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Introduction


The Richland School District will be upgrading to version 9.4 of InteGrade-Pro during the 2007-2008 school year.  Most of the changes in version 9.4 are background software changes that will not directly affect teachers.  The two exceptions are changes to “Hot Links” which will make them more useful, and a bug fix for seating charts which should make InteGrade seating charts functional.

Although primarily intended as an aid to teachers in the Richland School District, this handbook is now being used by teachers and schools outside of the district, so I have included some information that is not specific to the Richland School District.

Note:  Information that is essential for new users is highlighted by a double bar to the left of the text.  Other sections can be referred to as necessary or are not needed until later in the year.


Integrade-Pro is a computer grading program with a wide range of features.  Because of the complexity of the program, it is often challenging for teachers to use for the first time.  I have attempted to include detailed step-by-step instructions in this handbook for most routine operations.  


The Richland School District uses Parent Connect, a program that allows parents to access student information (including grades), online.  Teachers must use Integrade to enable parents to use Parent Connect.  Do not hesitate to explore the program.  The help menu that comes with the program is clearly written and extremely helpful.  This Integrade Handbook is an attempt to help you make a smooth transition to Integrade.  Please do not hesitate to ask me at any time for help with InteGrade.  If I do not have the answer, I will attempt to find it for you.

Greg Kelly

Hanford High School

Richland, Washington

Greg_Kelly@rsd.edu



InteGrade users from other districts may wish to refer to the InteGrade discussion


group at:  http://groups.yahoo.com/group/Integrade/ 

 Instructions for All Users of Integrade


We will be using a new (and improved) version of InteGrade this year, and the gradebooks will be stored on a different server.   You will be able to access your gradebook from either your classroom computer or your home computer.  


IMPORTANT! Uninstalling Previous Versions

You must UNINSTALL previous versions of InteGrade, or InteGrade will not work correctly this year.

1.
Click the Start button in the bottom left corner of the Windows Desktop.

2.
Select Settings then select Control Panel.

3.
Select Add or Remove Programs.

4.
Click on InteGrade Pro then click the Change/Remove button.

5.
When the InteGrade Pro screen comes up, click the Uninstall button then click Done.

6.
Delete all existing Desktop shortcuts to IGPRO and/or IGPRO Gradebooks.

Create a Desktop Shortcut to IGPRO-SERVER

7.
Open the My Computer icon on the Windows Desktop.
8.
Open the F:\ drive then open the folder called IGPRO_SERVER.
9.
Drag & drop the IGPRO-SERVER icon onto your Windows Desktop.

10.
Close My Computer.

Opening your Gradebook for the First Time

11.
Double-click the IGPRO-SERVER icon on your Windows Desktop.

12.
From the InteGrade Pro banner screen, select Open a gradebook on a server and click OK.


(If you do not see this option, it probably means that you did not remove an earlier version of InteGrade.  Return to step 1 and try again or ask for help.

13.
On the Open screen, double-click the Internal IGP Server icon on the left side of the screen.
14.
On the Login to Server screen, enter your user ID and password.


 (Your new UserID & password were emailed to you.  If you did not receive them, please notify Julie Benson at Julie.Benson@rsd.edu.)

15.
The system will ask you to enter a new password.  Enter whatever you would like to use for your password then click Next.


It is extremely difficult to recover from a lost password.   I suggest writing it down in a safe place like your wallet or purse.  You can add or change a password at any time.  Give your password to your system administrator so that your gradebook can be accessed in an emergency such as an extended illness.

16.
Re-enter your password then click OK.

17.
Read the bulletin that appears in the Download Gradebook screen, then click OK.


Proceed to Alphabetizing and Printing Class Rosters on page 3.

Reusing Your Old Gradebook


In previous years some returning teachers have been able to reuse their old gradebooks with new classes.  We are asking that teachers this year start with a new gradebook and take a few extra minutes to re-enter their settings.  This will help prevent problems with the interfaces between InteGrade, SASI and Parent Connect.
Opening Your Gradebook (after the first time)
1.
Double-click on the IGPro Icon on your desktop.

