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About the InteGrade Pro Software

The InteGrade® Pro teacher gradebook helps teachers track student
performance over the duration of a course. It can record a virtually
unlimited number of tasks and students per gradebook. You can organize
tasks and put them into categories such as homework, quiz, or lab
exercises. You can reward good performance with bonus scores and
correct poor performance by graphically showing a student where they
stand or adjusting scores.

The platform compatibility of InteGrade® Pro gradebook software means
you can move your files from a Microsoft® Windows® to a Macintosh®
computer. Switching platforms requires no conversion and preserves
nearly all features.

At the end of a term, the system can transmit final grades back to the main
office system to print report cards.

Copyright © 1998-2004 Pearson Digital Learning 1
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New Features in the InteGrade Pro 9.1 Software

The InteGrade Pro 9.1 software includes the following new features:

You can now choose to send progress reports in plaintext instead of
HTML.

Enhancements to aid in troubleshooting e-mail problems.

E-mail authentication can now be turned off from the Communications
tab.

E-mail subject lines now start with the student’s name.
E-mail return paths have been corrected.

You can now run the InteGrade Pro software on Windows XP without
Administrator or Power User login privileges.

The security of the Master Password Generator has been enhanced.
The InteGrade Pro CIMS converter now runs on Windows XP.

InteGrade Pro Server software data repository has been restructured
to avoid concurrent access lockups, eliminate data corruption, and
improve login and access speeds.

InteGrade Pro Server software import processes have added
safeguards to avoid duplicating teacher entries and unintentionally
sharing class lists.

InteGrade Pro Link™ now permits the use of Universal Naming
Convention (UNC)-based network paths and drives.

2 New Features in the InteGrade Pro 9.1 Software Copyright © 1998-2004 Pearson Digital Learning
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InteGrade Pro System Requirements

The InteGrade Pro version 9.1 software can be installed regardless of
whether you have a previous version of InteGrade Pro installed on your
system.

System requirements vary depending on the type of installation you are
performing. Be sure to read the InteGrade Pro Readme help file for
additional requirement information. The Readme help file displays at the
end of the installation procedure.

InteGrade Pro Requirements

These requirements are for users who are installing the InteGrade Pro
software on a stand-alone computer as well as for those who connect to
InteGrade Pro Server from a computer at school or at home.

Additional requirements for the InteGrade Pro Web sofware are listed in a
separate section below.

Windows Operating System

e Windows® 98 SE, 2000, or Windows XP

e A computer that meets the requirements for the version of Windows
you are running

e Atleast 20 MB available hard disk space (48 MB with scanning tools)
e Atleast 32 MB RAM

Macintosh Operating System

e Mac OS 8.6, Mac 0S 9.2.2, or Mac OS X with Classic 9.2.2. Note that
InteGrade Pro only runs in Classic mode on Mac OS X. For Mac OS
8.6 and Mac OS 9.2.2 you also need the Mac OS Runtime for Java
(MRJ) 2.2.5 or higher from http://developer.apple.com/java/
download.html.

e Atleast 20 MB available hard disk space.
e Atleast 32 MB RAM.

Copyright © 1998-2004 Pearson Digital Learning InteGrade Pro System Requirements 3
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InteGrade Pro Web Requirements

Computers connecting to the InteGrade Pro Server software using the
InteGrade Pro Web software must meet the following conditions:

Pearson Digital Learning supports the following Web browsers for use
with the InteGrade Pro Web software:

e Internet Explorer 5.1.7 for Macintosh OS 8 or OS 9 systems.

e Internet Explorer 5.2.3 or later for Macintosh OS X systems.

e Internet Explorer 5.5 SP2 for Windows 98 SE systems.

e Internet Explorer 6.0 with SP1 for Windows 2000 and XP systems.
e Netscape® Navigator 7.02 for Mac OS 9

e Netscape Navigator 7.1 for Mac OS X systems.

e Safari 1.2 for Mac OS X systems.

The InteGrade Pro Web software may not fully support earlier versions
of these Web browsers. If remote computers use unsupported

versions, please ensure that their JavaScript settings are disabled and
be aware that the formatting of the Web pages might not be optimal.

Your computer must have an Internet connection speed of at least
28.8 kbps.

The InteGrade Pro Software and Administration

Systems

The InteGrade Pro teacher gradebook can exchange data with the
following Pearson Digital Learning administration systems:

SASIxp™ student information system

SASI™ [l student administrative software

CIMS® financial software

The School System™ software (TSS)

The Elementary School System™ software (TESS)

OSIRIS® student information management software

4 The InteGrade Pro Software and Administration Systems Copyright © 1998-2004 Pearson Digital Learning
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One of the general requirements for this exchange is to export the
necessary data from the administration systems to populate InteGrade Pro
teacher gradebooks with class rosters, attendance calendars, course IDs,
and so on. Another is to import grades and/or attendance information from
InteGrade Pro gradebooks into the administration systems.

The data exchange feature of the InteGrade Pro software lets you transfer
data between the administration system and InteGrade Pro gradebook
software. For example, you can transfer up-to-date information between
databases without having to manually enter data. You can also transfer
different types of data such as the following:

e Teacher

e School information

e Student, with demographic information
e Class rosters

e Grades

e Data validation rules

e Grade tables

Some Words You Should Know

Scores and Grades

Class

Scores are the input values — the marks that students receive on individual
tasks such as tests or homework assignments.

Grades are the output values — the result of calculations that use scores.
Calculations are performed according to the task and task type weighting
schemes that you create.

A class is a single course taught in a single period as defined by your
office administration computer system. It consists of spreadsheets,
students, tasks, and a task type set.

Copyright © 1998-2004 Pearson Digital Learning Some Words You Should Know 5
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Tasks, Types, and Sets

Tasks are work items that you assign to students like a quiz on King Lear
or a set of math problems.

Task types are categories such as Quiz, Homework, or Lab exercises.
Task type sets group task types together.

For example, suppose you teach biology and english. Your biology class
has a lab, but your english class does not. In that case you would use four
task types: Homework, Quiz, Lab, and Exam. You would group them into
two task type sets: Sciences and Humanities. Sciences includes the Lab
task type, while Humanities does not.

Task Type Set
Othello Quiz Humanities
Alice in Homework Humanities
Wonderland
English 201 | Exam Humanities
Midterm
Cell Division | Quiz Sciences
Individual Homework | Sciences
Study
Plant Lab Sciences
Propagation
Biology Exam| Exam Sciences

You can define as many task type sets as you like, then assign one set to
each class.

Comments and Notes

Comments are the short phrases used on report cards to describe the
progress of a student. The End Term spreadsheet can submit comments
back to the office system, along with the final grades. The number of
comments per student to export depends on the office system.

Notes are anecdotal text that you enter for classes, tasks, students, and
individual scores.

6 Some Words You Should Know Copyright © 1998-2004 Pearson Digital Learning
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Spreadsheet

A spreadsheet is a collection of tasks and scores for a single class. It
records student scores in a grid structure. Each class can have more than
one spreadsheet, for example, for different reporting periods.

There are four types of spreadsheets used in the InteGrade Pro software.

Numeric

This is the traditional gradebook where a teacher enters scores and
calculates grades. The student names are on the left side of the screen,
with scores in the middle and the calculated grades on the right side

Othelln | MacBeth | Shkspr | FndinSe | LRBG
Student Quiz Quiz Exam | sBkRprt | zldsmy)
i Mame (10 (15] (40] [15] (14]

1] &hbasi, Eliza ] li 35 26 11 115
2 Bregder, Audrey | E 105 27 1.5 i
3 [Calder, Cara 8.5 13 3 145 1
E Casztro, Michael y E5 Sick 2k 10 Sick
_5 Cortez, Miguel y 7 95 a2 IMC 1A
_E Dandrea, Drew | 8 14 21 1 35
7 |De Cator, Liza 3 135 3h 125 12

Scores can be numeric or text labels represented by special scores.

Each numeric spreadsheet can have a different letter grade table. This
enables you to use different grading rules for sets of tasks or for different
terms.

When you create a numeric spreadsheet, you have two choices, either a
Weighted or a Total Points type.

The Weighted type spreadsheet uses task types to weight scores when
calculating the final spreadsheet grade. Weighted type numeric
spreadsheets display a Percent (%) column and a Letter Grade column.
You can customize these columns to display one of 10 other statistical
transformations of the final spreadsheet grade.

The Total Points spreadsheet calculates the spreadsheet grades based on
points received versus points possible. It does not use task types to weight
scores when calculating the final spreadsheet grade. The Total Points
numeric spreadsheet displays a Points Received column (showing the
sum of all points scored by each student for all tasks on the spreadsheet)

Copyright © 1998-2004 Pearson Digital Learning Some Words You Should Know 7
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and a Letter Grade column. You can customize the last two columns to
display a percentage or one of 14 other statistical transformations of the
final spreadsheet grade.

Skill

The skill spreadsheet looks like a numeric spreadsheet, except that it does
not calculate grades. It shows whether students have acquired certain

skills.
Student J Emptncﬁj CmptncSJ CmndGrmJ EfctvnsJ Emptncﬁj

o Marme nilSkls tylztch telchin | Gthrngld nrlSklz

1 |Abbazi, Eliza + - + . +
_2 Bregder, Audrey +
_3 Calder, Cara + + + + +
_4 Caztio, Michael + - - + +
_5 Cortez, Miguel - - . +
_B Dandrea, Drew + + + . +
_? [ie Cator, Liza + + + + +
_8 Escobar, Lauren + + + + +
_E! Gale, Kevin + + + + +

Use skill spreadsheets to track student proficiency in specific content
areas. Scores are not associated with a numeric value, and spreadsheet
grades are not calculated.

Attendance

An attendance spreadsheet records student attendance for the class.
Each spreadsheet records attendance day by day, once per day. You can
create multiple attendance spreadsheets, if necessary, within a class.

Student J Tue J Wed J Thu J Fi
M ame Feb 01 Feb 02 | Feb03 | Feb0O4
|

Abbasi, Eliza L
Breqder, Audrey
Calder, Cara
Casztra, Michael E
Cortez, Miguel

Dandrea, Drew

De Catar, Liza L

Escobar, Lauren L
Gale, Kevin

Goodel, Rafael

=
|2 |0 fon | |en fen [ [eo [0 |~ |,

8 Some Words You Should Know Copyright © 1998-2004 Pearson Digital Learning
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End Term

The InteGrade Pro software creates an End Term spreadsheet only when
you import your class roster file from an administrative system. It stores
the data that you send to the main office at the end of a reporting period.

Student 'I dth Otr J dth Ok J dth O

o MHame Grade All bz All Tdy

_1 Abbazi, Eliza C;‘ 2 1!

_2 Bregder, Audrey D 3 1
3| Calder, Cara B- a
(8] Castio, Michael D+, 10
5 Cortez, Miguel L 2
_B Dandrea, Drew E-:‘ 2
7 |De Cator, Liza B 1
E Escobar, Lauren A 1

The End Term spreadsheet appears as a simplified version of the numeric
spreadsheet. The student demographic column displays the same
information. Columns record comments, attendance, and final grades
replace task score columns.

The End Term spreadsheet reflects any sorting or reordering in the
numeric spreadsheet and vice versa. The appearance of your End Term
spreadsheet can vary, depending on the administration system and on the
mark types your system administrator has set up for you to complete.

The Comments column contains the numbers for the comments printed on
the report cards. Most school administrative systems use preset
comments identified by numbers. You can use a comments.txt file to
assist you with entering the comments.

The Attendance column contains the number of absences for each student
for the reporting period. Use the Replace Tasks command to total the
absences, accessed by clicking on a column title. You can also use the
Copy Tasks command from the Tasks menu.

The Final grades column contains the final grades to be printed on the
report cards. Each numbered column represents a specific mark type
recorded for the reporting period. You should have received instructions
regarding the information to enter for each column. It is very important to
enter the grades in the correct column.

Copyright © 1998-2004 Pearson Digital Learning Some Words You Should Know 9
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Gradebook

A gradebook keeps track of all the students and classes you teach. The
InteGrade Pro software uses one gradebook per teacher, regardless of the
number of students or classes taught. If you teach at more than one
school, you must have a separate gradebook for each school. A
gradebook contains students, classes, special scores, and letter grade
tables.

You can have only one gradebook open at a time.

The Toolbar Icons

The following diagram shows the function of each button on the Toolbar.

Find _ _ Student
Open - Again Edit New Edit Task Comparison
Clradebook 'I“m Find X i l Task Correlation

n -
~Hg B2 ANy & [ *@||ilmli|@
| | Edit |

Save Cut ‘ Paste Next Spreadsheet Help

Copy Spelling
Frror

Class Viewer

A class viewer displays one spreadsheet for one class. When you open a
gradebook file, a viewer opens automatically.

A class viewer provides a way to switch between classes and between
spreadsheets. You can open more than one viewer. For example, each
viewer could display a different class. You may open up to 12 class
viewers at once.

10 Some Words You Should Know Copyright © 1998-2004 Pearson Digital Learning
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1. Select a class from the drop-down list.
4. Select Task or Type.
2. Select any spreadsheet associated with that class.

3. Select what you want to see in this spreadsheet.

j Show: | Studehts
- Vjaw:ITaskView v

Llass: | English 171 [Period: 01 Term: 52 Day Codes: ABE'JE]

lall

Spreadsheet:
J Shkzpr J FndtnSrJ | Rbtd J Asimoy J Shkspn’J AIC\N’ndJ ThrgthJ PirpLw J Arilys J Anlpzzs J ArSngsPJ Term J Tem J(J P
Student Exam | sBkRprt | zidsmy) Exam Crmprd fhdlz | ngGlsllz | sCrlExm sFIHI ndsSlnc | fy?Esy | Project Exam Letter

J Mame [40] [15] 14) (32) [50] (18] 1] [43] [15) (15) [45] (78] (100) % Grade

1 |&bbasi, Eliza y 28 1 118 22 36 1 7 28 10 11 38 52 E3 il N C-
Z Bregder, Audiey g 27 15 9 20 34 9 G 26 8 9 a2 43 =i} &3 0

3| Calder, Cara a 145 11 26 42 12 g 3 18 12 et} 52 I =] E-
z Castro, Michas! g 26 10 Sick 21 e} 1a & 26 12 18 et} 55 EE &3 D+
_ 5 |Cartsz, Miguel g a2 INC 118 25 40 12 a a0 12 13 25 i} 74 INC INC
_B|Dandrea, Drew g 29 1 45 25 29 12 a 3z 13 12 et} E0 77 79 C+

7 |De Cator, Lisa 38 125 12 27 41 13 ] 3 14 13 40 53 84 84 B
| 8|Escobar, Lawen y a7 145 1358 30 46 14 9 40 14 14 42 70 94 93 &
E Gale, Kevin g 36 13 14 il 45 14 ] 41 14 14 43 =) 95 a3 &
10 Goodel, Rafael 2 12 1258 26 40 13 g 3 13 13 iz} E4 a2 g3 B
E Guitrarn, Ji g a0 10 10 23 36 12 7 a 12 12 36 E1l 73 74 C
12 [Hedlund, John 3 115 1 23 36 12 a 3z 12 12 36 E2 20 =] E-
E Huang, b ark g 28 10 45 20 a3 1 7 29 10 11 34 54 EE 3 D+
14 [Jones, Cailos 34 13 118 24 41 12 ] M 12 12 38 E1 20 82 B
115 |Lin, Sarah y a7 145 14 29 46 15 9 40 14 14 41 72 a0 94 &
E Maper. Meghan g it} 15 13 a0 47 14 ] 41 15 14 42 il eis} a5 &
17 [Montoya, Velena a 125 118 24 et} 13 g 35 12 12 aF E2 g2 =] E-
198 s, Omar 2 1 108 23 a2 12 7 35 12 12 iz} E0 78 i C
173 Duintana, Melarie A a3 13 14 26 42 12 a 33 13 13 36 E3 26 85 B

Auxiliary columns that you can choose
to display or not, as well as choose what
is displayed in them.

If you prefer a clean desktop, open one viewer and use the drop-down lists
to switch between classes and between spreadsheets within a class. If you
prefer to organize data over several windows you can open multiple
viewers and use the organizing commands in the View and Window
menus to manage the multiple viewers.

The Show drop-down list lets you turn on or off the Tasks, Students, and
Notes areas. For example, when you are creating your task list at the
beginning of the year, you might only want to see tasks. If you are entering
scores, you might only want to see the students. The drop-down list
changes depending on the spreadsheet being viewed.

The View drop-down list — for a Numeric spreadsheet only — lets you
toggle between task and task type view. Task view shows the individual
tasks. Type view rolls everything into the respective task types (for
example, homework or quizzes). This view is ideal for you to quickly see
how your class is faring on various tasks.

Copyright © 1998-2004 Pearson Digital Learning Some Words You Should Know 11
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You can customize the column headings in the task and student areas.
You can turn auxiliary columns on or off and customize their contents. For
example, you may choose to see percentage or letter grade, or one of a
dozen score transformations. See Customizing Spreadsheet Columns.

Opening Viewers
1. From the View menu, select Open Class Viewer.

2. Select the class you want to view.

3. Click Open. This second viewer might cover your first. Use the Window
menu to switch from one viewer to another, or to arrange the viewers
on screen. You may also resize and move each viewer so that both are
visible at once.

Closing Viewers

Closing a viewer does not affect data already entered. Closing the last
viewer closes the gradebook.

1. To close a class viewer, select the viewer you want to close so that it is
the active window.

2. From the View menu, select Close Class Viewer. You can also click
the Close box in the corner of the window.

Context menus are the shortcut menus that display when you right-click
(Windows) or Ctrl-click Macintosh) in certain areas of the viewer.

For example, if you display the context menu in the task area of a
spreadsheet, you are presented with two sort options, as well as shortcuts
to the New Task and the Edit Task menu items.

12 Some Words You Should Know Copyright © 1998-2004 Pearson Digital Learning
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Context menus are used throughout the InteGrade Pro software. Another
example is in the seating chart. If you display the context menu, by right
clicking on a desk, you are presented with the options to Fill Chart or
Replace Task. You will also see a list of attendance codes.

Copyright © 1998-2004 Pearson Digital Learning
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Overview of a School Year

1. Import class roster file

At the start of the year, you create a new gradebook, then import a class
roster file from your administration database. Although you can create a
gradebook manually, you must import a data file if you want to export data
back to the office.

Next, you customize the gradebook to suit your teaching methodology by
setting up the task types and scoring schemes. You can also import tasks.
This may already be set up if you electronically imported your class data.

For the remainder of the year, you use the InteGrade Pro software to
record student scores on tasks, record student attendance, and print
reports.

At the end of each reporting period, you can export data to the school’s
administration computer for grade reporting.

At the end of the school year, you back up and archive your data.

The following diagram is an overview of how you use the InteGrade Pro
software at each stage of the reporting period.

from school administration School

system into InteGrade

Pro.

2. Add tasks and scores

and notes throughout the Calder, Cara 85 13 31 145 11
reporting period, and take Castro, Michael 6.5 Sick 26 10
attendance. Cortez, Miguel 7 9.5 32 INC 11.5

InteGrade Pro Administration
System

Abbasi, Elisa 7 9.5 26 11115
Bregder, Audrey 6 10.5 27 11.5 9

Abbasi, Elisa 7 9.5 26 11 11.5

3. Export your EndTerm Bregder, Audrey 6 10.5 27 11.5 9 School
spreadsheet to the school Calder, Cara 8.5 13 31 14.5 11 Administration
administration system at Castro, Michael 6.5 Sick 26 10 System

the end of the reporting

period.

14  Overview of a School Year

Cortez, Miguel 7 9.5 32 INC 11.5

Copyright © 1998-2004 Pearson Digital Learning
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File Naming Conventions

File Prefixes and Suffixes

Prefixes of File Names

CL

Files created by the administration system are named CLxxxxxx.GRD.
The CL prefix designates the file as a Class Roster file and the xxxxxx's
represent your teacher code. These files contain information on classes
and students, and define the End Term spreadsheet.

MK

Files created by the InteGrade Pro software are named MKxxxxxx.GRD.
The MK prefix designates the file as a Marks data file and the xxxxxx's
represent your teacher code. These files contain information on grades
and attendance.

AB

Files created by ABACUSxp are named ABxxxxxx.GRD. The AB prefix
designates the file as an ABACUSXp file and the xxxxxx's represent your
teacher code. These files contain task information and can be imported
into the InteGrade Pro software to record mastery values on the skill
spreadsheet.

AT

Test files created by ABACUSXxp are named ATxxxxxX.GRD. The AT
prefix designates the file as an ABACUSKXp file and the xxxxxx's represent
your teacher code. These files contain test information and can be
imported into the InteGrade Pro software to record test values on the skill
spreadsheet.

Suffixes of File Names

.GBF
Gradebook file; for example sample.gbf

.GRD
Class roster files, used in import and export (TSS and Osiris use .GC); for
example cljoanfr.grd

.BAK
Backup file that preserves a previous version of your gradebook

Copyright © 1998-2004 Pearson Digital Learning File Naming Conventions 15
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A BAK file is a back-up file that preserves the second-to-last version of
your gradebook, usually in the InteGrade Pro software program file folder
of your hard disk. The BAK file is titled “name of your gradebook file”.BAK.
Until you save a gradebook a second time with a new password, the .BAK
file version of the saved gradebook does not incorporate nhew or changed
passwords.

See InteGrade® Pro Administrator’s Guide Version 9.1 for the complete
list of files used in importing and exporting to other administration systems.

Working On a Macintosh System

16 File Naming Conventions

The Macintosh operating system is able to handle both Macintosh and
Windows files, but the Windows operating system can handle only
Windows files.

As aresult, if you are using the system in a mixed environment and plan to
open your gradebooks on both Macintosh and Windows systems, you
must name your files according to Windows standards.

If you always use Windows standards for naming your files — even while
working on a Macintosh — the Windows operating system can always
handle files from your Macintosh and you will not have to take any
additional steps.
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Where to Find More Information

If you have a question about the InteGrade Pro software or need more
information, use the online help system or this manual. If you need
additional assistance, you can contact Pearson Digital Learning.

Using the Online Help System

The help system contains the information found in this guide in an easy-to-
access format. There are two ways to use the help system:

e Choose Contents from the Help menu (Windows) or choose InteGrade
Pro Help from the Help menu (Mac). This opens the contents topic and
lets you browse the help system or search for specific topics.

e Click the Help button on a screen or press <F1> (or the <Help> key on
the Mac). This displays a help topic about that screen with links to
topics describing all the procedures that can be performed from that
screen.

Technical Support Services

Pearson Digital Learning offers the following services to users with active
maintenance agreements:

e World Wide Web: Users with active maintenance agreements can get
technical support from the Pearson Digital Learning Web site. Fill out
the form on Customer Link (customerlink.pearsondigital.com) and a
support person will send an e-mail response to you. You must be using
a browser that displays forms to use this service.

e Training: For information about the training services available from
Pearson Digital Learning, or to schedule training, call (800) 736-4357.

e Customer Service: For information about other products available from
Pearson Digital Learning call (800) 736-4357.

When Requesting Technical Support

Be sure you include the following information when requesting technical
support:
e Your site number.

e The version number and platform of the InteGrade Pro software. For
example, InteGrade Pro 9.1 for Windows or InteGrade Pro 9.1 for
Macintosh.
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e Your computer make and model. For example, Dell® Dimension XPS
166 or Apple Power Macintosh® 6100/60.

e The computer operating system and version number. For example,
Windows 2000 or Mac OS® X 10.2.8.

e Ifthe product is running on a local area network, the network operating
system and version number.

Receiving Support from Other Vendors

If you purchased the InteGrade Pro software from a company other than
Pearson Digital Learning, you should contact that company for technical
support. You should have received information on technical support
services available from that vendor at the time of purchase as well as upon
receipt of the product.
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Installing the InteGrade Pro Software

The InteGrade Pro software is available for download on the Customer
Link Web site. The following sections contain the installation and
configuration procedures for the InteGrade Pro software.

Copyright © 1998-2004 Pearson Digital Learning
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Introduction

You can install the InteGrade Pro software and either connect to
InteGrade Pro Server (to access gradebooks on your school’s server) or
work with it locally on your computer. You can also use InteGrade Pro
Web to access gradebooks remotely. If you wish to use InteGrade Pro
Web to access gradebooks from a remote computer, you do not need to
install the InteGrade Pro software. You can use InteGrade Pro Web as
long as you have an Internet connection and an appropriate browser level.

InteGrade Pro 9.1 software can be installed regardless of whether you
have a previous version of InteGrade Pro installed on your system.

Authorization Settings

If you choose to install the InteGrade Pro software (rather than simply
using the InteGrade Pro Web software), you will need to have
authorization information available.

The authorization information includes the Licensee Name, the Site
Number, and the Authorization Key. This information is available from your
system administrator.

General Installation Information
The InteGrade Pro Software

You can use the InteGrade Pro software as a stand-alone product or on a
remote computer that connects to the InteGrade Pro Server software. The
functionality which allows the InteGrade Pro software to connect to the
InteGrade Pro Server software can be turned on and off with a setting in
the Preferences menu of InteGrade Pro.

The InteGrade Pro Web Software

The InteGrade Pro Web software does not require you to install any
InteGrade Pro software on your system. Once the InteGrade Pro Server
software is installed and configured at your school, a remote computer
with an Internet connection can connect using the school’'s Web server
URL and a user ID and password, which are assigned by your system
administrator.

Before You Begin

The computer on which you wish to install the InteGrade Pro software
must be connected directly (via cables) to your school's network.
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Installing the InteGrade Pro Software

The following procedures show how to install the InteGrade Pro software
on a stand-alone computer or on a computer that connects to the
InteGrade Pro Server software.

Downloading and Installing to a Windows PC

You must have WinZip or a similar archive program to extract the
installation files after downloading them.

To download and install the InteGrade Pro software:

1.

Sign in to the Customer Link Web site at
customerlink.pearsondigital.com.

Go to the InteGrade Pro Software Downloads Web page. (On the
Customer Link Welcome page, select InteGrade Pro in the Product
Support Center list, and then click the IGPro 9.1 link under
Downloads.)

Click the IGPro_9.1_WIN.zip link and save the file to the root directory
on your hard disk, usually C:\.

Unzip the IGPro_9.1 WIN.zip file to the root directory on your hard
disk.

In the unzipped folder, open the \IGPro folder.

Double-click Setup.exe and follow the instructions in the Installation
wizard.

When prompted, type your Licensee Name, Site Number, and
Authorization Key, and then click Install. If you cannot find the
authorization letter with this information, contact technical support or
your InteGrade Pro representative.

On the Finished screen, click Next to view the Release Notes. Pearson
Digital Learning recommends that you read the information in this file
carefully as it contains important last-minute installation and
configuration information.

On the Install Complete screen, click Done to quit the installer. A
shortcut to InteGrade Pro is placed on your desktop.
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Downloading and Installing to a Macintosh Computer

22

To download and install the InteGrade Pro software:

1.

o g &> w

Sign in to the Customer Link Web site at
customerlink.pearsondigital.com.

Go to the InteGrade Pro Software Downloads Web page. (On the
Customer Link Welcome page, select InteGrade Pro in the Product
Support Center list, and then click the IGPro 9.1 link under
Downloads.)

Click the IGPro_9.1 Mac.sit.hgx link. The file saves to your desktop.
Double-click the IGPro_9.1 Mac.sit.hgx file to unstuff it.
In the unstuffed folder, open the \IGPro folder.

Double-click Install InteGrade Pro and follow the instructions in the
Installation wizard.

When prompted, type your Licensee Name, Site Number, and
Authorization Key, and then click Install. If you cannot find the
authorization letter with this information, contact technical support or
your InteGrade Pro representative.

On the Finished screen, click Next to view the Release Notes. Pearson
Digital Learning recommends that you read the information in this file
carefully as it contains important last-minute installation and
configuration information.

On the Install Complete screen, click Done to quit the installer.
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Using the InteGrade Pro Web Software

The InteGrade Pro Web software installs when the InteGrade Pro Server
software is installed.

A remote computer that will be using the InteGrade Pro Web software to
access gradebooks on the school's server requires the following:

e It must use an Internet browser that meets the minimum system
requirements (See About the InteGrade Pro Software.).
e It must have a connection to the Internet (dial-up, cable, etc.)

e The Internet browser should be set to JavaScript enabled
(performance is optimal when JavaScript is enabled).

e The browser must be set to accept cookies.

Once these conditions have been met, users should refer to this guide for
information on logging in to the Web and working with gradebooks.
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Working with Gradebooks

After you have installed the InteGrade Pro software, you must complete
some settings. Once you have completed these settings, learning how to
open your gradebooks is the next step. The procedure for opening
gradebooks is different depending on the configuration selections you
make the first time you run the InteGrade Pro software.
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Important InteGrade Pro Features

The information in this section does not apply if you are using the
InteGrade Pro software as a stand-alone product (storing gradebooks only
locally on your computer). This section is only applicable to those users
who connect to the InteGrade Pro Server software.

