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About InteGrade Pro

InteGrade® Pro student information software 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 student information software
means you can move your files from 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.

What’s New about InteGrade Pro 7.0

In addition to an improved user interface, InteGrade Pro student
information software version 7.0 provides seven major new features:

e Spell checking
e Email reporting

Copyright © 2000 National Computer Systems, Inc. What's New about InteGrade Pro7.0 1
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The Toolbar Icons

Open
Gradebook Print

“@ &

e Multiple student contacts

e Class and Student Attendance reports
e Seating Chart report

e Integration with NCS scanners

e Auto-Recovery

This version is a major update to the system and is not available as a
downloadable update. Instead, it is being mailed to all customers with
active support agreements.

Note to administrators: InteGrade Pro student information software
version 7.0 uses a different file format than previous versions. When a
gradebook is saved with this version, it will be converted into the newer
format. Users will be unable to open the gradebook with previous versions
of this product.

For a list of all enhancements to InteGrade Pro student information
software, see the Readme files on your installation CD. You can read
these files after installing the product.

All instructions apply to all versions of this product, unless noted
otherwise.

This version has a toolbar as a shortcut to frequently used commands.

Find Edit Edit Student Performance Graph

Again Students New Tasks Task Comparison Graph
Find l Tasks Task Correlation Graph

Save
Gradebook

2 What's New about InteGrade Pro 7.0
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Paste Spelling Spreadsheets InteGrade Pro web site Help
Copy Error NCS Educational Structures

If your computer has Internet access, you can access the InteGrade Pro
web site and the NCS Educational Structures custom Internet curriculum
web site directly from the toolbar.

Copyright © 2000 National Computer Systems, Inc.


http://k12.ncs.com/

| Bookmarkl Contents

Search Usage | Glossary Print Back Forward First Previous Next Last

@@

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.

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 Wonderland Homework Humanities
English 201 Midterm Exam Humanities
Cell Division Quiz Sciences
Individual Study Homework Sciences
Plant Propagation Lab Sciences
Biology Exam Exam Sciences

Copyright © 2000 National Computer Systems, Inc. Some Words You Should Know 3
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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.

Spreadsheet

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

There are four types of spreadsheets used in InteGrade® Pro student
information software.

Numeric

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

Othelln | MacBeth | Shkepr | FndinSe | | REH
Student Quiz Quiz Exam | sBkRprt | zldsmy)
. Mame 10 (15] (40] [15] [14]

1] Abbasi, Elisa ] 7 35 26 1 1.5
_2 Bregder, Audrey y E 1045 2 1A 9
3 |Calder, Cara 8.5 13 3 145 1
E Casztro, Michael | E5 Sick 26 10 Sick
_5 Cortez, Miguel | 7 i 32 IMC 1A
_E Dandrea, Drew | 8 14 29 1 35
7 |De Cator, Liza g 135 35 125 12

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

4 Some Words You Should Know Copyright © 2000 National Computer Systems, Inc.
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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 ten 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)
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 or not students have acquired

certain skills
Student J Emptncﬁj Emptnu:SJ CmndGrmJ EfctvnsJ EmptncGJ

o MHame nilSklz tylztch telbdchin | Gthrngld nilSkls

1 |Abbaszi, Eliza + . * . +
_2 Bregder, Audrey +
_3 Calder, Cara + + " + .
_4 Castro, Michael + . - + +
_5 Cortez, Miguel - . . +
_E Drandrea, Drew + + * . +
_?‘ e Catar, Liza + + + + +
_8 Ezcobar, Lauren + + + + +
E Gale, F.ewvin + + " + +

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.

Some Words You Should Know 5
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6 Some Words You Should Know

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 Fii
M arme Feb 01 Feb 02 Feb 03 Feb 04
|

Abbag, Elisa L
Bregder, dudrey
Calder, Cara
Castra, Michasl E
Cortez, Miguel

Dlandrea, Direw
Dre Cator, Lisa L
Ezcobar, Lauren L

oo [~ [ [en [ [eo o] = |

Gale, Kevin
Goodell, R afael

=

EndTerm

InteGrade Pro student information software creates an EndTerm
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 ath O J dth Otr J dth Gt

o Hame Grade Al Abg All Tdy
_1|Abbasi, Elisa ) 2
_2 Bregder, dudrey D;‘ 3
3 |Calder, Cara B- ]
4| Castio, Michael D+, 10
_5 Cortez, Migusl L 2
i Dandrea, Drew C+, 2
7 |De Cator, Lisa B 1
E Escobar, Lauren A 1

The ETS appears as a simplified version of the Numeric spreadsheet. The
student demographic column displays the same information. Columns
record comments, attendance, and final grades (these are the columns
labeled 1, 2, 3, and so on) replace task score columns.

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

Copyright © 2000 National Computer Systems, Inc.
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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
number of 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 into the correct column.

Gradebook

A gradebook keeps track of all the students and classes you teach.
InteGrade Pro student information 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.
Class Viewer

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

Copyright © 2000 National Computer Systems, Inc. Some Words You Should Know 7
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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. The only limit is your computer’s
memory.

Working In A Viewer

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.

Class: | English 11 (Period: 01 Tem: 52 Day Codes: ABCPE) j Shaw: [5tudents -]
Spreadsheet: Task Wiew |
J Shkspr J FndtnSrJ |RbtD J Asiman Shkspw‘J AIandJ ThrgthJ PhyLw J Arlys J AnlyssSJ ArSngsPJ Tem J Tem J < J vP
Student Exam sBkRpit | zl8smv) Exam Crnprd ilndlz | nolGlsBz | sCilExm sFHI ndsSinc | ty?Esy Project Eram Letter
4 Name (40 (18] [14] 132) (50 (15) (o [43] (18] [15) (45) (78] [100) % Gradg
1| Abbasi. Elisa g 26 1 1.5 22 36 11 7 28 10 1 iz} 52 =) 704 C-
_ 2 |Bregder, Audrey g 27 1.5 9 20 34 9 E 26 g 9 32 43 E0 E3 0-
3 |Calder, Cara il 145 1 26 42 12 2 a2 15 12 et} 52 G 20 E-
E Casztro, Michasl g 26 1a Sick. 21 e} 10 E 26 12 15 et} 55 EE ==} D+
_§ | Cortez, Miguel g a2 INC 1.5 25 40 12 2 20 12 13 35 jaic} 74 IMC INC
_B | Dandrea, Drew g 29 1 35 25 eic} 12 ] 3z 13 12 38 E0 77 73 C+
7 |De Cator, Lisa 35 125 12 27 41 13 ] a3 14 13 40 53 84 84 ]
E Escobar, Lauren g a7 145 135 an 46 14 9 40 14 14 42 70 94 2k} A
9 | Gals, Kevin g 36 13 14 a 45 14 9 41 14 14 43 B4 95 92 A
10 | Goodell, Rafas! a2 12 128 26 40 13 2 a2 13 13 iz} E4 a1 22 E
E Guitrar, Ji g 20 1a 10 23 36 12 7 il 12 12 36 E1 T3 74 C
12 |Hedlund, John il 1.5 1 23 36 12 2 3z 12 12 36 E2 20 20 E-
E Huang, tark g 26 10 35 20 33 11 7 29 10 1 34 54 EE E3 D+
14 | Jones, Carlos 34 13 1.5 24 41 12 ] 34 12 12 38 E1 20 82 ]
E Lin. Sarzh g a7 145 14 29 46 15 9 40 14 14 41 72 a0 94 A
1B | Mayer. Meghan g et} 18 13 a0 47 14 9 41 15 14 42 70 ot} 95 A
17 |Montoya, elena il 1258 1.8 24 et} 13 2 eia) 12 12 a7 E2 g2 20 E-
118 | Mit, Dmar a2 i 108 23 32 12 7 ial 12 12 iz} E0 78 7 C
118 Duintana, Melarie 4 e} 12 14 26 42 13 2 =} 13 13 36 E3 26 25 E

8 Some Words You Should Know

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

A teacher who prefers a clean desktop would open one viewer and use the
drop-down lists to switch between classes and between spreadsheets
within a class. A teacher who prefers to organize data over several
windows 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.

Copyright © 2000 National Computer Systems, Inc.
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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. This choice is available only in
Numeric spreadsheets. For any other spreadsheet, there is only one
choice.

The column headings in the task and student areas can be customized.
Auxiliary columns can be turned on or off and their contents can be
customized. For example, you may choose to see percentage or letter
grade, or one of a dozen score transformations. See “Customizing
Spreadsheet Columns” on page 52.

Opening a Viewer

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 a Viewer

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

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

Copyright © 2000 National Computer Systems, Inc. Some Words You Should Know 9
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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.

Context menus are used throughout InteGrade Pro student information
software. Another example is in the seating chart. If you display the
context menu on a desk, you are presented with two options to Fill Chart
or Replace Task, as well as the complete list of attendance codes.

343172000
4/6/2000

Due J Tazk

Date Mame i
14742000 Othello Quiz
1413/2000 MacBeth Quiz /
2/2/2000 [Shakespears Exam / N\
21072000 Foundation Series Book Fepart L Son Tasks by Column
2/23/2000 I, Fiobat Quiz [Asimav] S Vs
3M5/2000 Azimoy Ewam @ Mew Tazk... _
342442000 Shakespeare/dsimoy Compared Edit Tazks... _

Alice in Wonderland Quiz

Through the Looking Glazs Quiz

Overview of a School Year

10 Overview of a School Year

At the start of the yeatr, 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 back
to the office.

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

For the remainder of the year, you use InteGrade Pro student information
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 InteGrade Pro
student information software at each stage of the reporting period.

Copyright © 2000 National Computer Systems, Inc.
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1. Import class roster file
from school administration School
system into InteGrade InteGrade Pro Administration
Pro. System
2. Add tasks and scores Abbasi, Elisa 7 9.5 26 11 11.5
d h h h Bregder, Audrey 6 10.5 27 11.5 9
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
Abbasi, Elisa 7 9.5 26 11115
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.

Cortez, Miguel 7 9.5 32 INC 11.5

File Naming Conventions

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,

students, and define the End Term spreadsheet.

MK

Files created by InteGrade Pro 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.

Copyright © 2000 National Computer Systems, Inc.
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AB

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

AT

Test files created by ABACUSxp are named ATxxxxxx.GRD. The AT prefix
designates the file as an ABACUSxp file and the xxxxxx’s represent your
teacher code. These files contain test information and can be imported into
InteGrade Pro 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 the second-to-last version of your gradebook

A BAK file is a back-up file that preserves the second-to-last version of
your gradebook, usually in the InteGrade Pro 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 new or changed
passwords.

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

Working On a Macintosh

12  Working On a Macintosh

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

As a result, if you are using the system in a mixed environment and plan to
take files back and forth from a Macintosh to a Windows system, you must
name your files according to Windows standards. If you always use
Windows standards for naming your files--even while working on a

Copyright © 2000 National Computer Systems, Inc.
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Macintosh--the Windows operating system will always be able to handle
files from your Macintosh and you will not have to take any additional
steps.

Where to Find More Information

If you have a question about InteGrade Pro student information software
or need more information, use the help system or this manual. If you need
additional assistance, you can contact Technical Support.

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:

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.

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

Technical Support Services

National Computer Systems (NCS) offers the following services to users
with active maintenance agreements:

InteGrade Pro student information software telephone support—(800)
282-4490.

InteGrade Pro student information software and other administration
systems:

InteGrade Pro student information software and SASIxp, (800) 472-
7497.

InteGrade Pro student information software and SASI 111, (800) 622-
7647.

InteGrade Pro student information software and CIMS, (800) 736-4357.

InteGrade Pro student information software and Osiris or Osiris for
Elementary Schools, (800) 282-4490.

InteGrade Pro student information software and The School System or
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The Elementary School System, (800) 282-0355.

E-mail Support - contact a support representative at our e-mail address,
support@ncslink.com

Training—For information about the training services available from
National Computer Systems, or to schedule training, call (800) 736-
4357.

Customer Service—For information about other products available from
National Computer Systems call (800) 736-4357 or e-mail us at
salesessd@ncslink.com.

To submit suggestions for enhancements to the product, e-mail us at
integrade@ncslink.com. For information and suggestions, you can also
visit our web page at k12.ncs.com.

You can also visit www.integrade.com a web site devoted to the use of
InteGrade Pro student information software.

When Requesting Technical Support

Be sure you include the following information when requesting technical
support:

Your site number.

The version number and platform of InteGrade Pro student information
software. For example, InteGrade Pro 6.0 for Windows or InteGrade
Pro 7.0 for Macintosh.

Your computer make and model. For example, Dell Dimension XPS
166 or Apple Power Macintosh 6100/60.

The computer operating system and version number. For example,
Windows 98 or Macintosh System 7.5.

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

Receiving Support from Other Vendors

If you purchased InteGrade Pro student information software from a
company other than National Computer Systems, Inc., 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.

14  Where to Find More Information
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Installing InteGrade
Pro

There are versions of InteGrade Pro for Windows and Macintosh systems.
The Igpro folder contains both versions on the CD that you received. The
CD also contains Makedisk functions to create Install programs on 3.5-
inch disks. This enables you to install InteGrade Pro on machines without
CD drives. Follow the appropriate instructions for the version of InteGrade
Pro that you are installing.

The CD also contains folders that include the setup needed for InteGrade
Pro to exchange data with the following administration systems:

e SASIXp
e SASIIII
e CIMS

For specific instructions on using InteGrade Pro with one of these
administration systems, see the InteGrade Pro System Administrator’s
Guide (IGPADMIN.PDF) on the InteGrade Pro CD.

Copyright © 2000 National Computer Systems, Inc. 15
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Windows Yersion

The Windows version of InteGrade Pro runs on Windows95, Windows NT
Workstation, and Windows 98. It also supports the Windows NT Server
and Novell NetWare network operating systems.

System Requirements

Windows 95, 98, 2000, or NT 4.0 (SP3 or higher)

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

At least 10 MB available hard disk space
At least 8 MB RAM

Scanning Requirements

Scanning is available only in the Windows environment. The following
NCS scanners are supported:

OPScan 2, 3, 4, 4XP, 5, 6, 7, 8, 10, or 21 scanners;
OpScan 9010M scanner
OpScan 9020M

Note Sentry 3000 series and OpScan 3000 and 4000 series scanners are
not supported.

Scan Forms Supported

The following standard NCS SelfScore Forms can be scanned:

16 Windows Version

94746 - 200W test sheet

95141 - 25/25 test sheet side
95142 - 50/50 test sheet side
95676 - 40/W test sheet

95677 - 100W test sheet

95679 - 100/100 side test sheet
95945 - 50 W/W test sheet
95946 - 50/W test sheet

95947 - 50W/50W test sheet side
96569 - E25/W test sheet
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e 98253 - E25 test sheet
e 98255 - 50 test sheet
e 106173 - 100 test sheet

Directory Structure Created

Installation of the InteGrade Pro student information software creates a
directory called SFWTOOLS in the IGPRO directory which contains

ScanTools.
Directory Files Description
\IGPRO\SFWTOOLS config.sfw ScanTools run-time
sfw.exe scanning module
sfwedit.dll executable files.
sfwgen.dll
sfwscor.dll
sfwslk.dll
\IGPRO\SFWTOOLS\ Z600.sds ScanTools reserved
Apps directory for run-time
application files.
\IGPRO\SFWTOOLS\ 100.dat ScanTools reserved
Data directory for data files.
Data files are created and
deleted as ScanTools runs.
\IGPRO\SFWTOOLS\ ScanTools reserved
Profiles directory for conversion,
edit, and score profiles;
directory required even if
no profiles are used.

Installation Configurations

There are three ways to install InteGrade Pro. Choose the installation
method appropriate for you.

e Install using the installation programs, directly from the CD, on a stand-

alone computer or on a network server.

e Create installation disks (on formatted, 3.5-inch disks) using the Make-
disk program on the CD, then install InteGrade Pro on any stand-alone

Copyright © 2000 National Computer Systems, Inc.
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computer or network server without a CD drive.

Note: You cannot run InteGrade Pro from the installation disks. You must
install it on the hard drive.

o Install on a client computer from a network server.

Installing on a Computer or Network Server

Use this method to install a single copy of InteGrade Pro, or if you intend to
run InteGrade Pro directly from the network serve.

1. Start Windows or the server. If you are installing on a network server,
be sure you have access rights to create directories and files.

2. Insert the InteGrade Pro CD in the CD drive.

3. Open the Igpro folder on the InteGrade Pro CD, open the Win folder,
then the Install folder.

4. Double-click the Setup icon (or run the SETUP.EXE file) and follow the
directions on each dialog box.

5. If prompted for authorization information, go to “Authorizing InteGrade
Pro” on page 22. Otherwise, your installation is complete.

Note: If InteGrade Pro is running from a network file server, teachers
access their gradebooks from the network.

Note: Also, if InteGrade Pro is installed on a network server, multiple
teachers can run the same InteGrade Pro application from different
workstations. The workstations must be attached to that server. Make sure
all client users of InteGrade Pro on the server use the same drive letter to
map their workstations to the application (for example, D:\).

Creating Installation Disks

18 Windows Version

Use this method to install InteGrade Pro on a computer that does not have
a CD-ROM drive. You must have access to a computer with a CD-ROM
drive to create the installation disks.

1. Start Windows or the server on a computer with a CD drive.
2. Insert the InteGrade Pro CD in the CD drive.

3. Open the Igpro folder, then the Win folder, then the Makedisk folder.
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4. Double-click the Makedisk icon (or run the MAKEDISK.EXE file) and
follow the directions in each dialog box. You need two formatted, 3.5-
inch disks for this procedure.

5. When the Installation disks are complete, you can use them to install
InteGrade Pro on any stand-alone computer or network server.

Note: For InteGrade Pro installation using the newly created, 3.5-inch
disks, start Windows or the server and insert Installation Disk 1 in the disk
drive. Double-click the Install icon and follow the directions in each dialog
box. If the system prompts you for authorization information, go to
“Authorizing InteGrade Pro” on page 22.

Installing From a Network Server

Use this method if you need to install InteGrade Pro on a large number of
computers connected to a network server.

1. Start the network file server. Be sure you have access rights to create
directories and files.

2. Create a separate installation directory. This directory can have any
name.

3. Copy the contents of InteGrade Pro Install folder from the Igpro\Win
folder on the CD into the new installation directory.

4. From each client computer, run SETUP.EXE from the installation
directory on the network server. Follow the instructions on the screen.

The system prompts you to authorize the system the first time you run
SETUP.EXE from a client computer. Authorizing subsequent

installations from the network server is not necessary. See page
Starting InteGrade Pro for help on authorization.

Macintosh VYersion

The Macintosh version runs on most Macintoshes, including Power
Macintoshes.
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System Requirements

e System 7.5 or later
e Atleast 10 MB available hard disk space.
e Atleast 8 MB RAM

Installation Configurations

There are three ways to install InteGrade Pro. Choose the installation
method appropriate to you.

e Install using the installation programs, directly from the CD, on a stand-
alone Macintosh or on a network server.

e Create installation disks (on formatted, 3.5-inch disks) using the Make-
disk program on the CD, then install InteGrade Pro on any stand-alone
Macintosh or network server without a CD drive.

Note: You cannot run InteGrade Pro from the installation disks. You must
install it on the hard drive.

e |Install on a Macintosh client from a network server.

The Macintosh needs the following extensions installed to read the
InteGrade Pro CD:

e Foreign File Access
e [SO 9660 File Access

Note: These extensions install during a standard system software
installation. If you perform a custom installation, verify that these
extensions are installed by clicking the Apple Menu, selecting Control
Panels, then Extensions Manager.

