multple Fages

through the list and select students for one [Johnson, Shera =
school ) . | Mine | Filter... | ELREEE aS:I Raw Score j'
aske: Oof 4 /ngteyv
[ 115t B weeks ava. tudent
Make sure that Summary 1 says Eiord o =l Hep |
Percentage and Summary 2 says Letter C13d 6 wks F Cless
. = Setup...
Grad [IFinal Exa P |
raqde. [ Spreadshest
[ Iasks Cancel |
Print Scores as should be Raw Score/ sl | MNone | Fiber |

Select None for Tasks to sho

Select Next

You should get a report showing the selected students with their final average

and letter grade.




> PRINTING A BLANK ROSTER
To print a blank roster with boxes for keeping lists, grades, etc.

Open the class file that you want a roster for

@ InteGrade Pro - [Ady Machine Tool [01 - 51 - }'Weighted Type]

File Edit Setup Tasks ’Eports Graphs View ‘Window Help

[ e e N e Email Student Progress... [ i
Select Reports, then Class Roster— —® & = = = e sl
Class: | Advitaching Tc EICEE ;I Shgw:IStudents
Spreadsheet: | #Eiphtay T Missing Tasks... j Wiew: ITask igw
MultiClass... 2nd Bk, J 3rd Bk J Semester J
Studen Seating Chart... Ay avg Test
| Name o oshect.. {100.0] {100.0) (100)
fel| Clark, Jozhua e e e 90.7 1N a5
2 |Eggermann, Jonathan gludenl Demographic... 95.2 97.8 100
3| Ferguson, Josh Student Frogress.. §9.2 588 82
_ 4 Hensley, Joshua Sl;denl Bl 94.8 97.8 100
_ 5| Henslay, batthaw Task Da:ails... 95.1 987 100
&|kemey, Lee — M7 6 a4
7| Libt, Stan Report Satup. 94.3 £a3 20
_B Malore, Jardan 97.4 939 97.0 a7
_9 M atthews, Trop 94.8 936 €Nn.7 82
10| Petking, Ryan 9.3 951 %6 100
T Ripley. Brandon 90.8 835 B9.2 a8
2| 5chuck, Jacob 913 832 08 a5
? Sizemore, Adam 982 940 944 a5
14 |5mith, Robert %63 887 345 73
i
| Useful far gathering data away fram your computer. [
Clazz Roster I
Studentz: 16 of 16 Show:
E'a’k* “"33“”3 i (v cyencaitores Select what type of lines and spaces
EIMann, Janathnan T i .
Fg;umn Josh 1 : _you want to show on your roster. Title
Hensley, Joshua [~ Tall Bows \ space will give you an angled line to
Hensley, Matthew [~ write descriptions above the columns.
Kemey, Les
Libby, Stan
b alore, Jordan
b atthers, Troy
Perkinz, Fyan
Ripley, Brandon Help
Schuck, Jacob 5
Sizemnare, Adam SliE
Smith, Robert b E :
Swatzel, Cody =] AL
Al | Maone I Filter... | M et




» COMMUNICATION

. .
Allows you to set Conf|gurat|ons to send Ele Edt| Sep Ioks Eepors Graphs View Windon Help mET
; : SR & L kOG0 tak o
email reports. In order for this to work LI e Bl
. . | Commun =1 Show [Sudents |
you must have email addresses in the Sovsdvet | o o S T =1 Vi [Tk |
i i i Classes... 1- Chap 6 - ] E 0 Ch -
student information section. T 3 % e | Ben |0 | B
e 22.0) (35.0) (100.0) (100.0) 15.0) % Grade
" o[Comer s Pasued. 13 5124 12 a2 B
(IR F ano. Jusr ERECENCTEEE PR 1P 17 15 s kS 7312 10 ena B-
L5 Goodell, Rafael 15 13 23 100 85.08 9 8263 B
75 Hertzler, Felicia 24 20 ) a8 93.87 n 91.08 A
| Higgins, Robert 23 22 kil 77 87.10 14 85.75 B
78 Hiller, Jason 16 18 27 94 8117 15 89.21 B+
L9 Miller, M atthews 20 17 i) a0 8957 12 87.66 B+
ﬂ Thaorpe, Louay 25 2 an a5 90.23 10 a1z A
11 |'wahl, Lance 22 20 23 77 8307 9 8359 B

4 b

| Review o change offics connection information. | Class Avg: 86.86%

This is how each screen should be set up.