When you use the InteGrade Pro software in conjunction with the
InteGrade Pro Server software, there are a number of important features
of which you should be aware.

Messages

If you are working on a computer that connects to the InteGrade Pro
Server software at your school, each time you open a gradebook the
system connects to the InteGrade Pro Server software, updates the
gradebook with any new information and downloads the gradebook to your
computer. During this process, the Download Gradebook window displays
new messages (bulletins) created by the InteGrade Pro system
administrator.

To view messages (Windows and Macintosh Users):
1. Open the InteGrade Pro software.

2. Onthe InteGrade Pro banner screen, select Open a gradebook on a
server and click OK.

3. On the Open gradebook screen, double-click the server to which you
wish to connect. This is where your gradebooks are stored.

4. Enter your user ID and password for the server connection and click
OK. When the connection is made, a list of available folders and
gradebooks will be displayed.

5. Open a gradebook. The gradebook is opened and a screen displaying
the download status and all new messages is displayed. Read the
messages and click on any links within the messages.

6. Once the download is complete and you have finished reading the
messages, click OK. The gradebook is opened and the last
spreadsheet edited displays.
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Passwords

Working with Gradebooks

You can have two different types of passwords with the InteGrade Pro
software.

Network Passwords

If you work on gradebook files stored remotely on the school’s server, you
need a password for connecting to the InteGrade Pro Server software.
This password is initially assigned by your system administrator. It protects
your remotely-stored gradebooks.

Gradebook Passwords

The other type of password used with the InteGrade Pro software is a
gradebook password. This password is for protecting gradebooks stored
locally on your computer.

You can change both types of passwords using options on the Setup
menu in the InteGrade Pro software. When you select the Password
option off of the Setup menu, you see a series of Password wizard screens
that walk you through adding, removing or changing your password. The
screens in the wizard vary depending on the gradebook you are working
on. If you are working on a locally-stored gradebook, the Password wizard
enables you to assign or remove a gradebook password. If you are
working on a remotely-stored gradebook, the Password wizard enables
you to change your network login password.

For detailed instructions on adding or removing a gradebook password,
see Working Securely.

Starting the InteGrade Pro Software

Starting the InteGrade Pro Software for the First Time

The procedure for opening the InteGrade Pro software the first time is
different from the procedure used for opening the InteGrade Pro software
all subsequent times.

The first time you run the InteGrade Pro software you are given the option
of indicating whether you will be using it as a stand-alone (only storing
gradebooks locally) or whether you will be connecting to the InteGrade Pro
Server software (storing gradebooks remotely).
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Starting Without the InteGrade Pro Server Software

Use this procedure to open the InteGrade Pro software the first time only if
you will not connect to the InteGrade Pro Server software. This
procedure configures your system to run as a stand-alone or to run on the
school's LAN without using the InteGrade Pro Server software.

1. Open the InteGrade Pro software. You see the following screen:

InteGrade Pro

InteGrade Pro can use the InteGrade Pro Server to store gradebooks at a central
zource. This feature allows teachers ta access their gradebaooks from anywhere using
the intermet. ‘would pou like to uze this feature?

= Yes. |'dlike to store my gradebooks an my school's InteGrade Pro Server.

% Mo, | don't want to uze InteGrade Pro Server. | will zave my gradebooks locally

Continue Canicel Help
2. Select No. This indicates that you are installing without connectivity to
the InteGrade Pro Server software.
3. Click Continue. The InteGrade Pro banner screen is displayed.
4. Select Open a gradebook on your computer and click OK. The Open

screen is displayed.

5. Click Cancel. This completes the requirements for the first-time startup
of the InteGrade Pro software.

Starting with the InteGrade Pro Server Software
Use this procedure to open the InteGrade Pro software the first time only if
you will be connecting to the InteGrade Pro Server software. This

procedure configures your system to store gradebooks remotely on the
school's server.
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2.
4.
5.
6.

On the computer desktop, double-click the InteGrade Pro software
icon. You see the following screen:

InteGrade Pro

InteGrade Pro can use the InteGrade Pro Server to store gradebooks at a central
zource. This feature allows teachers to access their gradeboaks fram anywhere using
the intermet. WwWould pou like to uze this feature?

* Nez 1'd like to store my gradebooks on my school's InteGrade Pro Server)

= Mao. | don't want to uze InteGrade Pro Server. | will zave my gradebooks locally.

Cantinue Cancel Help

Select Yes. This indicates that you are installing on a computer that will
connect to the InteGrade Pro Server software at school.

Click Continue. The InteGrade Pro banner screen is displayed.

Select the Open a gradebook on a server option and click OK. The
Open Gradebook screen appears.

To see a description of the parts of the Open Gradebook screen, click
the Help button.

At this point teachers must add server connectivity so that the
computer can connect to the InteGrade Pro Server software.

See the online Help and this guide for instructions on connecting to the
remote server and opening and closing gradebooks.

Starting the InteGrade Pro Software (After the First Time)

If you are starting the InteGrade Pro software for the first time, refer to the
procedures in the preceding sections. These procedures are for starting
the InteGrade Pro software after the first time.

Starting Without the InteGrade Pro Server software

For all subsequent times that you open the InteGrade Pro software, do the
following.

1.
2.

Double-click the InteGrade Pro software icon.

On the InteGrade Pro banner screen, select Open a gradebook on
your computer and click OK.

On the Open screen, select a gradebook file and click Open.
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Starting With the InteGrade Pro Server software

For all subsequent times that you open the InteGrade Pro software, do the
following.

1.
2.

Be sure you are connected to the Internet.

Double-click the InteGrade Pro software icon. The InteGrade Pro
banner screen is displayed.

On the InteGrade Pro banner screen, select Open a Gradebook on a
Server and click OK. The Open Gradebook screen appears.

See the online Help or the guide for instructions on connecting to the
server and opening and closing gradebooks.

Turning Connectivity to the InteGrade Pro Server Software On and Off

The functionality for connecting to the InteGrade Pro Server software can
be turned on and off using the Preferences screen on the Edit menu in the
InteGrade Pro software. This feature is useful if you originally installed the
InteGrade Pro software without connectivity to the InteGrade Pro Server
software and then you decide to connect to your school’s server.

To turn the InteGrade Pro Server software connectivity on or off:

1.
2.
3.

Open the InteGrade Pro software.
Go to the Edit menu and select Preferences.

Select or clear the Use InteGrade Pro Server checkbox. If you are
turning connectivity on, the next time you open the InteGrade Pro
software you will need a user ID, password, and server address, which
you can get from your system administrator.

Close the InteGrade Pro software. The changes you made will take
effect the next time you open the InteGrade Pro software.

Starting the InteGrade Pro Web Software

For instructions on starting and using InteGrade Pro Web, see InteGrade®
Pro Web User’s Guide Version 9.1.
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Opening Gradebooks on Your Computer

This procedure is for users who do not connect to the InteGrade Pro
Server software. It describes opening gradebooks stored locally on your
computer.

Each time you open a gradebook that was created using a previous
version of the InteGrade Pro software, you will get a message indicating
so. You may view the file but if you make any changes and save the file,
it cannot be opened using earlier versions of the InteGrade Pro
software.

1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Open a gradebook on
your computer and click OK.

3. Select the folder on your computer where the gradebook is stored.
4. Click on a gradebook file name.

5. Click Open. The gradebook opens and the last spreadsheet edited will
is displayed.

Opening Gradebooks on the School's Server

The information and procedures that follow are for users who connect to
the InteGrade Pro Server software.

Each time you open a gradebook that was created using a previous
version of the InteGrade Pro software, you will get a message indicating
s0. You may view the file but if you make any changes and save the file,
it may not be re-opened using earlier versions of the InteGrade Pro
software.
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Preparing the InteGrade Pro Software to Access Gradebooks
on the School’s Server

To access gradebooks stored on your school’s server, you must prepare
your system to connect to the school server. Once you have set up server
access, you can open gradebooks on that server.

You only need to complete the procedures in this section once for each
server to which you wish to connect. Once you have completed these
procedures, follow the directions in the section titled Opening a
Gradebook Stored on Your School’s Server.

To connect to the InteGrade Pro Server software:

e You must be able to connect to the school’s server.
e Your school must be using the InteGrade Pro Server software.

e You must have a User ID and Password from your system
administrator.

e You must have the school’'s server IP address or URL information at
hand. This information is either in an e-mail sent to you by your system
administrator or is available by contacting your administrator.

e You must set up at least one server in your InteGrade Pro software so
that you can access gradebooks on that server.

If you do not have all of this information, speak to your system
administrator. Each of these items is described in more detail below.

Connecting to the Server

When you choose to connect your computer to your school’s server, you
must have a means of communicating with the server. If you are using a
computer at school that is connected to the server, you are probably
connected via network cables.

If you are working on a computer at home, you need some other means of
connecting to the remote server at your school. You can use an Internet
connection that uses either your telephone line or cable connection.

Is Your School Using the InteGrade Pro Server Software?

Ask your system administrator if your school is using the InteGrade Pro
Server software. You may already know this if you have received an e-mail
containing your user ID and password as well as server address
information.
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User ID, Password and Server Address Information

You can access gradebooks remotely on your school’s server if the
school’s system administrator has installed the InteGrade Pro Server
software and set you up as a user with access to gradebooks.

When your system administrator configures the InteGrade Pro Server
software, he or she adds you as a user and creates a user ID and
password for you. Your system administrator also assigns access to
gradebooks.

This illustration shows a Server Connection e-mail:

Hello John Smith:

You have now been registered as a user of an InteGrade Pro Server. This means that you may access
remotely stored gradebooks using either InteGrade Pro 7.5 or later or InteGrade Pro Web. In order to
gain access to the server, you have been assigned a user id and password as shown below. This user
id and password is the same regardless of which method you use to access the server (InteGrade Pro
or InteGrade Pro Web):

User ID: jsmith
Password: password

To Access the Server using InteGrade Pro Client:

You must install InteGrade Pro 7.5 or later on your computer. The first time you open the InteGrade
Pro software on that computer, you must select the option that allows you to access gradebooks on a
remote computer. You must then add server information (see help topic Adding InteGrade Pro Server
Access) if you have not already done so.

You can give the new server any Server Name you wish. The server Address must be set to:
"172.16.5.32:3737".

To Access the Server user InteGrade Pro Web:

You must ensure you have an appropriate Web browser installed on your computer and you must
have a connection to the Internet that operates at a minimum of 28.8 kbps.

When you open your Web browser, type in the following address: http://172.16.5.32:8080.

Note that if you are using InteGrade Pro Web, you must first create the gradebook and all of your
classes and students using InteGrade Pro . Gradebooks, classes and students cannot be created
using InteGrade Pro Web.

If you did not receive an e-mail like this, contact your system administrator
for this information.

Once you have your user ID, password and school server’s address
information, you can create a connection to your school’s server.
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Adding Server Access — Windows Users

When working on gradebooks remotely you need to have at least one
server connection configured in your InteGrade Pro software. The
connection, which is added using the Open Gradebook screen, allows you
to connect to a school's InteGrade Pro network where gradebooks are
stored. Each time you open a gradebook, you connect to the school’s
server and then select the gradebook to open.

Some teachers require connections to more than one remote InteGrade
Pro Server computer. For example, teachers who work at more than one
school may need to connect to the server for each school when they want
to update their gradebooks.

1. Be sure you are connected to the Internet.
2. Open the InteGrade Pro software.

3. From the InteGrade Pro banner screen, select Open a gradebook on a
server and click OK. The Open Gradebook screen is displayed. This is
where you add and remove server access, and open gradebooks.

Seled ateacher whose gradebock = are
alzo on thiz s2rver. Yiou can viewtheir

gracehoak s but anly if vour system Thiz hutton provides help for the
admirigtrator has given you acoess to currert screen
the other teachers' gradebooks.
Dpen - Connected ko 216.232.118.193:3737 o =]
Servers - Wser | Liz Hunter 4 ﬂ ] @
¢1 Name | Date Modified || Checked Dut By |
=i '\_‘Eu’EEIEID-‘I.gbf 2001 01 25, 10:25:10
ABC Senior \5’ 2000-2.gbf 2001 01 25, 10:25:48
Seconda...

Thesze are the gradebook s
available on the server to
which you ste currently

camected.
P Junior
High - - )
Available InteGrade Pro Servers This button is used for
are dzplayed here, These ars deleting gradebooks,
added by s=ledting Add Serser Click on a gradebook and
from the Servers dropdown menu then dick the X
above,

L

Loeal.. » | File T_'.JpeillnteGrade Pro Gradebook ;| Cancel

The Local button is for opening a
grackehook tha iz stored locally
on the computer you are working
an.

4. Click the Servers dropdown menu at the top left of the screen.
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5. Click Add Server.
6. Inthe Server Name box, enter a name for this server.

The server name can be any name you want for the connection you
are configuring. The name appears with an icon in the left hand side of
the Open Gradebook screen. This name should be something that
helps you to identify which server the connection is for. For example, if
you work at two different schools, you would probably use the school
names as the server names.

7. In the Address field, enter either an IP address or URL of the server.

The address is either in the format of 999.999.999.999:9999 or

WWW. XXXXXXXXX.XXX: 9999, where the characters to the left of the colon
represent the address of the server and the numbers to the right of the
colon represent the port number to which you will connect when you
access the server.

If you do not know the address or did not receive an e-mail with this
information, contact your system administrator.

8. Click Add to add the new server information. A new icon appears in the
left hand side of the Open Gradebook screen.

9. Double-click on the new Server icon to ensure that you can connect.
Your computer uses either your network connection (if you are at
school) or uses your pre-configured Internet connection (if you are
working at home or elsewhere).

10. Enter your user ID and password.

11. If you are working at more than one school, you can set up access to
another school by adding another server.

Adding Server Access — Macintosh Users

When working on gradebooks remotely you need to have at least one
server connection configured in your InteGrade Pro software. The
connection, which is added to the Open Gradebook screen, allows you to
connect to a school's InteGrade Pro network where gradebooks are
stored. Each time you open a gradebook, you connect to the school’s
server and then select the gradebook to open.

Some teachers require connections to more than one remote InteGrade
Pro Server computer. For example, teachers who work at more than one
school may need to connect to the server for each school when they wish
to update their gradebooks.
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1. Be sure you are connected to the Internet.
2. Open the InteGrade Pro software.

3. From the InteGrade Pro banner screen, select Open a gradebook on a
server and click OK. The Open Gradebook screen is displayed. This is
where you add and remove server access, and open gradebooks.

Server Maintenance - To &dd, File Mairtenance - To Rename or Delete
Edit, or Delete servers, click and the currently selected gradehook, click
zelect the appropriste option from | | and select the appropriate option from
the list that appears. the list that appears.

Click for additional help.
Open Gradebook

Availahle InteGrade Pro = é‘
servers are displayed at the [ It = (L —] \-h

tsznlzr:{o g;:':ry;e:sfrl\lnrg \ g %&30 Senior Secondary (172.16.5.24 3737)

- sample bf user3 2001 01 09, 11:20:10
Available user folders are 14
displayed when you log inta a ”59"‘
server. Your personal folder EiCommon Foljer
will ahways sppear &t the top B8z unior Highy(173.15.3.12:146)
of the list. Depending on If & gradebook is currertly checked out,
seftings made by your Available gradehooks are the ID of the user who has it checked out
administrator, you may have listed belowy the name of the is displayed here. If this ID does not
reac-only or wite access to uger to whom they belong. To match yours, you will nat be sble to
other users' gradebooks. open, select 5 gradebook and modify the gradebook until the cther user
Click the adjoining triangle to press Open, checks it in. 1
dizplay available gradebooks.

Local... | show :[inteGrade Pro Gradebook 3] [ cancel | | open

The Local button is for opening =
gradehook that is stored locally
on the computer you are working
an.

4. Click the Maintain Servers icon in the upper right of the screen.
5. Click Add Server.
6. Inthe Server Name box, enter a name for this server.

The server name can be any name. The name appears with an icon in
the left side of the Open Gradebook screen. This name should be
something that helps you identify which server the connection is for.
For example, if you work at two different schools, you would probably
use the school names as the server names.

7. In the Address field, enter either an IP address or URL of the server.

The address is either in the format 999.999.999.999:9999 or

WWW. XXXXXXXXX.XXX:9999, where the characters to the left of the colon
represent the address of the server and the numbers to the right of the
colon represent the port number to which you will connect when you
access the server.
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10.

11.

If you do not know the address or did not receive an e-mail with this
information, contact your system administrator.

Click Add to add the new server information. A new icon appears on
the left of the Open Gradebook screen.

Double-click the server icon to ensure that you can connect. Your
computer uses either your network connection (if you are at school) or
your pre-configured Internet connection (if you are working at home or
elsewhere).

Enter your user ID and password that your system administrator gave
to you.

If you are working at more than one school, you can set up access to
another school by adding another server.

Opening a Gradebook on the Server — Windows and Macintosh Users

This procedure is for opening gradebooks on your school’s server. You
can only complete this procedure after you have set up access to the
schoal’s server (see Adding Server Access — Windows Users).

Once server access has been set up, you can use this procedure on a
regular basis for opening gradebooks on the server.

1.

2
3
4.
5

Be sure you are connected to the Internet.

Open the InteGrade Pro software.

Select Open a gradebook on a server.

On the Open Gradebook screen, double-click a Server to connect to it.

After double-clicking the Server icon, you are asked to enter your user
ID and password. This is the user ID and password assigned to you by
your system administrator.

Once you have successfully entered a correct user ID and password, a
list of available gradebook files is displayed on the right hand side of
the Open Gradebook screen.

If you are working on a Macintosh system, a list of available folders will
be displayed and you will have to double-click the desired folder to
display a list of gradebooks available in that folder. If there are no files
displayed, speak to your system administrator.
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Click on the gradebook file you wish to use and click Open. The
system updates the gradebook with changes from the administration
system and downloads the file to your computer. The update takes
place on the Download Gradebook screen where you can also view
messages created by your system administrator.

Once the download of the gradebook is complete, click OK to open the
gradebook.

Viewing Another Teacher's Gradebooks — Windows and Macintosh Users

If system administrator has granted you access to other teachers'
gradebooks, you can open and view gradebooks for those teachers.

1.
2.

Be sure you are connected to the Internet.

Open the InteGrade Pro software and select Open a gradebook on a
server.

Double-click a server and log in.

From the Teacher dropdown list, select the name of the teacher whose
gradebooks you want to see. If a teacher is not displayed there, you do
not have access to that teacher's gradebooks. Speak to your system
administrator.

If you are working on a Macintosh system, other teachers’ folders are
displayed under the server name and you can double-click on the
desired folder.

Select the gradebook you want to view and click Open. The gradebook
opens. Depending on the type of access you have, you may or may
not be able to make changes to the information. This is controlled by
your system administrator.
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Opening Gradebooks Locally — Windows and Macintosh
Users

Even if you configured your system to access gradebooks stored remotely
on your school’s server, you can still save and open a gradebook locally if
you wish, using this procedure.

Each time you open a gradebook that was created using a previous
version of the InteGrade Pro software, you get a message indicating so.
You can view the file but if you make any changes and save the file, you
cannot open it using earlier versions of the InteGrade Pro software.

1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Open a gradebook on
your computer and click OK.

3. On the Open screen, select the folder on your computer where the
gradebook is stored.

4. Click a gradebook file name.

Click Open. The gradebook opens and the last spreadsheet edited will
is displayed.

Saving Gradebooks

Saving Automatically
You can choose to have your data saved automatically at regular intervals.

1. From the Edit menu, select Preferences.

v Use InteGrade Pro Server

[v ilpdate Gradebooks Automaticall

Checks for an updated class roster file every time you open any
gradebook on this computer. |f the clazs roster file iz new the
gradebook iz automatically updated. For the automatic update to
work, thiz computer must hawve access to the clazs roster file

v Show Tool Bar

[v Save AutoRecover lnfo Eveny: | 10 2 minutes [3-20).

Ok, I Cancel | Help
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2. Select how often you want your gradebook saved. You can choose
any interval from 3-30 minutes.

Click OK. These autosaved gradebooks are saved locally regardless
of whether you normally connect to the InteGrade Pro Server software
or not.

Saving Gradebooks with Another Name or in Another Location — Windows and

Macintosh Users

Use this procedure to save a gradebook with a different name or to save
the gradebook to a different location (for example, saving a locally-stored
gradebook to the school’s server).

1.

2
3.
4

40 Saving Gradebooks

Be sure you are connected to the Internet.

Open the gradebook.

On the File menu, select Save As.

On the Save As screen,

If you are saving an existing gradebook locally but with another
name, click the Local button. This will take you to the regular Save
As screen where you can select a new folder location and type in a
new name for the gradebook.

To save the gradebook back to the remote server but with a
different name, connect to the server, enter the name in the Name
field and click Save. The gradebook will be saved with the new
name on the currently connected remote server.

To save the gradebook to a different server, you must have already
set up server access. Once the server has been added, you can
double click on it to connect to it and then save the gradebook in
the desired folder on that server.
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Closing Gradebooks

Closing a Gradebook on Your Computer
1. From the File menu, select Close Gradebook.
2. If you are asked to save changes, click Yes to save changes.

3. The gradebook is saved locally on your computer to the same folder
from which it was opened.

Closing a Gradebook on the InteGrade Pro Server Software

If you are storing gradebooks remotely on your school’s server, closing a
gradebook does two things: It saves changes to the gradebook and copies
the gradebook to your school's InteGrade Pro Server software.

1. From the File menu, select Close Gradebook.

2. If you are asked to save changes, click Yes. The gradebook is saved
and copied back to your school's server.

3. Open another gradebook or select Exit from the File menu to leave the
system.

Reverting to an Earlier Version of the Gradebook

From the File menu, select Revert to Saved. The current version closes
and the last version that you saved opens.
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Creating Gradebooks - Windows Users

If you would like to create a gradebook template to be used each time a a
new gradebook is created, see Using Gradebook Templates on page 51.

Creating a New Gradebook on Your Computer

This procedure is for Windows users who do not connect to the
InteGrade Pro Server software.

Creating a New Gradebook on Your Computer Using Class
Rosters

1. Open the InteGrade Pro software and on the InteGrade Pro banner
screen, select Create a new gradebook. The first screen of the new
gradebook wizard is displayed.

2. Click Next.
3. Select Create using class rosters and click Next.

4. Click Next after reading about creating a gradebook using class
rosters. The Import File screen is displayed.

5. On the Import File screen, select the class roster file to use when
creating the gradebook. The class roster file must be accessible to
complete the import.

6. Click Open. A confirmation screen appears asking you to verify that
the information in the selected class roster file is correct.

7. Click Next.

8. Make desired edits to the Teacher Name and Incomplete Symbol
fields.

9. Use Set Password to assign a password to the gradebook. See About
Passwords for more information.

10. Click Save. The class roster information is imported into the new
gradebook file and the Save As screen is displayed.

11. Select the folder to store the gradebook in and in the File Name field
enter a name for the new gradebook.

12. Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

42 Creating Gradebooks - Windows Users Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

e = Working with Gradebooks

‘Digital
Learning

Creating a New Gradebook on Your Computer Without
Classes or Students

1.

Open the InteGrade Pro software and on the InteGrade Pro banner
screen, select Create a new gradebook and click OK. The first screen
of the new gradebook wizard is displayed.

Click Next.
Select Create without classes or students and click Next.

Make desired edits to the Teacher Name and Incomplete Symbol
fields.

Use Set Password to assign a password to the gradebook. See About
Passwords for more information.

Click Save. The new blank gradebook will be created and the Save As
screen will be displayed.

Select the folder to store the gradebook in and in the File Name field
enter a name for the new gradebook.

Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating a Gradebook on the InteGrade Pro Server

This procedure is for Windows users who connect to the InteGrade Pro
Server software.

With this procedure you can create a gradebook at the beginning of the
reporting period or any time throughout the reporting period. The new
gradebook automatically imports available class roster file information and
the gradebook is stored remotely on your school's server.

1.
2.
3.

Be sure your Internet connection is active.
Open the InteGrade Pro software.

On the InteGrade Pro banner screen, select Create a new gradebook
and click OK.

Click Next on the first screen of the New Gradebook wizard. The New
Gradebook screen appears.

On the New Gradebook screen, double-click the Server icon where
you want to save the new gradebook. If you do not have any servers
configured, see Adding InteGrade Pro Server Access at the beginning
of this chapter.

Copyright © 1998-2004 Pearson Digital Learning Creating Gradebooks - Windows Users 43


http://k12.ncs.com/

PEARSON

- Working with Gradebooks

‘Digital
Learning

10.

11.

Log in to the server with your user ID and password. If you have
forgotten these, speak to your system administrator. Once you are
successfully logged onto the school server, available gradebooks are
displayed.

In the File Name field, enter a name for the new gradebook. Make sure
the name is unique.

Click New. The system downloads import files and the next screen in
the New Gradebook wizard is displayed.

Enter your name in the Teacher Name field. This name is used on
reports and e-mails.

Enter the Incomplete Symbol value. This is the symbol to be used for
identifying incomplete scores.

Click Save. The gradebook is created, class roster files are imported
and the gradebook is displayed in the class viewer.

Creating a Gradebook Locally When Connected to the InteGrade Pro Server

Software

This procedure is for Windows users who normally connect to the
InteGrade Pro Server software but wish to save a gradebook locally.

You can create the new gradebook using class rosters exported from your
administration system or you can create the new gradebook without
students or classes. Select one of the following procedures.

Creating a New Gradebook Locally Using Class Rosters

1.

Open the InteGrade Pro software. You do not need to be connected to
the Internet for this procedure.

On the InteGrade Pro banner screen, select Create a new gradebook
and click OK.

On the first screen of the New Gradebook wizard, read the information
and click Next.

Click the Local button.
Select Create using class rosters and click Next.

Click Next after reading about creating a gradebook using class
rosters. The Import File screen is displayed.
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10.

11.

12.

13.

14.

On the Import File screen, select the class roster file to use when
creating the gradebook. The class roster file must be accessible to
complete the import.

Click Open. A confirmation screen appears asking you to verify that
the information in the selected class roster file is correct.

Click Next.

Make desired edits to the Teacher Name and Incomplete Symbol
fields.

Use Set Password to assign a password to the gradebook. See About
Passwords for more information.

Click Save. The class roster information is imported into the new
gradebook file and the Save As screen is displayed.

Select the folder to store the gradebook in and in the File Name field
enter a name for the new gradebook.

Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating a New Gradebook Locally Without Classes or

Students

1. Open the InteGrade Pro software. You do not need to be connected to
the Internet for this procedure.

2. On the InteGrade Pro banner screen, select Create a new gradebook
and click OK.

3. On the first screen of the New Gradebook wizard, read the information
and click Next.

4. Click the Local button.
Select Create without classes or students and click Next.

6. Make desired edits to the Teacher Name and Incomplete Symbol
fields.

7. Use Set Password to assign a password to the gradebook. See About

Passwords for more information.
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8. Click Save. The new blank gradebook is created and the Save As
screen is displayed.

9. Select the folder to store the gradebook in and in the File Name field
enter a name for the new gradebook.

10. Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating Gradebooks — Macintosh Users

If you would like to create a gradebook template to be used each time a a
new gradebook is created, see Using Gradebook Templates on page 51.

Creating a New Gradebook on Your Computer

This procedure is for Macintosh users who do not use the InteGrade Pro
Server software. When you first opened the InteGrade Pro you selected an
installation option. If you selected to save gradebooks locally, use this
procedure to create gradebooks.

Creating a New Gradebook on Your Computer Using Class
Rosters
1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Create a new gradebook
and click OK. The first screen of the new gradebook wizard is
displayed.

3. Click Next.
4. Select Create using class rosters and click Next.

5. Click Next after reading about creating a gradebook using class
rosters. The Import File screen is displayed.

6. Select the class roster file to use when creating the gradebook. The
class roster file must be accessible to complete the import.

7. Click Open. A confirmation screen appears asking you to verify that
the information in the selected class roster file is correct.

8. Click Next.

9. Make desired edits to the Teacher Name and Incomplete Symbol
fields.
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10.

11.
12.

13.

Use Set Password to assign a password to the gradebook. See About
Passwords for more information.

Click Save.

Select the folder to store the gradebook in and in the Save file name
field enter a name for the new gradebook.

Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating a New Gradebook on Your Computer Without
Classes or Students

1.
2.

Open the InteGrade Pro software.

On the InteGrade Pro banner screen, select Create a new gradebook
and click OK. The first screen of the new gradebook wizard is
displayed.

Click Next.
Select Create without classes or students and click Next.

Make desired edits to the Teacher Name and Incomplete Symbol
fields.