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

3.
On the Open screen, double-click Internal IGP Server.

4.
On the Login to Server screen, enter your user ID and password.

5.
Click OK. 

Opening an Offline Gradebook


If you have previously saved a gradebook offline because you lost contact with the server on your home computer, you will receive the following message:

“This file was not properly checked in the last time you accessed the server.  Do you have a local copy to upload?”

1.
Click Yes.

2.
Navigate to the offline gradebook, and double-click on the gradebook name.

3.
Wait for the computer to upload to and download from the server.  Then click OK and continue as usual.

Alphabetizing and Printing Class Rosters

Most teachers are eager to print a paper copy of their class rosters.  Before we set up the rest of the gradebook, here are quick instructions for printing your class rosters:

1. From the pull-down menus near the top of the screen below the tool bar, hit the arrow to the right of Class and choose your first class. Hit the arrow to the right of Show: and choose Students.

2. Put the curser over a student name, right-click, and then click Sort Students.  Choose By Student Name, and then click Sort and then Close.

3. If you prefer that student names are listed with first names first:  At the top of the screen, choose Setup, Display, Spreadsheets, and then be sure Show Student Last Name First is unchecked.  Then click Close.

4. At the top of the screen, click Reports and then choose Class Roster.

5. Choose Vertical Lines if you want them on the class roster, or uncheck them if you don't.  Then click Setup.

6. Choose the type size you want for your rosters.  Be sure Name is checked.  If you want the student numbers printed, check Demographic and then Other, Student #.  Then click OK.

7. Click Next.

8. If the preview of your class roster looks good, click Print.

9. Select each of your remaining classes, and then sort and print each class using steps 1,2,5,6,7,8.
Backing Up Grade Files



When you are using InteGrade at school, every time you enter a score it is recorded directly on the server.  However, when you are working at home, you should save your grades frequently while you are entering data.  You can quickly save by clicking the floppy disk icon [image: image1.bmp]  in the upper left of the screen or typing “Ctrl s” every time you enter a class set of grades or every time you pause for an interruption.


The InteGrade-Pro server will be backed up nightly, and the copies kept for several days.  Consequently teachers will not have to do a separate back-up of their grade files this year.

In an Emergency


With the new InteGrade server and procedures, it is very unlikely for you to lose grades.  Most importantly, think twice before deleting anything.  If you think you have lost your grades, remain calm, because most of the correct data is probably safe in the previous day’s archived copy of your gradebook.  In this case the district InteGrade Administrator should be contacted and asked to restore the previous day’s gradebook.  If you are at all uncertain about how to handle the problem, do not hesitate to ask for help.  It is much easier to recover from problems if you ask for help before doing more damage.

Setting Up Your Gradebook


Before you start using Integrade, you need to set up the electronic gradebook to reflect the way your class is organized and graded.   Find Setup on the top of the screen, and then click the following:

Setup,     Display…
Date
Choose the format for the date to be displayed in your reports.  The easiest thing to do here is just to leave the default values.



Extra Field Titles
If you have extra information you want to track about students or assignments, you can put the field titles here.  I found it useful to keep track of book numbers with Integrade, so I changed the first Student Extra Field Title to Book Number.



Spelling
Don't change anything here.



Spreadsheet
If you prefer that student names are listed with first names first, then be sure Show Student Last Name First is unclicked.




You can also adjust the Score Column Width.  I find that 8 characters wide works well for me, but that is a personal preference.  It can be changed at any time.




Don't change anything else here.

Setup, Grading Rules,
Attendance Codes
Most teachers will not be using Integrade to take attendance, so you do not need to do anything here.  If you do need to use Integrade for attendance, see “Recording Attendance on Integrade” on page 33.



Grade Tables
This is where you will set up the grading scale that you will use in your classroom.  If you use different grading scales in different classes you can set up more than one.  There are two example grade tables included in your gradebook, Standard and Pass/ Fail.  You can use or modify either of these grade tables, or create your own.  Enter the lower limit for each grade.  When you get done, you can click Sort and the computer will put the grades in order




Unfortunately, there may also be three other grade tables unavoidably imported from SASI.   Ignore these grade tables.