Installing on a Macintosh or Network Server

Use this method if you are installing a single copy of InteGrade Pro, or if
InteGrade Pro will run directly from the network server.

1. Start the Macintosh or the file server. If installing onto a network server,
be sure that you have access rights to create directories and files.
Macintosh Services must be running on the server.

2. Insert the InteGrade Pro CD in the CD drive.

20 Macintosh Version Copyright © 2000 National Computer Systems, Inc.
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3. From the Igpro folder on the CD, open the Mac folder, then the Install
folder.

4. Double-click the Install icon and follow the directions on the screen.
Check the appropriate box to install InteGrade Pro on a 68k Macintosh
or on a Power Macintosh. If you do not know which computer you are
installing to, click the Apple Menu and select Apple System Profiler.
The type of processor displays on this screen.

5. If prompted for authorization information, go to “Authorizing InteGrade
Pro” on page Starting InteGrade Pro. Otherwise, your installation is
complete.

Note: If InteGrade Pro is running from a network file server, teachers
access their gradebooks from the network.

Note: Also, if InteGrade Pro is installed on a network server, multiple
teachers can run the same InteGrade Pro application from different
workstations. The workstations must be attached to that server.

Creating Installation Disks

Use this method if you need to install InteGrade Pro on a Macintosh that
does not have a CD-ROM drive. You must have access to a computer with
a CD-ROM drive to create the installation disks.

1. Start the Macintosh or the file server (must have a CD drive).
2. Insert the InteGrade Pro CD in the CD-ROM drive.

3. Open the Igpro folder on the CD, then double-click the Mac folder, then
the Makedisk folder.

4. Double-click the Makedisk icon and follow the directions in each dialog
box. You need three formatted, 3.5-inch disks for this procedure.

5. When the three installation disks are complete, you may use them to
install InteGrade Pro on any stand-alone Macintosh or network server.

Note: To install InteGrade Pro using the newly created 3.5 inch-disks, start
the Macintosh and insert Installation Disk 1 in the disk drive. Double-click
the Install icon and follow the directions in each dialog box. If prompted for
authorization information, go to “Authorizing InteGrade Pro” on page
Starting InteGrade Pro.
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Installing From a Network Server

Use this method if you need to install InteGrade Pro on a large number of
computers connected to a network server and you are not running
InteGrade Pro on the server computer.

1. Start the network computer. Be sure you have access rights to create
directories and files and that Macintosh Services are running.

2. Create a separate installation folder. The folder can have any name.

3. Copy the contents of InteGrade Pro Install folder (from the Mac folder
on the CD) into the installation folder.

4. From each Macintosh client, double-click the Install icon from the
installation folder on the network server. Follow the instructions on the
screen.

Note: The first time the Install program runs from a Macintosh client, the
system prompts you for authorization. Authorizing subsequent installations
from the network server is not necessary.

Authorizing InteGrade Pro

22 Authorizing InteGrade Pro

The system administrator may authorize the school’s copy of InteGrade
Pro and distribute it to the teachers.

A teacher who receives an authorization prompt during installation should
either contact the system administrator or follow the instructions in this
section.

To complete the authorization dialog, locate the authorization letter that
accompanied the InteGrade Pro package and enter each field exactly as
shown in the letter.

If you are installing InteGrade Pro from installation disks created from the
CD, the authorization process records your authorization information
directly onto the installation disk. You can copy the installation disk and
distribute them to teachers who can install InteGrade Pro without having to
re-enter the authorization information.

To make sure the installation disks authorize in this way, do not remove the
installation disks from the disk drive until the system prompts you to, or
until the installation finishes.
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Note: If you want authorization information saved for distribution to
teachers, you must create installation disks from the CD and follow the
procedure described above. Authorization information saves to the
installation disks, not the CD.

Be sure to keep the authorization letter and the authorized installation
disks in a safe place.

Note: If you are not able or not ready to authorize during installation, click
Cancel or Demo (Macintosh). The authorization process automatically
resumes the next time you start InteGrade Pro. If you click Run Demo, the
program you have just installed becomes a fully functional demonstration
version with all features enabled, except the Save command.

Starting InteGrade Pro

Windows

Macintosh

1. Click Start, Programs, InteGrade Pro, InteGrade Pro for Windows 95 or
NT. The system displays the Open Gradebook dialog box.

2. Click a gradebook and then click Open to open an existing gradebook
or close the dialog box and select New Gradebook from the File menu
to create a new gradebook.

1. Double-click the InteGrade Pro icon in the folder in which you installed
InteGrade Pro. The system displays the Open Gradebook dialog box.

2. Click a gradebook and then click Open to open an existing gradebook
or close the dialog box and select New Gradebook from the File menu
to create a new gradebook.

Using the Sample Data

InteGrade Pro 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.
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1. Start InteGrade Pro.

2. Select SAMPLE.GBF from the Open Gradebook. The sample class
loads.

Try the menu commands. View the Help menu. Enter or change data.

When you have finished experimenting, 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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Creating a Gradebook

After you have installed the software, you must create your gradebook and
set up grading rules. Most teachers create their gradebook by importing a
class roster file from their schools’ administration database. You can also
create a blank gradebook and enter your students and classes manually,

so long as you do not plan to export data at the end of the reporting period.

Creating A Gradebook By Importing a Class Roster

Before you begin this process, ask your System Administrator for the
name of the file you need to import.

1. Openthe InteGrade Pro student information software and click Cancel
in the Open Gradebook dialog box.
If the product and the sample gradebook are already open, from the
File menu, select Close Gradebook.

2. From the File menu, select New Gradebook.

3. Inthe New Gradebook dialog box, click Next.
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4. Select Create using class rosters and click Next.
This option creates a gradebook by importing (or “receiving”) class
roster files from an administration system. This lets you export (or

“send”) your final grades back to your office administration system at
the end of a reporting period.

Mew Gradebook [ ]

Select how to create a new gradebook:
(o 3

Usze thiz to 2et up your gradeback by imparting a class
roster file from your office administration system.

" Create without classes or students

Usze this to create a blank gradebook. If pou need to gend
grades to an administration system, click Help now.

Cancel <<Back | Mexts = I Help

New Gradebook [ ]

Click Mest to select a clazs mster file to import.

Thiz file iz named Claxsmxs. GC, Clxxwssn. GRD or Clxsxxx. SKE,

where "srsmws ' represents the Teacher Code that identifies you in
yaur office administration system.

If vou need help finding this file, contact your spstem administrator.

Cancel | <<Back | [ Hewbs ! Help |

5. Review the instructions on the dialog box and click Next.

6. On the Import File dialog box, select a class roster file to import. This
file is named CLxxxxxx, where XXxxxx represents your teacher code.
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Import File HE
Loskin |3 win =] | cF| s E

: AppleDouble;

Pictures

Shwtacls

spelling
Fleene | [ g |
Files of type: IEIass Roster Filez j Cancel |

7. Click Open.

8. Review the information on screen to ensure that you have the correct
file, then click Next.

9. In the teacher name field, type your name the way you want it
displayed on reports.

You can edit the Incomplete symbol. You can also edit this symbol from
the Setup menu, on the Grading Rules dialog box, on the Special
Scores tab.

10. If you choose, set up a password for your gradebook. Click Set
Password and enter a password. Click Save.
You can also add the password later from the Setup menu, on the
Passwords dialog box.

11. The Save As dialog box displays. Select a name for your gradebook
and click Save.
If you are creating a gradebook using a Macintosh and you want to use
your gradebook with both Macintosh and Windows computers, you
must save your gradebook with an ending of .gbf. For example,
JONES98 needs to be saved as JONES98.GBF.

Opening and Closing Gradebooks

Every time you open this product, you are prompted to open a gradebook.
You can have only one gradebook open at a time. If you need to open
another gradebook:
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1. From the File menu, select Close Gradebook.

2. The system prompts you to save these changes before you close the
gradebook.
Closing a gradebook does not automatically exit the system. After
closing the gradebook, you can either exit or open another gradebook.

3. From the File menu, select Open Gradebook.
This menu item appears dimmed if a gradebook is already open.

4. Locate and select the appropriate gradebook.

5. Click Open.

Saving a Gradebook

Save your data as you work. It's your best insurance against losing data.
e From the File menu, select Save Gradebook.
or

e Use the keyboard shortcut of Ctrl S (Windows) or 3 S (Macintosh).

Saving Automatically

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

1. From the Edit menu, select Preferences.

W Update Gradebooks Automaticall:

Checks for an updated class roster file every time you open any
gradebook on thiz computer, If the clags rogter file iz new the
gradebook ix automatically updated. For the automatic update to
wiork, this computer must have access to the class roster file

¥ Show Taal Bar

¥ Save AutoRecover Info Everny: | 10 < minutes [3-30).

0K I Cancel | Help |

2. Select how often you want your gradebook saved. You can choose any
interval from 3 to 30 minutes.

3. Click OK.
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Going Back to an Earlier Version

If you have been working in a gradebook and decide that the changes you
have made are not what you really want, you can quickly go back to the
last version that you saved.

e From the File menu, select Revert to Saved.
The current version closes and the last version that you saved opens.

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 most 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.

1. Open the gradebook into which you want to import data.
2. From the File menu, choose Import into Gradebook.

3. 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 InteGrade Pro student information software lets you import
one or more tasks or spreadsheets or classes from another gradebook into
your own.
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1. From the Task Menu, select Import Tasks.

2. On the Import Tasks dialog box, click Save Gradebook Now, then click

Next.

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

4. Choose whether you want to import classes, spreadsheets, or tasks

and click Next.
You can import tasks only from numeric or skill spreadsheets.

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

6. Click Import.

When Importing From Other Products

InteGrade Pro student information software can work with data from the
following NCS products:

e SASIxp

e SASIIII

e CIMS

e TSS/TESS

e Osiris

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

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

Previous Yersions

Users of previous versions of InteGrade Pro student information software
can open their gradebooks directly with version 7.00. However, if you save
a previous gradebook in 7.00, these gradebooks are incompatible with
previous versions of the product.
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InteGrade Classic

Users of InteGrade Classic must use the import feature (after creating a
blank gradebook) to convert their class files to the new gradebook format.
You cannot directly open an InteGrade Classic class file in InteGrade Pro
student information software. Once converted to the new format,
InteGrade Classic cannot open an InteGrade Pro student information
software gradebook file.

CIMS

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

1SS

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.

InteGrade Pro Status

TSS Status Previously Active Previously Inactive

In Class List Leaves studentin Changes student to active, but
active status leaves the inactive note

Not in Class Changes student Leaves student in inactive

List to inactive status status

Reviewing Imported Data

After importing student and class data, you should confirm that the data
has copied 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.
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Student Data

1. From the Setup menu, select Students.

2. Review the list of students in the Students dialog box.

3. 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.

4. Click Close when you are finished reviewing.

Class Data

1. From the Setup menu, select Classes.

2. Review the list of classes in the Classes dialog box.

3. 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.

4. Click Close when you are finished reviewing.

Importing Automatically from Your Administration System

When you install InteGrade Pro student information 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.

Before you can receive automatic updates from your administration
system, you must first have imported a class roster file from the
administration system.

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

1. From the Edit menu, select Preferences.

2. Select Update Gradebooks Automatically and click OK.

32 Importing Data to a Gradebook
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W Update Gradebooks Automaticalle

Checks for an updated class roster file every time pou open any
gradebook on thiz computer. If the class roster file is new the
gradebook iz automatically updated. For the automatic update to
waork, this computer must have access to the class roster file

¥ Show Taol Bar
W Save AutoRecover Info Even: I 10 3: minutes [3-30.

1] 4 I 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.

Note: For Windows users, 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 for some reason 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 InteGrade Pro student information 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; InteGrade
Pro student information 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 check the box 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:
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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.

Setting Up Grading Rules

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

Setting Up Attendance Codes

34 Setting Up Grading Rules

Attendance codes are used 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.

The following 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
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Code Late Absent
Present 0
Suspended 0 1
Tardy 1 0
Undefined 0 0
Unexcused 0 1
Unexcused Tardy | 1 0
Unverified 0 1
SI Grade Tablesl Special Scoresl Type Setsl
“You can define your own attendance codes in addition to the ones provided by InteGrade Pro or pour school
administration spstem.
Attendance Codes:
D -0 smissed [1/2 class) Symbol:l [Up to 3 characters]
E - Excuzed dbsence Description: |Plesent
L-Late
N - Nat Enralled Aszociate your attendance codes with a system code so the
L - Unexcused Absence reprezented data can be exported and used in calculations by
W - Needs Verification InteGrade Prao.
# - School Activity System Code: | Present j
T - Unexcused Tardy
# - Excuged Tardy ﬂ
MHew Delete |
Cloze I Help |
1. From the Setup menu, select Grading Rules. Click the Attendance
Codes tab.

2. 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.

3. 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. For example, E = default user code and Excused is the valid
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system code.

4. Click Close.

Setting Up Grading Tables

Grade tables associate a letter grade with a certain range of scores.
InteGrade Pro student information 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.

Grading Rules E

Attendance Codes  Grade T ables | Special Scores I Type Sets I
&, grade table consists of a set of letter grades and the minimum % reguired for each.
Select which grade table iz used for a spreadsheet by using ''Spreadzhests” in the “Setup’’ men.
Grade Tables: Grade Table Mame:
R (..
; Letter Lower =
Mon-Academic -
Grads Limit (7] Mumbers are stored internally
iy 98 with more decimal places
A 2 than will fit on screen.
A an Specify the humber of
} decimals to be displayed:
B+ o] m
R a7 ;I
MHew. . LCopy Delete Mew Delete I Soart I
Cloze I Help |
1. From the Setup menu, select Grading Rules. Click the Grade Tables

tab.

2. Select each sample table and review the letters and the assigned
lower grade limit.

3. Working with grade tables:

e To create a hew 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.

4. Working with grades:
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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.

5. If necessary, select the number of decimal points that you want
displayed.

6. 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.

Grading Rules E

Attendance Codes I Grade Tables Special Scores | Type Sets |

& gpecial soore iz a textual label which may be used in place of a numeric score on a numeric spreadshest, For
example, you may defing “Lost” ta be worth 0.0 paits.
Usze a value of "excused” to make a special score which will not affect the student arade.

Special Scores:

! Seore Symbal: | Omit [Seore value must be either a

percentage o 'Excused”.

ScoreValue:|Excused | Enter excused to allow a task
to be omitted without penalty.]

Incomplete Symbot

Sick [Excuzed) Incomplete Sypmbaol: IINE
Away [Eroused) ;I A student with thiz score on anp task will receive
Mew.. I Delete I this score as their spreadshest grade.
Cloze I Help |
1. From the Setup menu, select Grading Rules. Click the Special Scores
tab.

2. 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 specia scores, select
the score and type the new name in the Score Symbol field.
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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.

3. Review the symbol used to indicate an incomplete score. The default

is INC.

4. Click Close.

Setting Up Type Sets

38 Setting Up Grading Rules

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.

Grading Rules [ ]

Attendance Codes | Grade Tables | Special Soores Type Sets |
A Task Type Set allows grouping of tasks by categom [such as "Homework'"). Each category will contribute your
deszired number of pointz ta the overall grade. The total points for a type set does not have to be 100,
Use the "Claszes" command in the "Setup menu to attach a task bppe zet to a class.
Mew Set.. |
Humanities| Science |Elementary|d athematic = =
Homewark 20| 20 20 15 MI
Exarn a0 40 40 50 Delste Set |
Quiz 30 30 a0 15 Mew Type... |
Lab 30 30 = T
Midiam Exam 2 Rename Type. |
Unused 0 0 0 Delate Type |
Total 100.000] 120.000| 120,000 100.000
K1
Cloze I Help |

1. From the Setup menu, select Grading Rules. Click the Type Sets tab.

2. Review the list of Types (Homework, Exam, Quiz).

3. To create a new Type, click New Type, type its name, and click Create.
The type appears in the list at the left of the dialog box.

4. Review the Sets (Humanities, Science, Elementary).

5. To create a new Set, click New Set, type its name, and click Create.
The set appears as a column heading across the top of the dialog box.
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6. To add a Type to a Set, fill in 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.

7. Click Close.

Modifying Type Sets
First, select a cell in the grid to choose the type or set to modify.

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

e Torename a Set, click Rename Set, enter the new name, and click
Rename.

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

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

Creating a Gradebook Manually

Note: The preferred method for adding students to a gradebook is to
import the class rosters from an administration system. If you enter your
student data manually and do not import data, you will not be able to
export grades back to an administration system because there is no
EndTerm spreadsheet.

1. Open the product and click Cancel in the Open Gradebook dialog box.
If the product and the sample gradebook are already open, from the
File menu, select Close Gradebook.

2. From the File menu, select New Gradebook.
3. Inthe New Gradebook dialog box, click Next.

4. Select Create without classes or students and click Next.
This option creates a blank gradebook.

5. Inthe teacher name field, type your name, as you want it displayed on
reports.
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Adding Students

If available, you can also edit the Incomplete symbol.
You can also edit the incomplete symbol from the Setup menu, on the
Grading Rules dialog box, on the Special Scores tab.

If you choose, set up a password for your gradebook. Click Set
Password and enter a password.

You can also edit the password from the Setup menu, on the
Passwords dialog box.

Click Save.

In the Save As dialog box, select a name for your gradebook and click
Save.

If you are creating a gradebook using a Macintosh and you want to use
your gradebook with both Macintosh and Windows computers, you
must save your gradebook with an ending of .gbf. For example,
JONES98 needs to be saved as JONES98.GBF.

You can manually enter data at any time after creating your gradebook. If
you have manually created a gradebook:

1.

40 Creating a Gradebook Manually

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

Adding Classes

9.

From the Setup menu, choose Classes.

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.

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.

Click Next.

On the New Class dialog box, select the spreadsheets you want
created and click Create.

Repeat steps 2-7 for all classes.

Click Close when you are finished.

Note: If you select Show Advanced Fields, you see information used when
InteGrade Pro student information 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 Passwords

Security is very important when dealing with confidential matters such as
student grades. We recommend that you set up a password to prevent
unauthorized access to your gradebook file.

When using 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 the password just before archiving your gradebook file. You
should remove the password so that others can access the file in the
future.

When creating 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 AMULS (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.

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

Setting up a New Password

1. From the Setup menu, select Password.
2. Type your password and click Next.
3. Type your password again to confirm it and click Next.

4. Click OK to set the password.
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Changing a Password

1.

2.

4.

5.

6.

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.

Deleting a Password

1.
2.
3.

4.

Locking a Gradebook

From the Setup menu, select Password.
Type your password and click Next.
Select Remove password protection and click Next.

Click OK.

If you have set up a password for your gradebook, you can lock your
gradebook quickly, to prevent unauthorized viewing and access.

e 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 displays, hiding the data in your gradebook.
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@ InteGrade Pro Locked [_ [ x]

T.\hGran Vee

Werzion 7.0a2 for Windows 95/38/NT (Februam 2, 2000)
Copyright © 1937-2000 M ational Computer Systems, Inc. All rights reserved.

Inte Grade Pro, its sounce code, object code and documentation contain propristary trade
=ecret inforration belonging to Mational Computer Systems Ine. Reproduction, disclosure,
zale, reverse engineenng, or uze for any purpose without the prior whtten permission of
tational Computer Systems is prohibited.

The Sentry Spelling- Checker Engine Copyright @ 2000 Wirtertree Softwarz Inc.

Lizensed Ta: Mational Computer Systerns
Site Mumber: 85210

Unlocking a Gradebook

When you are ready to work in the product, unlock the gradebook.
1. Click Unlock.

2. Type your password in the dialog box that displays.

Unlock Gradebook [ ]

Enter your password to unlock InteGrade Pro.

Password: ||

o | _bob_|

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

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.