Use Set Password to assign a password to the gradebook. See About
Passwords for more information.

Click Save.

Select the folder to store the gradebook in and in the Save file name
field enter a name for the new gradebook.

Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating a New Gradebook on the InteGrade Pro Server Software

This procedure is for Macintosh users who connect to the InteGrade Pro
Server software.

With this procedure you can create a gradebook at the beginning of the
reporting period or any time throughout the reporting period. The new
gradebook automatically imports available class roster file information and
the gradebook is stored remotely on your school's server.
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1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Create a New Gradebook
and click OK.

3. Click Next on the first screen of the New Gradebook wizard. The
Create Gradebook screen appears.

4. On the Create Gradebook screen, double-click a Server icon where
you wish to save the new gradebook. If you do not have any servers
configured, see Setting up Access to InteGrade Pro Server.

5. Log in to the server with your user ID and password. If you have
forgotten these, speak to your system administrator. If this is your first
time logging in, you may be prompted to change your password. Once
you have successfully logged onto the school server, all the folders to
which you have access are displayed. These include your folder and
the "Common Folder" (stores all the template files). Navigate to the
folder you wish to store the new gradebook file in.

6. Inthe Save File Name field, enter a name for the new gradebook.
Make sure the name is unique.

7. Click Save. The system downloads import files and the next screen in
the New Gradebook wizard is be displayed.

8. Enter your name in the Teacher Name field. This name is used on
reports and e-mails.

9. Enter the Incomplete Symbol. This is the symbol to be used for
identifying incomplete scores.

10. Click Save. The gradebook is created, class roster files imported and
the gradebook is displayed in the class viewer.

Creating a New Gradebook Locally

This procedure is for Macintosh users. Use it only if you configured the
InteGrade Pro software to connect to the school's server but you wish to
save a gradebook locally. If you did not set the InteGrade Pro software to
connect to the InteGrade Pro Server software and you always save
gradebooks on your computer, see Creating a New Gradebook on Your
Computer.

If you wish to create a gradebook and store it remotely on the school's
network server, see Creating a Gradebook on the InteGrade Pro Server.

You can create the new gradebook using class rosters exported from your
administration system or you can create the new gradebook without
students or classes. Select one of the following procedures.
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Creating a New Gradebook Locally Using Class Rosters

1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Create a New Gradebook
and click OK.

3. On the first screen of the New Gradebook wizard, read the information
and click Next.

4. Click the Local button.
5. Select Create using class rosters and click Next.

6. Click Next after reading about creating a gradebook using class
rosters. The Import File screen is displayed.

7. On the Import File screen, select the class roster file to use when
creating the gradebook. The class roster file must be accessible to
complete the import.

8. Once you have selected the file to use, click Open. A confirmation
screen will appear asking you to verify that the information in the
selected class roster file is correct.

9. Click Next.

10. Make desired edits to the Teacher Name and Incomplete Symbol
fields.

11. Click Save. The class roster information is imported into the new
gradebook file and a saving file screen is displayed.

12. Select the folder to store the gradebook in and in the Save file name
field enter a name for the new gradebook.

13. Click Save. The gradebook is saved with the new name and displayed
in the class viewer.

Creating a New Gradebook Without Classes or Students

1. Open the InteGrade Pro software.

2. On the InteGrade Pro banner screen, select Create a New Gradebook
and click OK.

3. On the first screen of the New Gradebook wizard, read the information
and click Next.

4. Click the Local button.

5. Select Create without classes or students and click Next.
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6. Make desired edits to the Teacher Name and Incomplete Symbol
fields.

7. Click Save.

8. Select the folder to store the gradebook in and in the Save file name
field enter a name for the new gradebook.

9. Click Save. The gradebook is saved with the new name and displayed
in the class viewer.
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Using Gradebook Templates

When you create a gradebook, the InteGrade Pro software searches for a
template gradebook whose contents and option settings will be included in
the new one. This template file must be named template.gbf.

Subsequent imports of administrative data will only overwrite the INC
symbol and grade tables with the same name. All other data remains
unchanged in the gradebook.

Although anyone can create a template gradebook, it is generally the
system administrator who is responsible for creating the template.

Location of Gradebook Template Files

Template files used on a Client connected to the InteGrade Pro Server
software must be stored in one of the following folders:

e In the same folder as your class roster file.

e In the parent folder of the folder containing the class roster file.

e Inthe IGPDATA " _Common" folder.

e Inthe InteGrade Pro software application folder.

Template files used for local and network imports must be stored in one of
the following folders:

e In the same folder as your class roster file.

e Inthe parent folder of the folder containing the class roster file.

e Inthe InteGrade Pro software application folder.

Creating a Template Gradebook and Template Classes

1. Create a new gradebook without importing any class roster files.

2. Set the options for Display, Grading Rules, and any other standard
settings required by the teachers who will be using this template. You
do not need to include students or classes.

3. Add default classes. For example if you want every gradebook to have
a Math and an English class, create default classes for each of these.
Each time a gradebook is created using the template, the gradebook
will automatically contain the default classes.

4. Add a template class if you wish. You can create a template class that
includes standard spreadsheets that you want applied to the creation
of any new classes that are imported. For example, you can create a
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template class labelled “template” and add several spreadsheets to it.
Then each time a user imports classes from the class roster file using
the template file, each imported class will have those template
spreadsheets added to it.

Save the gradebook as template.gbf. Be sure to store the gradebook
in the appropriate location for the type of system being used. See the
previous section.

Data Copied when a Template is Used

All settings of the template gradebook will be copied to gradebooks
created using the template. These settings include:

All display settings.
All grading rules.

Default students. Students added via template will be considered
manually added unless subsequently imported.

Default classes. Classes added via template will be considered
manually added unless subsequently imported.

Any template classes you created.
Report settings.

The following data copied from the template gradebook is overwritten each
time information is imported from an administration system:

The incomplete symbol.
Any grade tables with the same name.

Renaming Gradebooks

Windows Users

52 Renaming Gradebooks

Open the InteGrade Pro software.
Start the process for opening a gradebook

On the Open gradebook screen, right-click on the gradebook name
you want to change.

Select Rename from the right-click menu.

Type in the new name and hit Enter. The name of the gradebook is
changed.
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Macintosh Users — Renaming Locally Stored Gradebooks

1. From the desktop, open the InteGrade Pro folder where your
gradebooks are stored.

Click on the gradebook whose name you want to change.

Click on the name portion of the gradebook icon.

A w0

Delete the existing name and type in a new name.

You can also open and gradebook and select the Save As option from
the File menu. This enables you to save a file with a different name. If
you do this, you will have two copies of the file: one with the original
name and one with the new name.

Macintosh Users — Renaming Remotely Stored Gradebooks

1. Open the InteGrade Pro software.

2. Start the process for opening a gradebook on a remote server.
3. On the Open Gradebook screen, click the gradebook to rename.
4

Click the Toolbox icon in the upper right corner of the screen and
select Rename.

5. In the Rename field, type a new name for the gradebook and click
Rename. The name of the gradebook is changed and your list of
gradebooks redisplayed.

Gradebook Sample Data

The InteGrade Pro software comes with a sample class loaded with data
that you can use to experiment. This sample class is available whether
you are running the demonstration or an authorized version of the
software.

1. Open a gradebook locally on your computer.

2. Select SAMPLE.GBF from the Open Gradebook. The sample class
loads. If you cannot find the sample gradebook, speak to your system
administrator.

3. Try the menu commands. View the Help menu. Enter or change data.
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4. When you have finished working with the sample data, select Close
Gradebook from the File menu. To preserve the sample data for the
next time, be sure to select No when asked to save changes.
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Importing Data to a Gradebook

Importing data is the preferred method of adding students and classes to
your gradebook. Only by importing data from your school’'s administration
system can you electronically export data back to the main office at the
end of a term.

Importing Rosters, Comments, or Scores

The class roster file is the central piece of information imported. For class
rosters, the import process brings demographic data, letter grade tables,
and other data associated with the student and class rosters. The exact
information imported can vary depending on the administration system
providing the data.

data are not overwritten by administration system data unless your
administrator has set the system to do so. When the administrative
system overrides are turned on, the following data in the gradebook is
overwritten:

e Student Demographics: Any student demographic field with the
exception of the Advanced fields.

e Advanced Fields: Any field in the Advanced Fields section of the
Classes, Communication, and Students screens.

When importing from a CLxxxxx.GRD file, gradebook fields that contain
e Type Sets: Any field in a Type or Type Set.

1. Open the InteGrade Pro software.

2. Open the gradebook into which you want to import data.

3. From the File menu, choose Import into Gradebook.

4. Select the file and click Import.

Most people import at the beginning of the school year, but you can run
the import process at any time. For example, if many students transfer into
your classes, the main office can give you an import file to update your
gradebook. This file adds new information to your gradebook, but does not
change existing information.

Importing Tasks, Spreadsheets, or Classes

This feature of the InteGrade Pro software lets you import one or more
tasks, spreadsheets, or classes from another gradebook into your own.
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1. Open the InteGrade Pro software.
2. From the Task Menu, select Import Tasks.

3. On the Import Tasks screen, click Save Gradebook Now, then click
Next.

4. Select the gradebook file you want to import from and click Open.

Choose whether you want to import classes, spreadsheets, or tasks
and click Next. You can import tasks only from numeric or skill
spreadsheets.

6. Select the specific items you want to import from that gradebook to
yours. Use the All and None buttons to quickly select and deselect.

7. Click Import.

When Importing From Other Products

The InteGrade Pro software can work with data from the following Pearson
Digital Learning products:

e SASIxp™ educational software
e SASI llI™ software

e CIMS® software
e TSS/TESS™ software

e Osiris® software

For complete details of importing from and exporting to other products,
please see InteGrade® Pro Administrator’s Guide Version 9.1.

The NCS ABACUSxp™ Software

Before you can import an NCS ABACUSxp™ file, you must import a
related SASIxp CLxxxxxx.GRD file.

Previous Versions of the InteGrade Pro Software

Users of previous versions of the InteGrade Pro software can open their
gradebooks using the current version. However, once you save a previous
version gradebook using the current version, you cannot reopen the
gradebook in its original version.
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The CIMS Student Software

If you are using the CIMS student software as your administration system,
you need to convert files from the CIMS format into the InteGrade Pro
software format using the InteGrade Pro/CIMS File Converter before
importing. See the InteGrade Pro System Administrator’s Guide on
Customer Link for instructions on using this converter.

The TSS Software

When data is imported from TSS, the student status may be changed in
certain cases where the student is not in a TSS class list. The following
table shows the results of importing data from TSS.

TSS Status InteGrade Pro Status
Previously Active Previously Inactive
In Class List Leaves student in active status | Changes student to active, but

leaves the inactive notes

Not in Class List

Changes student to inactive Leaves student in inactive
status status

Reviewing Imported Data

Student Data

After importing student and class data, you should confirm that the data
has transferred correctly into your gradebook.

Look for fields that are blank when you know that there should be data, or
fields that show unrecognizable characters. If you find any indication of
corrupt or missing data, close the gradebook without saving or delete the
corrupt data. Begin the import process again with a new file provided by
your system administrator.

1. Open the InteGrade Pro software.
2. From the Setup menu, select Students.

3. Review the list of students in the Students screen.
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4. Click on several students at random and review the tabs to the right of
the list. Importing does not fill in every field for all tabs. You can enter
additional student information at this time.

5. Click Close when you are finished reviewing.

When you add students to the new class, the InteGrade Pro
software looks for existing classes for that student. The system
determines whether existing classes are similar to the new class. If a
match is found, the system copies the task scores and notes
information to the new class. The procedure is completed
automatically each time you add a student to a class. If the system is
unable to match information, nothing is copied, and you must add
the student's scores and note information manually to the new class.

This auto copy feature copies numeric spreadsheet, skill
spreadsheet, End Term spreadsheet, and attendance spreadsheet
information.

Class Data
Open the InteGrade Pro software.
From the Setup menu, select Classes.

Review the list of classes in the Classes screen.

P w0 N PF

Review the tabs for several of the classes. Check that the Students tab
contains the number of students that you expect to have in that class.
You can enter additional class information at this time.

5. Click Close when you are finished reviewing.

Importing Automatically from Your Administration System

When you install the InteGrade Pro software, you can choose to
automatically update your gradebook every time you open it. You can also
choose to do this from within the system. To update the gradebook
automatically when the gradebook is stored locally on your computer, you
must have access to the class roster file for the update to be completed
successfully.

If you are using the InteGrade Pro software to connect to the InteGrade
Pro Server software, this update occurs automatically every time you open
a gradebook that is stored remotely on the server.
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Before you can receive automatic updates from your administration
system, you must first import a class roster file from the administration
system.

You can receive automatic updates from the administration system only if
your computer and the administration system are networked.

1. Open the gradebook into which you want to import data.
2. From the Edit menu, select Preferences.

3. Select Update Gradebooks Automatically and click OK.

Preferences x|

¥ Use InteGrade Pro Server

Iv lpdate Gradebooks Automatically

Check.s for an updated clazs roster file every ime you open any
aradebock, on this computer. IF the class rozter file iz new the
gradebook iz automatically updated. For the automatic update to
wiork, thiz computer must have access to the class roster file

¥ Show Tool Bar
¥ SavefutoRecover lnfo Every: | 103 minutes [3-20),

] Cancel | Help

If this feature is selected, when you open a gradebook, the system
searches for the latest CLxxxxxx.GRD file exported by the
administration system. This file imports data to update class rosters,
class and student information, and inactive students. A progress bar
displays indicating the status of the automatic update. When an
automatic update finishes, a message displays stating that the process
is complete.

When importing from a CLxxxxx.GRD file, gradebook fields that contain
data are not overwritten by administration system data unless your
administrator has set the system to do so. When the administrative
system overrides are turned on, the following data in the gradebook is
overwritten:

e Student Demographics: Any student demographic field with the
exception of the Advanced fields.

e Advanced Fields: Any field in the Advanced Fields section of the
Classes, Communication, and Students screens.

e Type Sets: Any field in a Type or Type Set.
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If you are using a Windows-based computer on your school’s
network and you do not connect to the InteGrade Pro Server
software, you must choose your import file from a mapped network
drive. It must start with a drive letter (for example,
G:\igpro\CLxxxxxx.grd.)

If you need to run the product on a stand-alone computer, you can switch
off the network feature. When you want to go back to the network, you can
switch it back on.

It doesn’t matter whether the InteGrade Pro software links to an
administration system via a network or if you run both this system and your
administration system from a stand-alone computer. The InteGrade Pro
software must be able to find the class roster file for the update to work.

Error Messages

e If the system cannot find the location of your class roster file to update
the gradebook, the following message displays:

InteGrade Pro was not able to update your gradebook
because it could not find the following location:

The path the system is looking for displays (for example, C:\igpdata).
Click Browse to specify another location or select the checkbox to work
off-line.

e If the system cannot find a class roster file corresponding to the
gradebook file being opened, the following message displays:

InteGrade Pro was unable to update your gradebook
because it could not find a class roster file for
your gradebook in the following location:

The path the system is looking for displays (for example, C:\igpdata). If
you cannot find the correct path, contact your network administrator.

e If the system cannot update your gradebook for some reason (for
example, the network connection is down), you can still open your
gradebook. If this happens, the following message displays:

InteGrade Pro was unable to update your gradebook
because it found problems importing a class roster
file from your administration system.

Contact your network administrator for help in updating your
gradebook.
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Setting Up Grading Rules

Use the Grading Rules screen to set up attendance codes, grade tables,
special scores, and type sets.

Setting Up Attendance Codes

Use attendance codes to explain why a student is absent. If you created a
gradebook by importing a class roster file from an administration system,
you must use the existing system codes, so that the file exports correctly.

This table lists the system codes and their late and absent values. These
codes are used in the Class Attendance report and the Student
Attendance report where the summaries list Late, Absent, and Present.
For example, a Tardy and an Excused Tardy both are included in the Late
category, and an Excused counts as an Absent. If you create a new
attendance code, you must assign one of these system codes to it, so that
those reports are created correctly.

Code Late Absent
Activity 0 0
Dismissed 0 0.5
Excused 0 1
Excused Tardy 1 0
Not Enrolled 0 0
Present 0 0
Suspended 0 1
Tardy 1 0
Undefined 0 0
Unexcused 0 1
Unexcused Tardy | 1 0
Unverified 0 1

1. Open the InteGrade Pro software.

2. From the Setup menu, select Grading Rules.
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3. Click the Attendance Codes tab.

Grading Rules

| Grade Tablesl Special Scoresl Tupe Setsl

'ou can define your own attendance codes in addition to the ones provided by InteGrade Pro or your school
administration system,
Attendance Codes:
il Symbol:l [Up to 3 characters)
[ - Dizmizzed [1/2 class)
E - Excuzed Absence Diescription: |Present
L-Late
N - Not Erroled Azsociate your attendance codes with a system code 2o the
LI - Unexcused Absence represented data can be exported and used in calculations by
Y - heeds Verification InteGirade Pro.
A - Schoal Activity System Code: | Present j
T - Unexcuszed Tardy
¥ - Encused Tardy ﬂ
Mew Delete |

Cloze I Help |

4. Review the existing codes. These default codes are either provided by
the product or imported from your administration system when you
import a class roster file.

5. If necessary, click New to create a new attendance code.

e If you create a new attendance code in a gradebook created by
importing a class roster file from an administration system, you
must assign one of the existing system codes to it.

e If you create a new attendance code in a gradebook that was
manually created, you must assign one of the default system codes
to it.

6. Click Close.

Setting Up Grade Tables

62 Setting Up Grading Rules

Grade tables associate a letter grade with a certain range of scores. The
InteGrade Pro software comes with three default grade tables.

You assign a grade table to your numeric spreadsheet when you set up
your spreadsheets from the Setup menu

1. Open the InteGrade Pro software.

2. From the Setup menu, select Grading Rules.
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3. Click the Grade Tables tab.

Grading Rules

Attendance Codes  Grade Tables | Special Scoresl Type Setsl

£ grade table consists of a set of letter grades and the minimum 2 required for each.
Select which grade table iz uzed for a spreadsheet by using "Spreadsheets" in the "Setup™ menu.

Grade Tables: Grade Table Mame:
Pl
: Letter Lower =
Mor-dcademic S
Grade Limit (%] Murnbers are stared intemally
it 93 with mare decimal places
& 92 than will fit on screen.
& Q@0 Specify the number of
. decimals to be displayed:
B+ 88 0 -
R A7 ;I
Hew.. LCopy Delete Mew Delete I Sart I

Cloze I

Help |

4. Select each sample table and review the letters and the assigned

lower grade limit.

5. When working with grade tables:

e To create a new grade table, click the New button from the set of
buttons under the Grade Tables list. Type the name of this grade

table and click Create.

e To create another grade table by copying, select a table and click
Copy. The new grade table has “copy” at the end of its name.

e Torename a grade table, select the table and type its new name in

the Grade Table Name field.
6. Working with grades:

e To create a new letter grade, click the New button from the set of
buttons under the Letter Grade and Lower Limit area. With that cell
selected, type the letter, then select the adjoining cell and type the

lower limit for that grade.

e To modify one of the grades, select that cell and overwrite its

contents.

e To sort the grade table from highest to lowest percentage, click the
Sort button from the set of buttons under the Letter Grade and

Lower Limit area.
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7. If necessary, select the number of decimal points that you want
displayed.

8. Click Close. The table is now available for use, but it is not saved until
you save the gradebook.

Setting Up Special Scores
A special score is a numeric score represented by a text label.
1. Start the InteGrade Pro software.

2. From the Setup menu, select Grading Rules. Click the Special Scores

tab.
Grading Rules E

Attendance Codes' Grade Tables  Special Scores I Tupe Setsl

A zpecial zcare iz & textual label which may be uzed in place of a numeric score an a humernic spreadzhest. For
example, pou may define "Lost" ta be worth 0.0 points.

Uge a walue of "excuszed” to make a special zcore which will not affect the student grade.

B | Score Sumbol |Omit [Score value must be either a

F 0] - Value[E S percentage or "Excuzed”,

W] core Value:|Excused | Enter excused to allow atask
to be omitted without penalty. )

CR (0]

WNC 0]

Mk [0 :

NF (0] —Incomplete Sembok

Sick [Excuzed) Incomplete Symbol; IINC

Auway [Evcused) LI A ztudent with this zcore an any tazk will receive

Mew... Delete I this score a5 their spreadshest grade.

Cloze I Help |

3. Review the special scores that are already predefined for your
convenience.

e To modify the score for any of the predefined special scores, select
the score and type its new value in the Score Value field.

e To modify the name for any of the predefined special scores, select
the score and type the new name in the Score Symbol field.

e To create a new special score, click New, type a name, and define
the value.

e To delete a special score, select the score, click Delete, and click
Yes to confirm the deletion.

4. Review the symbol used to indicate an incomplete score. The default
is INC.

5. Click Close.
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Setting Up Type Sets

Type sets let you group task types into categories. The system comes with
sets already defined.

You assign a type set to a particular class when you select Classes from
the Setup menu

1. Start the InteGrade Pro software.
2. From the Setup menu, select Grading Rules.

3. Click the Type Sets tab and review the list of types (Homework, Exam,

Quiz)

Attendance Codesl Grade Tables' Special Scores Type Sets I

A Tazk Type Set allows grouping of tazks by categom [such az "Homewark"). Each category will contribute your
desgired number of points to the overall grade. The total points for & type zet does not have to be 100,
Use the "Classes" command in the "Setup" menu to attach a task type set to a class.
MHew Set... |
Humanitiez| Science |Elementarpfd athematic = g
Homework 20 20 20 15 _Fename Set. |
Exam 50 40 40 50 Delete Set |
Quiz il 30 a0 15 New Type. . |
Lab 30 30 = =
ke Evar 2 JPeiciz e |
Unuzed ] 1] il MI
Totak 100000 120000] 120000 100000
il

Claze Help
| |

4. To create a new type, click New Type, type its name, and click Create.
The type displays in the list at the left.

5. Review the sets (Humanities, Science, Elementary).

6. To create a new set, click New Set, type its name, and click Create.
The set displays as a column heading across the top of the screen.

7. To add a type to a set, enter a numerical weight in the appropriate cell
in the Type Set chart. You do not need to assign all the sets you
create. The numbers do not have to total 100.

8. Click Close.

Modifying Type Sets

First, select a cell in the grid to choose the type or set to modify.
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Adding Students

Adding Classes

66 Setting Up Grading Rules
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To rename a Type, click Rename Type, enter the new name, and click
Rename.

To rename a Set, click Rename Set, enter the new name, and click
Rename.

To delete a Type, click Delete Type. Click Yes to confirm the deletion
or No to cancel this action.

To delete a Set, click Delete Set. Click Yes to confirm the deletion or
No to cancel this action.

If you manually created a gradebook, you can manually enter data at any
time after creating the gradebook. If your gradebook was created
automatically from class roster files, it is updated by them automatically as
well.

1.

2
3.
4

o

1.
2.

Open the InteGrade Pro software.
From the Setup menu, choose Students.
Click New, then click Next.

Enter the student’s first and last name and student number. The name
is a required field.

Click Next.

Select the class or classes to which you want to add the student. Use
the All or None buttons to speed up your selection. If a class is not
there, you will have to add it and return to this step later.

Click Create.
Repeat Steps 2-6 for all remaining students.
Click Close.

If you select Show Advanced Fields, you see information used when
the InteGrade Pro software shares data with another software
program. You should not change the information in these fields. If
you need to change the field information, contact your System
Administrator.

Open the InteGrade Pro software.

From the Setup menu, choose Classes.
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Click New, then click Next.
Type the class hame and click Next.

Select a task type set from the drop-down list and click Next.

o g M W

Select the students registered in this class. Use the All or None buttons
to speed up your selection. If a student is not there, you will have to
add them and return to this step later.

When you add students to the new class, the InteGrade Pro
software looks for existing classes for that student. The system
determines whether existing classes are similar to the new class. If a
match is found, the system copies the task scores and notes
information to the new class. The procedure is completed
automatically each time you add a student to a class. If the system is
unable to match information, nothing is copied and you must add the
student's scores and note information manually to the new class.

This auto copy feature copies numeric spreadsheet, skill
spreadsheet, End Term spreadsheet, and attendance spreadsheet
information.

7. Click Next.

8. On the New Class screen, select the spreadsheets you want created
and click Create.

9. Repeat Steps 2—7 for all classes.

10. Click Close when you are finished.

If you select Show Advanced Fields, you see information used when
the InteGrade Pro software shares data with another software
program. If you click the padlock icon, you can change the
information in these fields. However you should do so only under the
direction of your system administrator.
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Working Securely

Using Gradebook Passwords

68 Working Securely

Security is important when dealing with confidential matters such as
student grades. If you are storing your gradebooks locally on your
computer, Pearson Digital Learning recommends that you set up a
gradebook password to prevent unauthorized access to your gradebook
file. If you are storing your gradebooks on the school’s server, your
network login password protects your gradebook files from unauthorized
access by other users.

When using gradebook passwords, consider the following:

e Leave your password with the school office, in case you forget it or are
absent and a substitute teacher needs access to your class files.

e Avoid writing down your password and leaving it where someone else
can find it.

e Delete password protection just before archiving your gradebook file.
You should remove the password so that others can access the file in
the future.

When creating gradebook passwords, avoid obvious ones such as your
initials, or the names of your children, pet, or spouse. Consider mixing
digits and characters to form recognizable words, such as 4EST (forest),
or XLR8 (accelerate), or 4AMULS8 (formulate). Another secure method is to
link common words with a special character. For example, WORK+LATE,
or EAT-LUNCH. This type of password is easy to remember, but very hard
to guess.

If you experience problems accessing your gradebook with your
gradebook password or you forget your gradebook password, call
Pearson Digital Learning Technical Support at (800) 282-4490 for
assistance.

Setting up a New Gradebook Password

You can only complete this procedure for gradebooks stored locally on
your computer. If your gradebooks are stored remotely on the school’s
server, you can change your network login password. Changing your
login password will accomplish the same level of security for your files
as having a gradebook password.
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Open a gradebook file that is stored locally on your computer.
From the Setup menu, select Password.
Type your password and click Next.

Type your password again to confirm it and click Next.

a > e

Click OK to set the password.

Changing a Gradebook Password

You can only complete this procedure for gradebooks stored locally on
your computer. If your gradebooks are stored remotely on the school’s
server, you can change your network login password. Changing your
login password will accomplish the same level of security for your files
as having a gradebook password.

Open the InteGrade Pro software.

From the Setup menu, select Password.

Type your password and click Next.

Select Change password to.

Type the new password and click Next.

Type your password again to confirm it and click Next.
Click OK.

N o 0 A ®w N -

Deleting a Gradebook Password

1. From the Setup menu, select Password.

2. Type your password and click Next.

3. Select Remove password protection and click Next.
4. Click OK.
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Changing Your Network Login Password

If you are using the InteGrade Pro software connected to the InteGrade
Pro Server software (network), you can change your network access
password any time you wish. Pearson Digital Learning recommends that
you change your password from time to time to maintain system security.

This does not apply a password to a gradebook. For teachers who are
working remotely using the server functionality of the InteGrade Pro
software, there is no gradebook password feature. Your network
password is sufficient for system security. For users who are not using
the server functionality of the InteGrade Pro software, you can still
assign a password to gradebooks using the procedure for creating
gradebook passwords.

To change your network login password (not a gradebook password), do
the following.

1. Open any gradebook.
2. On the Setup menu, select Password.

3. On the first Password screen, enter your current password and click
Next.

If you have just logged on and the system has prompted you to
change your password, this first screen is not displayed and you can
go to step 4).

4. On the Next screen, enter a New Password.

5. On the next screen, enter the New Password again to confirm it and
click Next.

6. On the Password verification screen, click OK to complete the process.

The next time you attempt to connect to the server, you must use your new
password.

Locking a Gradebook

70 Working Securely

You can lock your gradebook quickly, to prevent unauthorized viewing and
access. The password you use to unlock a gradebook depends on how
you are using the InteGrade Pro software. If you connect to the InteGrade
Pro Server software, use your network login password. If you only store
gradebooks locally, use the gradebook password.

Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON
S Working with Gradebooks

Digital
Learning

1. From the Setup menu, select Lock Gradebook, or press Ctrl + K. (If
you have not set a password, this choice is grayed out.) The following
screen is displayed, hiding the data in your gradebook.

About InteGrade Pro x|

-I -\?‘eq raJ.‘.@ Pro

Wergion 9.1.0.21 for Windows [Dctober 11, 2004]
Copyright € 1937-2004 Pearzon Digital Learning. All rights reserved.
Inte Grade Pro, its source code, object coda and docurrentation contain proprietany trade secret

information belonging to Pearzon B . Rep . . gale, reverse
or uge for any purpose without the prior written penmission of Pearzon Bducation is prohibited .