Regular





Honors





Non-Academic




Also, here is where you Specify the number of decimals to be displayed.  I suggest setting it to zero.




Elementary Teachers who are using a 5,4,3,2,1 grading system may enter those scores here instead of A,B,C,D,F.  This assumes that the score for each activity is entered as a 5,4,3,2 or 1.  The grading table might look like this:




5
90
5
90




4
80
4
70




3
60
or
3
50




2
40
2
30




1
0
1
  0




Schools or districts using this grading system should probably agree on the percent cut-off for each score for consistency in grading.



Special Scores
This is where you enter special scores that you might give instead of numerical scores.  I use the following special scores:




Score
Value



M
Excused       (for made-up assignments)




Late
0




Ex
Excused       (Excused for other reasons.)



ex. cr.
Excused       (used to fill in blanks)




NoWork
0




For teachers who prefer to give partial credit for late work, you might use:




Late
50                  (Gives a score of 50% for late work.)



You should not change the default special scores at this time.  They were set up by the administration and will be needed at the end of the grading period.  However, it will be more convenient if you move your special scores to the top by holding down the ctrl key and dragging your special scores.



Type Sets
This is where you specify how you will weight assignments, tests, etc.  If you grade some of your classes differently from others, you can specify more than one type set.




Click  New Set… and enter the name of your first type set (such as Math or French I).  Enter the number of points that you want to assign to each task type.  Note: The task type at the top of the list will be the default type.  If your most common assignment is not "homework", then you will need to rename the first task type to whatever you want to use as the default. (The total number of points does not have to add up to 100, but it is less confusing if they do.)  If you want a different task type, click  New Type… and enter the name of the type (such as Book Report or Group Project.)




Click New Type and enter Quarter Summary as the type name.  Give it a point value of zero.  (We will use this later.)




Use Delete Set  and  Delete Type to get rid of any stuff you don't need.

Setup, Communication,
General
Fill in the blanks:




Teacher Name:  Your name as you want it to appear on reports.




Teacher Email:   Your email address.




Teacher Web Site:  (If you have one.)




School Web Site: 
HHS: www.rsd.edu/schools/hanfordhigh/





RHS: http://www.richlandbombers.org/





REHS: www.rsd.edu/schools/riversedge/





EMS:  www.rsd.edu/schools/enterprise/





CMS: www.rsd.edu/schools/carmichael/





CJMS: www.rsd.edu/schools/chiefjo/




For other RSD websites, see: www.rsd.edu/schools/



Outgoing Email
Server Type: Sendmail(SMTP)



Email Server: (Pre-coded) 



                          Otherwise ask your system administrator.



Account Name: Enter your email address.


Admin
Make no changes.

Setup,     Students…,
Personal
You can modify first names to reflect nicknames.  (For example Anthony could be changed to Tony.)  You can even change the last names if you need to, since student records are kept by number, not by name.



Contacts
Most of this information is imported automatically from SASI.  The exception is Email Address:, which must be entered here in order for you to email progress reports to parents.  (Even if there is an email address displayed, it should be checked for accuracy.)  For more detailed information on email addresses see the instructions on page 19.



School
Some of this information is pre-coded.  This is also where you can record other information in previously defined extra fields.



Classes
Make no changes at this time.



Scores
Can be used later as an alternate method to view or enter student scores.



Stats
Can be used later to view student statistics.



Notes
Can be used at any time to make notes on individual students.  These notes can be included in progress reports.

Setup,      Classes…,
General
Arrange the order of the classes so that the current classes are on top.  Do this by holding down the Ctrl Key, clicking on the class you want to move, and dragging it to the correct position.




For each class, choose the appropriate Task Type Set.




You may want to come back and change the Current Grade Spreadsheet later.



Students
Make no changes at this time.



Notes
This is where you enter notes for the each class.  (This can be done at any time.)  These notes can be included in progress reports if you like.

Setup, Groups

See page 36 if you want to set up Groups.  You can do this later.

Setup,  Spreadsheets…,
General
Select the spreadsheet titled GRADES Spreadsheet, and change the name to 1st Quarter.




Click Edit Date Range and select the first and last day of the grading period.