44 Working Securely Copyright © 2000 National Computer Systems, Inc.


http://k12.ncs.com/

Bookmark| Contents | Search Usage | Glossary Print Back Forward First Previous Next Last

Edit Tasks for Spreadsheet "Weighted Type [Mumeric Weighted Type]”

Task:

Othello Quiz -
Macketh Quiz Tupe: [Ouiz =
Shakespeare Exam A

Foundation Series Book Feport

ID| Extra  Pointz | Scoresl Statsl Nolesl

|, Robat Quiz [Azimoy] Out OF Scale Out OF Foints Reguired
Agimov Exam [Raw] Factar [Szaled) for Mastery
ShakespeareAzimoy Co.ed I1 5 " |1 0 = |1 5 I

erland O

Thraugh the Looking GlL..Quiz Masiriurn Alloved Seors: I
Poetmy of Lewviz Carroll Exam

Analyziz of Fool an the Hill
Apnalyziz of Sounds of Silence
Are Songs Poetmy? E zzay
Term Project

Warh when a score that exceeds this score is entered.

Term Exam

Mew... | Delete |

LCopy |

Cloze I Help

4. Select Scores Locked.

5. Click Close.
You cannot change the scores for that particular task.

e To unlock the scores, deselect Scores Locked.
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Working With
Spreadsheets

InteGrade Pro student information software provides a Numeric and a Skill
spreadsheet for each class by default. An EndTerm spreadsheet is created
when you import a class roster file from your administration system. You
can also create an Attendance spreadsheet.

For organizational purposes, 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 be able to
switch quickly from one spreadsheet to another.
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Managing Spreadsheets

Use the Spreadsheets dialog box from the Setup menu to manage your
spreadsheets.

Spreadsheets of "English 11 (Period: 01 Term: 52 Day Codes: ABCDE)"

Spreadshests: D | Notesl

Mame: |W'eighted Type

English Skills [Skill)

Third Quarter Grade. . 3/16./2000)

Second Semester G...5/26/2000]

Period 01 Attendance [&tten...g) Grade Table: IHBQ'-J'E" j
[

Kind:  Mumeric

Calculation kdethod: IW’eighted Type

™ Show Advanced Fields

New. .. Delete

Cloze I Help

Creating a New Spreadsheet

1. Select the class that you want to use the spreadsheet for.
2. From the Setup menu, select Spreadsheets.
3. Click New.

4. From the New Spreadsheet dialog box, 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.

o |If you select Skill spreadsheet and click Next, you must enter a
spreadsheet name.

5. Click Create.

6. You may choose to select the Notes tab and type a short description of
this spreadsheet.

7. Click Close.
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Renaming a Spreadsheet

1. Select the class that uses the spreadsheet you want to rename.
2. From the Setup menu, select Spreadsheets.
3. Select the spreadsheet to rename.
4. On the General tab, type a new name in the Name field.
5. Click Close.
Deleting a Spreadsheet
1. Select the class that uses the spreadsheet you want to delete.
2. From the Setup menu, select Spreadsheets.
3. Select the spreadsheet.
4. Click Delete.

5. 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.

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 appear. The spell
checking options are described in “Checking Your Spelling” on page 103.
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1. From the Setup menu, select Display.

2. Click the Date tab to make changes to the date settings. InteGrade Pro
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.

Extra Field Titles | Speling I Spreadshest I

The date appears on printed reports and in the spreadshest.

—Order “r'ear tdonth [ray

i Year/Month/D ay * a3 1398 * az b (e azd
i Year/Day/Month (" ag 98 i as 0B i as 04
 Day/Manthsyear  asJun

i Month/D ay/y'ear

—Separator Sample

= MNone " Bar(l Date Format: mmjfddfyyyy

 Commal)]  © Hyphen (] Today's Date: 2f1fz000
@ Slash(/) ¢ Other [/ | | June4.1998: 67471998

Cloze Help
I |

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.

Display

Date  Estra Field Titles I Spellingl Spreadsheetl

Some of the student and task fields do not have a pre-defined purpoge. You may change the titles of
these “extra” fields to describe the data you wish to record. Far exampls, you might define one af the:
student fields to be "Locker #".

—Student Extra Field Titles—— T ask Extra Figld Tiles——
|5kl Tvpe
|EHtra Ore |EHtra Twio
|EHtra Twio |EHtra Three
|EHtra Three |EHtra Fiur
|EHtra Fiur |EHtra Five

Cloze I Help
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4. Click the Spreadsheet tab to customize the appearance of your

spreadsheets.
Date | Extra Field Titles | Speling  Spreadsheet I
s Ledger Line One: [ Editable Text: ]
¥ Highlight Rowe/Column Ledger Line T [ Honeditable Test I
¥ Show Task Short Mame Highlighted Line One: [ Comner Clips: I
¥ Show Student Last Mame First  Highlighted Line Two: [ Feset Colors |
I Display Inactive Students Soare Column WWidth: | 7 =5 Characters [7-14]
Student MacBeth | Alcwnd | Shkepr
ET Guiz fhdlz Exam
1 |Leech. Shawn 3.0, 8.0 5.0
2 |McTavizh, Anne ) 2h BE5 35
3 |Makarmura, Wendy 7h 95 a0
4 | Schmidt, Dave 122 52, 1.0
5 | Scooter, Jennie E.0 g1 52
Cloze I Help |

You can change the visual appearance including whether or not to
display ledger lines and highlight the selected row and column. You
can also select the colors of:

Rows as they display

The selected row or column
Text you can edit

Text you cannot edit
Corner clips

Changes affect all spreadsheets. The sample spreadsheet changes to
reflect your choices. If you don't like the look, click Reset Colors to
revert to the default colors.

5. If you want to see the shortened form of the task names, select Show
Task Short Name.

6. If you want to see inactive students, or the students’ last names first,
make those selections.

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.
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Customizing Spreadsheet Columns

Depending on the spreadsheet you selected, and the view, 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
Student | Task | Student Task |
I~ Demographic: IBirth Date j [v Auilliary Field: IDue Date LI
W Summam 1: tag [V Statistic 1: |Dut F LI
¥ Sumrmary 2: ILetter Grade j [+ Statigtic 2: IScaIe Factar LI
¥ Sumrmarny 3: IPen::entage j [V Statistic 3: IEIass Average [Percent] LI
™ Sumrmnary 4: IPe[centage j [~ Shatistic 4 IPercent of Spreadsheet LI
I Summary 5 [Percentage =] [~ Statistic 5 | Standard Devistion (Percent] =]
Cose | Hep | Cose | Hep |

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 addition to the six columns of
student information as shown above

Student  Type I

[ Satisic 11 [owor =

[w Statistic 2: IScaIe Factor j

[¥ Statistic 3 IEIass Awerage [Percent) j

[~ Statistic: 4: IF'ercent of Spreadshest j

[~ Statistic 5: IStandard Dieviation [Percent] j
Cloge I Help |

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

=] Student Task |

[ Demographic: [Bith Date = W hisiliary Fieid;  [Due Date =l
[ Statistic 1: [oueor =l
[V Statistic 2: |Sca|e Factor ﬂ
[V Statistic 3 ICIass Average [Percent) ;I
[ Statistic: 4: IPercent of Spreadshest ;I
[ Statistic & |Standard D eviation [Percent] ;I

IWI Help | Clase I Help |

e EndTerm Spreadsheet
On an EndTerm Spreadsheet, you can customize one column for
student information.

Change Columns E

W |
™ Demoaraphic: IBirth Date ﬂ

Cloze I Help

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

Change Columns [ ]

Tk
[~ Demographic: IBirth Date ﬂ

Cloze Help
| |

3. Select or deselect the columns to view. If you deselect a column, it is
no longer visible on the spreadsheet.
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4. Using the drop-down lists, select what 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.

Clasz: |English 11 [Period: 01 Term: 52 Dayp Codes: ABCDE]
Spreadsheet: | #iwhiay Tame Wramans Waisvad Tanef

Due J Taszk
Date Mame
Othella Quiz
MacBeth Duiz
T 3[z/z/z000 Shakespeare Exam
4121042000 | Foundation Series Book Report
5 |2/29/2000 |, Robat Quiz [&simay]
T8 |315/2000 Asimor Exam
_? 3424/2000 Shakespeare/Azimoy Compared
_8 343142000 Alice inWionderland 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
. Marme 1o [15) [40] [15) 14 [32)
_9|Kevin Gale | | 13 36 13 14 il
10 |Fafael Goodel ah 125 32 12 125 26

2. Select Change Columns from the drop-down list.

3. On the Change Columns dialog box, 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. Rememer that
you must first use the Change Columns dialog box to select a column
to display.
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Managing Student Data

InteGrade Pro student information 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.

Viewing or Modifying Student Data

As a general rule, you should never add students to a gradebook that you
have imported from an administration system. If you do so, the next time
you update your gradebook from the administration system, that student
will disappear. However, if you have created a gradebook manually, and

you are adding students, see “Adding Students” on page 40.
1.

From the Setup menu, select Students.

From the drop-down list in the upper left corner, select the class whose
students you want to see, or select All Students.

Select the student to view or modify.

Select the tabs, viewing, entering or editing information. The only

required field is the student’s name.

The Personal tab is used for demographic information.
Use the Unknown gender when entering students from a list if you are
not sure of the gender.

Students

IEninshTI [Perind: 01 'l Fergonal I Eontaclsl Schooll Elassesl Scoresl Statsl Nolesl

;Ellegn:ler,. Adrey
Calder, Cara
Castra, Michael
Cortez, Miguel
D andrea, Drew
De Catar, Liza
Ezcobar, Lauren
Gale, Kevin
Goodell, Rafael
Guitran, Ji
Hedlund, John
Huang, Mark

-
Jrmes Caros _I

MNew. .. I Delete I

Firgt Mame: |Audle_l,l

Lagt Name: |Bregder

Gender: IFemaIe

Birth Date: |3/3/1983

[/ dd A

™ Show &dvanced Fields

Cloze I

Help
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56 Managing Student Data

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.

If an email address is available, you can select Send email reports to
this contact.

Students [ ]
IEninsh 11 [Perind: 01 'I Personal  Contacts I Schooll Classesl Scoresl Stalsl Notesl

Abbasi, Elisa iMiguel Cortez Contact Type: IF'rimal_l,l j
Bregder, dudrey -

Calder, Cara Mame: |Mlguel Cortez

Address |242 Longbranch Cr

City: |Pleasantville Frow/State: |EA

[ie Catar, Liza
Escobar, Lauren

Gale, Kevin Country I Postala’Zip:ISEBES

Goodell, Rafael Home Phone:|714-555-7301

Guitron, Ji

Hedlund, Jahn wiark, PthE:I

Huang. Mark Email Addresz: | snaab@anl.com
Jnnes Carlns LI

Mew,. | Delete | Mew | [elete | ¥ Send email reports to this contact.
Cloze I Help |

The School tab is used for school information like grade, homeroom,
and counsellor that you need to track for this student.

You can use another dialog box 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.

IEninsh 11 [Period: 01 Vl Perzonal | Contacts  School | Clazzes I Scores | Stats | Motes |
Abbas, Elisa = Grade Level: |1 0 Track: I

Calder. Cara Counszelar: IML Brooks

Castra, M ?chael Homeroom: I

Cartez, Miguel

Dandrea, Drew Locker: |592

De Cator, Liza Exhra One: I

Escobar, Lauren

Gale, Kevin Extra Two: |

Gopdell, Elafael Extra Three:l

Guitran, Ji

Hedlund. John Extra Four: I

Il-luang,rM‘Trk ;l Mote: To get the titles of the extra fields, uze the "Extra Field Titles"

tab in "Dizplay' ["Setup' menu).

Cloze I Help

MNew. .. I Delete I
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8. 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.
Students E

IEninsh 11 [Period: 01 'I Personall Eontactsl School Classes I Scoresl Statsl Notesl
Abbasi, Elisa o | Student is registered in:

Bregder. Audrey Englizh 11 [Period: 07 Tem: 52 D:
Calder, Cara [Otath 11 [Period: 03 Term: 52 Day
Castra, Michael [Jé&dw Chem [Period: 05 Tem: 520
Cortez, Miguel
Dandrea, Drew
De Catar, Liza
Escobar, Lauren
Gale, Kevin
Goodell. Rafael
Guitron, Ji
Hedlund. John
Huang, Mark

-
Jnres Carlns _I

Mew... | Delete |

To make a student inactive within a
class [without removing scores and
notes pemanently] use the Students
tab of the Claszes dialog,

All Maone

Cloze I

Help |

The Scores tab shows how the student is performing on their 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.

This tab can be used 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
IEninsh 11 [Period: 01 'l Personal | Contacts | School | Claszes  Scores I Stats | Motes |
Ahbasi, Eliza Spreadshest: |3} ited Tupe ghted Tupe]
Bregder, Audrey
Calder, Cara Taszk R aw A
Castro, Michael MName Scare Clut OF o # o
Cortez, Miguel Spreadzhest Summarny Grade B3 100 B3
Dandrea, Drew Othello Quiz 5 10 E0
Ee CEtDI,LLISa MachB eth Quiz 105 15 70
SEEDAL, Lauren Shakespears Exam 27 40 ]
Gale, Kevin
Goodel, Riafael Foundation 5 eries Book Feport 1.5 15 77
Guitron, Ji |, Robat Quiz [&simay] q 14 g4
Hedlund, John Asimeny Exam 20 12 B3
il-luang,rM‘Trk LI Shakespeare/Asimoy Compared 34 ] B8
: ”E;w” i Dekete | Alice in Wanderland Quiz E 15 80 v
Cloze I Help |

10. The Stats tab Shows how a student fared on a single task, using 12

different score transformations.

Select which spreadsheet and task to use from the drop-down lists at
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58 Managing Student Data

the top of the tab.
If you have chosen to show “All Students”, the Stats tab appears

dimmed

IEninshH [Period: 01 Vl Personall Contactsl Schooll Classesl Scores  Stats I Notesl

Abbasi, Eliza
Bregder, Audrey

ECELEEE A eighted Tupe (Mumeric 'weighted Tupe)

Calder, Cara Task: | Othello Quiz =l
Castra, Michael T T
; tatighc tatizhic |4
Cartez, Miguel Hams s j
Dandrea, Drew
De Cator. Lisa Alz] Score 16
Escobar, Lauren AGCT-Scone FE|
Gale, Kevin Decile Rarik 1
gopdell,JﬁafaEI Letter Grade F
uitran, Ji
Hedlund, John Percentage B
Huang, Mark Percentile Fank 5
drwes Canles LI Quartile F ank, 1
Mew.. I Delste I [=T-p pd
Cloze I Help |

11. The Notes tab records your comments about a student. 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.

Abbasi, Eliza
Bregder, Audrey
Calder. Cara
Castra, Michael
Cartez, Miguel
Dandrea, Drew
De Cator, Liza
Escobar, Lauren
Gale, Kevin
Goodell, Rafael
Guitran, Ji
Hedlund, John
Huang, Mark

-
Jrmes Caros _I

MNew. .. I Delete I

IEninsh 11 [Penod: 01 Vl Personall Contactsl Schooll Classesl Scolesl Statz Motes I
Spreadshest: IWeighted Type [Humeric Weighted Type) j
Playsz first clarinet in the band. ﬂ
Cloze I Help |

12. Click Close.
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Adding Student Contacts

1. On the Contacts tab of the Students dialog box, click the New button

under the list of contacts.

A New Contact appears in the list of contacts, of a type Other.

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

selected.

Students
IAII Students 'I Personal  Contacts I School | Classes | Sonies | Stats | Holes |

Abbazi, Eliza B {}Elisa Abbasi Contact Type: I Emergency j
Abber, Clara (T Hew Contact [T

Breqder, Audiey Mame: | ETINE

Bravan, Jenive Address: I

Calder, Cara

Castro, Michael I

Clark, Mindi City: I— Prove#5tate: l—
Clewenger, Paul _

Cortez, Lorena Country: I Postala’Zu:u:I

Cortez, Miguel Home F'hone:l

Costella, Gatiriel

Caurtney, Greg Wwiork F'hone:l

Coyle, Eddie Email Addrsss:|

Frone Shaneon 21 ; .

Mew.. I Delete | Hew | Delete | ™ Send email reparts b this contact.
Cloze I Help

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

Deleting Students

You can delete a student from the gradebook, from a class, or merely
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
dialog box, or select All Students.

3. Select the student to delete.

4. Click Delete.
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5. On the dialog box 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
permanently deleted.

2 Lauren Escobar iz registered in 1 clazs. Removing her

Al demoagraphic and student score information for
Lauren E zcobar within the gradebook will be
deleted.

= Bemove from class

All of the entered scores for Lauren Escobar
within English 17 [Period: 01 Temn: 52 Day
Codes: ABCDE] will be deleted.

= Deactivate in class

Deactivating Lauren Escobar will not delete her
zoores of other infarmation from the spreadzheet
bt will exclude her from view and reports.

Cancel | Delete I

6. Click Delete, Remove, or Inactivate, depending on which choice you
made. 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
Sort | Secramble |
Bregder, Audrey
Calder. Cara ' By Student Name
Castro. Michasl " By Demographic
Cartez, Miguel IBirth [ ate: ﬂ

Drandrea, Drew " By Task Score

De Catar, Lisa

Escabar, Lauran IUthB"D iz j
Gale. Kevin e By Spreadsheet Grade

Goodel, Rafasl

Guitran, Ji Sort Crcler:

Hedlund, Jakin -

Huang, Mark LI IAscendmg J

[Chrl-drag for non-standard ordenng. |

Cloze Help
| |

2. Decide how you want to sort the students:

e Name
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¢ Demographic data like 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 dialog box 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 dialog box to arrange your students in random
order. You could use this if you wanted 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

To sort manually within the Sort Students dialog box, hold down the
<CTRL> key (<3>in Macintosh) and drag a student name to a new
position.
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Viewing or Modifying Class Data

1. From the Setup menu, select Classes.
2. From the list at the left, select a class.

3. The General tab is used for information about this class. Use the drop-
down lists to assign task type sets and spreadsheets (that you have
already created) to this class.

Setting the Current Grade Spreadsheet is important when you are
exporting grade information via InteGrade Pro Link.

Clazzes in "Sample": D I Studentsl Notesl
Engiish...C . : IE] Clazs Mame: |[SEaiNEE RS
kath 11 [Perio.. ABCDE)
Adv Chem [P...Codes: B) Tazk Type Set: IHumanities j
Current Grade Spreadshest: |'weighted Type j
[T Show Advanced Fields
Hew... Delete
Cloze I Help |

4. The Students tab is used to assign students to this class. Select a
class, then a student, and click the right arrow.
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Claszes in "Sampl I Students I Notesl
Mo 11 [Poro A0 E Students not enmolled in class: Students enrolled in clazz
a Eria —

Abber, Clara - | Abbasi, Eliza -

Adv Chem [P.. Codes: B) Brawn, Jenive Breqder, Audrey
Clevenger, Paul il Calder. Egra
Cortez, Lorena Castra, Michael
Costello, Gabnel Cortez, Miguel
Courtrey, Greg Dandrea, Drew
Coyle, Eddie De Cator, Lisa
Crare, Shannon
Faster. Alan Escobar, Launen
Garcia, Denize Gale, Kevin
Halim, Faisal Goodell, Rafael
Henson, Austin Guitron, Ji
Hudsan, Marsie H u:jrlon',j {J h
Johnzon, Megan gdiind. Jann
Keen, Tammika Huang, Mark
Korkowski, Jose LI Jaones, Carlos LI

Mew Delete Student Status... |
Cloze I Help |

5. The Notes tab is used to record your notes about this specific class.
It provides an ideal location for keeping your course syllabus.
Classes

Clazzes in "Sample™ D | Students  Motes |
Enc E)
tath 11 [Peno.. ABCDE)
Adv Chem [P...Codes: B)

Englizh 11 congists of a combined curiculum of historical and modem ;I
literature, describing the evolution of the Englizh language from Shakespeare

to the prezent era. It includes the study of Shakespearean works [Qthello

and M acBeth], poety and literature of Lewis Carroll, science fiction warks of
|zaac Asimoy [The Foundation and Robot Series] and songs by the Beatles

and Simon & Garfunkel.