Some portions of this software are Copyright @ 1996 by Pictorius Incorporated .
The Sentry Spelling-Checker Engine Copyright @ 1999 Wintertree Software Ihe.
Fartion= Copyright @ 1996 Tasdor Design. All Rights Reserved.

WASTE text engine @ 1993-1998 Marco Piovanelli.

Learning

Licenzed To: Dizcovery Software Ltd
Site Number: 002

Unlocking a Gradebook
1. Click Unlock. The Unlock Gradebook screen is displayed.

2. Type either the gradebook password or your network login password.

3. Click OK. The gradebook is unlocked and you can see the data.
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Locking and Unlocking Scores

After you have entered scores for a particular task, you can lock them so
that they cannot be accidentally overwritten.

1. From the Tasks menu, select Edit Task.
2. Select the Points tab.

3. Select a task.

Edit Tasks for Spreadsheet "Weighted Type (Numeric Weighted x|
Task: General I Extra Pointz | Scores I Stats I Mates I
Othello Quiz -
MacBeth Quiz Tupe: Iau'Z j
Shakespeare Exam ™ Scores Locked
Foundation Series Boaok Report ; ;
|, Fobot Quiz (Asgimoy) Out Of Scale Ot O Paints Required
Asimow Exam [Faw] Factar [Scaled) for Mastery
Shakespeare/asimoy Co...ed I'I 5 d I'| 0 = I'I 3 I
iAlice in‘Wonderland (uiz
Through the Looking Gl...Quiz Maxirmurn Allowed Score: |
Poetry of Lewis Carroll Exam Warn when a score that exceeds thiz score is entered,

Analyziz af Foaol o the Hill
Analysiz of Sounds of Silence
Are Songs Poet? Ezzay
Term Project

Term Exam

Mew... | Delete |

Duplicate |

Cloze I Help

4. Select Scores Locked.
5. Click Close. You cannot change the scores for that particular task.

6. To unlock the scores, repeat steps 1-3 and then clear the Scores
Locked checkbox.
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Working With Spreadsheets

InteGrade Pro gradebook software provides a numeric and a skill
spreadsheet for each class by default. An End Term spreadsheet is
created when you import a class roster file from your administration
system. You can also create an attendance spreadsheet.

You can define as many spreadsheets as you need for a particular class.

Many users create separate numeric spreadsheets for each term or
semester.

As you work, you can open more than one class viewer to switch quickly

from one spreadsheet to another.
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Managing Spreadsheets

Use the Spreadsheets screen from the Setup menu to manage your
spreadsheets

Creating New Spreadsheets

1. Select the class that you want to use the spreadsheet for.

2. From the Setup menu, select Spreadsheets.

Spreadsheets of "Math 11 {Period: 03 Term: 52 Day Codes: ABCDE)™ x|

General I Motes |

Mame: IWeighted Type

Third Quarter Grade... 3/16,/2000]
Second Semester G...5/26/2000)
Period 03 Attendance [Atten...g] Grade T able: IFleguIar

Kind: Mumeric

Caleulation Method: I\A-"eighted Type j

[~ Show Advanced Fields

Hew... | Delete

Cloze I Help |

Click New.

4. From the New Spreadsheet screen, select the type of spreadsheet you
want to create.

e If you select an attendance spreadsheet and click Next, you must
enter a spreadsheet name as well as a start and end date.

e If you select numeric spreadsheet and click Next, you must enter a
spreadsheet name.

5. Click Create.
6. Select the Notes tab and type a short description of this spreadsheet.
7. Click Close.

74 Managing Spreadsheets Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

—_ . Working With Spreadsheets

‘Digital
Learning

Renaming Spreadsheets

Select the class that uses the spreadsheet you want to rename.
From the Setup menu, select Spreadsheets.

Select the spreadsheet to rename.

On the General tab, type a new name in the Name field.

Click Close.

a > w N PE

Deleting Spreadsheets

Select the class that uses the spreadsheet you want to delete.
From the Setup menu, select Spreadsheets.
Select the spreadsheet.

Click Delete.

a c w R

Click Yes to confirm the deletion. When you delete a spreadsheet, all
tasks, scores, spreadsheet notes for the students, and score notes are
permanently lost.
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Changing the Look of a Spreadsheet

You can choose your preferred date format, the titles for the extra (user-
defined) fields, and how you want your spreadsheets to display. The spell
checking options are described in the section Checking Your Spelling.

1. From the Setup menu, select Display.

Display

Extra Field Titlesl Spellingl Spreadsheetl

The date appears on printed reports and in the spreadshest.

—Order Year tanth Dcl_l,l

= Year/Month/Day + az1932 + azh i+ azd
= Year/DayMonth  oazd8 i az R i oaz 04
& DayMaonthear = azdun

& taonth/Dawear

—Separato Sample

" Maone " Bar(l) Diate Format: mmfdd vy
" Commal] ¢ Hyphen[ Today's Date: 2172000

@ Slsh(/) ¢ Other [/ || Juned 1938 6/4/1998

Close I

2. Click the Date tab to make changes to the date settings. The
InteGrade Pro software always stores the year within the program as a
4-digit number, but you can choose how you want to see the date

displayed. The sample date in the lower right corner changes to reflect
your settings.

Help |

Display
Diate  Ewxtra Field Titles | Spellingl Spleadsheet'

Some of the student and task fields do not have a pre-defined purpose. Y'ou may change the titles of
these "extra’ fields to describe the data you wizh to recard. Far exarnple, you might define one of the
student figlds to be "Laocker B".

—Student Extra Field Titlez—— T ask Extra Figld Titles———
acke [5Kil Type
IE:-:tra One IExtra Twao
IE:-:tra T IExtra Three
IExtra Three IEHtla Faur
IExtra Foour IEHtla Five

Close I

Help

76 Changing the Look of a Spreadsheet
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3. Click the Extra Field Titles tab to change the titles for five extra student
fields and five extra task fields. For example, you may want to name a
student field Locker. You can change these titles at any time. To see
these fields in use, from the Setup menu, select Students, then click
Schools

4. Click the Spreadsheet tab to customize your spreadsheets.

Display
Date | ExtraField Titles | Speling Spreadshest |
r L ﬁ Ledger Line One; [ Editable Text: e
[+ Highlight Baw/Calurnn Ledger Line Two: [ Moneditable Text: I
[v Show Task Short Mame Highlighted Line Ore: [ ] Hot Linked Text: I
[¥ Show Student Last Mame First  Highlighted Line Two: [ Comer Clips: I
v Display Inactive Students Usze Default Colars I

Scare Column Width: | 10 =

‘ Student ‘ ki acBeth Alice Shakespear
M arne Guiz Wonderland & Examn

1 [Leech. Shawn 30, 2.0 5.0

2 |McTavizh, finne ) 25 ES 35

3 |Makamura, Wendy 7h 345 3.0

4 | Schmidt, D ave 122 5.2 1.0

Cloze I Help

You can change the visual appearance, including whether to display
ledger lines and highlight the selected row and column. You can also
select the colors of:

e Rows as they display

e The selected row or column
e Text you can edit

e Text you cannot edit

e Hot Linked text

e Corner clips

Changes affect all spreadsheets. The sample spreadsheet changes to
reflect your choices. Click Reset Colors to revert to the default colors.

5. To see the shortened form of the task names, select Show Task Short
Name.

6. To see inactive students, or the students’ last names first, make those
selections.
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7. Decide how wide you want the columns to be. You can select from 7 to
14 characters wide. The wider the column, the more of the headings
you see.

8. Click Close.

Customizing Spreadsheet Columns

Depending on the spreadsheet and view you selected, you can customize
the columns for students, tasks, and types. Changing the column names
does not affect the data. If you want to see two of the same columns at
once, open another class viewer. For example, you might want to see two
different student demographics.

1. Select the spreadsheet you want to customize.
2. From the View menu, select Change Columns.

e Numeric Spreadsheet,Task view. On a numeric spreadsheet, with
the view selected as task, you can customize six columns for
student information and six for tasks.

Change Columns Change Columns
Shuderit | Task | Student Task I
[ Demographic: [Bith Date =l | ™ usiiay Field: |Due Date =l
¥ Summary 1; i - [¥ Statistic 1: IEIuth j
¥ Summary 2: ILetter Grade j v Statistic 2: IScaIe Factor j
¥ Summary 3: IPercentage j v Statistic 3: ICIass Average [Percent] j
[~ Summary & IPercentage j [~ Statistic 4 IF'ercent of Spreadshest j
[~ Summary 5: IPercentage j [~ Statistic & IStandard Dieviation [Percent) j
Cloze I Help | Clogze I Help |

e Numeric Spreadsheet, Type view. However, if the view is selected
as type, you can change any of five statistics on the Type tab, in
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addition to the six columns of student information as shown above.

Change Columns
Student  Type I
W Statisic 1) Jouor =l
[w Statistic 2 IScaIe Factar j
v Statistic 3 I Class Average [Percent) j
[~ Statistic: 4: IF'ercent of Spreadshest j
[~ Statistic & IStandard Deviation [Percent] j
Close I Help |

e Skill Spreadsheet. On a skill spreadsheet, you can customize one
column for student information and six for tasks.

Change Columns Change Columns E

tl Task | Student  Task I
[ Demogrsphic: [Bith Date =] 7 usiiay Field! [ Due Date =]
[ Stalisic1:  [outOf =l
[ Stafistic 2 [Seale Factar =l
¥ Statistic 3: IEIass Average [Percent] j
[~ Statistic 4: IF'ercent of Spreadshest j
[~ Statistic 5: IStandard Deviation [Percent) j
Cose | hHep | Cose | Heb |

e End Term Spreadsheet. On an End Term spreadsheet, you can
customize one column for student information.

Change Columns E

sk |
[~ Demagraphic: IBirth D ate j

Cloze Help
| |

e Attendance Spreadsheet. On an attendance spreadsheet, you can
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customize one column for student information.

ange Columns
Tiask: |
™ Demographic: IBirth Drate j

Close Help
| |

3. Select or deselect the columns to view. If you deselect a column, it is
no longer visible on the spreadsheet.

4. Using the drop-down lists, select the information you want to see in
that column.

5. Click Close.

Other Ways to Change Columns

There is a shortcut to change columns, directly on the spreadsheet.
1. On the spreadsheet, click the blank column heading cell to the left
(Windows) or right (Macintosh) of either the Task or Student columns.

Class: IEninsh 11 [Period: 01 Term: 52 Dap Codes: ABCDE)
Spreadshest: | #iiviiar Tuns fiuamsnis kiiviind Tinsl

Due J Taszk
Date MHame
Othella Guiz
MacBeth Quiz
T 3[z/z/z000 Shakespeare Exam
4 1241042000 | Faundation Series Book. Repart
5| 2/29/2000 |, Robot Quiz [&simoy]
T8 |315/2000 Asimo Exam
_? 3424/2000 Shakespearedsimoy Compared
_8 343142000 Alice inWonderland Guiz
_9 44842000 Through the Looking Glass Quiz
] J Task J Task J Task J Task J Task J Task J
Student 1 2 3 4 5 5
i MName 10 [15] [40] [15] [14] [32)
_ 9|Kevin Gale N | 13 36 13 14 il
10 |Fafael Goodel 85 125 32 12 125 2B
11 |Ji Guitron § 15 135 30 10 10 23

2. Select Change Columns from the drop-down list.
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3. On the Change Columns screen, make the appropriate changes and
click Close.

OR

e Click the column header of an auxiliary column and select the
information you want displayed from the drop-down list. Remember
that you must first use the Change Columns screen to select a column
to display.

Hot Linking Numeric and Skill Spreadsheet Grades to End Term Spreadsheets

InteGrade Pro now enables you to create an automatic link between
spreadsheet grade from a numeric or skill spreadsheet and a column on
an End Term spreadsheet. Once you establish a hot link, each time the
grades are recalculated on the numeric or skill spreadsheet, the data on
the End Term spreadsheet is automatically updated. You can remove a
hot link at any time or recreate one if it is broken inadvertently.

For more information on working with hot links, see Finishing Up the
Reporting Period.

Managing Student Data

InteGrade Pro gradebook software helps you manage the student data
you work with each day. You can add students to classes, view or change
the demographic information for students, or confidentially show their
progress to parents or students themselves.

Adding Students

As a general rule, you should never add students to a gradebook that you
have imported from an administration system. If you do, the next time you
update your gradebook from the administration system, that student will no
longer appear. However, if you have created a gradebook manually, and
you are adding students, see Adding Students.

Viewing or Modifying Student Data

1. From the Setup menu, select Students.

2. From the drop-down list in the upper left corner, select the class whose
students you want to see, or select All Students.
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3. Select the student to view or modify.

4. Select the tabs and view, enter or edit information. The only required
field is the student’'s name.

5. Use the Personal tab for demographic information.

CPEECH WDHKSHDﬂ Perzonal | Cnntactsl Schu:u:ll Schedulel Elassesl Scnresl Statsl Nntesl

Alexander, John

Ashbaugh, Sandra
Barton, R

First M ame: |F||:|$s

Lazt Mame: IBartnn

Boppell, Valerie Gender IMaIe

Bunmy, Babs

Bunny, Buster Birth Date: [3/28/1333 B (mm/dd /)
Jackzon, Bil

Kakihara, John
Makarnoto, D avid
Faab, Rebecca
Schwartz, Craig
Smith, Johin

Mew... | Delete |

Cloze I Help

6. The Contacts tab is used for the address and phone numbers for this
student. Besides the Primary contact, you can also create a Parent/
Guardian, Emergency, Physician, Mailing Address, and Other Contact

Type.
x|
[CPEECH WORKSHD ¥ Personal Cantacts | School | Schedule | Classes | Scores | Stats | Nates |
Alexander, John @H esidence Contact Type: | Rezidence j

Ashbaugh, Sandia
Barton, R

WENTERIE =sidenc

Address: |2‘| B2 EL CAMIMO LN

Boppell, alerie
Bunny, Babs
Bunny, Buster I

Jackson, Bil City: IPLEASANT‘JI LLE  Prow/State: IEA

K.akihara, John

82 Managing Student Data

Makamato, D avid Country: I F'Dstal.f’Zip:IE!SF"EE
Raab, Rebeccs Home Phane:[5551 236
Schwartz, Craig
Srrith, Jokn Work F'hone:l
EmaiIAddress:l
[ Delate Mew Deleta [™ Send email reparts to this contact.

Cloge I Help
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If an e-mail address is available, you can select Send e-mail reports to
this contact.

CPEECH WDHKSHDj Persnnall Contacts  Schoal |Schedule| Classexl Scoresl Statsl Nntesl

Alexander, John ! .

. Grade Level: Track: |B
Ashbaugh, Sandra I_ I
Barton, Fioss Counselor: [CHEN, 5
Boppell, Valerie Homeroorm; |EI1 2
Burny, Babs
Burnny, Buster Exfra One: I
Jackson, Bill Eefiva Tewat I
Kakihara, John
Makamata, David Extra Three: I
Raab, Hehec;a Ewtra Four: I
Schwartz, Craig ;

Srriith, J ok Extra Five: I
Mote: To zet the titles of the extra fields, uze the "Extra Field Titles"
tab in "Dizplay” ["Setup” menu).
New... Delete

Cloze I Help

7. Use the School tab for school information like grade, homeroom, and
counselor that you need to track for this student.
You can use another screen to change the extra field titles to say
something more meaningful. From the Setup menu, select Display,
then click the Extra Field Titles tab and make your changes.

X
CPEECH WDHKSHDj Persnnall D:untau:tsl School  Schedule | CIasse3| Scoresl Statsl Nntesl
Alexander, John Begin| End | Tem | Courze Titlle | Teacher Hame | Room I;I
Ashbaugh, Sandra
Barton, Floss 1 1 Ay CPEECH WORKSHEATH. L a04
Boppell, alerie 2 2 Al EMGLISH 1 FILRERT.F
gu”fwe gabs 3 3 v SPANISH 1 NICOLA), E 18
. t

L, B 4 4 ¥  SOCSCIGATEK BATH.L 504
Jackzon, Bil

~akihara, John 5 5 Ay SOCECIGATE K. BATH.L R04

Makamoto, David
Faab, Rebecca
Schwartz, Craig
Smith, John

New... Delete

Cloze I Help
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8. The Schedule tab shows imported student class schedule information.
The information displayed on this tab is imported from the school
administration system and cannot be edited. If there is no schedule
information available for a student, a message is displayed when you
access the Schedule tab. The schedule information is based on
scheduled class period, not rotating period.

CPEECH WDFIKSHDj Persnnall Enntactsl Schooll Schedule Classes | Scoresl Statsl Nntesl

84 Managing Student Data

Alexander, Chun
Ashbaugh, Wiliarm

Jackson, Bil
akihara, John

Makamoto, David
Faab, Rebecca
Schwartz, Craig
Smith, John

New... | Delete |

Student iz regiztered in:

[<]CPEECH wORKSHOP PERIOD 1

Bartan, Rass CJovics  PERIOD 2 SECTIOM C'c"t“ (without 'Em‘finlg o antd
. notes permanently] select Studen

Boppel, ¥ dlerie C1CMES PERIOD 3 SECTION Statuz from the Students tab of the

Buriry. Babs BA50C SCIGATE K PERIOD 4 SEC Classes dislog,

Bunny, Buster [<1S0C SCIGATE K. PERIDOD 5 SECL

Al Nore |

To make a student inactive within a

Clase I

Help

9. The Classes tab shows which classes a student is enrolled in. If there
are no classes selected, it means the student is not enrolled in any of

them.
x|
IEninsh 11 [Period: El1j Perzonal | Contacts | Schoal | Schedule | Classes Scores | Stats | Motes |
Abbasi, Elisa | Spreadshest: IW’eighted Tope (Mumeric Weighted Type) j
Bregder, dudrey
Calder, Cara Task Raw -
Castro, Michasl MName Score Out OF - F4 -
Cortez, Miguel Spreadshest Summary Grade 93 100 93
Dandrea, Drew Othello Quiz 95 10 45
Liza MacBath Quiz 14 15 33
Shakezpeare Exam ar 40 93
Goodel, Rafael Foundation Series Boaok Flepart 145 15 97
Guitron, Ji |, Fiobot Qluiz [Azimov) 135 14 96
Hedlund, John Azimaw Exam ] 32 94
II-Iuang,rM alrk j Shakespeare/bsimoy Compared 46 a0 92
. n&:&;\lmar rlm thﬂe | Alice in W’ondelland Quiz 1 4 1 5 93 j
Cloze I Help |
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10. The Scores tab shows how the student is performing on tasks. You
can select which spreadsheet to use from the Spreadsheet drop-down
list at the top of the tab. If you have chosen to show all students, the

Scores tab appears dimmed.

You can use this tab for data entry and for showing a single student’s
scores. You can customize two of the rightmost columns by clicking on

the header cell and selecting a new heading.

Students

IEninsth [Period: D1j F'ermnall D:untact$| Su:hcu:ull Schedulel Classesl Scores  Stats | Notesl

Abbasi, Eliza
Bregder, Audrey
Calder, Cara Task: | Othello Quiz =]
Castro, Michael " —
Cortez, Miguel atistic atigtic:
Dandrea, grew Narme Walue j
De Cator, Lisa &z] Score peies
AGCT-Scare 123
Gale, Fevin Decile Rarnk 10
GD,C'dE”' Hafael Letter Grade A
e .
Huang, Mark Percentile Rank, 100
Jnnes Carns j II!uartiIe Rank, 4
New... I Delete | Fraw Srora qr LI

Cloze I Help |
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Select a spreadsheet and task to use from the drop-down lists at the
top of the tab. If you choose to show all students, the Stats tab appears

dimmed.

Students

[English 11 [Period: 01 x|
Abbasi, Eliza =
Bregder, Audrey
Calder, Cara

Castro, Michael
Lortez, Miguel
[andrea, Drew
De Cator, Liza
Escobar, Lauren
Gale, Kevin
Goodell, B afael
Guitron, Ji
Hedlund, John
Huang, Mark

-
drnes Carlne J

New. . I Dielete |

F'erm:unall D:untact&l Su:hcuzull Schedulel Classesl Scoresl Statz  Motes |

Spreadsheet: IWeighted Type [Numeric Weighted Type)

[

Miguel arrved from Mexico only recently. He has been well accepted in his
class due primanly to hiz extraordinary politeness. His English skills are excellent

conzidenng the short penod of time he haz been here,

Miguel has received an incomplete grade becauze he has not completed the

required "Are Songs Poetry?"' ezzay,

Claze I

Help |

separate notes for each spreadsheet.

12. The Notes tab records your comments about a student. You can keep

If you choose to show all students, the Notes tab appears dimmed. A
small marker in the lower-right corner of the cell on the spreadsheet
indicates that notes exist for that student.

13. Click Close.
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Adding Student Contacts

1. On the Contacts tab of the Students screen, click New. A New Contact
displays with a type of Other.

Students ]
IEninsh 11 [Period: D1j Personal Contacts I Schooll Schedulel I:Iassesl Scoresl Statsl Notesl
Abbasi, Elisa [« | {2YResidence Contact Type: IDther ﬂ
Eregder, Audrey Mew Contact
Calder, Cara Namme: INEW Contact
Castro, Michael Address: I
Cortez, Miguel
Dandrea, Drew I
De Catar, Lisa City: I F'lov.n"State:I
Ezcobar, Lauren _ .

Gale, Kevin Country: I F'nstala’le.I
Goodell, Rafael Home Phone:l
Guitran, Ji
Hedlund, Jahr Work Phone |
Huana, kark Email Address:
Admmee Cardne LI I Send i i
Mew.. | Delete | R [T Delete [~ Send email reparts to this contact.

Cloze | Help |

2. In the Contact Type drop-down list, select the type of contact this is.
The symbol beside the name changes, according to the type of contact
you select.

3. Type the name, address, and phone numbers.

Deleting Students

You can delete students from a gradebooks, from a class, or you can
inactivate them. Deleting from the gradebook removes all information
about a student, including demographic data and scores. Use this option
only if a student has permanently left your school and you do not need
records for the student.

1. From the Setup menu, select Students.

2. Select the appropriate class from the drop-down list at the top of the
screen, or select All Students.

3. Select the student to delete.
4. Click Delete.
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5. On the screen that displays, choose to delete from the gradebook,
remove from a class, or make the student inactive.

Delete Student

from the gradebook, will result in all entered scores being

Lauren Escobar iz registered in 1 clazz. Remowving her
& permanently deleted.

All demoaraphic and student scaore information far
Lauren Escobar within the gradebook, will be
deleted.

= Remove from class

All of the entered scores for Lauren Ezcobar
within English 11 [Perod: 07 Term: 52 Day
Codez: ABCDE] will be deleted.

" Deactivate in class

Deactivating Lauren Ezcobar will not delete her
scores or other information from the spreadsheet
bt will exchude her from wiew and reports.

Cancel | Delete I

6. Click Delete, Remove, or Inactivate. You do not have to confirm the
action.

Sorting Students

Sort orders that you select here are reflected in the reports.

1. From the View menu, select Sort Students.

Students: —Sort
............................................ o | E—— |

E:jdg::r'c':::rey ¢ By Student Mame
Castra, Michasl " By Demographic
Cartez, Miguel IBirth [ ate: ﬂ
gancdrfa' E_’ew " By Task Score

& Catar, Lisa
Escobar, Lauren IDtheIIo Huiz =
Gale, Kevin " By Spreadshest Grade
Goodel, Rafasl
Giuitron, Ji Sort Order:
Hedlund, Jokin -
Huang. Mark LI IAscendlng ﬂ

[Chrl-drag for non-standard ordenng. |

Cloze Help
| |

2. Decide how you want to sort the students:

e Name
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e Demographic data such as birth date, first name, gender, or one of
the 16 choices available from the by Demographic drop-down list

e Task Score by selecting a task from the by Task Score drop-down
list
e Spreadsheet Grade
3. Choose the sort order, either ascending (A-Z) or descending (Z-A).
4. Click Sort.

5. Click Close.

Other Ways to Sort Students

e On the spreadsheet, click any column title in the Student area and
select Sort Students. The Sort Students screen displays. Make your
selections and click Sort.

e On the spreadsheet, click any column title in the Student area and
select Sort Students by Column. Student are sorted in the order of the
scores in that column.

e Click anywhere in the Student area of the spreadsheet and right-click
(Windows) or Ctrl-click (Macintosh) and select Sort Students by
Column or Sort Students from the context menu.

Scrambling the Order

Use the Sort Students screen to arrange your students in random order.
You could use this to post a report and you didn’t want student names
listed in any particular order.

1. From the View menu, select Sort Students.
2. Click Scramble.
3. Click Close.

Sorting Manually

From within the Sort Students screen, hold down the <Ctrl> key (<3>in
Macintosh) and drag a student name to a new position.
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Managing Class Data

Viewing or Modifying Class Data

1. From the Setup menu, select Classes.

2. From the list at the left, select a class.

x
Clazzes in "SAMPLE General I Studentsl Notesl

:Engli IEH
Math 11 [Perio.. ABCDE)
Adv Chem [P...Codes: B) Task Type Set: IHumanities

Cument Grade Spreadsheet; IW’eighted Type j

Class Name: IEninsh 11 [Period: 01 Term: 52 Day Codes: ABCDE)

[~ Show Advanced Fields

MHew... Delete

Cloze I Help
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DE]
bdath 11 [Perio. ABCDE)
Adv Chem [P...Codes: B)

Louney Lieg Dandrea, Direw

Coyle. Eddie Dre Cator, Lisa

Crane, Shannon

Foster, &lan Escobar, Il_auren

Garcia, Denise Gale, Kevin

Halim, Faisal Goodell, Fafasl

Henson, Austin Guitian, Ji

Hudson, Marsje Hu::I[IDn'd iJ "

Johnzon, Megan ediind, John

K.een, Tammika Huang, Mark

Korkowski, Jose LI Jones, Carlos LI
Mew... Delete Student Status... |

Working With Spreadsheets

x
Clazzes in "SAMPLE",

General Students I NDtes'

Students not enrolled in class:

Abber, Clara
Brown, Jenive
Clark, Mindi
Clevenger, Paul
Cortez, Larena

| Costell, Gabriel

==+ |
= |

3. Use the General tab for information about this class. Use the drop-
down lists to assign task type sets and spreadsheets to this class.
Setting the Current Grade Spreadsheet is important when you are
exporting grade information via InteGrade Pro Link.

Students enrolled in class:

Abbasi, Eliza -
Bregder, Audrey

Calder, Cara

Castro, Michael

Cortez, Miguel

Cloze I

Help |
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4. Use the Students tab to assign students to a class. Select a class, then
a student, and click the right arrow.

e A

When you add students to the new class, the InteGrade Pro
software looks for existing classes for that student. The system
determines whether existing classes are similar to the new class. If a
match is found, the system copies the task scores and notes

information to the new class. The procedure is completed

automatically each time you add a student to a class. If the system is
unable to match information, nothing is copied, and you must add
the student's scores and note information manually to the new class.

This auto copy feature copies numeric spreadsheet, skill
spreadsheet, End Term spreadsheet, and attendance spreadsheet

information.

Classes

Classes in "SAMPLE":

Adyv Chem [P...Codes: B)

Hew... Delete

Generall Students  Mokes I

X

Englizh 11 consists of a combined curiculum of historical and modern likerature,
describing the evolution of the English language from Shakespeare to the
prezent era. Itincludes the study of Shakespeareat works (Othello and
FacBeth). postry and literaturs of Lewis Carroll, science fiction works of lsaac
Azimoy [The Foundation and Robot Series) and songs by the Beatles and
Simon & Garfunkel.

Cloze I Help

Use the Notes tab to record your notes about this specific class.
It provides an ideal location for keeping your course syllabus.

Click Close.

From the Setup menu, select Classes.

Click New.
Click Next.

Type a name and click Next. This is the only required field.
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5. Select a task type set from the drop-down list and click Next.

6. Register students by selecting their names from the list.

When you add students to the new class, the InteGrade Pro
software looks for existing classes for that student. The system
determines whether existing classes are similar to the new class. If a
match is found, the system copies the task scores and notes
information to the new class. The procedure is completed
automatically each time you add a student to a class. If the system is
unable to match information, nothing is copied, and you must add
the student's scores and note information manually to the new class.

This auto copy feature copies numeric spreadsheet, skill
spreadsheet, End Term spreadsheet, and attendance spreadsheet
information.

7. Click Next.
8. Choose Weighted Type, Total Points, or Skill.
9. Click Create.

Deleting Classes

If you delete a class, all spreadsheets, tasks, scores, and notes associated
with that class are also deleted.

1. From the Setup menu, select Classes.
2. Select aclass.

3. Click Delete.
4

Click Yes to confirm the deletion.

