
End of Term Exporting and Preparing for a New Term 
 

If you didn’t set up Types for Unused with a value of 0, Grades with a value 
of 90 , and Final Exam with a value of 10 when you set up your gradebook, 
you will need to do that before you can export all of your terms. 
 
 

 
Open your current gradebook 
Select Setup 
Select Spreadsheets 
Select New 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Create a Numeric Spreadsheet,  
 
 
 
Click Next 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Give your new spreadsheet a name such as First Six Weeks Grades 
 
 

 
 
 
 
 
Select the type of spreadsheet you use,  
most likely Weighted 
 
 
 
Click Create 
 
 
 
 

 
 
 
 
 
 
 
You should see your new 
spreadsheet at the bottom of the list. 
 
   
 Click Close 
 

 
 



NOTE:  You will need to come back and do this for each of your classes, 
not just once for the entire gradebook. 
 
 
Open the spreadsheet that you just created 
Select Task 
Select Copy Task 
 
 

 
 
 
Notice that you are to pick the class from which to copy. 
Select your Main Numeric Spreadsheet (The one you have been using to record 
your grades) 
 

           Click Next  
 



 
 
 
Select All Tasks, and then remove the check marks from all subtotals, as well as 
the columns with grades for each term. 
Don’t select Delete Original tasks after copying 
 

 

 
Remove marks 
from all 
subtotals 
including the  
6- week avg. 
subtotals  

Click Next 
 
 
 
 
 
 
 
 
Select Raw Score 
 
 
 
 
 
 
 
 
    Click Next 
 
 
 
 



 
 
 
 
 
                Click Ok 
 
 
 
 
You now have a duplicate of your gradebook. 
 
 
To Prepare Your Grades to be Exported  
 
 
 
 
Select End of Term Spreadsheet for 
whichever term you are exporting. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
      Right click in the first  
      column that needs to 
      be filled and select 
      Replace Task 
 
 
 
 
 
 
 



 
 
 
 
 
 
In the Replace Task Window, 
select Weighted Type (Numeric 
Weighted Type) as the 
spreadsheet from where you want 
to get the scores. 
 
 
 
 
 
Click Next   
 
 
 
 
 
 
 
 
 

 
 
 
 
Select Weighted Type Spreadsheet 
Grade if you are exporting the grades 
only.   
 
In some terms you may be selecting 
options such as Final Exam and Semester 
Grade. 
 
 
 Click Next 
 

 
 
 
 
 



Select the type of score for whichever 
column you are exporting. 
 
Most terms you will select Percentage 
first, then go back and select Letter 
Grade for your second column. 
 
Note: In the third and sixth six weeks 
you will also have to get the exam 
grade and the hours earned.  You will 
use Raw Score for those. 
 
(See later instructions on how to do 
the third and six weeks exams and 
final averages.) 
 
            Click Next 
            
 
 
 
 
 
 
 
 
 
Just Click OK on this window 
 
 
 
 
 
 
 
 
 
Remember to go back and repeat this process for both average and letter grade. 
 
 
 
 
 
 
 
 



 
To Prepare your Gradebook for the New Term 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Tasks, Combine Tasks 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
This option depends on how you 
grade, most likely it will be 
Combine to Percentage 
 
 
 
 
Click Next 
 
 
 

 
 
 
 



 
 
 
 
 
 
 
Select All, remove marks from 
any 6-week subtotals that you 
have, if none, then select All, 
then Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the New Name column, give a 
name-1st 6 wks grades, or subsequent 
grading periods depending on which 
grading term you are working on. 
 
In the New Type column, use the drop 
down menu to select Unused. 
 
 
Click Next 
 
 
 
 
 
 
 



 
 

 
 
Select Yes to delete original 
tasks (You want to make 
SURE that you have created 
your duplicate copy of this 
spreadsheet before you do 
this. 
 
 
 
Click Next 
 
 
 
 

 
 
 
 
 
 
 
 
 
This is your final warning that all of your grades will be combined and deleted. 
Make sure that you have another spreadsheet with your grades copied and 
select Combine. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 
 
You should now have a 
spreadsheet with one 
column showing your 
term average.  Notice 
that you have n/a in the 
final grades columns, 
that is because you 
have given the grades 
column you just 
created the unused 
type that you created 
earlier.  We will adjust 
this later for final grade 
averaging. 
 

 
 
 
 
 
 
Figuring Final Exams and Final Grades  
 
 
For the third and sixth terms you will have to export final exam grades, as well as 
combine six-week averages for a semester grade.  Once you have copied and 
combined your third six weeks grades you will be ready to do this. 
 
To enter your Final Exam grade, create a task called Final Exam, Use the Final 
Exam Type that you created when you set up your gradebook ( this will give your 
exam the 10% value it needs).  Enter the exam scores for each student just like 
any other task.   
 



Now to figure the final average you will need to select Task, Edit Task   
 
 
 
Select each of the six-week 
subtotals and change the 
type to Grades.  This will 
give your six-week subtotals  
90% of the final grade. 
 
 
 
 
 
  
 
 
 
 
After you change each of the Six Weeks columns, click Close 
 
 
 
 
Once you have this information figured you will need to go back to the Third (or 
Sixth)end of Term Spreadsheet and enter these scores. 
 
 
 
 
 
 
Open your End of Term 
Spreadsheet. 
 
Right click in the Final 
Exam Grade column, select 
Replace Task 
 
 
Select Weighted Type 
Spreadsheet 
 
 
 
 



 
 
 
 
 
 

 
 
From the Replace Task window, select 
Final Exam 
 
On the next screen select Raw Score, 
then Ok. 
 
 
Select Raw Score, then Ok. 
 
 
 
 
 

 
Now go back to the End of Term Spreadsheet and repeat this process for  
Semester Grade and Semester Average. 
 
This will be the same process you follow for each of the term grades, selecting 
Weighted Spreadsheet grade, then either percentage or letter grade, 
depending on which column you are trying to fill. 
 
 

 
 
 
 
 
 
NOTE:  If you are required to track 
hours, you will also need to enter 
them in the End of Term 
spreadsheet before you export.  
 
 
 
 
 
 



To Export to SASI 
 
 
 
 
 
 
Open the current End of 
Term Spreadsheet. 
 
Select File, Export from 
Gradebook 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Select the term for which you will be 
exporting 
 
 
 
Click Next 
 

 
 
 
 
 
 
 
 
 
 



 
If there are any of your files that you have 
not been completed in the end of term 
spreadsheet for you will get this message.  
Do not proceed until the error has been 
corrected or you know there is a reason 
for the error. 
 
 
 
 
 
 
 
 
 
 
 If there is no message, click Export 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
You should see a window with your 
teacher folder 
 
Click OK 
 
 
 
 
 
 
 
 



 
 
 
 
If Integrade/SASI finds any errors in your files you will see a message similar to 
this one.  If Integrade/SASI doesn’t find any errors, you are finished. 
 
 

 
 
 
NOTE:  After grades are exported, there will be an icon in your teacher folder 
similar to this 
 

 Mk103.grd

 
This is the file that will be imported into SASI, do not delete this. 
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