Delete :I
Cloge I

Mew...

Help |

6. Click Close.

Creating a Class

After a class is created, you can always add more information or change
the existing information.
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Deleting a Class

From the Setup menu, select Classes.

Click New.

Click Next.

Type a hame. This is the only required field. Click Next.
Select a Task Type Set from the drop-down list. Click Next.
Register students by selecting their names from the list.
Click Next.

Choose Weighted Type, Total Points, or Skill.

Click Create.

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.
Select a class.
Click Delete.

Click Yes to confirm the deletion.

Adding Students to Classes

There are two ways to add students already entered into a gradebook into
classes. You can use either the Classes or the Students dialog box.
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Using Classes Dialog Box

1. From the Setup menu, select Classes, then click the Students tab.
Classes

Clazzes in "Sample™: D Students |Notes|

Englizh

DE]

Math 11 (Pt ABCE] Students not enrolled in class: Students enrollad in class:
Al ... —
Abber, Clara - Abbasi, Elisa -

Adv Chem [P...Codes: B) Browin, Jenive Breqder, Audrey

Clewvenger. Paul —lﬂ: Calder, E?"a

Cortez, Lorena Castra, Michael

Costello, Gabriel Cortez, Miguel

Caourthey, Greg Dlandrea, Drew

Coyle, Eddie De Catar, Liza

Crane, Shannaon

Foster, Alan Escobar, Lauren

Garcia, Denise Gale, Kevin

Halirn, Faizal Goodell, R afael

Henszon, Austin Guitron, Ji
Hudzon, Marsje Hediund. John

Johnzon, Megan -

Keen, Tammika Huang, Mark

Korkowski, Joze :I Jones, Carlos :I

Mew... Delete

Student Status.. |

Cloze Help
| |

2. 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.

3. Click Close.

Using Students Dialog Box

1. From the Setup menu, select Students, then click the Classes tab.

IEninshH [Period: 01 Vl Personall Contactsl School Classes | SCDIESI Statsl Notesl
Ahbaszi, Elisa «| Student is regiztered in:

Bragder, Audrey English 17 [Peniod: 01 Term: 520 Tomake a student inactive within a

Calder. Cara CIMath 17 [Period: 03 Tem: 52 Day C'c"tss [withaut fetrlnwing seores dandt
Castra. Michael Clédv Chem [Period: 05 Temy 52D o SLESTRICE ildﬁﬁig = Students
Cartez. Miguel '

Dandrea, Draw
De Catar, Lisa
Escobar, Lauren
Gale, Kevin
Goodel, Rafasl
Guitron, Ji
Hedlund, John
Huang, Mark

-
Jrmes Carlns _I

MHew. . I Delete I

Al Mane

Cloze I Help
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2. Select the student you want to add to a class, then select the class or
classes you want to add them to.

3. Click Close.

Removing Students From Classes

There are three different ways of removing a student from a class.
Removing a student from a class permanently removes all scores
associated with that student.

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

e Or

1. From the Setup menu, select Students, then click the Classes tab.

2. Select the student to remove, then deselect the appropriate class.
e Or

1. From the Setup menu, select Students.
2. Select the student to remove, then click Delete.
3. On the dialog box that displays, select Remove From Class.

4. Click Remove.

Making a Student Inactive

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 sort to the end of all student lists when sorted.
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1. From the Setup menu, select Classes, then click the Students tab.

2. 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.

3. Deselect the checkbox before the name of the student you want to
make inactive.

4. Click OK.
The student’s name has a tilde (~) in front of it.

5. Click Close.
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Entering Tasks,
Scores, and Notes

On a daily basis you add tasks and enter scores and notes. With
InteGrade Pro student information 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 [ ]
Task Mame: I
Date Assigned: I [rirndd ]
Due Date: I [rirndd ]
Type: IHomewolk j
Qut Of Scale Out Of
[Raw] Factor [Scaled)
o i 1.0 = o
M aximum Allowed Score; I
‘wharn when a soore that exceeds this zcore iz entered.
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 may enter a scale factor.

8. If you choose, you may enter a maximum score (the same as the “Out
of” score). If you do so, you will be warned if you accidentally enter a
score higher than the maximum.

9. Click Create.

Other Ways to Create Tasks

70 Creating a New Task

In addition to using the New Task option on the Tasks menu, you can also
create new tasks in the following ways:

Use the keyboard shortcut of Ctrl + N (Windows) or 3 N (Macintosh)
Click the column heading Task Name and select New Task

Click New from the Edit Tasks dialog box

Select an existing task and click Copy from the Edit Tasks dialog box;
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the new task has the word “copy” at the end of its name

e Import the tasks, see “Importing Tasks, Spreadsheets, or Classes” on
page 29

e Copy the tasks from another spreadsheet, see “Copying Multiple Tasks”
on page 75.

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 "wWeighted Type (Mumeric Weighted Type]”

Task: Io] I Extra | Paints | Scores | Stats | Mates |

Othello Quiz — -

MacBeth Duiz Tazk Mame: |Allce in wonderland Quiz

Shakespeare Exam Short Mame: & Automatic  Cusbam: IAIice
Foundation Series Book. Report l—
I, Robot Duiz [Asimav] +/ondeland
Asirnow Exam Date gssigned:l [rarnddd ]
Shakespeare/bzimoy Co...ed :
é.-".'n.li:::e in W onderland Quiz Due Date: |3"'13-I /2000 [ el ]
Through the Looking Gl...Quiz

Poetry of Lewis Carroll Examn ¥ allow export to InteGrade Pra Link

Analyziz of Fool on the Hil
Analyzsiz of Sounds of Silence
Are Songz Poetry? Eszay
Term Project

Term Exam [~ Show Advanced Fields

If checked your administrator can use InteGrade Pra Link to
wiew this task's scores and notes.

New. .. I Delete I

Copy |

Cloze 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.
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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.

8. The Advanced Fields are only used on the advice of your System
Administrator.

9. 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 [Mumenc Weighted Type]”

Task: D Eustra |F'0ints| Scolesl Statsl Notesl
Othello Quiz . .

MacBeth Quiz S TeER I

Shakespeare Exam Extra Twa: ||

Foundation Series Book Repart
|, Robot Quiz [&simoy]

Azimow Exam Extra Faur: I
ShakespeareAsimov Co..ed

Extra Three: I

Exira Five: I

Alice in Wonderland O uiz

Through the Loaking Gl...Quiz Mote: To set the titles of the extra fields, use the Extra Field

Poetry of Lewis Carall E xam Titles tab in Digplay [S etup menu).

Analyziz of Fool an the Hill
Analyziz of Sounds of Silence
Are Songs Poetry? Eszay
Termn Project

Termn Exam

Hew... | Delete |

Lopy |

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 [Mumeric Weighted Type]”

s ID | Estra Paints | Soores | Stats | Notes|
Othello Quiz S -
Macketh Quiz wpe: [ Ouiz =

Shakespeare Exam
Foundation Series Book Feport . .
|, Fobat Quiz [Asimow) Out OF Seele Out O Points Required

Agimoy Examn [Raw] Factor [Scaled] for b asteny
Shakespearefdzimov Co...ed I1 5 b I1 a = I1 5 I

Alice in Wanderland Guiz

Thraugh the Looking GlL..Quiz Masiriurn Alloved Seors: I

Poetry of Lewiz Carroll Exam ‘Warh when a score that excesds this score is entered.

Analyziz of Fool an the Hill
Apnalyziz of Sounds of Silence
Are Songs Poetmy? E zzay
Term Project

Term Exam

Mew... | Delete |

LCopy |

Cloze Help
| |

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. The
right-most column can be customized by clicking on the column header
and selecting another score transformation from the drop-down list.

Edit Tasks for Spreadsheet "Weighted Type [Mumenc Weighted Type]”

Task: n] I Extral Paoints  Scores I Statsl Notesl
Othello Quiz =
tacBeth Quiz Bl . ﬂ
=4
Shakespeare Exam _ Student [Outf 15) -
Foundation Seriss Book Report || |2bbasi. Elisa | n 73
|, Robot Quiz [&simoy] Bregder, Audrey | =]
Agimay Ewam Calder, Cara 12 80
Sakes afe*’-‘*'m“’ Lo_ed | Castro, Michael 10 B7
Alice in erland Quiz -
Thraugh the Looking GI. Quiz Cortez. Miguel 12 &0
Paetry of Lewis Carrall Exam Dandrea, Drew 12 &0
Analyzis of Foal on the Hil Dre Catar, Liza 13 a7
Analyziz of Sounds of Silence E zcobar, Lauren 14 93
Ale Song.s Poety? Essay Gale, Kevin 14 33
Tem Project Goodel, Rafzel 13 a7
Termn Exam - -
Guitran, Ji 12 a0
Hedlund, John 12 a0
Huang, b ark 1 73
Mew... | Delete | Jones, Carlos 12 &0
Com | Lin, Sarsh 15 100 x|

Cloze Help
I |
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12. The Stats tab displays 19 different statistical pieces of information
about this task.

Edit Tasks for Spreadsheet "Weighted Type [Mumenc Weighted Type]”

Task: D I Extral F'ointsl Scores  Stats I Notesl
Othello Quiz —
tacBeth Quiz -
Shakespeare Exam Statiztic Walue j
Foundation Seriss Book Report | |Average Deviation [Percent] | 7
|, Robot Quiz [&simoy] Awerage Deviation (Raw Score) 1
Ao Exarn Clazz Awerage [Percent) a3
ShakespeareAsimov Co..ed Average [Flaw Score) 12
il Average [Scaled) 12
Thraugh the Looking GI. Quiz :
Paetry of Lewis Carrall Exam Highest Score 15
Analysis of Fool on the Hil Lowest Score 3
Analyziz of Sounds of Silence Maximum Score
Are Songs Poetry? Essay Murnber of Empty Scones i]
Term Project Mumber of Scores A
Termn Exam
Ok Of 15
Scaled Out OF 15
Percent of Spreadsheet B
Hew... | Delete | Percent of Task Type il
Copy | Scale Factor 1.0 LI
Close I Help |

13. Use the Notes tab to record notes about this task.

Edit Tasks for Spreadsheet "Weighted Type [Mumenc Weighted Type]”

Vexts D I Extra I Foints I Scores | Stats  Motes I
fithello bz Twas brillig. and the zithy toves did gyre and gimble in the wabe. Al
tacBeth Quiz s i slithy toves did g aimbls )

mimzy were the borogoves, and the mome raths outgrabe.
Shakespeare Exam

Foundation Series Book Report | | Beware the jabbemnwnck, my som; the jaws that bite, the claws that

|, Robot Quiz [&simoy] scratch - beware the JubJub bird, and shun the frumious Bandersnatch.
Azimow Exam
Shakespeare/Asimoy Co...ed He toak the vorpal sword in hatd, lang time the manxomes foe he sought.

Sorested he by the TumT um tree, and stood a while in thought.

Alice in WwWonderland Quiz

i Through the g Gl GQuiz
Poetry af Lewiz Carrall Exam
Analyziz of Fool an the Hill

And az in uffish thought he stood, the Jabbenwock [with epes of flame)
came whiffling thraugh the tulgey wood, and burbled az it came.

Analyziz of Sounds of Silence Ohe twa, ane twal And through and through, the varpal blade went
Are Songs Poety? Essay snicker snack. He left it dead, and with its head he went galumphing
Termn Project back.

Termn Exam

And hast thou slain the Jabberwock? Came ta my arms, my bearmizh boy!
Callach, callay, oh frabjous day, he chortled in his joy.

Twaz brillig, and the zlithy toves did gyre and gimble in the wabe. All
Mew... | Delete | iz were the boroaoves, and the marme raths outarabe,

Cloze I Help

Lopy |

14. Click Close.
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Deleting Tasks

Copying One Task

Deleting a task also 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 Dialog Box

The Edit Tasks dialog box is the starting point to many task-related
activities. Open this dialog box 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 column title “Task Name” and select Edit Tasks from the drop-
down menu.

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

Note: 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. If you want to move tasks, select Delete original tasks after copying.

6. Click Next.

7. If you want 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 and the task is copied into your current spreadsheet. It
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

You can replace an existing task with another one.

1.

76 Editing Tasks

Select the class and spreadsheet that contains the task you want to
replace.

In the 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 task to copy. Use the All or None buttons if they help speed
up your selections. Click Next.

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

8.

Combining Tasks

Click OK and the task replaces the selected task in your current
spreadsheet.

If necessary, edit the new task and modify it, as required.

InteGrade Pro student information software can combine several tasks
into a new task to help you manage a large number of tasks more
efficiently.

This feature will 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.

As a precaution, print the Spreadsheet report before combining tasks,
especially if you intend to delete the tasks after combining them.

1.

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.

Select the tasks to combine. Use the All or None buttons to speed your
selection.

Using the drop-down list, select the task type and click Next.

Type the name of the new combined task and select the amount of
precision for the score. Click Next.

Choose whether or not 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.
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Sorting Tasks

78 Editing Tasks

8. Click Combine.
The combined tasks display as a new task at the end of the list. Its “out
of” value is either the value you specified or the total of all the tasks
being combined, depending on which option you chose. Its scale factor
is 0.0, to prevent it from affecting the class totals.

9. Edit the new task and change its scale factor to 1.0 to include it in the
calculations.

Note: 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.

1. From the View menu, select Sort Tasks.

Tasks: =i

Othello Gz S Sort | Scramble |
MacBeth Quiz

Shakespeare Exam (% By Task Mame

Faundation Series Book Repart " By Auiliary

|, Robat Quiz [&simoy) IDue Date ﬂ
Airnow Exam ) " By Statistic

Shakespeare/Asimav Compared

Alice in Wonderdand Quiz I Percent of Spreadsheet ﬂ
Through the Locking Glass Quiz

Poetry of Lewis Carroll Exam

Analyziz of Foal on the Hill — Sart Order-

Analyziz of Sounds of Silence -

Are Songs Postry? Essay = IAscendlng ﬂ

[Chrl-drag for non-standard ordenng. |

Cloze Help
| |

2. Choose what 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 one of 19 score transformations
from the drop-down list

3. Choose the direction of sort. Ascending (A-Z) is the default sort. Your
other choice is Descending (Z-A).
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4. Click Sort.

Other Ways to Sort Tasks

e On the spreadsheet, click any column title in the Tasks area and select
Sort Tasks. The Sort Tasks dialog box displays. Make your selections
and click Sort.

e 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.

e 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.

Scrambling the Order
Use the Sort Tasks dialog box to arrange the tasks in a random order.
1. From the View menu, select Sort Tasks.

2. Click Scramble.

3. Click Close.

Sorting Manually

To sort manually within the Sort Tasks dialog box, 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.

InteGrade Pro student information 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.
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Using the Edit Tasks Dialog Box

Entering scores in the Edit Tasks dialog box is the easiest way to enter
data, since the student name is next to the score. The interface is also less
distracting since 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.

4. Click the Scores tab.

Edit Tasks for Spreadsheet "Weighted Type ([Humernic Weighted Typpe]™

Task: 0 | E:-:tral Paints  Scores | Statsl Notesl
Othella Guiz 5
1 acBeth Quiz (SioliE . ﬂ
=
Shakespeare E wam _ Student (Ot 15] o
Foundation Seriss Book Report| | |4bbasi. Elisa | n 73
|, Robot Quiz [Asimovw) Bregder, Audrey 9 &0
Asimaw Exam Calder, Cara 12 an
Sakespearehlmv Co...ed Castra, Michael 10 67
n Wonderland Quiz ]
Through the Looking GI...Quiz Cottez, Migue| 12 50
Pagtry of Lewis Carall Exam Dandrea, Drew 12 &0
Analyzis of Fool on the Hil De Cator, Lisa 13 a7
Analysiz of Sounds of Silence Ezcobar, Lauren 14 93
Are Song_s Poetry? Ezsay Gale, Kevin 14 93
Term Project Goodel, Rafasl 13 a7
Termn Exam - -
Guitran, Ji 12 a0
Hedlund, John 12 an
Huang, Mark. 11 73
Mew. | Delete | |iones, Caros 12 50
Comw | Lin, Sarsh 15 100 =]

Cloze 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.
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Select the appropriate class and spreadsheet.

On the spreadsheet, in the Student area of the viewer, locate the

column labelled with the short form of the task name.

Move the cursor to the correct row for the student whose score you are
entering.

Class: |English 11 (Period: 01 Teim: 52 Day Codes: AECDE]

=] Show: [Tasks/Students

Spicadsheet | Jsinlins Ty Mumeni winiziond Tynal

= View: [Task View

Due J Task J J Scale J Class

. Dete Name 0ut0r | Factor | Awglz),
i ESEE Alce in‘Wonderland uiz ] 15 10 [
_8]4/6/2000 Thiaugh the Looking Glass Guiz ] 10 1.0 73
10| 47212000 Pristy of Lewis Carrall Exsm a 15 izl
[ |5A/2000 Analsis of Fool an the Hill ] 15 1.2 ]
(25172000 Arslysis of Sounds of Sisrcs ] 15 10 [
(3| swz000 &re Sangs Postiy? Essap ] 45 1.0 ]
(14522000 T Projsct ] 5 10 an
11852672000 Tem Exam T m 1.0 a0
16 | 21872000 Ernns bk repicrt F 10 i
o J Blice J ThighLk J PlyLws J Analysis J AnlyssS JAreSnnganJ Tem J Tem J EmmahnnkJ J

Student Wonderand | naGlsBz | CrlExm Faol Hill ndsSine | ely?Essay | Project Exam repoit Letter

J Name i) ol 1431 18] 18] 1451 1751 [nm 1251 % Grads
8| Kevin Gale j 1 Fl a1 1 1 a [ &5 I 33 B
10 Fiafael Goodel 13 ] 2 13 13 k2] 64 # e B
[ |4 Guian ] 12 7 Eil 12 12 * Bl 7 7 c
12 |John Hedlund 12 ] 2 12 12 3 52 a0 ol B
(13| Mark Huang ] 11 7 = n 11 ) 54 66 53 D+
14| Calos Jones 12 ] 34 12 12 ) &1 a0 52 B
(35 5arsh Lin ] 15 3 an 1 1 a1 72 a 3 &
16| Meghan Mayer 14 ] 4 15 14 42 i % % 4

B

Type a numeric score or a special score.

Or, 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 dialog.

Press <ENTER> or one of the four arrow keys to enter the score.
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Using the Students Dialog Box
1. From the Setup menu, select Students.
2. Click the Scores tab.
Students
IEninsh 11 [Period: 01 'l Personall Eontaclsl Schooll Claszes  Scores I Statsl Nolesl
Abbasi, Elisa Spreadshest: |l RIT ]
Bregder, Audrey
Calder, Cara Taszk R aw A
Castro, Michasl Mame Score Out OF o = vj
Cortez, Miguel Spreadzhest Summarny Grade B3 100 B3
Dandrea, Drew Othello Quiz B 10 B0
Ee CEtDI,LLISa MacBeth Quiz 105 15 70
GSCD al. .auren Shakespeare Exam 27 40 [}
ale, Kevin
Goodell, Fiafasl Foundation Series Book Report 115 18 77
Guitron, Ji |, Robat Quiz [&simay] q 14 g4
Hedlund, John Azimony Exam 20 32 63
il-luang,rM‘Trk = Shakespeare/fsimay Compared 34 50 58
”E;w” i Dekete | Alice in‘wonderland Duiz g 15 80 ]
Cloze I Help |
3. Select the appropriate spreadsheet in the drop-down list.
4. Select a student.
5. Locate the task that requires the score and type the score.
6. Press <ENTER> or one of the four arrow keys to enter the score.
7. Repeat steps 4-6 for each student’s score.
8. Click Close.