Adding Students to Classes

There are two ways to add students to classes. The students must already
be entered in a gradebook. You can use either the Classes or the
Students screen.
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Using the Classes Screen

1. From the Setup menu, select Classes.
2. Click the Students tab.

x
Clazses in "SAMPLE": General Students INDtes'

Enalizh BCDE]

Math 11 [Pari ABDE Studentz not errolled in class: Studentz enralled in class:
3 = —
&bber, Clara - &bbasi, Elisa -
Adv Chem (P...Codes B 5o Jerive — LI Bregder, Audiey —
Clark, Mindi
Clevenger, Paul il Calder. I:?"a
Cortez, Lorena Casztra, Michael
| Costello, G abriel Cartez, Miguel
Lourtney Lieg Dandrea, Drew
Erc':rl:;' %iﬂﬁnon Dre Catar, Liza
Fosterd, Alan Ezcobar, I__auren 1
Garcia, Denize Gale, Kevin
Halirn, Faizal Goodell, Fafael
Henson, .t'-‘«ustip Guitron, Ji
Hudszon, M arzje Hediund. John
Johnzon, Megan g
K.een, Tammika Huang, Mark
Korkawski, Jose ;l Jones, Carlos ;I
New.. Delete Student Statusz... |

Cloze Help
| |

3. Select the student you want to add from the Students not enrolled in
class column, then click the right-facing arrow. The Students enrolled
in class column displays the student’s name.

4. Click Close.
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Using the Students Screen

1. From the Setup menu, select Students.

2. Click the Classes tab.

Students

CPEECH 'W'EIFEKSHEIﬂ F'ersu:unall D:untau:tsl Schu:u:ull Schedule Classes IScoresl Statsl Nu:utesl

Alexander, Chun
Azhbaugh, William
Barton, Ross
Boppell, *alerie
Bunmy, Babs
Bunmy, Buster
Jackzon, Bil
F.akihara, John
Mak.amota, David
Raab. Retecca
Schwartz, Craig
Smith, John

Mew...

Student iz reqistered in:

[ CPEECH WORKSHOP PERIOD 1
[]cracs PERIOD 2 SECTIOM
Jcrics PERIOD 3 SECTIOM
[SOC SCI GATE K. PERIOD 4 SEC
[]S0C SC1 GATE K. PERIOD 5 SEC

| Delete I

Al Maone

To make a student inactive within a
clazz [without removing scores and
notes permanently] select Student
Statuz from the Students tab of the
Clazzes dialog.

Cloze I

Help

classes you want to add them to.

Click Close.

Removing Students From Classes

There are three ways of removing a student from a class. Removing a

Select the student you want to add to a class, then select the class or

student from a class permanently removes all scores associated with that
student.

1.
2.

=

From the Setup menu, select Classes.
Click the Students tab.

Select the student you want to remove from the Students enrolled in
class column, then click the left-facing arrow. The Students not
enrolled in class column displays the student’s name.

Or

From the Setup menu, select Students.

Click the Classes tab.
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3. Select the student to remove, then deselect the appropriate class.
Or

From the Setup menu, select Students.

Select the student to remove, then click Delete.

On the screen that displays, select Remove From Class.

e A

Click Remove.

Making a Student Inactive

96 Managing Class Data

You can view an inactive student’s grades up to the date they became
inactive, even though grades are no longer being calculated.

Inactivating a student does not delete their scores or other information
from the spreadsheet. A tilde (~) preceding a student’s name (for example,
~Robert Jones) identifies inactive students on reports and spreadsheets.

Inactive students appear at the end of all student lists when sorted.
1. From the Setup menu, select Classes.
2. Click the Students tab.

3. Click Student Status. A list of students currently enrolled in the
selected class displays. All students with selected checkboxes before
their name are currently active.

4. Clear the checkbox before the name of the student you want to

inactivate.
5. Click OK.
6. Click Close.

Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

S —————

Digital
Learning

Entering Tasks, Scores, and Notes

You add tasks and enter scores and notes daily. With the InteGrade Pro
software, you can also adjust scores in several ways. All these functions
are available from the Tasks menu.
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Creating a New Task

1. From the Tasks menu, select New Task.

2. Click Next

New Task E

Tazk Mame: |

Date Assigned: | [mrn/dd ]
Due Date: I [ dd ]
Tupe: |Homework j

Ot OF Scale Out Of
[Raw] Factor [Scaled]

|u # |1.n = |u

b arimum Allowed Score; I

Warn whet a score that excesds this score is entersd.

Cancel | <<Back | Create I Help |

3. Type the task name.

4. Enter the date assigned and the due date.
5. Select the type of task from the drop-down list.
6. Enter the Out of score.

7. If you choose, you can enter a scale factor and a maximum score (the
same as the Out of score). If you do so, you are warned if you
accidentally enter a score higher than the maximum.

8. Click Create.

Other Ways to Create Tasks

You can also create new tasks in the following ways:

e Use the keyboard shortcut of Ctrl + N (Windows) or 3 N (Macintosh)
e Click the Task Name column heading and select New Task.
e Click New from the Edit Tasks screen.

e Select an existing task and click Copy from the Edit Tasks screen; The
new task has the word “copy” at the end of its name.

e Import the tasks. See Importing Tasks, Spreadsheets, or Classes.

e Copy the tasks from another spreadsheet. See Copying Multiple
Tasks.
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Editing Tasks

Viewing or Modifying Tasks

1. From the main viewer, select the class whose tasks you want to
modify.

2. From the Tasks menu, select Edit Tasks.

Edit Tasks for Spreadsheet "Weighted Type (Numeric Weighted x|
Task: General I EHtral F'ointsl Scoresl Statsl Notesl

Othello Quiz — -

MacBeth Quiz Task Mame: IAIlce in wonderland Cluiz

Shakespeare Exam Short Mame: © Automatic ¢ Custom; I.&Iice

Foundahion Series Book Repart

|. Robat Guiz [&simoy) IWonderIand
Agimoy Exam Date Assigned: || ﬂ [ramnd dd ]
Shakespeare/fsinoy Co..ed

Alice inWwonderland Quiz Due Date: |3"’3-I /2000 g [mem/dd )
Through the Laaking Gl...Quiz

Poetry of Lewis Carroll Exam v Allow export to InteGrade Pra Link

Anal}ls?s of Foal an the Hi” If checked your administrator can use IntelGrade Pro Link to
Analysis of Sounds of Silence wigw this task's scores and notes.

fire Songs Poety? Egzay

Term Froject

Term E xam [~ Show Advanced Fields

Hew. .. I Delete I

Duplicate I

Cloze I Help |

3. From the task list at the left, select a task to view or modify.

4. On the General tab, if you want to change the name of this task, edit
the Task Name field.

5. Review the abbreviated name for this task that the system created.
The spreadsheet uses this shorter name. If you want to change the
name, click Custom and enter a new name.

6. Review and modify the date fields, if necessary.

7. The selection Allow Export to InteGrade Link is on by default. This is
used to extract specific task data for other programs.
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The Advanced fields are used only on the advice of your System
Administrator.

Edit Tasks for Spreadsheet "Weighted Type {Numeric ¥Weighted T

x|
Task: General Exbra | Paintz | Scores | Stats | Motz |
Othello Guiz . :
MacBeth Quiz Shl T I
Shakespears Ewarn Eutra Twio: I
Foundation Series Book Report :
I, Frobot iz [Asimov] Edtia Thes: |
Agimow Exam Extra Four: I
Shakespeare/tzimoy Co...ed

1 nderland Guiz
Through the Looking Gl... Buiz Mate: To zet the titles of the extra fields, uze the Extra Field
Paety of Lewis Caroll Exam Titlez tab in Display [Setup menu).

Analysiz of Fool on the Hill

Analyziz of Sounds of Silence

Are Songs Poetiy? Ezsap

Term Project

Term Exam

Extra Five: I

Mew... I Delete I

Duplicate |

Cloze Help
| |

On the Extra tab, you can record other details about this task. If you

choose to use these fields, use the Display command from the Setup
menu to customize these field names.

Edit Tasks for Spreadsheet "Weighted Type (Numeric Weighted T

Xl
T ask: Generall Extra Points I Scoresl Slatsl Notesl
Othella Cluiz _ -
tacEeth Quiz Tipe: qu'z j

Shakespeare Exam

[~ Scores Locked
Foundation Senes Book Report

I, Fiobat Quiz [Asimoy) Out OF Scale Out Of Points Requirsd
Asimoy Exam [Raw] Factor [Scaled] for Mastarny
Shakespearesbgimoy Co..ed I'I 5 # |1 D = |1 5 I

ilice in Wonderland Oui

Thraugh the Looking Gl...Quiz Marimum Allowed Score: I

Poetry of Lewis Carroll Exam

Warn when a score that exceeds thiz score is entered.
Analpsiz of Fool on the Hill

Analpsiz of Sounds of Silence
Are Songs Poetry? Eszay
Term Project

Term Exam

Mew... | Delete I

Duplicate I

Cloze I Help
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10. The Points tab includes all the fields you saw when you created this
task. You can modify any of these fields. If you do so, all grades are
automatically recalculated. Select Scores Locked to prevent
accidentally overwriting the scores.

Edit Tasks for Spreadsheet "Weighted Type {Numeric Weighted Ty 5[
Task: General | Extra | Points  Scores I Stats | Notes |
Othello Quiz s
tacE eth Quiz i . ﬂ
Shakespeare Exam __ Student [Dut of 18] 4 -
Foundation Series Book Report | |4bbasi, Elisa | 11 73
|. Robot Quiz [&simow) Bregder, Audrey El [=11]
Agimow Exam Calder, Cara 12 80
Shakespeara/dsimoy Co...ed Castio. Michael 10 67
Al wonderland Guiz Cort : Miquel 12 o0
Thraugh the Looking G...Quiz orez, Migue
Poetry of Lewis Carroll Exam Dandrea, Drew 12 80
Analysiz of Fool an the Hil D& Catar, Lisa 13 ar
Analysiz of Sounds of Silence Ezcobar, Lauren 14 93
Are Songs Poetiy? Essay Gale, Kevin 14 93
Term Project Gondel, Rafael 12 87
Term Exam - -
Guitran, Ji 12 a0
Hedlund, John 12 a0
Huang, b ark 11 73
Mew. |  Delete | |jones. Caros 12 80
Duplicate | Lin, Sarah 15 100 = |

Cloge I Help |
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11. Use the Scores tab to view and modify the scores for this task. This is
one of the screens where you can enter scores for new tasks. You can
customize the right-most column by clicking the column header and
selecting another score transformation from the drop-down list.

Edit Tasks for Spreadsheet "Weighted Type {(Numeric Weighted T 5[
Task: General | Extra | Points | Scores  Stats | Hotes |
Othello Quiz
tacBeth Quiz " ﬂ
Shakespeare Exam _ Statiztic Yalue
Fourdation Series Book Report | |&verage Deviation [Percent] | 7
|, Fobot Quiz [Asimoy] Awerage Deviation [Faw Scare] 1
Asimov Exam Clazs &verage [Percent) 83
Shakespeare/bzimoyv Co...ed Average [Faw Score] 12
plice | dartand Luiz fverage [Scaled) 12
Through the Looking GI...Quiz - g
Poetry of Lewis Caroll Exam Highest Score 15
Analysis of Fool on the Hil Lowest Score 3
Analpziz of Sounds of Silence M a=irum Score
Are Sangs Poety? Essay Murnber of Empty Seores ]
Term Project Mumber of Scores 25
Term Exam
Out Of 15
Scaled Out OF 15
Percent of Spreadsheet 3
Mew... I Delete | Percent of Task Type 21
Duplicate I Scale Factor 10 =]
Cloze I Help |

The Stats tab displays 19 different statistical pieces of information

about this task.

Edit Tasks for Spreadsheet “Weighted Type (Numeric Weighted T

Task: General | Extra | Paints | Scores | Stats  MNotes |
Othello Huiz ) IThis was a multiple choice quiz.
MacBeth Quiz

Shakespears Exam
Foundation Series Book Report
I, Robot Quiz [Ssimoy)
Aoy Exam
Shakespearaidsimay Co.ed
Alice fanderland Guiz
Through the Looking Gl...0uiz
Poetry of Lewis Carroll Exam
Analyziz of Fool on the Hill
Analysiz of Sounds of Silence
Are Songs Poetry? Eszay

Term Project
Term Exam
Mew... | Delete I
Duplicate I

Closze I Help

12. Use the Notes tab to record notes about this task.
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Copying One Task

Entering Tasks, Scores, and Notes

13. Click Close.

Deleting Tasks

Deleting a task removes all scores for that task from your gradebook.
1. From the Tasks menu, select Edit Tasks.

2. Select the task to delete.

3. Click Delete.
4

Click Yes to confirm the deletion.

Other Ways to Open the Edit Tasks Screen

The Edit Tasks screen is the starting point for many task-related activities.
Open this screen using any of the following methods:

e From the Tasks menu, select Edit Tasks.

e Double-click any task name on the spreadsheet.

e Click the Task Name column heading and select Edit Tasks from the
drop-down menu.

To quickly copy one task within the same spreadsheet, on the Edit Task
screen select a task and click Copy.

I This way of copying does not bring the scores to the new task.

Copying Multiple Tasks

You can copy tasks from the same spreadsheet or from another
spreadsheet. You can copy more than one task at a time.

Copying tasks is a fast way to create a new task that is similar to an
existing one. Copy the task, then modify it. Remember to give it a new
name.

This procedure is especially useful for copying more than one task
between spreadsheets. This procedure brings all the scores with the task,
if the student name matches.

1. From the Tasks menu, select Copy Tasks.

2. Select a class and a spreadsheet to copy from.
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3. Click Next.

4. Select the task to copy. Use the All or None buttons if they help speed
up your selections.

5. To move tasks, select Delete original tasks after copying.
6. Click Next.

7. To transform the score while you are copying it, select another from
the list. Otherwise, leave Raw Score selected and click Next.

8. Click OK. The task is copied into your current spreadsheet and
appears highlighted.

9. Double-click the new task and change its name.

10. Make other changes to this task, as required.

Replacing a Task With Another

1. Select the class and spreadsheet that contains the task you want to
replace.

2. Inthe Student area of the viewer, click the column title of the task you
want to replace.

Select Replace Task from the drop-down menu.
Select a class and a spreadsheet to copy from and click Next.

Select the item to copy and click Next.

o g &> w

To transform the score while you are copying it, select another score
from the list. Otherwise, leave Raw Score selected and click Next.

7. Click OK. The task replaces the selected task in your current
spreadsheet.

8. Edit the task as required.

Combining Tasks

The InteGrade Pro software can combine several tasks into a new task to
help you manage a large number of tasks more efficiently.

This feature does not work as described if one of the scores to be
combined is an INC (Incomplete) score. The result of combining tasks
when one of them has an INC score is a combined task with an INC total
combined score.
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As a precaution, print the Spreadsheet report before combining tasks,
especially if you intend to delete the tasks after combining them.

1.
2.
3.

Sorting Tasks

Select the class containing the tasks you want to combine.
From the Tasks menu, select Combine Tasks.

Choose whether you want to combine the tasks to total points (15 + 15
+ 10 = 40) or whether you want to combine to a percentage (a new
task out of 100) and click Next.

If you selected to combine to Total Points, use the Task Type drop-
down list to select the type of tasks you wish to combine. If you
selected to combine to a Percentage, select the Filter button to filter
out certain types of tasks.

Select the tasks to combine. Use the All or None buttons to speed up
your selection.

Type the name of the new combined task and select the amount of
precision for the score. Click Next.

Choose whether you want to delete the tasks being combined. Delete
the original tasks only if you no longer need details about the individual
tasks and if you have printed the Spreadsheet report for future
reference. Click Next.

Click Combine. The combined task is displayed as a new task at the
end of the list. It's Out Of value is either the value you specified or the
total of all the tasks being combined, depending on which option you
chose. It's scale factor is 0.0 to prevent it from affecting the class
totals.

Edit the new task and change its scale factor to 1.0 to include it in the
calculations.

Instead of deleting the original tasks, consider changing their scale
factor to 0.0. This prevents them from affecting the totals and keeps
them in your spreadsheet should you decide that you want to use them
later. You can also save the gradebook under another name to preserve
your original tasks. When you are satisfied with the merged results, you
can delete the original gradebook. If not, you can delete the copy.

Sorting tasks lets you quickly see the results the way you want to see
them.
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From the View menu, select Sort Tasks.

Sort Tasks
Tasks: —Eat

Othello Huiz e Sort | Scramble I
tacEeth uiz P

Shakespeare Exam * By Task Name

Foundation 5 eries Eook Repart " By Ausiliary

|, Robot Quiz [Seimow) IDue D ate j
Asimoy Exam ) By Statistic

Shakespearebaimov Compared

Alice inWonderdand Quiz I':'E'C'Ent of Spreadsheet =l
Through the Looking Glazs Quiz

Poetry of Lewis Carrall E zann

Analyziz of Fool on the Hil — St Order:

Analyziz of Saunds of Silence -

Are Songs Poetiy? Ezzay LI IAscendlng j

[Ctrl-drag for non-standard ordering.)

Cloge Help
| |

Choose the field you want to sort on:

e By Task Name is the default sort.

e By Auxiliary lets you select any of 12 other fields from the drop-
down list.

e By Statistic lets you select from 19 different score transformations
in the drop-down list.

Choose the direction of sort. Ascending (A-Z) is the default sort. Your
other choice is Descending (Z-A).

Click Sort.

Other Ways to Sort Tasks

On the spreadsheet, click any column title in the Tasks area and select
Sort Tasks. The Sort Tasks screen displays. Make your selections and
click Sort.

On the spreadsheet, click any column title in the Tasks area and select
Sort Tasks by Column. Tasks are sorted in the order of that column’s
data. For example, if you want to see which task had the highest class
average, you would sort on the Class Avg column.

Click anywhere in the Tasks area of the spreadsheet and right-click
(Windows) or Ctrl-click (Macintosh) and select Sort Tasks by Column
or Sort Tasks from the context menu.
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Scrambling the Order

1. From the View menu, select Sort Tasks.
2. Click Scramble.
3. Click Close.

Sorting Manually

From the Sort Tasks screen, hold down the <Ctrl> key (Windows) or 3 key
(Macintosh) and drag a student name to a new position.

Working with Scores

After your classes are set up and you have entered students and tasks,
you need to enter scores for those tasks.

You can enter scores in either numeric or skill spreadsheets. You can also
create hot links between numeric or skill spreadsheets and End Term
spreadsheets. These hot links link the spreadsheet grade to the End Term
spreadsheet. Any time the numeric or skill spreadsheet grade changes,
the End Term spreadsheet is automatically updated.

InteGrade Pro gradebook software does not prevent you from entering
scores above 100%. To remind you of such scores, a cell has a small
marker in the upper-right corner if the score is over 100%. This is different
from a marker in the lower-right corner of the cell, which indicates the
presence of a note.

Using the Edit Tasks Screen

When you enter scores in the Edit Tasks screen, the student name is next
to the score. Only one task is visible at a time. You can customize the third
column at the right to display the student’s score in a number of ways.

1. Select the appropriate class and spreadsheet.
2. From the Tasks menu, select Edit Tasks.

3. Select a task.
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4. Click the Scores tab.

x4
Task: General' Extral Points  Scores | Stats' Notesl
Othella Quizl P— —
g'::figi:‘e'zmm Student [Qut of 15) % .j
Foundation Series Bock Feport  |#4bbasi Elisa | 11 7
|. Fobat Quiz [Aaimoy) Bregder, Audrey El =]
Agimoy Exam Calder, Cara 12 an
aksa'e AimC- -ed [ Casro, Michael 10 &7
Alce in W onderland Luz .
Through the Looking I...Guiz Lortez, Miguel 1 80
Poetry of Lewis Carrall Exam Dandrea, Drew 12 80
Analysis of Fool an the Hil D& Cator, Lisa 13 a7
Analyzis of Sounds of Slence Ezcobar, Lauren 14 93
Are Songs Poetiy? Essay Gale, Kevin 14 93
Tem Project Goodell, Rafael 13 87
Term Exam - -
Guitron, Ji 12 a0
Hedlund, John 12 a0
Huang, Mark 11 73
Mew. |  Delete | |Jones, Carlos 12 80
Duplicate | Lin, Sarah 15 100 >

Cloge I Help |

5. Beside each student’s name, enter the scores for that task.
6. Click Close.

Entering Scores On the Spreadsheet

Entering scores in the spreadsheet lets you move quickly between tasks
and lets you see at a glance how the student fared on other tasks.

1. Select the appropriate class and spreadsheet.

2. On the spreadsheet, in the Student area of the viewer, locate the
column labeled with the short form of the task name.
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3. Move the cursor to the correct row for the student whose score you are

entering.
Class: [English 11 (Period: 01 Tern 52 Day Codes: ABCDE] ] Showe [Tasks/Students =
Spreadsheet: | bz Tune ument: Wiishiod Tuped ] View: [Task view =
Due J Task J J Scale J Class

J Date Name 0utnf | Factor | Avg(%),
[ 8[am 2000 Alice in'wanderland Quiz ] 15 10 3]
__a]4sr2000 Through the Laoking Glass Buiz ] 10 1.0 74
10| 44212000 Postry of Lewis Carroll Exam 43 15 7
1 |5/1/2000 Analpsis of Fal on the Hil ] 15 12 a3
[32]5m 2000 Analysis of Sounds of Silence ] 15 1.0 a
[13]5/13/2000 e Songs Postiy? Essay ] 45 1.0 a3
[14]5¢23/2000 Tem Project ] 75 1.0 a0
[15]5/26/2000 Tem Exam ] 100 1.0 a0
16 219/2000 Ermma book report 3 1.0 nia

o J Blice J ThighLk J PlyLws J Analysis J AnlyssS JAreSnnganJ Tem J Tem J EmmahnnkJ J

Student Wondedand | ngflssiz CulEsm Foaol Hil ndsSine | etyEssay Figjeet Exam repart Letier

y Name [15) 10 143) (151 [15) 145) 75 [100) 25 z Grade _
[ 8]Kevin Gale ] 14 F] ] 14 14 43 ] %5 I S A
10| Fiafael Gioodsl 13 g 2 13 13 ] 64 il el B
[0 J4i Guiron ] 12 7 ] 12 12 * 61 73 74 C
12 John Hedlnd 12 g 2 12 12 *® 62 a0 Eil B
(13| Mark Huang ] 1 7 2 10 1 34 54 66 E D+
14| Carlos Jones 12 g £ 12 12 ] &1 a0 g2 B
(15 Sarsh Lin ] 15 F] 40 14 14 /1 72 90 34 A
16 | Meghan Mayer j 14 E] 4 15 14 42 70 % E A

»

Type a numeric score or a special score. You can also right-click the
cell (Windows) or Ctrl-Click (Macintosh) and select a special score
from the context menu. Skill scores can include letters and numbers,
up to seven characters long. These scores are not based on grade
tables. Numeric scores that are above the maximum score defined for
the task generate a confirmation screen.

5. Press Enter or use either the Up or Down arrow keys to enter the
score.
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Using the Students Screen

1. From the Setup menu, select Students.

2. Click the Scores tab.

[English 11 (Period: 017 |

F'ersonall Eontactsl Schnnll Schedulel Clazses Scomes IStatsl Notesl

Abbasi, Eliza - Spreadsheet: IWeighted Type [Murneric Weighted Type] j
Bregder, Audrey
Calder, Cara Task Fiaw -
Castio, Michael M anne Score Out OF i z vj
Coartez, Miguel Spreadshest Summary Grade 93 100 93
Dandrea, Drew Othella Quiz 95 10 55
De Lator. Lisa MacBeth Huiz 14 15 a3
Et'u“:” Shakespeare Exam krl 40 93
Goodell, F afael Foundation Seriez Book Report 145 15 a7
Guitron, Ji . Robot Quiz [Asimaoy) 135 14 a5
Hedlund, John Azimow Exann an a2 94
ll'lnuna:lg'r":ii - Shakespears/dsimoy Compared 45 50 9z
New.. | Delete | Alice in Wonderland Duiz 14 15 93 j
Cloze I Help |

3.
4. Select a student.
5.
6.
score.
7.
8. Click Close.

Scores Automatically Copied to Spreadsheets

110 Working with Scores

Repeat Steps 4—6 for each student’s score.

Transferring Students to a New Class

The InteGrade Pro software now includes a feature that assists you when

Select the appropriate spreadsheet in the drop-down list.

Locate the task that requires the score and type the score.

Press Enter or use either the Up or Down arrow keys to enter the

you transfer a student from one class to another class (for example,
transferring a student from one period of English 11 to another period of
English 11). This type of transfer can happen in one of two ways: when
students are imported from an updated roster file or when a student is
added manually to a new class.
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Each time a student is added to a class (whether by importing students or
by manually adding a student), the InteGrade Pro software looks for
existing classes for that student. The system determines whether any of
the existing classes are similar to the new class. If a match is found, the
system copies the task scores and notes information to the new class. The
procedure is completed automatically each time you add a student to a
class. If the system is unable to match information, no information is
copied and youmust add the student's scores and note information
manually to the new class.

This auto copy feature copies numeric spreadsheet, skill spreadsheet, End
Term spreadsheet, and attendance spreadsheet information.

Rules Governing the Student Copy Process

When the InteGrade Pro software attempts to transfer student scores and
notes from one class to another, it performs a series of checks to ensure
that the class to which the student is being copied is the same as the one
where the student originates. This is accomplished as follows:

1. The software looks for a class with the same course ID. If no matching
class is found, nothing is copied.

2. If a matching course ID is found, the software checks whether any
spreadsheets in the existing class match any spreadsheets in the new
class. Spreadsheets match if they have the same spreadsheet ID, are
of the same type and the names match. If no spreadsheet match is
found, nothing is copied.

3. If a matching spreadsheet is found, the software checks whether any
of the tasks on the spreadsheets match. To match tasks, the software
checks task IDs, task names, types, "out of" scores and due and
assignment dates.

After scores have been copied for a student, you should review them for
accuracy. Using the new Fill Row feature, you can quickly replace a row of
scores for a student (across all copied tasks) with another score. For
example, if you want to delete the copied scores, you can replace the
existing scores with a blank score.

In the above steps, if the InteGrade Pro software encounters more than
one matching course, spreadsheet or task, that course, spreadsheet or
task is not copied.
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Entering Many Scores At Once

112 Working with Scores

If you need to enter the same score for many students and tasks, use the
Bulk Fill command from the Tasks menu. You can also use the Bulk Fill
feature for entering missing scores, or replacing existing scores.

A related command is the Fill Column command, accessed by clicking a
column title. This command is ideal for quickly entering the same score in

the entire column. It is also useful for erasing a column by filling it with
blanks.

Bulk Fill

1. From the Tasks menu, select Bulk Fill.

Bulk Fill
Students: 25 of 25

[Ee&bbas, Eliea el
Bregder, Audrey I
Calder, Cara

Castro, Michael

. Mew Scare: I
[l Cortez, Miguel

<D andrea, Drew ;l ™ Replace only Empty soores
al | Mone | Fiter. |

Tasgks: 15 0f 15

[E<] Othella Quiz -
MacBeth Quiz

Shakespeare Exam

Foundation Series B.. Report

1. Robot Quiz [&simoy)

[] Arzirmore Examn ;I Lancel

al | Mone | Fiter. | Fill

Help

il

2. Select the students who are to receive this score. Use the All or None
buttons to speed your selection.

3. Select the tasks that are to receive this score. Use the All or None
buttons to speed your selection.

4. Type the new score.

5. Select Replace only Empty scores if you want this score going only to
students who currently do not have a score for this task.

6. Click Fill.

Using the Filter With Bulk Fill
You can create rules to determine which students and tasks should

receive the score. Once you specify the rules, you can select specific
students and tasks from the ones that were filtered.
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1. From the Tasks menu, select Bulk Fill.
2. On the Bulk Fill screen, click Filter.
3. Click the Filter button below the Students or Tasks area.

You can create and use a filter for students or for tasks, or for both
students and tasks.

Student Filter
€ Shaw All Students
el

™ Gender Iis j Iunknown j

™ Spreadshest Grade Iis j |< j |ED %

I™ Soare on | Dthello Quiz s =l =Zlfsn =
[~ Score on ary task Iis j |< j |ED %

[~ Student score note contains I—

[~ Student mote containg I—

I~ Demoagraphic figld |Locker j Icontains j I

(n]4 I Cancel | Help |

Task Filter
= Shaw All Tasks

j IHc-mewc-rk j

™ Task Type IIS

[T Duebate [is =||= =] [21/2000 [ A
™ Task Mote containg Ii

[~ Ausiiany field | j| j|

1] I Cancel | Help |

4. Select Show Students Whose or Show Tasks Whose.
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Select the filter you want to use, and modify it using the drop-down
lists.