Communication

General | Email | Admin |

The teacher name appears on reports,

Teacher Marme:

Teacher Email: Ipaxtonc@gcschools. net

YWeh zite addreszes appear an email reparts.
Teacher weh Site:l

School ‘wWeh Site:Ihttp:h’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] =l
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

xxxxxx

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

email thraugh such servers.
Cloze I Help |

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.

> USING “EXTRA” FIELDS IN INTEGRADE
There are built in fields that can be used to record information about your students.
You can record things such as home school, textbook numbers, computer
assignments, etc.

If you create and use these fields, you can also use them to sort your students.



o First, you need to name the “Extra Fields” you want to use.
o From the Menu Bar, select Setup, Display, Extra Field Titles

Date Extra Field Titlg Spellingl Spreadsheetl

Some of the student and tazk fields do not have a pre-defined purpoze. You may change the titlez of
these “extra" fields to describe the data you wish to record. For example, you might defing ane of the
student fields to be "Locker #',

—Student Extra Field Titles—— 1 Taszk Extra Field Titles——
T extbook Murnber IE:-ctra One
IHume School IE:-ctra Twa
IE:-ctra Thres IE:-ctra Thres
IE:-:tra Faur IE:-:tra Four
IE:-:tra Five IE:-:tra Five

Cloze I Help

Select the Extra Fields that you want to use, click in the appropriate box, and type
the name you want to use for that field.

Once the Extra Fields are named, you will need to fill in the information for each
student.

Students
|EEEEI [05-51-] j F'erau:unall Contacts  School |Schedule| Elaxsexl Score&l Stat&l Notesl
.-'1'-.I.|s:tir|_.HEIr'| Grade A1 Track:l
Bailey, Jessica | _
. . Bright, &ishley Counzelar: | T ammie Feathers
o Do this by selecting Cole, Nicki e
Setup, Students, Crum, Tyarin iAo e |
. extbook Number:
then selecting th/ F;_':J-:;? ?ﬁ::::a =
i Home Schoal:
School Tab. Fulton, K.ayla - |
GiitfirdEnmiter Extra Three:l
Fill in the —[Hal. Aislinn Extra Fnur:l
. K Hicks, Rebecca _
information for the Hiamepett Dari Extra Five: |
fields y0U created. LanPT, ‘JESS'CE,' j Mote: To zet the titles of the extra fields, uze the “Extra Field Titles"
bl arier Azt tab in ' Display" [Setup meru).
Mew... | Delete |

Cloze I Help




> REARRANGING STUDENTS ORDER

o Once you have entered information for your students, you can use these
new fields to sort students.

To sort your students, Right Click in the student column of your
spreadsheet and select Sort Students.

Sort Students |
Students: et
Select the radio button for ~ faw ] Sot | Secismble |
. Bailey, Jezsica
By Demographlc - y " By Student Mame
. Cole, Nicki % By Demographic
Select the Demographic Crum. Tyann plHome Schaol =]
you want to use from the Diepton, Ashley A B
drop down menu. Farmer, Chelzea
Fultan, K.ayla - I.ﬁ.ttendance L‘
Griffin, Jennifer [ B-Irl Sp[eadgheet Grade
Hall, Aiglirn
Hicksz, Rebecca o et
Haoreyoutt, Dana —
Late, Jessica ﬂ |.-“-‘-.su:enu:||ng j
[Chrl-drag far non-ztandard ordering. ]
Cloze Help

If you want to manually select the order your students appear in your
gradebook, hold the CTRL key and click and drag the names where you
want them to be located.
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