Entering Many Scores At Once

82  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 entry
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.
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Bulk Fill

1. From the Tasks menu, select Bulk Fill.

Bulk Fill (%]
Students: 25 of 25

E<JAbbas, Elisa Ia]

Bregder. Audrey |

Calder. Cara

Castro, Michael

. Mew Score: I
Cartez. Miguel BHt B0
[ D andrea, Drew LI ™ Replace anly Empty scores
al | Mone | Fiter. |

Tasks: 15 of 15

Othello Quiz -
b acBeth Quiz

Shakespeare Exam

Foundation Seriez B...Report

|, Robat Quiz [&simoy]

[o] zirmore Exam LI Cancel

al | Mone | Fiter. | Fill

Help

i

2. Select the students who are to receive this score. Use the All or None
buttons to speed your selection.

3. Selects 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, the scores enter automatically and
the spreadsheet recalculates.
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84  Working with Scores

1. On the Bulk Fill dialog box, click Filter.

2. 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 [ %]

€ Show All Students
™ Gender |is j Iunknown ﬂ
™ Spreadsheet Grade Iis j |< j |50 %
[ Scoeon |Dthello iz j Iis j |< j |50 %
I~ Score on any task Iis j |< j |50 %
I~ Student score note containg I—
I~ Student note containg I—
™ Demoagraphic field ILocker j Iconlains j I
QK. I Cancel | Help |

Task Filter [ %]

 Show All Tasks

&
I~ Task Type |is j |Homework ﬂ
[ Duebate [ie  =||= [=][21/2000 (e ]
™ Task Mote contains
I Ausiiary field | = =l

Ok I Cancel | Help |

Select Show Students Whose or Show Tasks Whose.

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.
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7. Select Replace only Empty scores if you want this score going only to
students who currently do not have a score for this task.

8. Click Fill.

Filling a Column

1. In the Student area of the viewer, click the column header of the
column you want to fill.

2. From the menu that displays, select Fill Column.

Fill Column E3
Jeplace all student scorez in this column with & new score.

Mew Score: ||

™ Replace only Empty scores

Fill Cancel Help
| | |

3. Enter the score you want to use to fill the column.

4. If you want to fill only the blank cells, select Replace only empty
scores.

5. Click Fill.

Scanning in Scores

This scanning feature of InteGrade Pro student information software
allows you to scan in scores from a standard NCS 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 to
go. Scores are not actually created in your gradebook until the final step of
this process. Scanning updates tasks in the current viewer.
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86 Working with Scores

1. From the Tasks menu, select Scan.

2. The name of your scanner displays.

Click Diagnostics only if you need to test if your scanner is working
correctly. Use the Scanner Setup button which leads to the Scanner
Configuration dialog box only on the instructions of your system

administrator.

Scan

into pour gradebook.
scanner or look at the diagnostics.

display itz image, az it was read by your zcanner, on the screen.

Mame: [ScannerMame

Type: OpScan 4<P

Y'ou may use a test scanner to mark test sheets and enter scores directly
Before you define the task and start the scanning pou may set up your

During a diagnostic session, InteGrade Pro will scan one sheet and

Scanner Setup.. |
Diagnogtics.. |

< Hach | Mexts = I

Cancel |

Help

3. Click Next.

4. Choose whether you want the scanned in scores to replace the scores
of an existing task, or to create a new task.

Scan E
Chooze whether ta replace the scares of an existing tazk ar
create a new task
& Existing IDtheIIo uiz ﬂ
[~ Replace only Emplty Scores
 New
Narne: I
Type: IHomewolk j
Due Date: IW
Cancel | <Back | D Hewps Help |

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.
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Click Next.

Check that the first form in the scanner is the test answer key and click
Next.

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 current sheet being processed displays.

e If a student ID is encountered twice, a dialog box 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 dialog box displays “No
such student in class”. Click OK to resume the scanning process.
The score for the unknown student ID is ignored.

When scanning is complete, review the results on screen. If you want
to print this information, click Print Report.

Click Close to create a task and add the scanned results to your
gradebook.

How Grades Are Calculated

InteGrade Pro student information software always calculates the correct
grade for a student. The following example show the methodology used to
calculate that grade.
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A Tazk Type Set allows grouping of tasks by category [such az "Homewark"]. E ach categary will contribute pour
deszired number of points to the overall grade. The total points for & type set does not have to be 100,

MHew Set.. |

|Jze the "Classes" command in the "Setup’’ menu to attackya tazkNype set to a class.

Humanit Element
ies Science ary
Harmewark. 20 20
Exam 50 40
Quiz an an
Lab 30
Unuzed

Midterm Exam
Tatal:

100.000| 120.000] 120000| \£0.00

ol

Renarme Set... |
Dielete Set |

Mew Type... |
Fiename Type... |
Delete Type |

First, assume that the circled Type Set is being used for Mathematics.

Grading Rules x|
Grade T ables | Special Scores | Type Setg

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
Homework
Exam

Quiz

Midterm
Exam

Total

Points

10
30
20
20

80

Total

Points
80 10 +80 =12.5%
80 30 +80 = 37.5%
80 20 + 80 = 25.0%
80 20 + 80 = 25.0%

Percent of Overall Grade

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 the other three types. As a result, during that
time each type will contribute more than the percentage just calculated.

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.

88 How Grades Are Calculated
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Next, let’'s assume that the following nine tasks are given for the class:

4 InteGrade Pro - [Mathematics 11 - Trigonometry Tasks [Numeric Weighted Type]] =] E3
E File Edt Setup Tasks Beportz View ‘Window Help ;lilil
Clazz: IMathematics 1 d Show: I Tazks j
Spreadsheet: | rimwmaty Tacks stz Wobigiad Taped =] Migw: | T azk View j
Tazk Type J Tazk J J Scale J Petcent'];I
g [weghted) M ame Dut OF Factar | af Sprd
1 [Homework Pythagorean Theorem Problems 100 1.0 27
_2 iz Right Trangles Buiz 150 10 il
_3 Homewaork, Trigonometric Functions [Sin, Coz, ..Problems 120 1.0 2.2
_4 iz Trigonometic Functions [SohCakToa) Huiz 200 1.0 9.4
_5 Homewark, [rwerge Trigonometric Function...Cot) Problems 160 1.0 4.0
_E Hormework: The Cosine Law Problems 100 1:0 27
_?' [uiz Sine and Cozine Laws Quiz 18.0 1.0 ]
_E Fidterm Ewam Trgonametry Midtemn Exan a0 10 250
_EI Exam Trigonometry and Statiztics Final Exam 100.0 1.0 Kris) ﬂ
| Licensed to: v integrade, com Site Mumber. 8510 | Clags Avg: 78.9% 4

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.

Ttl. Quiz % of % of
Quizzes Points Points Quiz Grade Overall Grade
Right Triangles 15 53 15+53=28.3% 28.3% of 25% = 7.1%
Trigonometric functions | 20 53 20 +53 =37.7% 37.7% of 25% = 9.4%
Sine and Cosine Laws 18 53 18 + 53 = 34.0% 34.0% of 25% = 8.5%
Total 53 25%

Finally, 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
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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

Pythagorean Theorem
Problems

Right Triangles Quiz

Trigonometric
Functions (Sin, Cos,
Tan) Problems

Trigonometric
Functions Quiz

Inverse Trigonometric
Functions (S~Cot)
Problems

The Cosine Law
Problems

Sine and Cosine Laws
Quiz

Trigonometry Midterm
Exam

Trigonometry and
Statistics Final Exam

Score

8

12

11

17.5

11

7.5

15

61

82

Out Of

10

15

12

20

15

10

18

75

100

%
[score
+out of]

80%

80%

91.7%

87.5%

73.3%

75%

83.3%

81.3%

82%

% of
Overall
Grade

2.7%

7.1%

3.2%

9.4%

4.0%

2.7%

8.5%

25%

37.5%

Overall %

[% x % of
Overall
Grade]

2.2%

5.7%

2.9%

8.2%

2.9%

2%

7.1%

20.3%

30.8%

82%

For the final result, InteGrade Pro student information software calculated
82% for the student's grade. The system recalculates these grades
automatically whenever you change a score or a grade rule.

90 How Grades Are Calculated
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4 InteGrade Pro - [Mathematics 11 - Trigonometry Tasks [Numeric Weighted Type]] [l[=] B3
E] File Edit Setup Tasks BReports Wiew ‘Window Help ;lilﬂ
Clazs; I Mathematics 11 ;] Shaw: I Tasks/Students j
Spieadshest | /rixvimey Jasks Numeni: iigiiad Toned | Vigws | Task View =
Tas!< Type J Tazk J J Scale J Percentﬁ
[weighted] I ame Out0f | Factar | of Sprd
1 [Homework, Pythagorean Theorem Problems 10.0 1.0 a7
_2 iz Right Triangles Huiz 150 10 Fitl
_3 Homework, Trigonametric Functionz [Sin, Coz, .. Problems 120 1.0 32
_4 [z Trigonometne Functions [SohEahToal Bz 200 10 94 =
o Shudent J Pythgrnj RahtTr J Trgnmtr'l Tranimitr u
i M ame ThimPrib | nalsGz | cFnctns | cFnctns 2 :
1|LeFranc, &lma Bea ) 8.0 120 1n.a 17 ﬁ'
4 A
| Licensed ko: www.integrade. com Site Mumnber; 8510 | Class Avg: 82.0% 2

Adjusting Scores

Usually, the scores achieved by your students are the ones used to
calculate their overall grades. However, there are times when 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 student information 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.

The score-adjusting functions are available only while a numeric
spreadsheet is active.

Note: 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.
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Dropping and Restoring Scores

92 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 dialog box.

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.

Drop Scores will not function for any student with an INC (Incomplete)
score on ANY of their tasks, until an earned score or an Excused label
replaces the incomplete score.

InteGrade Pro student information 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
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.

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.
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1. Select the class whose scores you want to drop.

2. From the Tasks menu, select Drop/Restore Scores.
Drop/Restore Scores

“ou have chosen to drop or restore scores.
“r'ou may chooze a et of students and a zet of tasks.

Dirop scores will excuse students form the task [or tagks] that most damages their
spreadsheet arade.

Restore Scores will recover the numeric value which was there before the score
was driopped.

& z
" Restore Previously Dropped Scores

Cancel | <ofach | Mextz > I Help

3. Select Drop Scores and click Next.

4. Enter the number of scores to drop. You can drop one or more scores.

Drop/Restore Scores E
Drop scores for;
Students: 25 of 25 Tasks: 16 of 16
? Eliza bbasi fa Othello Quiz -
<] &udrey Bregder MacBeth Quiz
Cara Calder Shakespeare Exam
Michael Castro Foundation Series B...Report
Miguel Cortez _— |. Robot Quiz [&simov]
Drewt Dandrea B dssirno Esam
Liza D'e Catar Shakespeare/dsimay Co...ed
Lauren Escobar [ &lie inwWonderland Quiz
kevin Gale Thraugh the Locking Gl...Quiz
R afael Goodell Paetry of Lewis Caroll Exarn
[<1Ji Guitran ﬂ [<] &nalysiz of Fool on the Hill ﬂ
Al | Mene | Fiter. | Al | Mene | Fiter. |
For each student, drop up to I'I ICOMET.
Cancel | <¢Back | Mexts> 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.
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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. Onthe Drop/Restore Scores dialog box, 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.
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,
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select Student score note contains and type the word flu.

Student Filter
' Shaw Al Students
c8
[T Gender Iis j Iunknown j
[T Spreadsheet Grade Iis j |< j IED %
I Seore on | Dthello Quiz s =< =l =
[~ Score on anp task Iis j |< j IED %
[T Student score note contains I—
[T Student note contains I—
™ Demographic figld ILocker j Icontains ﬂ I

QK. I Cancel | Help |

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.

Task Filter
£ Show Al T asks

[T Task Type Iis ﬂ IHomework ﬂ

[MDuebate [ =[]= =][241/2000 (i Any]
[T Task Mote contains
I Ausiiary field | =l [

kK 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 by manually choosing them
from the list, or by clicking Filter and using rules.

4. Click Restore.
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Curving Scores

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 powerful tool which can produce dramatic results.

Curve High/Low allowes pou to zet the highest and lowest scores. All
ather scores will be adjusted appropriately.

Curve Mean/Standard D eviation allows yau to change the mean [in %)
and/aor the standard deviation [in &) of a task. Changing the mean shiftz
the scores up or down, Changing the standard deviation compresses or
expands the digtribution.

" High/Law

Cancel | < Hach | Mexts = 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 If you 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.

96 Adjusting Scores Copyright © 2000 National Computer Systems, Inc.


http://k12.ncs.com/

|Bookmark|Contents Search Usage | Glossary Print Back Forward First Previous Next Last

®@

6. Indicate whether the curved task replaces the existing task or appears
as a new task.
Because curved scores cannot be “uncurved”, we recommend that you
choose to 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.

9. 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.

10. 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.
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98 Adjusting Scores

3. Select the tasks to include by manually choosing from the list, or by
clicking Filter and using rules. Click Next.

Pick Highest Score

Please choose the tasks pou wish to consider:

Tasks: 30f15

Othello Dz

MacBeth Quiz

Shakespeare Exam
[JFoundation Series Book Report
1. Robat Quiz [Asima)
Osimory Exam

[ 5hakespeare/tsimoy Compared
Oalice inWonderland Quiz

[ Through the Lacking Glass Quiz
[ Poetry of Lewis Carrall Exarn
OJanalysiz of Fool on the Hill

Tl wzligie ~k Cenunde o Silames

Al | Wore | Fiter. |

||

Cancel |

<¢Back | Mextz > I

Help |

4. Enter a name for the new task.

5. Choose a type for the new task and click Next.

Pick Highest Score [ ]

Fleaze enter the following information about the new task you are creating:

Mame: IShakespearal

Type: IHomework

=

Cancel |

<<Back | Mextz» I

Help |

6. Click Pick. The new task adds to the end of the list of tasks. It has the

current date as the Due Date and the
does not affect class totals.

Scale Factor set to 0.0, so that it
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Pick Highest Score E

*f'ou have chogen to create a new task named "Shakespeare’ with student
zcores equal to their highest percentage on any of the 3 selected tasks.

Cancel | <<Back | Help |

7. 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 dialog box to
include it in the calculations.

8. 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.

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 dialog boxes.

Note: 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.
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100 Working With Notes

The Notes area can record and display notes about tasks, students, and
student scores on a task. It cannot display notes about the class or

spreadsheet; for this, you must use the Classes or Spreadsheets dialog

boxes (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:

Students/Notes
Tasks/Notes
Tasks/Students/Notes
Seating Chart/Notes

the bottom of the screen.

Select the cell containing the note to view.

¥ InteGrade Pro - [English 11 (Period: 01 Ter: $2 Day Co

[E] Fie Edt Setp Tasks Repots Graphs Yiew ™

CHE s ety kD OO Eak € @

Class: [English 11 (Period: 01 Term: 52 Day Codes: ABCDE) =] show: [Tasks/Sudents/Motes =l
Spreadsheet | 1 aisin Tne foamecks inigived el =] iew [Task view =l
Task J J Scale J Class |2
Name 0u0f | Factor | Avg[3)
1 [Othelo Gz ] 10 0 7
2 |MacBeth Quiz 15 15 83
T 3|shakespears Exam 0 0 80
4 |Foundation $eries Book Report 15 10 g2
7861, Robot Quiz fhsimov] 14 1.0 82
B |isimov Exem 2 10 77
Il Compared j El 0 3
1__8Alice inWonderland Ouiz ] 15 10 83
18| Thiough the Looking Glass Ouiz ] 10 10 78 -
1 J Othello J MacBeth J Shskespeslv‘ FrerSs J | RobotQu J Asimow. J Shkxpr/Ast Alice J ThrghLk J J ﬂ
Student Quiz Quiz eExam SEKRpt | ialAsinov] Exam Compared | Wonderland | ngBlssz Letter
Narme no 5) “0) 15) it} 32) (50) 15) i1} % | Grads
1 [Abbasi Eis= ji 7 95 % [ 115 22 [ 7 70 C
2 [Breqder Audiey 3 105 £l 115 El £l 34 El 3 63 D-
T 3|caker. Caa 5 13 El 145 1 % 2 12 8 20 B
1 #|Castio, Michael 5 Sick ® 10 Sick El B 10 6 &9 D+
5| H B 2 INC 15 5 0 12 8 INC INC
g 8 14 £ n 95 5 ES 12 8 79 cr
T 7| Cater Lisa 9 135 ES 125 12 El [ 13 8 84 3
1__8|Escobar, Lawen 95 14 7 145 135 Eil ® 14 El el A
T 8|Giake, Kevin El 13 B 13 14 El 5 14 El g &
10| Goodel. Retec! 85 125 2 12 125 E3 0 13 8 ] 3
T [Guron, di 15 135 El 0 0 23 E3 12 7 7 [
T2 |Hedung ok 14 Ei 115 I 3 % 12 8 20 illl
’
Notes for student 01 Gutton” on tack "Othello Gz )
Mot typical of his performance. Ji was away at the Scisnce Fai the day before this quiz. |
| ClassAvg: 81%

Other Way to View Notes

From the View menu, select Show Notes.
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Entering Notes in Notes Area

1. Select the cell 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.

Entering Notes for Students or Classes

1. From the Setup menu, select Students or Classes.

2. Select the Notes tab.

Students E

IEninsh‘I‘I [Period: 01 'l Personall Eontactsl Schooll Elassesl Scoresl Stats  Motes I

Abbasi, Elisa Spreadshest: IWeighted Type [Mumeric Weighted Type) j

Bregder, Audrey
Calder, Cara
Castro, Michael
Cortez, Miguel
D andrea, Drew
De Cator, Lisa
Ezcobar, Lauren
Gale, Kevin
Goodel, Rafael
Guitron, Ji
Hedlund, John
Huang, Mark.

-
drnes Carlns _I

Mew... | Delete | LI

o |

Flays first clarinet in the band.

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.
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& InteGrade Pro - [English 11 (Period: 01 Term: 52 Day Codes: ABCDE)-Weighted Type]

Fie Edt Sewp Tasks Repots Giaphs Yiew ‘window Help =18] x|
CH|E smeAsy & OO kbnl e @
Dlass: [English 11 [Period: D1 Tem: 52 Day Codes: ABCDE) (=] show: [Tasks/StudentsMotes =l

Spreadsheet [ siivhins Tye Mamssic boiiatind Fiper =] e [Task view =l

Task i J Scale J Class [+
Nare 0u0f | Factor | Avg[2)

1 [Othelo Quz ] 7T
1 2|MacBeth Duiz 83
7 3|shakespeare Exam a0
[ 4|Foundation Series Book Report 82
5|1 Robet Gz (ssimov) 82
1_B|tsimov Exam kil
T 7|shakespearedhsimoy Compared 73
1 8|#lice inWanderland Quiz 83
18| Thiouah the Looking Glass Guiz 78
] J Othelo MacBeth J Ehakesneavv‘ Frdtrt J \,RohotDuJ Asimay J Ehksnr/Ast Alice ﬂ

Student Ouiz Ouiz e Evam sBkApt | idlAsimov] Exam Compared | Wonderland Letter
Name 10 (15) (40 (15 14) 22) 50) (15) Grade

1 [#obasi. Eisa = 7 95 % T 115 2 E3 [ C

1 2|Breader, Audey 3 105 Ed 115 El Eil El D-
T 3|Cskder, Cara 5 13 El 145 [ % 2 8-
4 |castio. Michael 5 Sick E3 0 Sick 2 B [
T 5|Catez, Miguel 7 95 2 INC 115 £ 0 INC
|_8|pandiea, Drew g 14 3 [l 95 i ] [
7| Cator Lisa El 135 B 125 12 2 [ 3
_8[Escobar. Lauren 95 14 7 145 135 El % A
T8|Gale. Kevin 9 13 E3 13 4 El 5 A
10| Goodel, Riafac! 85 125 2 12 125 ® 0 E
T [Gutron, Ji 15 135 El 10 10 2 B C
le Tedlund,Juhn 8 14 El 115 1 23 E3 B ';l
‘ B

Finding Text in Spreadsheets and Notes

102 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.