For example, if you want to see only the students who were away with
the flu, and if you had put the word “flu” in their student score note,
select Student score note contains and type the word flu. Or if you
want to see the tasks that are due on a certain date, select Due Date
and use the drop-down lists to complete the expression.

Click OK.
Type the new score.

Select Replace only Empty scores if you want this score going only to
students who currently do not have a score for this task.

Click Fill.

Filling Columns

1.

In the Student area of the viewer, click the column header of the
column you want to fill.

From the menu that displays, select Fill Column.

Fill Column [ <]
Replace all student zcores in thiz column with & new score.

Mew Scare: ||

™ Replace only Empty scores

Al | camel | Hen |

Enter the score you want to use to fill the column.

To fill only the blank cells, select Replace only empty scores.
Click Fill.

Erasing Scores Using the Fill Row Command

114 Working with Scores

The Fill Row screen is used to quickly erase all of the task scores for a

particular student. It is normally used when a student has been added to a
class and the scores copied by the system require editing or deletion. You
can delete all of the task scores for a student by replacing the existing
scores with a blank score. This in effect deletes the scores for the student
across all tasks.
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Filling a Row of Scores

This procedure is used to replace a row of existing scores for a student
(across all tasks on the spreadsheet). You can use this to effectively erase
all of the scores in a row or to replace them with another score.

1. Inthe Class viewer, right click any task cell for the student whose
scores you want to replace.

2. From the Right Click menu, select Fill Row.

3. On the Fill Row screen, enter the New Score. You may leave the New
Score field blank if you wish to erase all of the scores for the student.

4. If you wish to replace only the empty scores, check the Replace only
Empty scores checkbox.

5. Click Fill.

Scanning in Scores (Windows)

The scanning feature of the InteGrade Pro software enables you to scan in
scores from a standard Pearson Digital Learning scan form. This feature is
not available on a Macintosh.

This procedure assumes that you have a functioning scanner attached to
your computer and that you have all the appropriate scan forms ready.
Scores are not actually created in your gradebook until the final step of this
process. Scanning updates tasks in the current viewer.

Warning: Performing other tasks or starting additional applications while
scanning can cause unpredictable results. Pearson Digital Learning
recommends that you do not open other applications or attempt to
perform other tasks while scanning.

Copyright © 1998-2004 Pearson Digital Learning Working with Scores 115


http://k12.ncs.com/

PEARSON

- Entering Tasks, Scores, and Notes

‘Digital
Learning

1. From the Tasks menu, select Scan.

Scan %]

“You may uge a test scanner to mark, test sheets and enter scores directly
inta your gradebook.

Before you define the task and start the scanning you may set up wour
zoanner or look at the diagnostics.

During a diagnostic session, InteGrade Pro will scan one shest and
display itz image, az it was read by your scanker, on the screen.

Mame: [ cannerame Scanner Setup.. |
Type: OpScan 4P Diagnostics.. |

Cancel | <cBach | Mewt: > I Help |

2. The name of your scanner displays.Click Diagnostics only if you need
to test whether your scanner is working correctly. Use the Scanner
Setup button which leads to the Scanner Configuration screen only on
the instructions of your system administrator.

3. Click Next.

Chooge whether to replace the scores of an existing task or
create a new task

@ Esisting [thello Guiz =

[~ Replace only Empty Scores

= New

M amne; I

Type: IHomework j

Due Date: 21,2000

Cancel | <<Back | i Medtrr f Help |

4. Choose whether you want the scanned in scores to replace the scores
of an existing task or create a new task.

e If you choose Existing, you must also decide if you want to replace
all scores or only empty scores.

e If you choose New, you must enter a task name, select its type
from the drop-down list, and enter a due date.

5. Click Next.
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6. Confirm that the first form in the scanner is the test answer key and
click Next.

7. Review the results of scanning the key sheet. If you are satisfied that
you have the correct forms in the scanner, click Next.
Scanning begins and a progress bar displays on screen. The student
name of the sheet being processed displays.

e IfastudentID is encountered twice, a screen displays asking you if
you want to replace the data. Clicking Yes replaces the original
scanned results for that student with the latest scan results.
Clicking No retains the original scanned results and ignores this
latest scan.

e If an unknown student ID is encountered, a screen displays “No
such student in class”. Click OK to resume the scanning process.
The score for the unknown student ID is ignored.

8. When scanning is complete, review the results on screen. If you want
to print this information, click Print Report.

9. Click Close to create a task and add the scanned results to your
gradebook.
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How Grades Are Calculated

InteGrade Pro gradebook software always calculates the correct grade for

a student. The following exam
that grade.

ple show the methodology used to calculate

First, assume that the circled Type Set is being used for Mathematics

A Tazk Tepe Set allows grouping of tagks by o

degired number of points to the overall grade. The total points for a tppe set does not have to be 100,
Uze the "Clazzes" command in the "Setup” menu to

Grading Rules E
Grade T ables I Special Scaores | Type Setz

ategomny [zuch az "Homework'). Each categon will contribute your

ach atazk twpe zet to a class.

Hurnarit Elemefit | Mathema Mew Set. . |
ies Science ar tic:s
Hormework, 20 20 20 MI
Exam 50 4n 40 Delete Set |
Quiz 30 a0 30 New Type.. |
Lab 30 a0
Urused MI
Midterm Exam Delete Type |
jtal: 100,000 | 120,000 120,00

1

Help |

Then, divide the points assigned to each type by the total points to
calculate what percentage each type contributes to the student's grade.
For example, Homework is worth 10 points out of 80, or 12.5%.

Task Type Points Total Points | Percent of Overall
Grade

Homework 10 80 10 +80=12.5%
Exam 30 80 30 + 80 =237.5%
Quiz 20 80 20 + 80 = 25.0%
Midterm 20 80 20 + 80 = 25.0%
Exam
Total 80 Total Grade = 100%

But these figures hold true only if the student has at least one score for
each task type. That means until the midterm exam is given, a student will

have only completed tasks of t

he other three types. As a result, during that

time each type will contribute more than the percentage just calculated.

118 How Grades Are Calculated
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In this case, with no midterm, the total points are only 60 instead of 80, and
so homework contributes 10 divided by 60 or 16.7% of the overall grade.

Next, assume that the following nine tasks are given for the class:

2 InteGrade Pro - [Mathematics 11 - Trigonometry Tasks [Numeric Weighted Type]] =] E3
E File Edit Setup Tasks Reportz Yiew ‘Window Help ;lilﬂ
Clags: I b athematicz 11 j Sk I Tasks j
Spieadsheet | Trimnamsty Tauks emenis Waighiod Ty ] Wiew: | Task View =l
Task Type J Taszk J J Scale J Percent'];'
[weighted) Marme Couat O Factor | of Sprd
1 |Homewark, Puthagorean Theorem Problems 100 1.0 a7
_2 Huiz Right Triangles Dz 150 10 71
_3 Homework, Trigonometnic Functions [Sin, Cos, ...Problems 120 1.0 3.2
_4 Huiz Trigonometne Functions [SohCahToa) Quiz 200 10 54
_5 Hamewark, Ireerze Trigonometic Function...Cot] Problems 15.0 1.0 40
_E Hormewark: The Eozire Law Problems 100 1:0 i
_? Quiz Sine and Cosine Laws Quiz 18.0 1.0 85
_8 Fidterm Exam Trigoniormetny): Midtermn Exam a0 1.0 250
_EI Exam Trigonometry and Statistics Final Exam 100.0 1.0 A j
| Licensed ta: v integrade. com Site Humber: 8510 | Class Awg 78.9%

Since only one midterm exam is given, it is worth the entire 25% of the
overall grade as noted previously. Likewise, only one exam is given, so it's
worth 37.5% of the student's grade.

Quizzes are worth 25% of the overall grade, but there are more than one,
so their contribution is calculated as follows. If we divide the points
assigned to each quiz by the total points (53), we see what percentage
each quiz contributes to the quiz portion of the total mark

Quizzes Points Ttl. Quiz Points | % of Quiz Grade | % of Overall Grade
Right 15 53 15+ 53 =28.3% 28.3% of 25% =
Triangles 7.1%

Trigonometric| 20 53 20+53=37.7% 37.7% of 25% =
functions 9.4%
Sine and 18 53 18 + 53 = 34.0% 34.0% of 25% =
Cosine Laws 8.5%
Total 53 25%
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When the percentage of the overall grade that each task contributes is
calculated, we arrive at the student's overall grade. The following table
shows the three quizzes and their contribution to the overall mark, with the
% of Overall Grade figures from the previous table, as well as the other
tasks. This example also includes four Problems that are homework
assignments contributing towards the 16.7% of the total grade.

Tasks

Score

Out Of

% [score +out
of]

% of Overall
Grade

Overall %

[% x % of Overall

Grade]

Pythagorean
Theorem
Problems

10

80%

2.7%

2.2%

Right
Triangles

Quiz

12

15

80%

7.1%

5.7%

Trigonometric
Functions
(Sin, Cos,
Tan)
Problems

11

12

91.7%

3.2%

2.9%

Trigonometric
Functions

Quiz

17.5

20

87.5%

9.4%

8.2%

Inverse
Trigonometric
Functions
(S~Cot)
Problems

11

15

73.3%

4.0%

2.9%

The Cosine
Law
Problems

7.5

10

75%

2.7%

2%

Sine and
Cosine Laws

Quiz

15

18

83.3%

8.5%

7.1%

Trigonometry
Midterm
Exam

61

75

81.3%

25%

20.3%
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Tasks Score Out Of % [score ~out | % of Overall Overall %

of] Grade [% x % of Overall
Grade]
Trigonometry | 82 100 82% 37.5% 30.8%
and Statistics
Final Exam
82%

For the final result, the InteGrade Pro software calculated 82% for the
student's grade. The system recalculates these grades automatically
whenever you change a score or a grade rule.

& InteGrade Pro - [Mathematics 11 - Trigonometry Tasks [Numeric Weighted Type]] =] B3
E File Edit Sefup Task: Heports Wiew “Window Help ;lilil
Clazz: I M athematics 11 ;I Showy; I Tasks/Students j
Spreadsheet: | Timvmey Tasks Wement Wiiged Toned % | Wiewe| Task View =
Tazk Tupe J Tazk J J Scale J Percentﬁ
[weighted) M arme Ot OF Factor | of Spid
1 [Homework: Pythagorean Theorem Problems 10.0 1.0 a7
_2 iz Right Triangles Hiz 150 10 7
_3 Huormework, Trigonometric: Functions [Sin, Cos, .. Problems 12.0 1.0 3.2
_4 iz Trigonometne Functions [SohCahT oal Bz 200 10 54 -
o Student J F‘ythgm" RghtTr J Trgnmlrj Trgnmtr H
. Hame ThimPrb | nglsllz | cFnctns | cFhctns = :
1 |LeFranc, &lma Bea | 2.0 120 1n.o 17 i‘ﬁ'
i 3
| Licerised ta: wimw.integrade. com Site: Mumnber: B510 | Class Awg; EE.DX;

Adjusting Scores

Usually, the scores achieved by your students are the ones used to
calculate their overall grades. At times you might need to adjust the
scores. For example, if a test was too hard and class scores were
significantly lower than expected, you might want to adjust them.

InteGrade Pro gradebook software offers several commands to help you
adjust scores fairly. These commands are statistically sound and are
easier to use than manually altering student scores.
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The score-adjusting functions are available only while a numeric
spreadsheet is active.

Before altering any scores, you should print the Spreadsheet report.
This gives you an archive of the original, unaltered scores. If the results
are not what you expect, you can always “back out” of any changes if
you have not saved the gradebook.

Dropping and Restoring Scores

122 Adjusting Scores

The Drop/Restore Scores command automatically drops one or more
scores that are the most damaging to a student’s overall grade. Because
different task types like quizzes and homework may contribute differing
amounts to the overall grade, the most damaging score might not
necessarily be the lowest one.

For example, suppose you have an equal number of quiz and homework
tasks. A student receives 3 out of 10 on a quiz and 4 out of 10 on a
homework task. However, if quizzes account for 20% of the overall grade,
while homework accounts for 40%, the 4 out of 10 homework task would
be dropped, even though the quiz score of 3 out of 10 is lower.

How It Works

The Drop/Restore Scores command tries dropping each score and then
notes how it affects the student’s overall grade. This procedure applies

Drop labels—a special type of Excused label—to the number of scores

requested.

The Drop label behaves like any other Excused label, except that its name
is fixed and it does not appear in the Special Scores tab of the Grading
Rules screen.

The original score still exists beneath the Drop label. If you use another
score manipulation factor, such as Curve Scores, you can affect the
original score.

Limitations of Drop Scores

e Drop Scores will not function for any student with an INC (Incomplete)
score on ANY of the tasks included in your selection. You must replace
the Incomplete score with an Excused label in order for Drop Scores to
work.

e The InteGrade Pro software counts Excused scores as dropped
scores. If a student has the same or greater number of Excused labels
as the number of scores you are asking to drop, the system will not

Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

. Entering Tasks, Scores, and Notes

Digital
Learning

apply additional Drop labels. For example, if a student has two
Excused labels and you are requesting that the two most damaging
scores be dropped, that student will have no additional scores
dropped.

e Drops Scores does not work if you include a task that has all empty
scores (i.e. a task that has not yet been completed). Be sure to select
only tasks that have been scored. Do not select future tasks that have
yet to be scored..

Caution If you type over a Drop label on the spreadsheet, you replace
both the Drop label and the original score. You cannot restore the
original scores if you do this.

Dropping Scores

1. Select the class whose scores you want to drop.

2. From the Tasks menu, select Drop/Restore Scores

Drop/Restore Scores

t'ou have chozen to drop or restore scores.

r'ou may chooge a set of students and a set of tasks.

Dirop scores will excusze students form the task [or tasks] that most damages their
spreadsheet grade.

Restare Scores will recover the numeric value which was there befare the scare
waz dropped.

 Restare Previously Dropped Soones

Cancel | eback | Mexts> I Help

3. Select Drop Scores and click Next.
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4. Enter the number of scores to drop. You can drop one or more scores.

Drop/Restore Scores
Drop scores for:
Students: 25 of 25 Tazks: 16 of 16
Eliza Abbasi H Othello Quiz -
€] Audrey Bregder tdacBeth Quiz
Cara Calder Shakespeare Exam
Michasl Castro Foundation Series B Fepaort
Miguel Cortez _— |, Robot Quiz [Asimay)
Direw Dandrea [ &szimnoy Examn
Liza De Catar Shakespeareddzimoy Co...ed
Lauren Ezcobar [ tslice in W onderland Quiz
Kevin Gale Through the Looking Gl..Quiz
Rafael Goodell Poetry of Lewiz Carroll Exam
[<]Ji Guitran j [i<] Analysis of Fool on the: Hil LI
Al | Mone | Fiter. | al | Mone | Fiter. |
For each student. drop up ta I‘I SCOMEE,
Cancel | <<Back | et > I Help |

5. Select the students and tasks to include by manually choosing from
the list. Use the All and None buttons to speed your selection, or click
Filter and create rules.

6. Click Next.
7. Click Drop.

You can undo the Drop/Restore Scores manipulations at any time.

Using the Filter With Drop/Restore

You can create rules to determine which students and tasks should be
selected to be dropped.

1. On the Drop/Restore Scores screen, click the Filter button below the
Students or Tasks area. You can create and use a filter for students or
for tasks, or for both students and tasks.

2. Select Show Students Whose or Show Tasks Whose.

3. Select the filter you want to use, and modify it using the drop-down
lists.
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For example, if you want to see only the students who were away with
the flu, and if you had put the word “flu” in their student score note,
select Student score note contains and type the word flu.

Student Filter [ ]

€ Show Al Students

[T Gender Iis j Iunknown j

™ Spreadsheet Grade Iis j |< j |50 %

I™ Soore an | Dthello Quiz =l =< = =
[~ Score on any task Iis j |< j IED b4

[T Shudent zcore note containg I—

™ Student note containg I—

™ Demoaraphic field |Locker j Icontains j I

Ok I Cancel | Help |

If you want to see the tasks that are due on a certain date, select Due
Date and use the drop-down lists to complete the expression.

Task Filter 1]
= Show Al Tasks

[~ Task Type Iis j IHomework j

[T Duebate [is =|[= |=]]2/1+2000 (mrnddl ]
[~ Task Mate cantaing I—

™ Ausiiay fisld | =l ||

Ok I Cancel | Help

4. Click OK.

Restoring Dropped Scores

You cannot manually remove a Drop label to reveal the original score. You
must use the Drop/Restore Scores function to remove it.

1. From the Tasks menu, select Drop/Restore Scores.
2. Select Restore.

3. Select the students and tasks to restore from the list, or click Filter and
use rules.
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4. Click Restore.

The Curve Scores command alters scores for a task using one of two
methods:

e Curve all scores to fall within a specified low/high range.
e Curve towards a specified mean and standard deviation.

Curving does not affect Excused scores or INC (Incomplete) scores. They
remain INC until the student completes the assignment and the teacher
records a score.

Curving can affect scores under a Drop label.
1. Select the class whose scores you want to curve.

2. From the Tasks menu, select Curve Scores.

Curve Scores

Curve Scores is a pawerful bool which can produce dramatic results.

Curve High/Low allows pou to set the highest and lowest scores. All
other scores will be adjusted appropriately.

Curve Mean/Standard Deviation allows pou to change the mean [in %)
atd/or the standard deviation [in %) of a tazsk. Changing the mean shifts
the zcores up or down. Changing the standard deviation compresses ar
expands the distribution.

" High/Low
& #MeansStandard Deviation

Cancel | <<Back | Memts > I Help |

3. Select the method you want to use and click Next.

4. Select the task to curve and click Next.
5. Enter the parameters for the method you selected and click Next.

e Ifyou selected High/Low, you must enter a new high and a new low
score.

e If you selected Mean/Standard Deviation, you must enter a new
mean and standard deviation.
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6. Indicate whether the curved task replaces the existing task or appears
as a new task. Because curved scores cannot be “uncurved”, Pearson
Digital Learning recommends that you create a new task and then
delete the original task later when you are satisfied with the results.

7. Enter the name of the curved task and click Next.

8. Click Curve. The new curved task has a scale factor of 0.0. If you
decide to keep the new curved task, change its scale factor to 1.0 to

include it in the calculations.

Instead of deleting the original task, consider changing its scale factor to
0.0 instead. This prevents it from affecting the totals and provides an
additional safeguard should you decide to undo the curving later.

Picking the Highest Scores

The Pick Highest Scores command creates a new task with the highest
score out of a group of specified tasks. You can use this function when a
student repeats a task and you allow the better of the two scores to stand.

The newly created task is always out of 100 and is of the task type that you
specified. The system can select the highest score from any number of
tasks. The tasks do not have to be of the same type, since they are

compared by percentages.

1. Select the appropriate class.

2. From the Tasks menu, select Pick Highest Scores. Click Next.

Pick Highest Score

Pleaze chooze the tazks vou wish to consider:

Taszks: 3of 15

Othello Huiz

MacBeth Quiz

Shakespeare Exam

[ Foundation Seres Boak Repart

I, Robat Quiz [deirmoe]

[ szirmay Exarn

[ Shakespearetaimoy Cormpared
Oalice inwonderland Quiz

[ Thraugh the Looking Glazs Quiz
O Poety of Lewis Carmall Exam

O Analyziz of Fool on the Hill

1 alisie f Canmds of Cilamne

al | Mone | Fiker. |

[

Cancel | {<Back | Mest:» I

Help |

3. Select the tasks to include from the list, or click Filter and use rules.

Click Next.
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4. Enter a name for the new task.

Pick Highest Score

Please enter the following information about the new tazk pou are creating:

Mame: |Shakespeare{
Type: |Homework j

Cancel | <{Back | Meuts> I Help |

5. Choose a type for the new task and click Next.

Pick Highest Score

“'ou have chogen to create a new task named ''Shakespeare with student
zoores equal ta their highest percentage on any of the 3 selected tasks.

Cancel | <¢Back |

6. Click Pick. The new task is added to the end of the list of tasks. The
new task has a Scale Factor of 0.0. If you decide to keep the new task,
change its Scale Factor to 1.0 on the Edit Tasks screen, to include it in

the calculations.

Instead of deleting the original tasks, consider changing their Scale
Factor to 0.0 instead. This prevents the tasks from affecting the totals
and it provides an additional safeguard should you decide to undo the
Pick Highest Scores later.
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Working With Notes

You can enter notes directly in the spreadsheet in the Notes area, or on
the Notes tab in the Student or Tasks setup screens.

Cells with notes have a small marker at the lower-right corner of the cell.
You can see this in the sample gradebook. This is different from a small

marker in the upper-right corner of a cell, which indicates that the score

entered is over 100%.

Notes Area

The Notes area at the bottom of the screen is ideal for teachers who use
notes frequently, or who comment extensively on skills.

Once the Notes area is visible, you can resize it by dragging the thin blue
bar at the top of the Notes area. This helps you accommodate long and
short notes, while conserving screen space.

The Notes area can record and display notes about tasks, students, and
student scores on a task. For notes about the class or spreadsheet you
must use the Classes or Spreadsheets screens (accessed under the
Setup menu).

Viewing Notes
1. From the Show drop-down menu of the viewer, select one of the views
that displays notes:

e Students/Notes

e Tasks/Notes

e Tasks/Students/Notes
e Seating Chart/Notes
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2. Select the cell containing the note to view. The Notes area displays at
the bottom of the screen.

I You can also view notes by selecting Show Notes from the View

menu.
10| Goodell, FBafael 3.5 125 32
11 | Guaitron, Ji | 1.5 135 30
12 |Hedlund, Jakin g 14 H

]

Matesz for ztudent *Ji Guitron™ on tazk "Othello Quiz"
Mat typical of hiz perfformance. Ji was away at the Science Fair the day before thiz quiz. |

| Find Again

Entering Notes in Notes Area

1. Select the cell where you want to enter the note. The title bar in the
Notes area shows you which cell is being edited.

2. Type the note in the Notes area. Remember that notes are specific to
the spreadsheet being viewed.
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[Engiish 11 [Period: 01 7

Abbasi, Elisa -
Breqder, Audrey

Calder, Cara

Castro, Michael

Dandrea, Drew
De Cator, Liza
Eszcobar, Lauren
Gale, Kevin
Goodell, R afael
Guitron, Ji
Hedlund, John
Huang, Mark

-
drmes Carlns J

Mew... | Delete |

Entering Tasks, Scores, and Notes

Entering Notes for Students or Classes

1. From the Setup menu, select Students or Classes.

2. Select the Notes tab.

F'elsunall Euntactsl Schoull Schedulel Elassesl Scnlesl Stats  Mates I

Spreadsheet: I'W'eighted Type (Murneric ‘Weighted Type]

=~

tiguel arrived from Mesico only recently. He has been well accepted in his
clagz due primarily to kis extraordinary politeness. His English skillz are excellent

congidering the short period of time he haz been here.

tiguel has received an incomplete grade because he has not completed the

required "Are Songs Poety?' eszay.

Cloze I Help
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3. The Notes tab records your comments. You can keep separate notes
for each spreadsheet. If you have chosen to show all students, the
Notes tab appears dimmed. A small red marker in the lower-right
corner of the cell on the spreadsheet indicates that notes exist for that
student or class.

o] Othella kM acBeth Shakezpear

Student Cuiz Cluiz & Exam
i M ame (1] 15 (40]

_1:&I:|I:|asi, Eliza ) 7 95 26

_2 Bregder, Audrey y B 10.5 27

_3 Calder, Cara y 8.h 13 A

4] Casztro, Michael y E5 Sick 26

_5 Cortez, Miguel y 7 95 32

_E Dandrea, Direw y 8 14 23

7 |De Cator, Liza 9 136 i3]
E Ezcobar, Lauren y 95 14 a7
_El Gale, Kevin y 3 13 K]

10 | Goodell, Fafael 8.h 125 32
(11| Guitron, Ji j 15 135 30
12 [Hedlund. John ~— 8 14 Kl

1]

Motes for student "Ji Guitron' on tazk "Othello Quiz"
Mat tppical of his perfarmance. Ji was away at the Science Fair the day befare this quiz. |

Finding Text in Spreadsheets and Notes

132 Working With Notes

The Find command searches for a word or phrase in the spreadsheet and
the notes behind it for tasks, students, and classes. It searches the current
spreadsheet, and if the text is not found, you can choose to search other

spreadsheets.

1. From the Edit menu, select Find.

2. Type the characters you want to find.

3. To search only for complete words, select Whole Words Only. In that
case, a search for “bat” would skip over “batch”.

4. To search the notes, select Search Notes.

5. To search the surface of the spreadsheet, select Search Spreadsheet
Cells.

6. Click Find.
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When the text is found, it is highlighted. To search other spreadsheets in
this gradebook, select that spreadsheet in the viewer.

To repeat your search, use the Find Again command.

Shortcut

Both the Find and the Find Again commands are available on the context
menu that displays when you right-click (Windows) or Ctrl-click
(Macintosh) a word in a note.

Checking Your Spelling

The InteGrade Pro software can check your spelling as you are typing a
note for tasks, students, or classes.

Configuring the Spell Checker

You can customize the spell checker of InteGrade Pro gradebook
software.

1. From the Setup menu, select Display and click the Spelling tab.
2. Select your spelling options:

e Always check spelling controls when your spelling is checked. If it
is checked, the spell checker is always on. If it is not checked, you
have to choose Next Spelling Error from the Edit menu to activate
spell checking.

e Ignore words in all caps makes the spell checker skip words, like
SAT, that are in capital letters.

e Ignore words containing numbers makes the spell checker skip
words, like 4th, that contain numbers.

3. Review the list of ignored words. You add words to this list during spell
checking when you select Ignore Word from the context menu.
Select a word and click Remove to remove it from the list, or click
Remove All to clear the list.

4. Select how many suggestions you want to see in the context menu by
sliding the control between Fewer Suggestions and More Suggestions.
Setting the slider to the far right offers many suggestions, some of
which may be inappropriate. Setting the slider to the far left offers
fewer suggestions, but is less likely to provide the correct suggestion
for some words. Set the slider somewhere in the middle at first. You
can change it later.
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5. Select the dictionary you want to use from the drop-down list.
6. Click Close.

Correcting Misspelled Words

If you have set up Always Check Spelling, as you type, the misspelled
word in your note displays underlined.

1. Display the context menu. Right-click in Windows, or Control-click on a
Macintosh to display that context menu.

2. The context menu displays a list of suggestions.

e Select one of the words to replace the misspelled word.
e If you know the word is spelled correctly, select Ignore Word.

e If you choose to keep the spelling of this word, select Add to
Dictionary.

Starting the Spell Checker

If you have not configured the spell checker to always check spelling, you
can still start this process in one of two ways:

e From the Edit menu, select Next Spelling Error.
or

e Click a correctly spelled word to bring up the context menu (right-click
in Windows or Control-click on a Macintosh) and select Next Spelling
Error.

This command searches for the next incorrectly spelled word in this note
and moves on to subsequent notes.

Using a Dictionary or Thesaurus

If your computer has Internet access, selecting Dictionary.com from the
Notes right-click menu opens a public access dictionary and thesaurus.
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The InteGrade Pro software provides a number of reports and graphs you

can use to analyze the performance of your students and review the
effectiveness of your tasks.

You can also e-mail a progress report to parents.
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Working With Reports

This is an overview of creating a report. Details of each report display on
the following pages.

1. Select one of these reports from the Reports menu.

e E-mail Student Progress Report
e Class Attendance

e Class Roster

e Missing Tasks

e Multi-Class

e Seating Chart

e Spreadsheet

e Student Attendance

e Student Demographics
e Student Progress

e Student Rank

e Task Details

2. Select the specific content you want to see on the report.
3. Click Next.
4. Click Print.

Selecting Students and Tasks

Here are some other ways to select and deselect students and tasks:
e To select all or nearly all the students or tasks, click All, then deselect
the ones you don’t want included.

e To select only a few students or tasks, click None to clear the list, then
select the items as necessary.

e To select using the keyboard, use the Up and Down arrow keys to
move the cursor, and the space bar to toggle the selection of an item.
(Not available on Macintosh systems.)
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e To select students based on certain criteria, click Filter.

The task information displayed on the report depends on the auxiliary
fields displayed. For example, if you select Due Date in the main viewer,
that information shows in the Spreadsheet and other reports that display
task information. If you select Skill Type for that column, that information
displays. See “Customizing Spreadsheet Columns” on page 78.

Using Filters

Filters offer a powerful method of automatically selecting students or tasks
based on criteria that you specify. These examples show how filters can
help you:

e Many schools require teachers to send interim reports home for
students “at risk of failing.” The filters can help you precisely target
such students. Conversely, the filters can help you identify those
students who are doing well for additional praise.

e If you have made note of the teams and clubs in which your students
participate, you can use the filters to locate the band members who
were on tour for two weeks. You can also print a list of the tasks they
missed.

You can manually exclude students or tasks in the list returned by the
filters. However, if you reapply the filter, the manually excluded lines are
included again.

1. Click Filter below the Students or Tasks area. You can create and use
a filter for students or for tasks, or for both students and tasks.

2. Select Show Students Whose or Show Tasks Whose.

3. Select the filter you want to use, and modify it using the drop-down
lists.

For example, if you want to see only the students who were away with
the flu, and if you had put the word “flu” in their student score note,
select Student score note contains and type the word flu.

Or if you want to see the tasks that are due on a certain date, select
Due Date and use the drop-down lists to complete the expression.

4. Click OK.

Filters are stored during a session. For example, if you use the
Student Filter in the Class Roster report, the filtered students display
in the other reports as well. To not use a filter that you have created
in a session, click Filter and select Show All Students.
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E-mail Progress Report

You can now e-mail a progress report to parents or guardians. Before you
can e-mail the reports, be sure that your e-mail connection is set up, and
that you have an e-mail address entered in the Student screen for each
recipient of this report.

Macintosh users: The e-mail Progress Report is only available on
Macintosh Power PC models, running System 9.0 or later.

Setting Up E-mail Communications

If you electronically imported your data, some of this data may already be
entered.

1. From the Setup menu, select Communication.

Communication 5'

General I Emaill .-'l'n.-:lminl

The teacher name appears on reports.

Teacher Manme: |J ohnathan Doe

Teacher Email; Iiohndoe@myschool.com

“Web zite addrezzes appear on email reports.

Teacher *»eb Site:lwww.iuhndne.com

School wWeb Site:lwww.myschool.com

Cloze I Help

2. On the General tab, if you did not import your data, you may need to
complete the Teacher Name and Teacher e-mail fields.

3. Enter the teacher and school Web sites where applicable.
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4. Click on the e-mail tab. There are two different screens that can be
displayed depending on the current setting in the Server Type field.
Samples of the two screens follow.

Communication ll

General  Email | Adrin |

Select method to use for sending email reports and enter ather required configuration information.

Mo additional configurstion iz required to use MAP] with InteGrade Pro. Howewver, you do need to be
authenticated on vour MAP| client before meszages can be sent successtully.

Y'ou can verify that you are authenticated by attempting to send email via another MAR] client from
thiz computer,

|f wou are not authenticated, Windows will prezent you with a prompt for authentication information
when you try to send email.

Cloze I Help |
zl

General  Email | Admin |

Select method to use for gending email reports and enter ather required configuration information.

S endmail [Shk
To zend email using IntelGrade Pro you must enter your SMTP server and account name ExACTLY
az your administrator has indicated.

|f these zettings are not comect you will be unable to send email. The erar meszage you receive may
not be indicitive of the real problem in many cases.

Ernail Server: I
[Alzo known a2 SMTP host. Example: zmtp.myzchool edu.)

Account Mame: I
[&lzo known gz Account (D, Example: bab.]
[~ Server Requires Authentication

Fagaward:
[~ Generate Detalled Email Log

Some email zervers require a pazsword to relay’ email offsite. Usually the paszword will be the zame
az your incoming email pazsword. Some servers do not support relaving; InteGrade Pro can not send

email through such servers.
Cloze I Help

5. Speak to your school network administrator to find out if you should
select MAPI or SMTP as the Server Type.
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If the Server Type is SMTP, you will need the school’s E-mail Server
and authentication information. This information is available from your
system administrator.

Enter your e-mail account name (such as, jdoe) in the Account Name
field.

Click Close.

Entering Recipients’ E-mail Addresses

1
2
3.
4

From the Setup menu, select Students.
Click the Contacts tab.

Select a student.

From the Contact Type drop-down list, select the contact for this
student who will receive this report.

Enter their e-mail address.

Students x|

IEPEEEH WIORKSHOD 'I Perzonal  Contacts I Schooll Schedulel Elassesl Scoresl Statsl Notesl
Alexander, Jahn @'H esidence Contact Type: I Fesidence j
Azhbaugh, Sandra 5

Barton, Foss
Boppel, Valerie

I arne:

Burny, Babs
Bunny, Buster
Jackson, Bil
Kakihara, John
Makarnata, D avid
Rasb. Rebecca
Schwartz, Craig
Smith. Jaht

Mew... Delete | Mew | [elete |

Address: |21 62 EL CAMIND LN

City: IPLEASAN TWILLE  Prow/State: ICA

Country: I Postal.:’Zip:IElS?BE
Horme Phore: 5551236

ik, Phone:l
Ernail Addless:l

[~ Send email reports to this contact.

Cloze I Help

6. Select Send e-mail reports to this contact.
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Creating the E-mail Progress Report

For each student, you can prepare and e-mail a report detailing their tasks
and scores received.

Email Progress Report

Students: 25 of 26

Abbagi, Eliza

Bregder, Audrey
Calder, Cara
Castio, Michael
Cortez, Miguel
Dandrea, Drew

Shaw:
v Task List

v Class Averags

V¥ % of Spreadsheet
[V Final Grade as Percent
v Mizzing Task List

A | Mone | Fiter. | W Attendance Summar
Rem[1/472003 @]
Tasks 1501 15 e
Othello Quiz - To |5.J28,-'2003 a
MacB eth Quiz iy ddyyy

Aaimnare Exam

Shakespeare Exam
Foundation Series B...Repart
|, Fobat Quiz [Asimav]

=

A | Mone | Fiber.. |

v Inchuds HTML repart

HTML reports are more
attractive, but may be
blocked by some
SEIVETS,

Mates:

v Student

[ Scores

v Class

v Spreadshest
v Task

.

Help
Setup...

Cancel

Mt

et

Reports are sent only to those contacts with e-mail addresses. Select the
dates this report covers, as well as the tasks. You can choose to include
an attendance summary, the class average, and any of your notes.

After selecting report options, click Next to go to the Preview screen. On
the Preview screen, use the scroll bar across the top to see each individual
report. The student name is displayed in the header of the preview screen
and also within the report itself. The possible contacts for each student are
displayed at the left. If an e-mail address displays in angle brackets <like
this> beside the contact, and the contact has been selected, the report is
sent. If no e-mail address displays, or the recipient has not been selected,
the report is not sent. You can resize the window at the left which lists the

contacts.
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Sample E-mail Progress Report

Teacher: Sally Blackburn
Date: 3/15/2001

Class: English 11 (Period: 01 Term: 52 Day Codes: ABCDE)

Student: Abbasi, Elisa
Student's Grade: 7000 (C)
Class Average: 31% (B)

Spreadsheet: Weighted Type (Numeric Weighted Type)

’;g::; Task Name Score g?t Percent Eilsrsage g;rzfa d
F\lmzooo |Othello Quiz 7 o jn |7 4
2 111312000 [MacBeth Quiz o5 |15 |63 [e3 9
’?‘EIZIEUUU |Shakespeare Exam (26 [0 |65 |80 5

This report displays a class list with the totals of various absences and late
activity for the specified dates. This summary uses the system codes as

defined in Setting Up Attendance Codes.

Class Attendance
Students: 25 of 25 Show:
[<l&bbasi, Eliza =] Start Date
Bregder, dudrey 1/4/2000 [rmndd )
E<]Calder, Eéra Last Date
Castro, Michael

[l Cortez, Miguel
Bl Dandrea, Drew
[<]De Catar, Lisa

27272000

[rm/dd )

(<] Escobar, Lauren = Ttals

<] Gale, Kevin ' ¥ Summany

Goodel, B afael

[ Guitron, Ji I Legend Help |

Hedlund, Jahn

Huang, Mark. Setup... |

Bl Jores, Carlos

E<lLin, Sarah ;I Cancel |
al | Mone | Fiter. |
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Enter the start and end dates that this report covers, and decide whether
you want a summary and a legend. If you select Attendance Register, you
get the detail of each day or a total of Late and Excused.

Class Roster

This report creates a class list with blanks beside each student name. You
can use this form to record everything from attendance and task scores to
locker assignments and lunch money.

Clasz Roster
Students 25 of 25 Show:
(<] Abbasi, Elisa W Metical Lines
Breader, Audrey T

itle Space
B Calder, Cara 'z e
Castro, Michael [T Tall Bows
Cartez, Miguel
Dandrea, Drew
De Cator, Liza
Escobar, Lauren
Gale, Kevin =
Goodell, Fafael

|»

Guitrar, Ji Help |

Hedlund, Jahn

EJHuang, Mark Setup... |

E<lJones, Carlos

Lin, Sarah LI Cancel |
al | Nere | Fiter. |

Select how you want your class roster to look. You can choose a large fill-
in blank beside each student name, or select vertical lines with or without
title spaces, depending on what you want to record. The Tall Rows option
leaves you plenty of room to write on the roster.
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This report identifies those tasks in which a student received a 0.0,
Excused, or an Incomplete score.

Missing Tasks
Students: 25 of 25

Show:

[F<] &bbasi, Elisa

‘a| [T One Shudent Per Page

Bregder, Audrey
Calder, Cara
Castro, Michael
Cartez, Miguel
Diandrea, Direw

Al | Mone |

Fiter... |

_ | T Teacher's Signature

™ Parent/Guardian'z Signature

Include:
LI ¥ Empty Scores
¥ Excuzed [Qmit]

Taszks: 15 0of 15

W lncomplzte IMC)

Othello Quiz

MacBeth Quiz

Shakespeare Examn
Foundstion Series B.. Report
1. Robot Quiz [Asimoy)]

] Avzimore Eram

Al | Mone |

Fiter... |

j ¥ D0

[

el

%]

Help
Setup...

Cancel

MHext

Decide whether you want this report printed with one student per page,
possibly with a line for a parent’s signature, or if you want a report listing all
the students on one page. You can also select what kind of scores to

include in the report.

The options for this report are different if you are using a skill

spreadsheet.
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Multi-Class

This report creates a list of all scores by spreadsheet (numeric and skill)
for each student for all classes. This report shows how well each student is
doing in each class.

ulti-Class E
Students: 53 of 53 Spreadsheets to include
[ &bbazi, Elisa 2| I EndTem MHotes:
[<]Abber, Clara N . v Student
(< Breader. Sudiey v _u.menc ¥ Scomes
(] Brawn, Jenive [+ Skil [ Class
Calder, Cara : i
Castro, Michael Bl . [T Spreadsheets
(=] Clark.. Mind v Task List [ Tasks
Clevenger, Paul =l W Classdverage g oo
Al Mone | [T Zof Sprdshest  [F Teacher
[ Graph W Parent/Guardian

Classes: 3 of 3 - :
English 11 (Peri.. Codes: ABCDE) | 12 Missing Task List
Math 11 [Period: 03 Te. ABCDE] | [ Grade Analysis Help

J&dv Chem [Period: 05...Codes: B] | [ & = I |
From:l'l /442000 Setup... |
T |2.-"1 542000 Cancel
rnrn/dd

Select the students and classes you want included in the report, as well as
the date range and notes.

Click Next to run the report.

The report displays detailed information for all selected classes and
students. It also includes any additional information you selected on the
report selection criteria screen (above).

Seating Chart

1. Select a class.

2. From the Reports menu, select Seating Chart. The seating chart for
that class displays.

If you are using the Windows version of the InteGrade Pro software, you
must preview the seating chart at a magnification of 100% (full size). If
you view the chart at any other size, the student pictures are displayed
as black boxes.
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This report displays the contents of the active spreadsheet. It serves
multiple purposes depending on which spreadsheet is active.

If a numeric or skill spreadsheet is active, the Spreadsheet report
shows how the students are doing on the tasks.

If an attendance spreadsheet is active, the Spreadsheet report shows
the attendance activity over a specific date range.

If the End Term spreadsheet is active, the Spreadsheet report prints

the contents of the End Term spreadsheet

5 preadsheet E
Students: 25 of 25 Shiow:
EedAbhas, Elisa P [N T e —
Bregder, Audrey [
Calder, Cara IV Surmmary 2: | Letter Grade - I
Castra, Michael [T Geparate Page for Task List
Cortez, Miguel . |
Diandiea, Dremw = fint scores as.l Flaw Score vl
sl | Mene | Firer. |
Taszks: 15 0f 15
Othella Quiz -
MacBeth Quiz Help |
Shakespeare Exam
Foundation Series B...Repart Setup.. |
|, Robot Quiz [fsimoy]
[ Asirnow Exam LI Cancel |
sl | Mome | Fiter. |
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This report displays a class list with the totals of various absences and late
activity for the specified dates. This summary uses the system codes as
defined in the section Setting Up Attendance Codes.

Student Attendance E3

Students: 25 of 25

=] &bbasi. Eliza
Bregder. Audrey
Calder, Cara
Casztra, Michael
Cortez, Miguel
Dandrea, Drew
De Cator, Liza
Ezcobar. Lauren
Fale. Kavin
Goodell, R afael
Guitrar, Ji
Hedlund, John
Huang, Mark
EJones. Carlos
Lin. Sarah

al |

Hone

Shiwae

From: [1/4/2000

[ Details

W Surmnmary

[ Legend
¥ Maotes

Signatures:
v Teacher
_I W Parent/Guardian

| Fiter.. |

To: |2.f"| EB/2000 [ dd )

[rnrnddd /]

Setup...

Cancel

==
|

Hext

Enter the start and end dates that this report covers, and decide whether
you want a summary and places for signatures.

Student Demographics

This report displays demographic information for students. Use it to verify
the accuracy of the information entered and to print a permanent record of
student information.

Student Demographics
Students: 25 of 25

Report Style:

[CdAbbas. Elisa

" Single line

Bregder. Audrey
Calder, Cara
Castro, Michael
Cortez, Miguel

@+ Multiple line
¥ Show Titles
[T Ore student per page

Dandrea, Drew LI
Al | MHore | Fiter. |
Demographics: 39 of 44
Address One ﬂ
Address Two

Advizor Name
Advizar Number
Birth Date

Bus
MHaone |

All

Help
Setup...
LI Cancel

Mext

il
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You can choose between two layouts: single line or multiple lines. Use
single line if you are printing only a few demographic fields. Use multiple

lines if you are printing many fields.

If you are using the Windows version of the InteGrade Pro software, you
must preview the student demographics report at a magnification of

100% (full size). If you view the report at any other size, the student
pictures are displayed as black boxes.

Student Progress

148 Working With Reports

This report shows the student’s score and class average for each task. It
also shows missing tasks and a grades analysis graph. You can use it as

an interim or informal report card.

Student Progress

X

Students: 25 of 25 .

e S how: Motes:
Calder, Cara ¥ Clazz Awerage v Scores
Castro, Michael [T %cfSpreadshest [ Class
[<] Cortez, Miguel [v Graph [~ Spreadsheet
Dandrea, Drew [ Mizsing Task List ™ Tasks
De Cator, Lisa I Empty Scares i -
[<IE scobar, Lauren 4 ™ Excused (Ori] Signatures:

s | MNoe | Fiter. | [ Incomplete INC) I/ Teacher
[~ oo ¥ Parent/Guardian

Tasks: 15 0f 15
(<] Othello Quiz

[~ Grade Analysis
=1 I~ Attendance Summary

[l tacBeth Quiz Iﬂ
Shakespeare Exam b1 +4/2003

Bl Foundation Series B... Report T |5/26/2003

B, Robat Quiz [Asimay] mmdd

B Avsirmar Ewamn Include On Feport:
[l Shak espearedsimoy Co...ed LI ¥ Percentages

Al | Mone | Fiter.. | Letter Grades

Help |
Setup... |

Cancel |

Select the students and the tasks that you want included, along with the

date range and other details.
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Student Rank

This report ranks each student by how well they did on a particular task.

Student Hank

Students: 25 of 25 Include -
[54 Abbasi, Elisa B
Bregder, Audrey

Calder, Cara

Castra, Michasl

Cortez, Miguel

Dandrea, Drew ¥ Score

De Catar, Liza ¥ Percentage
Escaobar, Lauren LI

gl | More | Fiter. |

]

v Ovwerall Grade Rank

Show

W Letter Grade

Tasks: Jof 15

Othello Quiz -
] M acBeth Quiz Help

Shakespeare Exam

[ Foundation Series B...Report
1. Rabat Quiz (Asimay)

[ Asimoe Exam

Setup...

Caticel

Flif

gl | None | Fiker. | Nest

Select which students and which tasks you want included, and what kind
of marks to include.
Task Details

This report prints the information recorded in the Edit Tasks screen. Use it
to verify that the tasks you entered are correct.

Task Details E
Tasks: 3of 15 Shows

[Ee Oithello G uiz | ¥ Statistics

tMacBeth Quiz W Task Motes

Shakespeare Exam

[JFoundation Series: Book B eport
1. Robat Quiz [Asimow)
[simow Exam

[ Shakespearedisimoy Compared
Oalice inwionderdand Quiz

[ Thraugh the Looking Glass Quiz
OPaety of Lewiz Carmrall Exam

Onalysis of Fool an the Hil Help |

Cnalysis of Sounds of Silkence

Déure Songs Poet’? Ezzay Setup.. |

O Tem Project

[ Tem Exam Cancel |
A | Mone | Fiker.. |

Select the tasks to include and choose how much detail to show.
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Working With Graphs

This is an overview of creating graphs. Details of each graph display on
the following pages.

1. Select one of the following graphs from the Graphs menu. You can
also use the shortcuts on the toolbar.

e Student Performance
e Task Comparison
e Task Correlation

2. Select the specific content and style you want to see.
3. Click Print.

Student Performance

This graph analyzes a student’s performance on each task, using one of
six different Graph Styles:

e Earned Percent

e Ink Blot

e Score Bar
e Whisker

e Line

e Whisker & Blot
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Click the button at the far right, under the Help button, to change the
orientation of this report

@ Student Performance - English 11 [Period: 01 Term: 52 Day Codes: ABCDE] - Weighted Type [Numeric Weighted Type]

Setup. | Graph Style: IScoleBar

LI Print I Cancel |

Help |

Student: [vVan Slyke, Jennite

how Class Average

@%I—h i

(—%

| >

H.—flass Avg

%m&_//

Tasks inthis graph are ordered by due date

100%

95% —
90% —
45% —
40% —
T5% —
0% —
B5% —
BO0% —|
G5%
0% —
45% —
40% —
35%
0%

20%
15%
10% —

0%

Spread Othello
Quiz
TAM10
75%

Grade
7170100
T1%

sl

MacBeth
Quiz
115515
TT%

Shakespear Frndtnsr 1, Robotau
e Exam izfAsimo
28740 10714

T0% T1%

Alice
Wanderland
137114
a7%

Asirmov
Exam
211032
EB%

Shkspriasm
Compared
357480
T0%

sBkRprt
115718
TT%

| Change the style of the graph.

N

Task Comparison

Copyright © 1998-2004 Pearson Digital Learning

Select a Student. Optionally, select an Envelope of standard deviation,
and the class average.

Click the colored blocks next to Score and Average to change the display
color.

This graph compares two tasks and displays the number of students with
letter grades and percentage intervals for each task. It lets you view the
relative difficulty of one task as compared to another and the approximate
score distribution.

Select a graph styles from:

e Area
e Area 3D
e Covered bar
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e Covered bar 3D
e Line, Line 3D

e Side Bar

e Side Bar 3D

Setup... | Graph Style: ISide Bar 3d

j Print I Eancell Help ”

TaSk:IAnaI}ls\S of Faal on the Hil 'l Task: [N IntervaIS:Iw 'l H
= Task 1 | =12
Task Comparison
W Analysis of Fool an the Hill vs Analysis of Sounds of Silence [

13
12 H
11 H
10 H
9 H
2 =
7 =

#of

stz 4 [
L] =
4 |k
3k
2k
1 H

1 1 1
0% 10% 20% 30%
Score Range
-
=l »

152  Working With Graphs

Choose two tasks and the interval. Interval refers to the number of
intervals on the X-axis. For example, an interval of 10 means the score
ranges will be 0%, 10%, 20%, and so on.

Click the colored blocks next to Task 1 and Task 2 to change the display
color.

Click the first button at the far right, under the Help button, to change the
ordering of the report (Task 1 followed by Task 2 instead of Task 2
followed by Task 1).

Check the second button at the far right to change the report orientation.
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Task Correlation

This graph compares any two tasks and shows the correlation of scores
between the two. A high correlation means the class as a whole fared

similarly on the two tasks.

Setup... |

Print I Cancel | Help ”‘

Task.IAnaIysis of Fool on the: Hil 'I LR A nalysis of Sounds of Sile

mm Ik Blot |

Correlation = 0.73

=
=
=
|
+

0%

)
=
=®
il
+

T0%

60%

Anlys

sFHI 0%

40% —

0%

20%

=
=
el

0% — e [ T T e e T T T

0% 0%  20% 30% 40%  S0%  BO0% 0% 80%

Analysis of Sounds of Silence

A

Select the two tasks from the drop-down lists.

Click the colored block next to Ink Blot to change the color of the graph
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Setting Up Reports and Graphs

Any change you make to one report applies to all reports printed after that,
until you change these settings again.

1. From the Reports menu, select Report Setup. You can also click Setup
on any report or graph screen.

Report Setup E

Eieport Title: IDur School

—Marging—————— ~Identify Studentz By

Urits: Ilnches vI [ Mame
Top: IF [v Demographic
— & Same a3 Spreadshest
Botton: ID. a0
" Dther: |[Bith Date =]
Left: ID. EE :
] Other Ophon
FRight: ID-5D” W Usze Harizantal Separatar Lines ‘

—Font and Size
Eont:lrﬂ:‘ Arial j EiZEZIS j

The guick brown fox jumped over the 123456739.0 lazy dogs!

QK I Cancel | Help |

2. Inthe Report Title field, type a report title. This title prints on all reports,
so be sure the title is appropriate for any report and all classes.

3. Inthe Margins fields, the default report margin is 0.5 inches, but you
can change it. For example, if you need to three-hole punch the
reports, set the left margin to 1 inch.

4. In the Identify Students By field, the default is to identify by student
name and the demographic field currently showing in the spreadsheet.

If you want to publicly post a report, you can suppress the student
name and use a “scramble” sort on the spreadsheet to ensure greater
confidentiality. You can also choose to print a demographic field that is
not currently showing, or completely suppress the printing of additional
demographics.

In the Font and Size field, you can change the way the report prints.
The Windows version defaults to Arial 9 point; the Macintosh defaults
to Geneva 9 point. If you change the font or size, it becomes the new
default and applies to all reports.

Caution Be careful when choosing a larger font size. You could be
changing the layout of the report if text that is made larger spills over into
a second line. Check the report preview carefully.
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If you move a gradebook to or from a Windows or Macintosh system,
check the Font and Size settings before printing because the default font
and size may not be what you expect.

Previewing Reports

All the reports automatically preview on-screen before they print. This
enables you to check the effects of the parameters or the setup before
printing.

1. Click Next on a report request screen to display the preview.
2. Click Print to continue with printing or click Cancel to close the window.

3. To adjust the parameters, click Setup. This returns you to the report
request screen, without closing the preview.

4. Atfter changing some settings, click Next to see how the new
parameters affect the preview.

Using the preview is slightly different, depending on the platform.

Windows Version

In Windows, the preview initially shows the entire page.
1. Click anywhere within the page to magnify the preview.

2. Click again to return to the full page view. You can also click the right
mouse button and select either Zoom In or Zoom Ouit.

3. To print a single page of the report, click the right mouse button and
select Print this Page.

A horizontal scroll bar displays above the preview area if there are multiple
pages in the report. Use this bar to page through the report. You can also
click the right mouse button and select Next Page or Previous Page.

To see the portions of the report that are out of view, use the scroll bars, or
hold down the <Ctrl> key and drag the mouse.

If you are using the Windows version of the InteGrade Pro software, you
must preview the student demographics report and the seating chart at a
magnification of 100% (full size). If you view these reports at any other
size, the student pictures are displayed as black boxes.
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Macintosh Version

In the Macintosh version, the preview shows the entire page. Click
anywhere within the page to magnify the preview. Use the horizontal and
vertical scroll bars to move the view.

A horizontal scroll bar displays above the preview area if there are multiple
pages in the report. Use this bar to page through the report, or use
Command-N to page forward or Command-B to page backwards. You can
also use the following mouse shortcuts:

e Click and hold the mouse button to display a pop-up menu.

e To move through multiple pages, click and hold the mouse button and
select Next Page or Previous Page.

e To print a single page of the report, click and hold the mouse button
and select Print This Page.

Previewing Graphs

156 Previewing Graphs

All the graphs automatically preview on-screen before they print. This
enables you to check the effects of the setup before printing.

After you have made any changes, click Print to continue with printing or
click Cancel to close the window.

Using the preview is slightly different, depending on the platform.

Windows Version

In the Windows version, the preview shows the page in a reduced size.

e To enlarge the size of the viewing area, click the right mouse button to
display a pop-up menu and select Zoom In. To return to the original
size, click the right mouse button and select Zoom Out.

e To move through multiple pages, click the right mouse button and
select Next Page or Previous Page.

e To print a single page of the graph, click the right mouse button and
select Print This Page.

If an item on the pop-up menu appears dimmed, it is not available in this
preview. To see the portions of the graph that are out of view, use the
scroll bars, or hold down the left mouse button and drag the mouse.
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Macintosh Version

In the Macintosh version, the preview shows the page in a reduced size.
Click the mouse button to magnify the preview. You can also click Preview
to zoom in or out. To return to the original size, click the mouse button and
select Zoom Out.

If an item on the pop-up menu appears dimmed, it is not available in this
preview. To see the portions of the graph that are out of view, use the
scroll bars, or hold down the mouse button and drag the mouse.
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Working With Attendance and Seating
Charts

The InteGrade Pro software can help you track attendance in two ways —
with the Attendance spreadsheet and with the feature on the seating chart
that lets you take attendance.
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About the Attendance Spreadsheet

In an attendance spreadsheet, calendar days replace the task columns.
Attendance spreadsheets can be automatically created by import from
your office administration system. They may also be created manually.

If you manually created the attendance spreadsheet, you can switch the
calendar days on or off. For example, you can turn on attendance days
and turn off weekends and holidays. The columns for inactive days are
gray. Calendar days on attendance spreadsheets created by import from
your office administration system cannot be turned on or of

Student J Tue J wed J Thu J Fii
Marne Feb Feb 02 Feb 03 Feb 04
]
Abbasi, Elisa L
Bregder, Audrey
Calder, Cara
Castro, Michael E
Cortez, Miguel

Dandrea, Drew
D& Catar, Lisa L

Escobar, Lauren L

o] [~ |0 |en ] [eo o | = |

Gale, Kevin
Goodell, Fafael

—
=

Determining Your Attendance Spreadsheets Needs

Consider the following when creating an attendance spreadsheet:

e Do you frequently refer to attendance records? If you use a single
spreadsheet, it can require extensive scrolling.

e How do you organize your other spreadsheets—by semester or
reporting period? You can organize your attendance the same way.

e When do you take attendance? If it is twice a day, you should create at
least two spreadsheets, because each spreadsheet records one
attendance activity per student, per day.

Creating Attendance Spreadsheets

1. From the Setup menu, select Spreadsheet.

2. Click New.

3. Select Create an Attendance Spreadsheet and click Next.
4

Enter a name for your spreadsheet and enter a start and end date.

160 About the Attendance Spreadsheet Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

—— Working With Attendance and Seating Charts

‘Digital
Learning

5. Click Create.

6. Click Close. Your new spreadsheet is available from the Spreadsheet
drop-down list on the class viewer.

Entering Attendance

1. Select the appropriate attendance spreadsheet from the class drop-
down list.

2. Ensure that the current school day is active. If you have a manually
created spreadsheet, look for the checkbox in the column heading.

3. If a student is present, no action is necessary.

Student J Wed J Thu J Fi Sat
Mame Feb 02 Feb 03 Feb 04 Feb 05
i L
1 |Abbasi, Eliza
_2 Bregder, Audrey -I
_3 Calder. Cara I: Sort Students by Column
_ 4 Castra, Michael Sort Students...
B [Cortez, Miguel
_E Dandrea, Drew Lo Gt
T 7|De Cator, Lisa Beplveriost
T 8|Escobar, Lauren L v Class Meets
" 9|Gale. Kevin Class Doesn't Meet
10| Goodel, Rafael Presant
791 | Guitron, Ji D - Dismissed [1/2 class]
? Hedlund, John E - Excuszed Abzence

13| Huang, Mark EEETEE
- Mat Enralled

14 |Jones, Carlos

=

= [Lin. Sarah u- Unexcuse_d.Ab_sence
? M Meh W - Needs Verfication
_ 1 [Mayer, Meghan A, - School Activity
17 | Montoya, Yelena E T - Unexcused Tardy
18 | Miw, Omar E * - Excused T ardy
19 | Quintana, Melanie 5 - Suzpended
20| Riley, Miguel _I
21 | Slatter, Kem -I
22 |5t Clair, Zachary -I
23 | Strickland, Travis -I
24 |%an Shke, Jennifer L
25 | "'oon, Cyrithia -I

4. If astudentis late or absent, enter the appropriate attendance code for
students, either by typing the code or by using the drop-down list.
Right-click the cell (Windows) or Ctrl-Click (Macintosh) and select the
code from the context menu.