Type the characters you want to find.

If you want to search only for complete words, select Whole Words

Only. In that case, a search for “bat” would skip over “batch”.

Spreadsheet Cells.

6. Click Find.

If you want to search the notes, select Search Notes.

If you want to search the surface of the spreadsheet, select Search

When the text is found, it is highlighted.To search other spreadsheets in
this gradebook, select that spreadsheet in the viewer.

If you want to repeat your search, use the Find Again command.
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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

InteGrade Pro student information 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 student information
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. Ifitis
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 will offer many suggestions, some of
which may be inappropriate. Setting the slider to the far left will offer
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 always change
it later to suit your working preferences.
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104 Working With Notes

5. Select the dictionary you want to use.
This product ships with five dictionaries: American English, British
English, French Canadian, French, and Spanish. The dictionaries
display in alphabetical order in the drop-down list.

6. Click Close.

Correcting a Misspelled Word

If you have set up Always Check Spelling, as you type, the misspelled
word in your note appears underlined.

1. Bring up 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 Or, 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

Selecting Dictionary.com opens a public access dictionary, if the computer
has Internet access.

Copyright © 2000 National Computer Systems, Inc.


http://k12.ncs.com/

|Bookmark|Contents Search Usage | Glossary Print Back Forward First Previous Next Last

®@

Working With
Attendance and
Seating Charts

InteGrade Pro student information software can help you track attendance
in two ways--with its Attendance spreadsheet and with the feature on the
seating chart that lets you take attendance.

About the Attendance Spreadsheet

In an Attendance spreadsheet, calendar days replace the task columns.
Attendance spreadsheets may be automatically created by import from
your office administration system. They may also be created manually.
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If the Attendance spreadsheet was manually created, 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 off.

Student Tue Wed Thu Fri
Mame Feb 01 Feb 02 Feb 03 Feb 04

|

|2 oo |~ [on [en [ [ o[ o] = |

Abbagi, Eliza L
Bregder, Audrey

Calder, Cara

Castra, Michael E
Cortez, Miguel

Dandrea, Drew

D& Catar, Lisa L

Ezcobar, Lauren L

Gale, Kevin

jary
=

Goodell, Rafael

Determining Your Attendance Spreadsheets Needs

Co

Creating Attendance
1.

nsider the following when creating an attendance spreadsheet:

Do you frequently refer to attendance records? If you use a single
spreadsheet, it can require extensive scrolling.

How do you organize your other spreadsheets—by semester or
reporting period? You can organize your attendance the same way.

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.

Spreadsheets

From the Setup menu, select Spreadsheet.

Click New.

Select Create an Attendance Spreadsheet and click Next.

Enter a name for your spreadsheet and enter a start and end date.

Click Create.
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6. Cli

Your new spreadsheet is available from the Spreadsheet drop-down

ck Close.

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.

4. If a studentis 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.

Student J Wied J Thu J Fii Sal
Mame Feb 02 Feb 03 Feb 04 Feb 05
- [
1 |&bbasi, Eliza
_2 Breader, Audrey -I
_3 Calder, Cara |: Sort Studentz by Column
_4 Caztro, Michael Soit Students. .
5 |Cartez, Miguel
_E Dandrea, Direw (B Eate.
7 7|De Cator, Lisa Beplace Task...
_8 Ezcobar, Lauren L v Class Mests
" g Gale. Kevin Clazz Doesn't Meet
10| Goodel, Rafas! Present
? Guitron, Ji D - Dizmiszed [1/2 class)
? Hedlund, John E - Excuszed Abszence
143 |Huang, Mark .M
? Jones, Carlos N - Mot Enrolled
? Lin, Sarsh u- Unexcuse_d..-‘-‘«b.sence
716 [Mayer, Meghan Y - Needs ve”.hc.ahon
— & - School Activity
i Montapa, Yelena E T - Unexcused Tardy
18] Nix, Omar E ¥ - Excused Tardy
19 [ Quintata, Melanie S - Suzpended
[ 20| Filey. Miguel 1
? Slatter, Kem -I
E St Clair, Zachary -I
E Strickland, Travis -I
E “an Sleke, Jennifer L -I
E “r'oon, Cynthia -I
|

Copyright © 2000 National Computer Systems, Inc.

About the Attendance Spreadsheet

107


http://k12.ncs.com/

|Bookmark|Contents Search Usage | Glossary Print Back Forward First Previous Next Last

®@

5. Optionally, open the Notes area and enter comments about the
attendance activity. For example, you can record the student’s excuse,
or note that an absence was due to a field trip.

Printing Attendance Spreadsheets

1. Select the appropriate Attendance spreadsheet from the drop-down
list.

2. From the File menu, select Print.
3. From the Print dialog box, select Spreadsheet Report. Click OK.

4. From the Spreadsheet Report dialog box, make any necessary
changes then click Next. A preview of the report displays. Click Print.

The Spreadsheet Report may also be accessed 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.

The seating chart can be used with any class in the gradebook, and you
can select any spreadsheet in a selected class. If you display a Numeric,
Skill, or EndTerm 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.

Note: Removing a student from the seating chart does not affect the
student’s enroliment 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.

The very first time you select Seating Chart from the Show drop-down
list, the New Seating Chart dialog box displays.

Enter the necessary information in each of the dialog boxes.

Click Create in the last dialog box to create your seating chart. The
seating chart is in Layout Mode at the end of this process.

As a Replacement

1.

2.

From the Show drop-down list in the viewer, select Seating Chart.
From the View menu, select New Seating Chart.

Because only one seating chart can be created per class, a warning
message displays asking if you want to delete the current seating
chart.

Click Yes to continue with the process and replace the current seating
chart.

Enter the number of rows, and the number of desks in each row, then
click Next.
New Seating Chart

Integrade Pro can automatically create a seating chart with the right
number of desks for your clazs. The desks will be placed in a grid
with the number of rows and desks per row pou specify,

“f'ou can rearrange the desks after you create the seating chart.
There are 25 students in this class.

Placel E ﬂ ows ofl L1 ﬂ desks each.

Cancel c<Hiach | Mextr» I Help
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110 About Seating Charts

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.
New Seating Chart

“When modifying a seating chart layout, Integrade Pro displays grid
lines to help pou position desks eazily. vou can modify the settings
for the: lapout grid later, using Grid Options.

Grid Spacing: 8= byl 83: pisels.

¥ Snap To Grid
Shap to and helps you ta align the desks.

Cancel | <<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.

If you want to assign students to desks yourself, deselect Assign
Students to Desks.

Mew Seating Chart E

Integrade Pro can automatically assign students to desks in the
zeating chart. You can chooze to have the students azzigned in
randaom order, or in the order that they appear in your gradebook.
[+ Assign Students ta Desks

& In Gradebook Order

" In Randam Order

Cancel | <<Back i Create Help

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.

2. 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.

-TeacherDesk
Eribhasi, Elisa
ﬁBregder, Audrey
ﬁcalder, Cara
&Eastro, Michael
ﬁcortez, Miguel
&Dandrea, Direww
ﬁDe Catar, Lisa
ﬁEscobal, Lauren

hﬁale, Kevin 4|

3. 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—displays on a new desk icon.

4. 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.

5. To switch two students, drag one picture or desk over another.

6. 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.

7. To hide the layout tools, from the View menu, select Hlde Layout Tools.
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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 them, from the View menu, select Hlde Student Plctures.

Zoom In and Out

While in Update Mode you can zoom in and out to get a closer look at the
seating chart and the photos.

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 Chart.

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.

Taking Attendance From a Seating Chart

112  About Seating Charts

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.

3. If a student is present, no action is necessary.
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4. |If a studentis 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 dialog box 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. This file is used by the system 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
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students 3401, 3402, and 3403:

"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.

Exporting Daily Attendance

114 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 files are located. Your
administration system can then import this file to record daily attendance.
This feature is implemented for TSS, Osiris, CIMS, and SASI Ill. The
SASIxp product uses the Classroom module to report attendance.

From an Attendance Spreadsheet

1. From an attendance spreadsheet, 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.

3. A message displays asking if you want to proceed with the export.
Click Yes.

4. A progress bar displays indicating that the attendance data has been
exported.
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From a Seating Chart

1. If you are taking attendance from a seating chart, right-click a student’s
desk and select Export This Day’s Attendance from the drop-down list.

2. A message displays asking if you want to proceed with the export.
Click Yes.

3. A progress bar displays indicating that the attendance data has been
exported.
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Creating Reports and
Graphs

InteGrade Pro student information software provides a dozen reports and
three graphs you can use to analyze the performance of your students and
review the effectiveness of your tasks.

You can also mail a progress report to a parent’s home or office.
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Working With Reports

This is an overview of creating a report. Details of each report appear on
the following pages.

1.

Select one of the following reports from the Reports menu.

Mail Progress Report
Class Attendance
Class Roster

Missing Tasks
Multi-Class

Seating Chart
Spreadsheet
Student Attendance
Student Demographics
Student Progress
Student Rank

Task Details

Select the specific content you want to see on the report.

Click Next.

Click Print.

Selecting Students and Tasks

118 Working With Reports

Besides selecting and deselecting students and tasks by clicking, here are
some other ways to accomplish this:

Note: The task information displayed on the report depends on the

To select students based on certain criteria, click Filter.

To select all or nearly all the students or tasks, click All, then deselect
the ones you don’t want included.

To select only a few students or tasks, click None to clear the list, then
select the items as necessary.

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.)

auxiliary fields displayed. For example, if you select Due Date in the main
viewer, that information shows in the Spreadsheet and other reports that
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display task infomation. If you select Skill Type for that column, that
information displays. See “Customizing Spreadsheet Columns” on
page 52.

Using Filters

Filters offer a powerful method of automatically selecting students or tasks
based on criteria that you specify. The following are some examples of
how filters can help you:

e Many schools require teachers to send interim reports home for stu-
dents “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 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.
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.

Note: Filters are stored during a session. For example, if you use the
Student Filter in the Class Roster report, the filtered students appear 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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Email Progress Report

You now have the ability to email a progress report to parents or
guardians. Before you can email the reports, you must be sure that your
email connection is set up, and that you have an email address entered in
the Student dialog box for each recipient of this report.

Note for Macintosh users: The Email Progress Report is not available on
68K Macintoshes. It is available on the Power PC models only if you are
running System 9.0 or later.

Setting Up Email Communications

If you electronically imported your data, some of this data may already be
entered.

1. From the Setup menu, select Communication.

2. Onthe ID tab, if you did not import your data, you may need to
complete the Teacher Name field.

1D | Adrmin |

The teacher name appears on reports.

Teacher Mane: || N] EelAaT0y

Teacher Email I

SMTP mail zerver and login information are uzed for ending email reports. |F neceszany, contact pour
eygtems administrator for thig information,

Email Server: I

Account Mame: I

‘wheh site addrezzes appear on email reports.
Teacher Web Site:l

School Web Site:|

Cloze Help
| |

3. Consult your system administrator for the information related to your
school’'s email system.

4. Click Close.
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Entering Recipients’ Email Addresses

1.

From the Setup menu, select Students, then 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 email address.

Select Send email reports to this contact.

Students E
IEninsh 11 [Period: 01 'I Personal  Contacts I Schooll Classesl Scoresl Statsl Notesl
Abbazi, Elisa itiguel Cortez Contact Type: IPrimaly j
Bregder, Audrey .
Calder, Cara Name: IM'QUEI Cortez

Castra, Michael

Address |242 Longbranch Cr

andrea, Drew

De Cator, Lisa City: |F'Ieasantville Prow/State: |CA
Escobar, Lauren .
Gale, Kevin Country: I Postala’le:ISZBES
Gioodell, Fisfael Heme Phone:[714-555-7301
Guitron, Ji
Hedund, John Work Phone|
Huang. Mark Email &ddress: | snaabi@aal. com
lares Carlns bl : :
Mew... | Delste | MNew | Delete | ¥ Send email reports to this contact.
Close I Help

Creating the Email Progress Report

For each student, you can prepare and email a report detailing their tasks
and scores received.

Reports are sent only to those people with email addresses, even though
all the students appear in the list. 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.

Copyright © 2000 National Computer Systems, Inc.

Working With Reports 121


http://k12.ncs.com/

| Bookmarkl Contents

Search Usage | Glossary

Print Back Forward First Previous Next

Last

®@

122  Working With Reports

Email Progress Report
Students: 25 of 25

[x]

Show:

[ Abbasi, Elisa
Bregder, Audrey
Calder. Cara
Castro, Michael
Cortez, Miguel
Dandrea, Drew

-

[V Task List
¥ Class Average
V¥ % of Spreadsheet
¥ Missing Tazk List
¥ Attendance Summary

All | MHone I Filter... | From: |-| 2442000
Tagks 150f 15 Too |2H1EH2DDD
(thello Quiz - : mim/ddAyypy
MacBeth Quiz Notes: Help |
Shakespeare Exam I™ Student
Foundation Series B.. Report [~ Scores Setup... |
€1, Rabot Quiz [Asimov] [ Class
[ Asimow Examn Tl [ Spreadsheet Cancel |
Al | MNone | Fiter. |

On the Preview screen, use the scroll bar across the top to see each
individual report. Check each student’s name at the left. If an email

address appears in angle brackets <like this> beside the student name,
the report will be sent. If no name appears, the report will not be sent. You
can resize the window at the left listing the student name.

Sample Email Progress Report

&7 Preview Email Report M=l E3

Setup... | [4] |

| Sendal\l Cancel | Help |

Recipients: 1 of 1
Miguel Cortez < shaab@aol. com:

Teacher: Sally Blackburn B
Date: 2/16/2000

Class: English 11 (Period: 01 Term: 52 Day Codes:
ABCDE)

Student: Cortez, Miguel
Student's Grade: INC% (INC)

Spreadsheet: Weighted Type (Numeric Weighted
Type)

Due Out Class | %
Date Task Name Score of Percent Average’:p:

e

12000 |Othelle Chue 7 10 |70 T |47
14132000 (MW arBeth Chiz 945 15 63 A3 ’9_

| 3

4

B
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Class Attendance

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” on page 34.

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 Attendance [ %]

Students: 25 of 25

Shaw

[ Abbasi, Elisa
Bregder. Audrey
Calder. Cara
Castro, Michael
Cortez, Miguel
Dandrea, Drew
De Cator. Lisa
Escobar, Lauren
Gale. Kevin
Goodel, Rafael
Guitron, Ji
Hedlund, Jahn
Huang, Mark.
[ ones, Carlos
Lin, Sarah

ol |

Start Date
1/4/2000

Last Date

| v

r#
™| Tintals

[V Summary

v Legend

||

Mane I Filter... |

[rrrnedd )

I2.-"2.-"2DDD [roimn A ddd )

Help
Setup...

Cancel

Mext

el

Sample Class Attendance Report.

Caldar, Cam

Ciz=irn, Michad

1

L

Corlez, Migasl

Dardras, Dres

D& Cuor, Liza

EBCabar, LAUREN

dag, Kovin

doodell, Azl

Auibron, Ji

Hedhxd, John

Huang, Werk;

Jonad, Gados

Un, Earah

Nayar, Moghan

Moo, Yelers

Nbe, Qrer

Quintara, Kekhke

Rlley, Miguel

Elatar, Mam

21 Clr, Txchary

Srickiand, Trawis

wan Shyke, Jenniiar

“fiaon, Gl

260

240

210

240 |240

30| 1.0

14

14

n
FA )

Prosant
Abaad
Lote

20

kB
Lle
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Class Roster

124 Working With Reports

This report creates a class list with fill-in blanks beside each student name.
It creates an all-purpose form you can use to record everything from
attendance and task scores to locker assignments and lunch money.

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.

Class Roster E
Students: 25 of 25 Show:
(< &bbasi, Eliza o s

Bregder. Audrey

Calder, Cara I™ Iile Space
Castro, Michael [ TallBows
Cortez, Miguel

Dandrea, Drew

D Cator, Liza

Ezcobar, Lauren

Gale, Kevin ]
Goodell, B afael

< Guitran, Ji Help |

B Hedlund, John

B Huang, Mark Setup... |

[<]Jones, Carlas

(€ Lin, Sarah ;I Cancel |
Al | Mone | Fiter. |

Sample Class Roster Report.

SaltyBlackoum Glaas Ropar Rapa eealll]
Encdleh 11 Pariod: 01 Tanr B2 Day Codae: AECDE]
Crs:0430 Sec13E Pardl Maioml Compuar Syseme

o T

hibasl, Hiza

Erpndar, Audnay

Calder, Tam

Caatr, Mehaal

Corber, Nigued

Dandres, Dreey

Oe Calor, Laa

Extaba, Launan
AIE, KAl

Boadall, Retaal
Gulran, A

Hadlund Jahn

Huarg Wiath

Jorme Cados

L, 5Brah

Wayar, Maghan

Wontrya, YEIENZ

Mhb, Cmar

Quimend, Walania
[y, el

ciattar, Keml

H Clair, Tachany

EfcHand Travk

wan Hyke, Jermifer

oon, Cmthle
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Missing Tasks

This report identifies those tasks in which a student received a 0.0,
Excused, or an Incomplete score.

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.

Note: The options for this report are different if you are using a Skill

spreadsheet.
Missing Tasks
Students: 25 of 25 Shawe
?Abbasi, Eliza ia| [T One Student Per Page
Bregder, Audiey _1 [T Teacher's Signature
Eall::el, Efii | [~ Parent/Guardian's Signature
astio, Michael
Cortez, Miguel Ineiude:
Dandrea, Drew =] v Empty Scores
A | Mene | Fiter. | P Evcused(Omi
Tasks: 15 of 15 [viincorplcte ING)
Tthello iz A
tMacBeth Quiz Help |
Shakespeare Exam
Foundation Seriez B...Fepart Setup.. |
|, Robat Quiz [Saimovy)
[<] ssimov Exam LI Cancel |
M| Neme | Fiter. |

Sample Missing Tasks Report.

4ty Blackbum [Ak=BIng TAAKE RBRIr el
Encdlah 11 Fariod: M Tenri 52 Day Godep: AACDE]
(Crs:0420 Eec 2E Pardl hHaloml Compuiar Sy=ume
Coerrg, Micieal
Dup Mg
¥ Dok ok Reaaoer  Fercent
I 113200 M=CHelh Quis HEE E]
5 A1I000 |, Robot Quiz [Asimm] Bick E
Todul Parcartaga Miaphg: 15
Cortez, Migual
Cun Miakg
F Dol Tkt Reason  Farcen
[ [ PIT ] Fourdetion Sevier Book Report NG F]
Tolal Parceraga Miseing: 2
Sxiiar, Kol
Cue Me=im
¥ Dl Taeh, FBadc  Percenl
B 3152mp Azimoy Evarn EkH S
Todul Parcartage Miehg: &
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Multi-Class

126 Working With Reports

This report creates a list of all scores by spreadsheet (numeric and skill)
for each student for all classes. By printing this report you can see at a
glance how well each student is doing in each class.

Select which students and which classes you want included in the report,
as well as the date range and notes to include.

ulti-Class
Students: 59 of 5 Spreadzhests to include :
Abbazi, Elisa ~| ™ EndTem Mates:
[ Abber, Clara 5N . [w | Student
[ Breqder, Audrey & _u.menc: v Scores
[ Brown, Jenive v Skil I Class
Calder, Cara Shaur -
Castra, Michael Mk _ [ Spreadshests
Clark, Mindi [V Lask List [~ Tasks
Clevenger, Paul ;I ¥ Class Average e
Al Maone | [T ZofSprdshest |7 Teacher
Classes 3of 3 I Graph v Paient/Guardian
English 11 [Per.Codes #ECDE)| 12 Missing Task List
Math 11 [Period: 03 Te. 4BCDE] | [ Grade Analysis Help |
[<] &udv Chiemn [Perind: 05, Codes: B] | [
Fram: [1/4/2000 Setup... |
Te: [2/16/2000 Cancel |
rann/dd Ay

Sample Multi-Class Report

BaltyBlackoum Hult-ClagaRapot 2000
NEtra| Campur ysEmE
basl, Hlise
Engliah 11 [Par# (N Tonm: 52 Day LOBos: AHCDE) - aigiad TYps MUmanC Wolgniod Tyge)
Oua Tak Oax

# Gatn e Scora Dwor pornt sy |
[ ] ol Y | I
[ | L] - v Lz}
Pz snmunem Ean 2 [ [T &)
(A Fanerion fries T T a7
iz | il T -
1 ™

E= 7. i)
T T =]

7l ™

P Tl o

-I] SHA Arﬂ 10 T F [:x]
{1 I ]
[T [=ruzton —[arm oores Fo = =]
oo Pl =1 - &
IRE] e =Tl =1 L =
e —————

Bhuderts Br\lda-mla =]
et sCOre — ]

IR I A I I L I U I A I L I L IR I L
LE] W W 0% 40N [LE 7% afw  BD% 100

Mo
HUMHGlaas Rapot ZIREO0D
Scae  Cmt SofScores

¥ 15 N, 101,05 Herterm! Compuer Sytame

Comnrwents: i

L] Ei
a8 AR pUtnnugh SHIMIFD 112 ourse o
(Alibal, Bllsa Shuent*s Sunemony Grle
Englich 11 fPorind: 1 Tann: 52 Day Codae MACTE) - Englhl Shilla (SMI1

"Or3CNBe:
Dun Touk 38T
L) Haime Ecors ELEE

S T
S|
I |
3|
0 .
[ rlomm

Y

Preriod: 11 Tovm; 52 Doy Cedus ABCDE] - Atterdance

Compatance nganarl skl andzh=tgks of maning prreess
Corpabance i genard akila andafakgRe o raadng INersturs - Duecrition Total
Competznce oener aidia and atmkks ko reading Infarmatan - | i
Carnpabanca b apphig raeding lmleesmneclmwae Wnnmm -

i + |
[Fu[sEn oo, huskgdt it naurles(m iecnrlclnbalcnmﬂlen el ks -
[T | ZER [ Cometence he o =
[ 72 5000 Uneraandrg ftha i s it e Enaleh Tungigs =+ aac
wachar
[MCE iteGrace ro Paga 1012

fpieaEs B9 and reburn)
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Seating Chart

1. Select a class.

2. From the Reports menu, select Seating Chart.

The seating chart for that class displays on screen.

Ealy Blathbum Beqting Chat Repart 21492000
Hath 11 {Parkd: 3 Terr: B2 Doy Gacks: ARCDE
Crs0i00 Ser:0301 Farod Hational Computar Spslers

Cload | [Tenme B | [ Wrdi G Foul & Wiguel &

L, 7, E 2}
BT S BT J5iry
103

e
B
l'-_, .
o=

Ei
[

_=,.
=
]
B

£
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Spreadsheet

This report displays the contents of the active spreadsheet. It serves
multiple purposes depending on which spreadsheet is active.

Note: The options for this report are different, depending on the

spreadsheet you are using.

e If a Numeric or Skill spreadsheet is active, the Spreadsheet report
shows how the students are doing on the tasks.

e If an Attendance spreadsheet is active, the Spreadsheet report shows
the attendance activity over a specific date range.

e If the EndTerm spreadsheet is active, the Spreadsheet report prints the
contents of the EndTerm spreadshee.

Spreadsheet
Students: 25 of 25

[55] Abbas, Elisa
Bregder. Audrey
Calder. Cara
Castro, Michael
Cortez, Miguel
Dandrea, Drew

Shaw

al | Mone | Fiter. |

Tasks: 15 of 15

Othello Quiz -

b acBeth Quiz

Shakespeare Exam

Foundation Seriez B...Report

|, Robat Quiz [&simoy]

B zimnory Exam LI
al | Mone | Fiter. |

¥ Summary 1; IPercentage 'I
¥ Summary 2; ILetter Grade 'I

[~ Separate Page for Task List

_I Print scores as:l Faw Score 'I
-

i |s

Help
Setup...

Cancel

Mext

Sample Spreadsheet Report.

dalrBlackbum dpreadakest Repot el
Encllah 11 (Pariod: M Tamri B2 Day Codan: AACDE]
Srs.0420 EacZE Peril MNalo=l Compular y=seme
nglleh 11 Parosd: 11 Tarm: 52 Day Codose ABCDE Wolghted Typa (Hamerle Welgkted Tyme)
Dum Texk Eraia Porcont =] Xl Denr
[ Onbe Nome Durt O Facher of Sond Aovm i Peroent
11700 othello Quiz 11 1.0 [] v 18
T[T 3TN Wachdh Que 15 15 ] 2] A0
d|2i2nm Brakexpena Bam a1 1.0 [ 1] ]
Shwant Lethar
Haina 1 2 4a ) Gratia
Abbadl, Blea T a5 ] Tilc-
Bragdar, Audray 6 105 ir [E1[=3
caldgr, O BE 13 a1 B1|B-
Castm, Mchaal 65  Hrck 1A A3 |O+
comer, Wigusd T a5 a2 PG NG
Oandrea, Dinanw E 1% Id T |+
D@ Cabar, Uaa B 135 38 B4]H
Escobar, Laumn [E] LES ir [E1 ]
5al8, Kaun [ 13 38 LE1L]
GoocH], Refnel BE 1Z5 37 :E] L]
Gulran, A 15 145 a0 |
Hedlund John ] LES AT L 1=R
Huarg, Mari E5 115 26 B9 |D+
Jores, Cardoa BE 14 aq ] L]
Lin, Barah B 1%5 aF [ElL]
HEyar, Keghen FE_ 14 ol M (X
Honbrya, Yalang T 12 a1 B0 |B-
Wik Faaan HGEERL Ll w7 e
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Student Attendance

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” on page 34.

Enter the start and end dates that this report covers, and decide whether
you want a summary and places for signatures.

Student Attendance [ ]
Students: 25 of 25
— Shawe

[<] &bbasi, Elisa =]

Eragder, Audrey From: |1/4/2000 [ Add ]
Calder, Cara

Castro, Michael

. To: |2416/2000 Add

Cortez, Miguel o (e ]
(<] Dandrea, Drew ¥ Details

De Cator, Lisa

Escobar, Laurgn ¥ Summary

Gale, Kewvin | lLegend

Goodell, Rafasl

<] Guitron, Ji W Notes

Hedlund. Johin Sighatures:

Huang, Mark ¥ Teacher Setup.. |
[<lJones, Carlos ;

v Parent/Guardian
Lir, Sarah ﬂ I Per Cancel |
Al | Mene | Fiter. | Next |

Sample Student Attendance Report

Esally Btk EHE LMY Elac Mikrual sibars anes M aradon
Erplist 171 CPanod: 01 TEM: B2 Daee Coded: AMEGOE]
Gr=0430 3=c:0133 Fecol Matonal Computar &=

=amn [ Tusa [ wwoa Thew Fri el
il
= = B IE | T B B
a o 1 L = = LE] 15
RE EEd = = = e =1 =z
E=) S =] =] =x o EG)
= =
Foelbarns ey, Tllaial]
= o [ wem L — wr =
E = E] * L 5
& = L] EE] LE3
RE] T s LE] T LG L
) =1 az a3 EL] EL] E)
== = EE]
aama: -
D e -, 000 t 2 6L e
e o Tedo b
Fre=ant Fra=am L]
E Excuzsd Erxused EL=]
“baanca
[ [ Tarchy <0
0 cc—
Cocka Caia
P re=ent Fresemn
E Excusan =TT
Absence
[ =T Tarcy

Taachar

PEMEMCNMIan:

PISMER BIEN BNd REDET
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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.

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.

Student Demographics
Students: 25 of 25

Report Style:

[EdAbbas, Elsa

" Single line

Bregder. Audrey
Calder, Cara
Castro, Michael
Cortez, Miguel
Dandrea, Drew

Al | Hone |

=+ Multiple line
¥ Show Titles

™ Ore student per page

|

Fiter... |

Demographics: 39 of 44

Address One
Address Two
Advisor Name
Advizar Murnber
Birth Drate

Bus

All Maone |

5

]

Help
Setup...

Cancel

MNext

e[

Sample Student Demographics Report

alteBlackum

Cr=:0420 BeciZE Pardl

Eudend Came graphice Rapod
Encilah 11 {Fariod: M Tamr: B2 Oy Godas: A CDE]

el
Malo=| Computar 3ystame

M, B3
Pt ferna. Blaa
LastHetna: Abbsd
Shdstde 1

Famaa
© 1031 Lyrweond Or 2

O Fleaeantyiln

ErBgie, ey
Faztfletna Audred
LestHetna: Bragder

Shdstd®E 184

Tehar 10

Sancer: Famae
Addmanf: 011 Fepper Tree O0
Addmant:

=3 Flesaeantilla
Stak; CA

Courky

Caider, &ard

FrdtNetna Care
LestWetna: Caldar
Shdstd® 208

a0

Sancer: Famae
Addeasi: 524 dasmin=Dr
Al

=3 Flesaeantilla
Stam; CA

Courky

Caera, Mched

Frathetna: Withasl
LectHetna, Casto
ShdstdE 2

a0

Sancor Wala

Addimasi: 379 Alenois 3
Aoz

=3 Flesaeantilla
Eraka: ra
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Student Progress

Copyright © 2000 National Computer Systems, Inc.

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.

Select the students and the tasks that you want included, along with the
date range. Select the other details that you want included in the report.

Student Progress
Students: 26 of 25 Shaow:
[ 4bbasi, Eliza | ¥ Task List Motes:
Eergder,EAudrey ¥ Class fwerage ¥ Student
%] Calder, Cara
: % v Scores
[ Castro, Michael I % of Sprdsheet s
[ Cartez, Miguel [¥ Graph I Class
Dandrea, Drew v Mizsing Task List [ Spreadshest
[€] D Cator, Lisa | I Grade Analysis [~ Tasks
Al | Mone | Fiter. | ¥ Atendance Summary
Tasks 315 Frare: [1/4/2000
] Othello Quiz s Tex [2/16/2000
MacBeth Quiz mmddd s
?hakdes?earse E.xamB Aene Sighatures: 4|
oundation Series B.. Repor 5 Teacher
11, Fiobiot Quiz [Asimav] Vs : Setup... |
[ ssimay Exam ¥ Parert/Guardian
[5hakespeare/tsimoy Co...ed j Cancel |
s | Mone | Fiter. |

Sample Student Progress Report

BaltyBlackbum Etudar Frograsa Repot ol ]
Encdlah 11 Pariod: 01 Temr: B2 Oay Codse: ABCDE]

(Crs:0420 SecO3E Fardl Fiai ol Computer Sysleme

Abbeanl, Blins Studant’s Grada: #% |
Weliited Typa [Num#nc Walkgintad Typs

Dum Tack =

@ Oaim M Scorm Oel i Poowek kgt

1 J1fTrIa0n el QukE | 7] 0] 7] krd

T [T 3200 MacEsh Gk | EED| LE]| ]

| IEN EIHI) |Sreakacgmun Emm | | A | [H| 1]

Shudont"s Sursman: Grwla and Tl vanage: (L] il
smdeme:;rida:w% L]
Lo 1o ] E— —
1

[T e e e e ! M
1% 0% il ) 0% fhil ) Al (1LY % E+i % 100
ke

Comrarmsd =
Bliza just didn't pul =nough effort imo this cour==

Srrem Count

i C oo

£ A I, 1000
Ki%a el E

Coda Doacrialon Toted

[ [Pracant [ 7

[E |Excuead Absstite | =

T == =

Teacher

Paentiuandion:
fpie==e =ign and mehurn)
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Student Rank

This report ranks each student by how well they did on a particular task.

Select which students and which tasks you want included, and what kind
of marks to include.

Student Rank

Students: 25 of 25 Itelude :
FCdAbbas, Elisa B
Bregder, Audrey
Calder. Cara

¥ Overall Grade Rank

Castro, Michael Show -

Cartez. Miguel

Dandrea, Drew ¥ Score

De Cator, Lisa ¥ Percentage
Ezcobar, Lauren j

¥ Letter Grade
Al | Mone | Fiter. |

Tazks 3of 15

Othello Quiz -

b acBeth Quiz Help |

Shakespeare Exam

[JFoundation Series B...Report Setup... |

11, Robot Quiz [&simoy]

[dzimory Exam LI Cancel |
Al | None | Fiter. |

.Sample Student Rank Report

BaltyBlackbum Hudant Rark Rapo ol ]
Encdlah 11 Pariod: 01 Temr: B2 Oay Codse: ABCDE]
Crs:0430 SecOi3E Pardl Naiorml Caompur Systeme
Sproadshent 5 Grade - ok Tyns Humiorc Walghtad Type) Socars aut aof 1
Leter
Stusant Mo Scma  Poresk  Grade
Wayar, Meghan [E] [1 A
L, Jarah B4 BL A
E=robar, Lauren EE] EE] L
Gal8, Keuin LE] [E] A
BincHand Trave a7 1 L
Quintsnd, Walanlg [E] [H B
Oe Cakor, Daa :] BL B
Ooodl, Rataal [E] B3 B
[Jores, Cardoa :4] BT B
Yoon, Cymthia [F] B2 B
TECTAT, ZBcheny ¢ 11 ]
Wontme, Yalana [T1] BO B
Caldar &8 [T] [1] B
Hadlund dahn [T] B0 B
Eiattar, Kem [T] [1] B
Oancrea, Dy 79 ] C+
GIEE] T m [3
Hi, Ornar T T [=]
Gunran, A ] T [3
[van Byke, Jarrifr Ex] Edl -
EEENEEE] 71 m [
Huarmg Wk L] 3] T+
Caamo, Mchedl [[] [1] [
Eregder, Audrey i} %] -
Gortee, Higus INT ING HG
Othid |# Culz - W lshted Typa (Humeric Walgined Typod Scare awt al: 104
Lelier
B Nt Soma  POroNK  Grage
Eaaabat, Lauran as BS &
WEyar, Meghien a5 [13 A
Oa Cabr, U3z (] [1] A
GEIB, Keun ] [1] e
Lin, 3arah ] [1] A
Etri:Hand, Trik: ] [1] e
Caldar, C=ra 25 [ B
Goadl, Reredl as [ B
[doree, Canns 25 [ B
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Task Details

This report prints the information recorded in the Edit Tasks dialog. Use it
to verify that the tasks you entered are correct.

Select the tasks to include and choose how much detail to show.

Task Details [ ]
Tasks 3of 15 Show:

[><] Othello Duiz | ¥ Statistics

B MacBeth Quiz W Tazk Hotes

Shakespeare Exam

[IFoundation Series Book Report
[]1, Rebot Quiz [Asimav]
[Jasimoy Exam
[15hakespeare/tsimoy Compared
[alice inwonderand Quiz

[ Through the Looking Glass Quiz
[IPaety of Lewis Carroll Exam

[JAnalysis of Fool an the Hill Help
[JAnalysis of Sounds of Silence

[JAre Songs Poety? Eszay Setup...
[ Termn Praject

[ Termn Exam Cancel

Al | Mone | Fiter. | Next

i s

Sample Task Details Report

lalBlackoum Task Daballe Rapor 200D
‘ndlah 11 Pariod: M Tanr: B2 Day Codae: AACDE]
irs:0420 Sac 3E Pardl FMelos| Compular Sysleme

Hiealie Oulz

Task D
Sl Tvpa:
Exdra Twao:

Evre Thras:
Exira Four:
Bdra Fa:

Dixin Aanigned:
Dua Datda: 1742000
TuEk Type: Quiz
SrEd Lachad: Na
Qom0
Mdmurn Ecora: 10
Brak Fartor: 1.0

#vernge Deiation Percerty: 11
Merass Dededon (Aaw Seora): 1
Cl3a9e Mt Bga Parearty 77
AriracE (RawW Jeom) b
Mraraga (Bodlady B
Highaet Bzora: B.5
Lowast Ecora: 1.5
Mumber of Empty Scores: 0
Mumber of Acore=: 16
Stakd Quiom 10
Parart o Epraadebaet. 4
Fanzant of Teek Tvpa: 1d
Grore Ranca: b
Elundard Derled e [Raw Bepra): 2
Erarriam Dai=tion Porcorty: 18

Thie quiz covared matarial rom Bhakespeand's Othollo, == d=rus=ad In cBee and mviavad N omovak Z=cgnmams.
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Working With Graphs

This is an overview of creating a graph. Details of each graph appear on
the following pages.

1. Select one of the following graphs from the Graphs menu.
You may 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 on the graph.

3. Click Print.
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Student Performancez

This graph analyzes a student’s performance on each task, using one of
six different Graph Styles:

Earned Percent
Ink Blot

Score Bar
Whisker

Line

Whisker & Blot

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.

Click the button at the far right, under the Help button, to change the
orientation of this report.

9 Student Performance - English 11 (Period: 01 Temm: 52 Day Codes: ABCDE] - Weighted Type [Numeric Weighted Type)

Setup.. Graph Style; IchreBar LI Print I Eancell Help |

] van Skke. Jerriter 7] Envelope: | TSR N v W ( _ill
T — ————
-
Scores:
Tasks in this graph are ordered by due date
100%
95% —|
0% —
85% —
20% —
T5% —
T0% —|
f5% —|
E0% —|
55% —
50% —|
45% —
40% —|
35%
0% —
5% —
0% —
15% —
10% —
5% —
0% Spread COthello MacBeth Shakespear Frdtnhsr |,RobotGiu Asimoy Shkspridsm Alice
Grade Quiz Quiz e Exam sBkRprt iZfAsimov) Exam Compared ‘Wonderland
717100 75810 115715 287540 1157115 10714 21132 35750 13715
1% T5% TT% T0% TT% T1% BE% T0% a7 %
Al >
‘ Change the style of the graph. o
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Task Comparison

136 Working With Graphs

This graph compares two tasks and displays the number of students with
letter grades and/or percentage intervals for each task. It lets you view, at
a glance, the relative difficulty of one task as compared to another and the
approximate score distribution.

Select a graph styles from:

Area

Area 3D
Covered bar
Covered bar 3D
Line, Line 3D
Side Bar

Side Bar 3D

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
orientation of the report.
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Setup... Graph Style: |Side Bar3d j Frirt I Cancel | Help |
Task:| &nalysis of Fool on the Hil = | Task: |2 Intervals:I‘ID 'l ﬁl Ql
= Task 1 [=Task2

s
Task Comparison
[l Analysis of Fool on the Hill vs Analysis of Sounds of Silence [J

13
12 H
11 H
10 H
q H
8 H
T H

#of

st 5
5 H
4 H
3 H
2 H
1 H

1 1 ; 1
0% 10% 20% 30% 40% 0% 60% 0% 0% 90% 100%
Score Range
i _'I_I
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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.