5. Optionally, open the Notes area and enter comments about the
attendance activity.
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Printing Attendance Spreadsheets

1. Select the appropriate attendance spreadsheet from the drop-down
list.

From the File menu, select Print.
From the Print screen, select Spreadsheet Report.
Click OK.

a > w N

From the Spreadsheet Report screen, make any necessary changes
then click Next. A preview of the report displays.

6. Click Print.

You can also access the Spreadsheet Report from the Reports menu.

About Seating Charts

The seating chart shows you where each student should be sitting. You
can also choose to display student pictures, zoom in and out, display
names and other information about your students, and move students
between desks using a drag-and-drop operation.

You can use the seating chart with any class in the gradebook, and you
can select any spreadsheet in a selected class. If you display a numeric,
skill, or End Term spreadsheet, the desk icons display task scores. If you
display an attendance spreadsheet, the desk icons display attendance
codes for the selected date and student.

Removing a student from the seating chart does not affect the student’s
enrollment in the class.

Creating a Seating Chart

There are two ways to create a seating chart. You can use the seating
chart wizard that displays the first time you select Seating Chart from the
Show drop-down list. You can also select the New Seating Chart option
from the View menu.
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For the First Time

1. From the Show drop-down list, select Seating Chart. The New Seating
Chart screen displays.

2. Enter the necessary information in each of the screens.

3. Click Create in the last screen to create your seating chart. The seating
chart is in Layout Mode at the end of this process.

As a Replacement

1. From the Show drop-down list in the viewer, select Seating Chart.
2. From the View menu, select New Seating Chart.

3. Because only one seating chart can be created per class, a warning
message displays asking if you want to delete the current seating

chart.

4. Click Yes to continue with the process and replace the current seating
chart.
Mew 5eating Chart

Integrade Pro can automatically create a seating chart with the right
number of dezkz for pour clazz. The desks will be placed in a grid
with the number of rows and desks per row you specify,

“Y'ou can rearrange the desks after you create the seating chart.
There are 25 students in this class.

F'Iacel E ﬂ o ofl [} ﬂ desks each,

Cancel CeHach | Mexts» I Help
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5. Enter the number of rows, and the number of desks in each row, then
click Next.

MNew Seating Chart

‘Wwhen modifying a seating chart layout, Integrade Pro displayz grid
limes to help pou position desks eazily. Y'ou can modify the gettings
fior the layout grid later, using Grid Options.

Grid Spacing:l g 3: by I g 3: pixels.

¥ Snap To Grid
Snap to grid helps you to align the desks.

Cancel | <¢Back | [ Hesbs Help |

6. Snapping to the grid helps you align the desks neatly on screen. If you
must change the default settings, do so, then click Next.

Mew Seating Chart

Integrade Pro can automatically aszign students to desks in the
zeating chart. You can choose to have the students azzigned in
random order, or in the order that they appear in youwr gradebook.
W ssign Students ta Desks

& |n Gradebook Order

= In Random Order

Cancel | Z<Back | Help |

7. If you want the system to assign your students a spot in the seating
chart, select Assign Students to Desks, then choose a method, either
the order they appear in the gradebook, or random order. To assign
students to desks yourself, deselect Assign Students to Desks.

8. Click Create. The seating chart is in Layout Mode at the end of this
process.

The Two Modes of Working With a Seating Chart

There are two modes for seating charts: Layout and Update. Layout mode
is used to define the physical layout of the seating chart or assign students
to desks.

You are in Layout mode when the Layout Tool floating window is available
and grid lines display on the seating chart. Update Mode is used to edit
student scores and attendance in the seating chart.
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You can switch between the modes by choosing Show/Hide Layout Tools
from the View menu.

Using the Layout Tool

Use the Layout Tool to edit the layout and desk assignments in the seating
chart.

1. From the View menu, select Show Layout Tools.

Layout Tool

hTEmpt_l..l Desk

-Teacher Desk
#rAbbasi, Elisa
hEregdel, Avdrey
&Calder, Cara
hl:astro, Michaesl
h&:\rtez, Miguel
hDandrea, Direwy
&De Cator. Liza
hEscnbar, Lauren

h Gale, Kewvin =1

The Layout Tool screen displays with a list of students in the selected
class. The names of students with assigned desks display beside a
desk icon. Students who are displayed as standing do not have an
assigned desk.

2. To place an unassigned student into a desk, drag the standing student
icon and drop it onto the grid. The student’s name and picture—if
used—display on a new desk icon.

3. To add empty desks or a teacher desk to your seating chart, drag the
empty desk or teacher desk icon onto the grid. The teacher desk
includes a field for the teacher name. Editing this field does not change
the teacher name stored in the gradebook.

4. To switch two students, drag one picture or desk over another.

5. To remove a student from the seating chart, highlight the desk and
click Delete, or right-click the desk and select Remove Student From
Desk or Remove Desk.

6. To hide the layout tools, from the View menu, select Hide Layout
Tools.
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Working With Attendance and Seating Charts

Show/Hide Student Pictures

You can choose to show student pictures in the seating chart. These
pictures are imported from CD-ROMs prepared for the school by a
photography studio. (Macintosh computers require Apple QuickTime
version 3.0 or later.)

e From the View menu, select Show Student Pictures.

To hide pictures, from the View menu, select Hlde Student Plctures.

If you are using the Windows version of the InteGrade Pro software, you
must preview the seating chart at a magnification of 100% (full size). If
you view the chart at any other size, the student pictures are displayed
as black boxes.

Zoom In and Out

1. From the View menu select Zoom to 150% or Zoom to 200%.
2. Select Zoom to 100% to return to the default setting.

3. You can also use the magnifying glass icons on the horizontal scroll
bar beneath the Seating Chatrt.

I This only works when in Update Mode (Layout tools are off).

Resetting Grid Options

You can change the spacing between pictures.

1. From the View menu, select Grid Options.

2. Select the spacing you want between pictures.
3. Optionally, choose to snap to the underlying grid.
4. Click OK.

I This only works when in Layout Tool Mode (Layout tools are on).

Taking Attendance From a Seating Chart

1. You must be in Update mode to take attendance from a seating chart.
Check the View menu, and if necessary, select Hide Layout Tools.

2. Select an attendance spreadsheet.
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3. If a student is present, no action is necessary. If a student is late or
absent, enter the appropriate attendance code for students, either by
typing in the code, or by using the drop-down list. Right-click the cell
(Windows) or Ctrl-Click (Macintosh) and select the code from the
context menu.

Recording in Many Cells at Once

You can quickly fill the cells with an attendance code.

1. Right-click the cell (Windows) or Ctrl-Click (Macintosh) and select Fill
Chart.

2. Enter the absence code you want to replace all cells with.

3. If you prefer, select Replace only Empty scores to leave existing codes
untouched.

4. Click OK.

Managing Student Pictures

If you have student pictures in digital format, you can see them in the
seating chart view and in the Students screen available from the Setup
menu. Pictures are especially useful for substitute teachers taking class
attendance.

For Windows, the pictures must be in .jpg or .bmp format. The Macintosh
platform supports those two formats, as well as many other formats
including .pict, .giff, and any other file that can be read by Quicktime 3.0.

1. From whatever source you have obtained them, move the picture files
to the Pictures folder in the InteGrade Pro folder on your hard drive.

2. Use atext editor (Notepad in Windows or SimpleText in Macintosh) to
create a text file named xrefpict.txt and save it in the Pictures folder
where the pictures are stored. The system uses this file to link each
student to their picture.

Each line of the file contains a student number in quote marks, and the
filename of their picture in quote marks. The information is separated
by a comma.

For example, the contents of the xrefpict.txt file might look like this for
students 3401, 3402, and 3403:
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"3401","517.BMP"
"3402","667.BMP"
“3403","534.BMP”

If every student does not have a picture, no error messages are
created. You will not see a picture of that student.

If you are using the Windows version of the InteGrade Pro software, you
must preview the seating chart at a magnification of 100% (full size). If
you view the chart at any other size, the student pictures are displayed
as black boxes.
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Exporting Daily Attendance

If you set up your gradebook by importing data from your administration
system, you can export daily attendance results. You can do this while in
an attendance spreadsheet or while using the seating chart. If you did not
import data from your administration system, you cannot export data back,
and this procedure will not work.

Attendance data is exported as an AXxxxxxx.GRD file and is exported to
your teacher folder or wherever your CL (class roster) files are located.
Your administration system can then import this file to record daily
attendance. This feature is implemented for the TSS, Osiris, CIMS, and
SASI Il software products. The the SASIxp software uses the Classroom
module to report attendance.

From an Attendance Spreadsheet

1. Click the column containing the data you want to export. You can also
right-click any cell in the column.

2. From the drop-down list, select Export This Day’s Attendance. A
message displays asking if you want to proceed with the export.

3. Click Yes. A progress bar displays indicating that the attendance data
has been exported.

From a Seating Chart

1. Either Right-click a student’s desk and select Export This Day’s
Attendance from the drop-down list, or select the Export Attendance
button. A message displays asking if you want to proceed with the
export.

2. Click Yes. A progress bar displays indicating that the attendance data
has been exported.
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Finishing Up the Reporting Period

Depending on how your school and district are set up, at the end of each
reporting period, you may need to export or send data to the school
administration computer to collate grades and print report cards. This
chapter shows you how to export data using the End Term spreadsheet.

If your school does not use an administration system or if you did not
import your data at the start of the reporting period, you cannot export your
data from InteGrade Pro gradebook software. In that case, you may want
to print a Spreadsheet Report as a record.
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Preparing the End Term Spreadsheet

The End Term spreadsheet holds the marks and comments exported to
the administration system. The system automatically creates the End
Term spreadsheet when you import data from the administration system at
the beginning of the reporting period.

Check with your system administrator to find out what specific format your
school uses for this spreadsheet.

During the export process to the SASIxp, SASI Ill, CIMS Student, TSS 8.0,
and Osiris v5.0 software products, the term indicated by the name of the
End Term spreadsheet, displays with the collection date. For example, 9/
4/1999:1st Progress Report.

Excluding Unnecessary Tasks

Toward the end of a reporting period, your class file could contain tasks
you do not want included in the calculations until the next term. Do not
delete these tasks. Instead, use one of these two methods:

e From the Setup menu, select Grading Rules screen. On the Grading
Rules screen, define a task type called Not Used and set it to
contribute 0% towards the final grade.

Change all tasks that you want to exclude from the calculations to this
type before using the End Term spreadsheet.

e Create a new spreadsheet called Unused or Next Term.

Copy all the relevant tasks to this spreadsheet and delete them from
the current spreadsheet.

Hot Linking Numeric and Skill Spreadsheet Grades to End Term Spreadsheets

The InteGrade Pro software now allows you to link the spreadsheet grade
from a numeric or skill spreadsheet to a column on an End Term
spreadsheet. When you use the copy task wizard you have the option to
automatically link (hot link) the spreadsheet grade to the End Term
spreadsheet (provided you are copying from a numeric or skill
spreadsheet to an End Term spreadsheet). Once you establish a hot link,
each time the numeric or skill spreadsheet grade is recalculated, the link
on the End Term spreadsheet is automatically updated. You can remove a
hot link at any time or recreate one if it is broken inadvertently.
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As part of this new feature, the system now includes a spreadsheet setting
that controls the display color of hot linked text. You access this feature via
the Setup | Display | Spreadsheet tab. All hot linked amounts are displayed
in the color you select.

Creating Hot Links

1. Inthe Class Viewer, select the End Term spreadsheet to which you
want to copy grade total information.

2. From the Tasks menu, select Copy Tasks.

3. On the Copy Tasks screen, select a numeric or a skill spreadsheet
from which to copy the spreadsheet grade.

4. Click Next.
5. Select the spreadsheet grade total and click Next.

6. Select the End Term spreadsheet column into which you want copy
the information and click Next.

7. If you are copying from a numeric spreadsheet, you have the option to
transform the scores as they are copied. Select the type of
transformation you want to perform on the score and click Next. If you
are copying from a skill spreadsheet, you do not have the option to
transform the scores.

8. To create the link, select the Hot Link Grades checkbox and click OK.
The grades are copied and the information displayed in the column on
the End Term spreadsheet. The hot linked text is displayed in the hot
linked text color.

Editing and Removing Hot Links

If you manually edit one of the scores in the linked column on the End
Term spreadsheet, the hot link for the entire column is removed. The text
is no longer displayed in the hot linked text color. It reverts to the color of
manually entered text.

If you want to recreate the hot link, you can do so using the Creating Hot
Links procedure.

Entering Comments

Comments are the short phrases used on report cards to describe the
progress of a student.
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1. Import the COMMENTS.TXT file into the InteGrade Pro gradebook
software. Importing stores the comments in the gradebook.

Check with your System Administrator. This step may have been
done at the beginning of the year.

2. Open the End Term spreadsheet and select the appropriate cell in the
Comment #1 column.

LClass: [English 11 [Period: 01 Ter: 52 Day Codes: ABCDE) j Shaow: | Students j
Spreadsheet: | Second Semester Grade Report [EndTerm 5/26/2000] j Wiew: | Column View j
Caomment: | None selected j
Student J dth Qr J 4th G J 4th Qi J Sem2 J 2nd Semj 2,{ SEmJ ﬁ?mcj 2ndSmEJ anSmEv]_‘
- Mame Grade All Abs Al Tdy | Exam Gr | Grade Qonduct | mm&td1 | mmntH2 [ mmntEs
1] Abbas, Elisa c 2 Sart Students by Calurmn H M
_2 Bregder. Audrey D 3 Sort Students... D H E
3 [Calder. Cara E- 1] N B
4 Castio, Michael D+, 10 L5 sl \/
— - FReplace Task...
5 [ Cortez, Migusl I 2 K
_5 Dandrea, Orew C+, 2 A Outstanding Effort E
7? De Cator, Lisa B 1 B. & plaasure to have in class N
_B Ezcobar. Lauren 1 1 C. Sal\sfac.lury D":_'g[ass 13
— = [, Excessive tardies
9| Gale, Kevin A 2 A
— - E. Does not uge class time wisely
al Goodell Pofacl B 4 F. Unprepared for class A
L Guitron, Ji EJ 3 G. Excessive absences
12 Hedlund, John E- 4 H. Does not wark. up to ability B
13| Huang, Mark D+J 5 |. Perfaims below grade level M
14 [Jones, Carlos E 2 J. Excessive non-suits in PE
E Lin, Saiah AJ 0 K. Does not tuin in azzignments B
16 |Mayer, Meghan A, 1 L. Unprepared for class A
F Mantoys, Yelera B 3 . Shawing |mProvement
— M. Clagsroom disturbance
8| Hiz, Omar £ 4 0. Parent conference requested
E Quintanz, Melarie BJ 3 P. Poor class participation
20| Riley. Miguel C+ 2 0. Attitude effects performance
21 Slatter, Kerri B 1 E. Fails to complete assighments
22 | 5t Clair, Zachary B 1 5. Low test scores
E Strickland, Travis &) 0 T. Does not get slong with others
24] an Slyke, Jennifer =3 2 3 o] =3 S B A
25 |'oon, Cynthia B 1 3 B+ B o

3. Enter the comment in one of three ways:
e Use the Comment drop-down list above the spreadsheet. This list
is available only if you imported comments.

e If you know the comment number, enter it directly into the
spreadsheet cell.

e Right-click the cell (Windows) or Ctrl-click (Macintosh) and select
the comment from the context menu. The text for the comment
displays in the drop-down list for your verification.

4. To enter more comments, use the two adjoining comment columns.
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Entering Comments Without a Comments.txt File

1. Ensure that you have a list of comments to use. Each comment must
have a number.

2. Enter the comment numbers into the appropriate comment columns.

Entering Attendance Summaries

A report card needs a summary of attendance. Copy the attendance into
this End Term spreadsheet.

1. Click the All Absences or All Tardy column heading.

2. Select Replace Task from the drop-down menu.

Replace Task Ed
Pleaze pick a clazs and spreadzhest from which to copy:
Class: |Ergiish 11 [Period: 01 Temy 52 Day Codes: 4BCDE) =
Spreadzhest:

Wwieighted Tupe [Mumenic 'Weighted Type]

English Skillz [Skill]

Third Quarter Grade Repart [EndTerm 3/16/2000)
Second Semester Grade Report (EndT erm 5/26,/2000)

iPenod U1 Attendance [Attendance)

Cancel ccBanh | Mewts > I Help
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3. Select the class and Attendance spreadsheet from which to copy
attendance totals. Click Next.

Replace Task

1/5/2000
1/6/2000
1/7/2000
1/8/2000
1972000
11042000
11142000
112/2000
11342000
11442000
11542000
1642000
11742000
141842000 =]

Cancel | <{Back | Mexts> I Help |

4. Select the Attendance Summary from the list of items to copy (the first
item on the list). Click Next.

Replace Task B

Select codes to include in the attendance sunimany:
[ 1Present

D - Digmizzed [1/2 claszs)
E - Excused Abzence

L - Late

E<IM - Mat Enralled

U - Unexcuzed Absence
Y - Needs Verification
B - School Activity

T - Unexcuzed Tardy
(<] - Emcused Tardy

S - Suzpended

All Mone |
Cancel | <{Back | Mexts» I Help
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5. Select the attendance codes to total into the summary. Click Next.

Replace Task

Select a date range to calculate attendance summarnes for:

Start Date: (EERANIN [mrnAddywmy]

End Drate: |5.-’2E.-’EDDD [ Add ]

Cancel | <<Back | Mexts> I Help |

6. Select a date range for which to calculate attendance summaries. Click
Next.

7. Click OK to continue. The attendance totals copied from the
attendance spreadsheet fill the column.

You can use the Copy Tasks command from the Tasks Menu to obtain
similar results.

Entering Final Grades

Use this procedure for copying grade totals manually to an End Term
spreadsheet. If you have already created hot links to link spreadsheet
grades to the End Term spreadsheet, some of the final grade work will
already be done. Hot links are available for linking the spreadsheet grade
from numeric and skill spreadsheets only (See Hot Linking Numeric and
Skill Spreadsheet Grades to End Term Spreadsheets.)
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1. Click the title of the appropriate End Term spreadsheet column to
display a drop-down menu.

2. Select Replace Task from the drop-down menu.

Replace Task

Please pick a clage and spreadshest from which to copy:

Class: IEninsh 11 [Period: 01 Term: 52 Day Codes: 4BCDE) j

S preadsheet;

weighted Type [Mumerc ‘\weighted Type]
<ill]

Third Quarter Grade Repart (EndT erm 3/16/2000)
Secand Semester Grade Report [EndT erm 5/26/2000)
Period 01 Attendance [&ttendance)

Cancel | sBach | Mextx» I Help |

3. Select the class and spreadsheet from which to copy scores and click
Next.

Replace Task

Fleaze select an item bo copy:
weighted Type Spreadsheet Grade
Homewark Type Total

‘Exam Type Total

(uiz Type Tatal

Unuzed Type Total

ABACUS Tupe Total

Skill Type Tatal

Othello Quiz

MacE eth Quiz

Shakespeare Exam

Foundation Series Book Report -
|, Robot Quiz [&simov]

Agimoy Exam

Shakespearefdsimoy Compared

Alice inWanderland Cuiz

Through the Looking Glazs Quiz ;I

Cancel | <<Back | Mext>> I Help |

4. Specify the information to copy. The choices are:

e Summary grade—The students’ overall grades in the spreadsheet.
e Type total—The students’ performance over a specific task type.
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e Task score—The students’ performance on a specific task.

Replace Task

*f'ou can transform the scores while copying. Please choose a transformation.
Alz) Scare
AGCT-Score
Decile A ank
iLetter [rade
Percentage
Percentile Rank
Cuartile Fank,
Raw Score

Raw Score Rank
Stanine

T-Score

2-Score

Cancel | <¢Back | Mest:> I Help |

5. Indicate how the End Term spreadsheet should display the grades. It
is important that the scores be displayed in a format expected by the
administrative system; for example, letter grades or percentages.

6. Click OK to continue. The grades copied from the main spreadsheet fill
the column. You can edit the copied data on a cell-by-cell basis if
needed.

Working With the End Term Spreadsheet

Clearing Columns

Use this procedure when you need to clear an entire column. You cannot
erase the student name and demographic columns.

1. Click the heading of the column to erase.
2. Select Fill Column from the drop-down list.
3. Do not enter a New Score.

4. Click Fill.
5

Click Yes to confirm that you want to replace the scores with blanks.
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Sorting On Columns

Use this procedure to reorder the End Term spreadsheet for your own
informational purposes. Sorting the spreadsheet does not affect the order
in which student records are exported.

1. Click any column heading.

2. Select Sort Students by Column or Sort Students.

Printing the End Term Spreadsheet

To print the End Term spreadsheet, print the Spreadsheet report while the
End Term spreadsheet is active in the class viewer.

You should print the End Term spreadsheet to verify the entries in the End
Term spreadsheet before submitting data to the office.

If you are not electronically submitting data at the end of the reporting
period, the Spreadsheet report contains enough information to create
report cards by hand.

Exporting Data

Requirements

180 Exporting Data

After creating and verifying the End Term spreadsheet, the next step is to
send the information back to the administration office. However, you are
not really sending the End Term spreadsheet or the End Term report.
Rather, the End Term spreadsheet contains summarized information in an
export file and that file is sent to the office.

If you connect to the InteGrade Pro Server software, the End Term
spreadsheet information is exported to the server from where it can then
be imported into the administration system. If you export to your local drive
on your computer, you must copy the exported file onto a diskette and
deliver it to your system administrator.

To ensure a successful export, check the following for each class
exported:

e Every student has the correct student number.

Copyright © 1998-2004 Pearson Digital Learning


http://k12.ncs.com/

PEARSON

— Finishing Up the Reporting Period

Digital
Learning

e Every class has a course and section number. Some classes may
require a Subject ID (check with your system administrator). Check the
Advanced Fields on the General tab, located under Classes in the
Setup menu, for this information.

e You have several blank, formatted disks if exporting using disks.

Exporting Data

1. From the File menu, select Export from Gradebook.

2. Follow the on-screen prompts to save to the teacher folder
corresponding to your teacher number.

3. Take the exported file from the specified location and deliver it to the
main office. If you are set up to connect to the InteGrade Pro Server
software, the file is exported to the server.

Delivering the File

This procedure is applicable only if you are working remotely and you do
not connect to the InteGrade Pro Server software. If you connect to the
InteGrade Pro Server software, you can export files and save
gradebooks on the school’s server from remote locations eliminating the
need to hand deliver the data.

After creating the export file, deliver it to the school office. The school
produces report cards by combining export files from all teachers in a
school.

There are several ways to submit the export file. Your system
administrator will tell you about the procedures at your school. The
following are some common methods:

e Copy the export file to a specific directory on the network.

e Submit the export file on a disk.

e Send the export file using e-mail.

After sending the export file to the office, make another copy of the export
file on a disk and archive it. As an additional safeguard, keep the export
file on your hard disk until the report cards have been printed. It is not
necessary to delete the file when you create an export file at the end of the

next reporting period. Your hard disk automatically overwrites the export
file.
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Archiving Your Gradebooks

It is good practice to archive your gradebooks at the end of a reporting
period.

Note that this procedure only works for locally-stored gradebooks. This
procedure is not applicable for gradebooks stored remotely on the school’s
server.

Preparing Gradebooks for Archiving

1. If you have used a gradebook password, remove the password from
the gradebook. You may need the gradebook for future reference and
may not remember the password. Other school personnel also may
need access to your files. See Using Gradebook Passwords.

2. Lock the scores on the spreadsheets. This prevents the scores from
being accidentally modified or deleted. See Locking and Unlocking
Scores.

3. Optionally, use your operating system to change the file properties to
read-only, to prevent accidental changes to the file.

Printing Archive Reports

Along with archiving the class files electronically, it is equally important
that you retain archives in paper form. This provides an additional
safeguard in case the electronic backups fail.

The two reports essential for archiving are the Spreadsheet report and the
Student Progress reports. Together, they show all information for a class
file.

Remember to print these reports for each spreadsheet that you use. See
the sections on spreadsheets and student progress.

Backing up the Gradebook

After removing the passwords, save your gradebook file on a blank,
formatted disk. Leave the original file on the hard disk.

You should also retain the installation disks for the product. Future
versions of the software can always read the files from the version
immediately previous, but there is no guarantee that they can read class
files that were created several versions back.
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In Windows, the gradebook files have a “GBF” file extension. The
Macintosh uses a unique icon to indicate the gradebook files. By default,
the product stores the gradebook files in the same directory as the
InteGrade Pro files.

For instructions on copying files, see the user manual that came with your
computer.

Store all backups, along with a set of the InteGrade Pro installation disks
and the archive reports, in a safe place for future reference.

Users who store their gradebooks remotely on the school server also
have a number of gradebook backups that are automatically saved by
the InteGrade Pro Server software. Your system administrator sets the
number of files to be saved and can assist you with restoring a
gradebook file should a problem occur.
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add to End Term 173
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authentication 140

setting up communications 138

Email Progress report 138

End Term Spreadsheet
clearing columns 179
entering attendance 175
entering comments 174
entering final grades 177
printing 180
sorting 180

Error messages
when importing 60

Export
daily attendance 169
data from gradebook 181
from seating chart 169

File
AXXXxXxX.GRD 169
comments.txt 174
export 181
GBF extension 183
xrefpict.txt 167

Fill Row Command 114

Filter 137
examples of use 137
in a report 137
stored in session 137
with Drop/Restore 124

Find
repeat 133
shortcut 133
text 132

Fonts in reports 154

G

Gradebook
archiving 182
backing up 182
closing 41

error messages when importing 60
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opening on your school’s server 37
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saving automatically 39

Gradebooks
creating a template 51
location of template files 51
template classes in 51
template data copied 52
using templates to create 51
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calculation of 7
how calculated 118-119, 121
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overview 150
previewing 156
setup 154
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Task Comparison 151
Task Correlation 153

H

Hot Links 81, 177

INC 126

Installing
InteGrade Pro 21
InteGrade Pro Web 23
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overview 1
starting 29
starting for the first time 27
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InteGrade Pro Server
adding server access 34-35
and your school 32
connecting to the server 32
server address 33
server addresses 35
server |IP address 33
server names 35
user id and password 33

InteGrade Pro Web
starting 30

L

Layout mode 164

Layout tool 165

M

Macintosh
e-mail report limitations 138
previewing graphs 157
previewing reports 156
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report differences 155
requirements for pictures 166
sorting spreadsheet information 98
unique icon 183
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Multi-Class report 145
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New Features 26
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check spelling 133
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change spacing between 166
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QuickTime 166-167
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gradebooks on Macintosh 53
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print for archive 182
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setup 154

Spreadsheet 122, 146
Student Attendance 147

187



PEARSON

 — Index

Digital
Learning

Student Demographics 147
Student Progress 148
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Task Details 149

Restoring scores 125
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SASI 111 169, 172
SASIxp 169, 172
Scanning 115

School year
illustration 14

Scores
adjusting 121, 123, 127
curving 126-127
dropped 122
dropping 123
pick highest 127-128
restore dropped 122, 125
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special 64

Search
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text 132

Seating chart 162

change spacing between pictures 166

creating 162-164

exporting attendance 169
layout tool 165

modes 164

taking attendance from 166
zoom in and out 166

Seating Chart report 145

Security
on posted reports 154

Show drop-down list 129

Spell checking 133-134
configuring 133

Spreadsheet
Attendance 160
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End Term 172

find text 132

notes 130

sorting on columns 180

Spreadsheet report 122, 146
for archiving 182

Student
assign to desk 165
contact e-mail address 140
demographic report 147
inactivate 87
notes 131
performance graph 150
pictures 162, 166-167
progress report 148
rank 149
selecting for a report 136

Student Attendance report 147
Student Demographic report 147
Student Performance graph 150

Student Progress report 148
for archiving 182

Student Rank report 149
Students
pictures 167

T

Task 5
comparison graph 151
correlation graph 153
details report 149
exclude unnecessary 172
missing report of 144
scale factor 128
selecting for a report 136

Task Comparison graph 151
Task Correlation graph 153
Task Details report 149

Task types. See Types.
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creating a template gradebook 51
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location of files 51

template class in gradebook 51

TSS 169, 172

U

Update mode 164

%

Visual cues 129, 132
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Windows
file extension 183
previewing graphs 156
previewing reports 155
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