Select the two tasks from the drop-down lists.

Click the colored block next to Ink Blot to change the color of the graph.

Setup... | | Print I Cancel | Help ”’
TaskIAna\ysis of Faol on the Hil 'l Task: (298 nds of Sile

Ik Blat |

Correlation = 0.73 I
100% — + +

anw —
B0%
70%

G0%

Anlys
sFIHI

wm
=]

%

40%

0%

10%
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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.

2.

From the Reports menu, select Report Setup.
You can also click Setup on any report or graph dialog box.

Report Setup
Biepart Title: |Dur School

—Marging—— [ |dentify Studentz By

Urits: Ilnches 'I v Hame
Tem ID.ED" ¥ Demographic
— ' Same as Spreadsheet
Bottom: ID. 50
' Other: [Bith Date =l
Left: ID.ED" =

Other Optionh:
Right: ID-EDII ¥ Use Horizontal Separator Lines |

—Font and Size
Eont:l T aial j Size |9 j

The quick brown fox jumped over the 123456789.0 lazy dogs!

kK I Cancel | Help |

In the 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.

In the Margins fields, the default report margin is 0.5 inches. If you
need to three-hole punch the reports, set the left margin to 1 inch.

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
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changing the layout of the report if text that is made larger spills over
into a second line. Check the report preview carefully.

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

140 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 dialog 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 dialog box, without closing the preview.

4. After 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.
Click again to return to the full page view.

You can also click the right mouse button and select either Zoom In or
Zoom Out.

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.
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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.

Macintosh VYersion

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 window of 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:

1. Click and hold the mouse button to display a pop-up menu.

2. To move through multiple pages, click and hold the mouse button and
select Next Page or Previous Page.

3. To print a single page of the report, click and hold the mouse button
and select Print This Page.

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.

1. 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.

2. To move through multiple pages, click the right mouse button and
select Next Page or Previous Page.
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142  Previewing Graphs

3. 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.

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 the
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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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 EndTerm 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 student information software. In that case, you
may want to print a Spreadsheet Report as a record.
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Preparing the EndTerm Spreadsheet

The EndTerm spreadsheet holds the marks and comments exported to the
administration system. The system automatically creates the EndTerm
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 SASIxp, SASI lll, CIMS Student, TSS v8.0,
and Osiris v5.0, the term as indicated by the name of the EndTerm
spreadsheet, displays with the collection date. For example, 9/4/1998:1st
Progress Report.

Excluding Unnecessary Tasks

Towards 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, on the Grading Rules dialog box, 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 EndTerm spreadsheet.

OR

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.

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 InteGrade Pro student
information 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 EndTerm spreadsheet and select the appropriate cell in the
Comment #1 column.
Llass: [English 11 [Period: 01 Termn: 52 Day Codes: ABCDE] j Shaow: |Students j
Spreadsheet: | Second Semester Grade Report (EndT erm 5/26/2000) j Wiew: | Column Yiew j
Comment: | None selected A~ j
Student dthQtr | dth Ok dth Qi Sem2 | 2nd Sem [ 2nd Senf | 2ndSmC | \2ndSmC [ 2ndSmC [ =
- M arme: Grade Al Abs Al Tdy | Exam Gr [ Grade | Conducy | mmetH] [ fmmotE2 | meokiS
1] Abbas, Elisa c 2 Sart Students by Calumn J H M
| 2|Bregder. dudiey D 3 Sort Studerts... D H E
3| Calder, Cara E- 1] e EB
— - Fill Colurr...
4 Castro, M!chael D+ 10 Fieplace Task...
_5] Carbez, Miguel I 2 K
6 |Dandrea, Drew C+, 2 A, Outstanding Effort B
_? D& Cator, Lisa B 1 B. A p!easule to have in class &
& |Ezcobar, Lauren A 1 C. Satisfactory D":_'g[ass 13
— = [ Excessive tardies
3| Gale, Kevin A 2 . . A
— - E. Does not uge class ime wisely
i Go.odel\, Hafael B 4 F. Unprepared for class A
_1 Guitron, Ji CJ 3 G. Excessive absences
12 |Hedurd, Jahn E- 4 H. Does not work up to ability B
13 |Huang, Mark D+J 5 |. Performs below grade level N
W Jones, Carlas B 2 J. Excessive non-suits in PE
E Lin, Sarsh A i K. Does not turn in assighments A
16 | Maper, Meghan A 1 Ir:1 L;r;prapared el : &
—] - . Showing impravement
7] Martaya, Yiena B 3 N. Classroom distubance
18| N'H_' Ormar - c 4 0. Parent conference requested
9] Buintana. Melariz EJ 3 P. Poor class participation
20] Filey. Miguel C+ 2 0. Attitude effects performance
21 Slatter, ke B 1 R. Failz to complete assighments
22| St Clair, Zachary B 1 5. Low test scores
E Strickland, Travis A 0 T. Dioes not get slong with others &
— - -
ﬂ Wan Slyke, Jenniter C, 2 3 D C, 5 B 13
26 |'v'oon, Cynthia B 1 3 B+ B a

Copyright © 2000 National Computer Systems, Inc.

3. Enter the comment in one of three ways:

o Use the Comment drop-down list above the spreadsheet. This list is

available only if you imported comments.

If you know the comment number, enter it directly into the
spreadsheet cell.

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 EndTerm spreadsheet.

1. Click the column title of All Absences or All Tardy.
2. Select Replace Task from the drop-down menu.

3. Select the class and Attendance spreadsheet from which to copy
attendance totals. Click Next.

Replace Task E

Pleasze pick a class and spreadshest from which to copy;

Clazs: IEninsh 11 [Period: 01 Temmn: 52 Day Codes: ABCDE) j

Spreadshest:

Weighted Type [Mumeric Weighted Type)

English Skills [Skill

Third Quarter Grade Repart (EndTem 3/1642000]

Cancel <ok | Mextz» I Help
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4. Select the Attendance Summary from the list of items to copy (the first
item on the list). Click Next.

Replace Task [ ]

Please select an item to co

1/4/2000
1/5/2000
1/6/2000
14742000
1/8/2000

1/9/2000

1/10/2000

1/11/2000

1/12/2000

1/13/2000

17142000

1/16/2000

1/16/2000

117/2000

1418/2000 |

Cancel | <<Back | Mextz» I Help |

5. Select which attendance codes to total into the summary. Click Next.

Replace Task E

Select codes bo include in the attendance summary:
[ |Present

B<ID - Dismizsed [1/2 class)
E - Excuszed &bsence
BEL - Late

BN - Mat Enralled

U - Unexcuszed Absence
EEY - Needs Verfication
B - School dctivity

BT - Unexcused Tardy
B2 - Excused Tardy

E5 - Suspended

All Maone |
Cancel | <¢Back | Mexts> I Help
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6. Select a date range for which to calculate attendance summaries. Click

Next.

Select a date range to caloulate attendance summaries for;

Start Date: |1 [P el )

End Date: |5/26/2000 [rrrn did ]

Cancel | <<Back | Mexts = I Help |

7. Click OK to continue. The attendance totals copied from the
attendance spreadsheet fill the column.

You could use the Copy Tasks command from the Tasks Menu to obtain
similar results.

Entering Final Grades

1. Click the title of the appropriate EndTerm spreadsheet column to
display a drop-down list.

2. Select Replace Task from the drop-down menu.
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3. Select the class and spreadsheet from which to copy scores and click

Next.

Please pick a class and spreadsheet from which to copuy:

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

Spreadshest;

=

wheighted Tppe [Mumeric Weighted Tppe]

‘Enghst I}

Third Quarter Grade Report [EndTem 3/16/2000]
Second Semester Grade Report [EndT erm 5/26/2000)
Period 01 Attendance [Attendance)

Cancel | eHECh | Mexts> 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.

e Task score—The students’ performance on a specific task.

Replace Task [ %]

Flease gelect an item to copy

‘wheighted Type Spreadshest Grade
Homework Type Tatal
:Examn Type Total

Cuiz Type Total

Unuzed Tppe Total

ABACUS Type Total

Skill Type Total

Othello Guiz

M acBeth Quiz

Shakespears Exam

Foundation Series Book Report
I, Robot Quiz [Asimoy)

Agimoy Exam
Shakespeare/tzimoy Compared
Alice in'wondsrland Quiz
Through the Looking Glags Quiz

-

|

Cancel <<Back | Mexts = I

Help |
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5. Indicate how the EndTerm spreadsheet should display the grades. Itis
important that the scores be displayed in a format expected by the
administrative system. For example, does your school use letter grade
or percentage.

Replace Task

“'ou can transform the scores while copying. Please choose a transfarmation.
Afz] Score
AGCT-Score

Dlecile A ank

‘Letter Grade
Percentage
Percentile Rank
Huartile Rank
Faw Score

Raw Score Rank
Stanine

T-Score

2-Soore

Cancel | <<Back | Mexts = I Help

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 EndTerm Spreadsheet

Clearing A Column

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 a Column

Use this procedure to reorder the EndTerm 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 EndTerm Spreadsheet

To print the EndTerm spreadsheet, print the Spreadsheet report while the
ETS is active in the class viewer.

You should print the ETS to verify the entries in the EndTerm spreadsheet
before submitting data to the office.

If you are not electronically submitting data at the end of the reporting
period, the data in this Spreadsheet report contains enough information to
create report cards by hand.

Exporting Data

Requirements

After creating and verifying the EndTerm spreadsheet, the next step is to
send the information back to the office. However, you are not really
sending the EndTerm spreadsheet or the EndTerm report. Rather, the
EndTerm spreadsheet contains summarized information in an export file
and that file is sent to the office.

Caution In a Windows environment, before you can export when using
Novell and other servers, you must map the drive to which you want to
export. To map drives in Windows, right-click on the My Computer icon
and select Map Network Drive. Select a drive letter (e.g. X:\) from the
Drive drop-down list. Enter the complete network drive name in the Path
field (for example, \myserver\sharedfolder). Select Reconnect at Logon so
that you do not have to repeat this procedure every time you log on.

To ensure a successful export, check the following for each class
exported:

e Every student has the correct student number.
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Exporting data

Delivering the File

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 ID tab, located under Classes in the Setup
menu for this information.

e You have several blank, formatted disks if exporting using disks.

1. From the File menu, select Export from Gradebook.

2. Follow the prompts in the dialog boxes 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.

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.

Archiving Your Gradebooks

152  Archiving Your Gradebooks

It is good practice to archive your gradebooks at the end of a reporting
period.

Copyright © 2000 National Computer Systems, Inc.


http://k12.ncs.com/

| Bookmarkl Contents

Search Usage | Glossary Print Back Forward First Previous Next Last

@@

Preparing Gradebooks for Archiving

1. If you have used a password, remove the password from the
gradebook. You may need the gradebook for future reference and may
not remember the password. Or, other school personnel may need
access to your files. See “Using Passwords” on page 42.

2. Lock the scores on the spreadsheets. This prevents the scores from
being accidentally modified or deleted. See “Locking and Unlocking
Scores” on page 44.

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
“Spreadsheet” on page 128 and “Student Progress” on page 131.

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 will be able to
read class files that are several versions back.

In Windows, the gradebook files have a “GBF” ending. 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.
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Store all backups, along with a set of the InteGrade Pro installation disks
and the archive reports, in a safe place for future reference.
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adding students 64, 65
importing 29
inactivating studentsin 66
modifying data 62
notes 101
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Comments 4
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entering manually 40
exporting 151
importing 29
mandatory student 55
preferred method of entry 39
review imported 31
Date settings 50
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Dictionary 104
Display
change color 51
date settings 50
number of decimal points 37
Drive letter 18, 21
mapped 33
Drop score 93
caution 92

E

Educationa Structures 2
Email
address 56
setting up communications 120
Email Progress report 120
EndTerm spreadsheet 6, 47, 144
attendance 7
clearing a column 150
customize 53
entering attendance 146
entering comments 145
entering final grades 148
erasing columns 150
printing 151
sorting 151
sorting on a column 151
Error messages
when importing 33
ETS. See EndTerm spreadsheet
Export
daily attendance 114
data from gradebook 152
from seating chart 115

mapped drivein Windows caution 151

overview 151
Extrafields 50

F
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backing up 153
closing 9, 27

create by importing 25
creating blank 39
creating manually 39
delete student 59

error messages when importing 33

file naming 12

importing 29

locking 43

opening 27

opens class viewer 7
password 27, 40

revert to earlier version 29
saving 28

saving automatically 28
unlocking 44

Grades 3

calculation of 5
exporting 62
final 7, 148

how calculated 87, 88, 89, 90

letter 5

Grading rules. See Grade tables
Graphs

filters 119

overview 134
previewing 141

setup 139

Student Performance 135
Task Comparison 136
Task Correlation 138

Help
email 13
online 13
sample data 23
technical support 13
telephone support 13
training 13

IGPADMIN.PDF 15
Igpro folder 15
Inactive students 66
INC 38, 77, 96
Installation
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Windows 18
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InteGrade Link 72
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default spreadsheets 47
Macintosh installation 19
starting the program 23
using earlier versions 30
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Windows installation 17
InteGrade Pro Link 62
InteGrade Pro,upgrade note 2
Internet curriculum 2
1SO 9660 File Access 20

L

Layout mode 110

Layout tool 111

L etter grade 36
create new 37
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M

Macintosh
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customize columns 54
email report limitations 120
extensions required 20
file name 27
Foreign File Access 20
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installing on a server 20
installing on one computer 20 P
SO 9660 File Access 20 Password
no sn_:anr_ling 16, 85 changing 43
previewing graphs 142 creating 42
previewing reports 141 deleting 43
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QuickTime requirement 112
report differences 140
requirements 20
requirements for pictures 112
sorting spreadsheet information 70, 79
system requirements 20
three waysto install 20
uniqueicon 153
using Windowsfiles 12
Mapped network drive 18, 33, 151
Marker
notes 99, 101
score over 100% 79
Menus
context 9
Missing Tasks report 125
Multi-Class report 126
Multiple users 18

N

Network server 18
installation 18
installing from 19

Notes 4, 58, 63, 99, 100
attendance 108
check spelling 103
classes 101
creating 101
find text 102
marker 99
students 101
task 74
viewing 100
visual cues 58

Numeric spreadsheet 4
customize 52
entering scores 81
importing 30

gradebook 27, 40

hints for creating 42

hints for using 42

remove before archiving 153
Pictures 108, 113

change spacing between 112

formats 113
Preferences 28

Q

QuickTime 112, 113

R

Random sort 61
Report cards 7
Reports
caution on using larger font 139
Class Attendance 123
Class Roster 124
Email Progress 120
filters 119
Macintosh and email reports 120
Missing Tasks 125
Multi-class 126
overview 118
previewing 140
print for archive 153
Seating Chart 127
setup 139
Spreadsheet 77, 91, 128
Student Attendance 129
Student Demographics 130
Student Progress 131
Student Rank 132
Task Details 133
Requirements
Macintosh 20
Windows 16
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Restoring scores 95
Revert to Saved 29
Right-click 9
Rosters

importing 29

S

SAMPLE.GBF 24
SASI 111 30, 114, 144
SASIXp 30, 114, 144
Scale factor 70
Scan forms 16
Scanning 85, 86, 87
not available on Macintosh 85
Windows requirements 16
ScanTools 17
School year
illustration 11
overview of work 10
Scores 3, 4, 57
adjusting 91, 93, 97
curving 96, 97
dropped 92
dropping 93
entering 73, 80, 81
entering bulk 82
entering in spreadsheet 81
entering in Student dialog box 82
filling column in spreadsheet 85
importing 29
incomplete 38
locking 44, 73, 153
pick highest 97, 98, 99
restore dropped 92, 95
scanning 85
specia 37
transform while replacing 76
transformations 57
unlocking 45
Scramble sort 61
Search
repeat 102
text 102
Seating chart 108
change spacing between pictures 112
change zoom level 112
creating 108, 109, 110
exporting attendance 115
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layout tool 111
modes 110
taking attendance from 112
zoom in and out 112
Seating Chart report 127
Security 42
gradebook password 40
locking gradebook 43
locking scores 44, 73
on posted reports 139
password 27
Server
installing from 19
installing on 18
installing on a Macintosh 22
Set 3
delete 39
rename 39
SETUP.EXE 18
SFWTOOLS 17
Shortcut menus 9
Show drop-down list 8, 100
Skill spreadsheet 5
customize 52
importing 30
Sort
manualy 79
order 78
random 79
scramble order 61
Specia score 37, 81
create new 38
delete 38
INC 38
modify name 37
modify score 37
Spell checking 103, 104
configuring 103
correcting misspelled words 104
Spreadsheet 4, 47
Attendance 6, 105, 106
attendance on EndTerm 7
change color 51
creating 48
customize columns 52, 54
customizing columns 52
deleting 49
EndTerm 6, 144
erasing columns 150
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find text 102 pictures 113
importing 29 removing from class 66
managing 48 Support 13
notes 101 Syllabus 63
Numeric 4, 81 System Administrator 6, 25, 41, 72
renaming 49 System requirements
set column width 51 Macintosh 20
Skill 5 Windows 16
sorting EndTerm 151
specify display characteristics 49 T
Tota points 5
weighted 5 Task 3
Spreadsheet report 77, 91, 128 abbreviated name 71
for archiving 153 alow export to InteGrade Link 72
Statistics combining 77
on task 74 comparison graph 136
Student copy more than one 75
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adding contact information 59
adding manually 40
adding to classes 64
assign to desk 111
contact email address 121
deleting 59
deleting from gradebook 55, 62
demographic report 130
gender unknown 55
inactivate 59
inactivating 66
mandatory data 55
manual sort 61
modifying data 55
name preceded by tilde 66
notes 101
performance graph 135
pictures 108, 112, 113
progress report 131
rank 132
removing from class 66
scramble sort 61
selecting for areport 118
sorting 60, 61
viewing data 55
Student Attendance report 129
Student Demographic report 130
Student Performance graph 135
Student Progress report 131
for archiving 153
Student Rank report 132
Students
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missing report of 125
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move 76
notes 74
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other ways to edit 75
other waysto sort 79
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replace 76
scale factor 78, 99
scramble sort 79
selecting for areport 118
sorting 78
sorting manually 79
statistics 74
use shortened names 51
viewing 71
Task Comparison graph 136
Task Correlation graph 138
Task Details report 133
Task type sets. See Sets.
Task types. See Types.
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Task view 9, 52
Tasks
importing 29
Technical Support 13
Tilde (~) 66
Toolbar 2
Tota Points spreadsheet 5
Training 13
TSS 31, 114, 144
TSSITESS 30
Type 3
add to set 39
create new 38
delete 39
rename 39
Typeview 9, 52

U

Update mode 110
Upgrade note 2

v

View drop-down list 9
Viewer 7

closing 9

open more than one 8

opening 9

stepsto working in 8
Visual cues 79, 99, 101

w

Weighted spreadsheet 5
Windows

and Macintosh compatibility 27, 40

context menus 9

creating install ation disks 18

customize columns 54
file extension 153
file name 27
installation
on server 18
stand-alone 18

to client from server 19

using disks 18

installing from a network server 19

mapped drives 18, 151
previewing graphs 141

X

previewing reports 140
report differences 140
requirements 16
scanning 16, 85

system requirements 16
three waysto install 17
using Macintosh files 12

xrefpict.txt 113
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