If you figure your grades by using total points instead of weighted assignments, change the Calculation Method to Total Points.



Grading
Select the appropriate Grade Table for this class.




If you have different groups in the class that use different grade tables:   
1. click Add Group




2. Select the group and Click OK.





3. Select a grade table for the group, and click Close.



Notes
If you want to enter notes for individual spreadsheets (for instance if first quarter notes are different from second quarter notes) this is where you do it.  You have the option of including these in progress reports.




Do not make any changes to the other spreadsheets.

Setup,  Password

This is where you can change the password that you will use when you open Integrade.   Make sure that it is something that you can remember, because there is no easy way to recover your grades if you forget.  Changing the password here will also change the password for logging into the IGPro Server.

Personal Notes


There are many places throughout InteGrade where notes can be added with regard to students, tasks and scores.  It is assumed that in most cases these notes will be included in reports that are sent to parents.


You can also make notes for your own use that are not forwarded to parents, using a feature called Personal Notes.  Unlike normal notes, personal notes will not appear on reports and will not be exported.


To create a personal note, start the paragraph with two dollar signs ($$).


Example:   $$ Parent conference was held on October 15.


This note would appear on the computer screen, but would not be included in progress reports.

Note:  If you start a second paragraph in the note, you will need to use $$ again.

Viewing the Grade Spreadsheet



Choose a class and spreadsheet to view.  In the upper right-hand corner of the screen, where it says Show:, choose Task/Students/Notes.  Where it says View:, choose Task View.  Depending on what you are doing, you may want to choose another view.  Most of the time I use Show: Students, but at other times other views are more useful.

Changing the On-Screen Summary Display


The default summaries included in the on-screen grade spreadsheet are percentage and letter grade.  These are appropriate for teachers using weighted type grading.  Teachers using the total points or standards-based (1-5) grading may wish to change the summaries as follows:

Displaying Total Points Received and Total Points Possible


Teachers who use the total points method of calculating grades often want to display each students total points received and total points possible on the screen.  To display this information on reports, see p.18.

1. Click in the box on the upper left corner of the display, just above the student number.

2. Select Change Columns.

3. Select the Student tab.

4. Check Summary 1: and select Points Received.

5. Check Summary 2: and select Points Possible.

6. Check Summary 3: and select Percentage.

7. Check Summary 4: and select Letter Grade.

8. Click Close.

Displaying the Standards-Based (1-5) Grade


Teachers who use the Standards-Based (1-5) grading system (often used in elementary schools) may want to eliminate the percentage total from the display.  This can be done as follows:

1. Click in the box on the upper left corner of the display, just above the student number.

2. Select Change Columns.

3. Select the Student tab.

4. Check Summary 1: (if it is not already checked) and select Letter Grade.

5. Un-Check Summary 2 and anything else that is checked.

6. Click Close.

Entering Assignments and Recording Scores



Assignments, tests, etc. are called tasks when using Integrade.  You can enter tasks any time.  Blank scores are considered excused.  Therefore it is not a problem to enter tasks early.  The blanks can be easily changed to zeros later for those students who fail to complete assignments.

Entering a New Task
1. Click the icon for Edit Tasks: [image: image2.bmp].

2. Click New… in the lower left-hand corner.

3. Hit Enter.

4. Enter the Task Name, Date Assigned and Due Date. Due Date is required for Parent Connect to work correctly.   (Hint: If you click on the calendar icon: [image: image3.bmp] and then click on the desired date, it will be filled in automatically!)

5. Enter the points possible (Out of) and the Maximum Allowed Score.

6. Hit Enter (on the keyboard.)

7. If you have another task to enter, hit Enter again and repeat the process.


After entering whatever new tasks you want to add at this time, the screen should still be at the Edit Tasks window and the General tab.  Look at the Short Name and if it is not what you want, click Custom and change the Short Name.  The short names will be used as column headings on the screen.


Allow Export to Integrade Pro Link should be checked.  Uncheck this box only if you do not want parents to be able to view this assignment using Parent Connect.  The assignment will still be used to calculate the grade.


If you want to make notes on this particular assignment, click the Notes tab.  The other tabs are not needed at this time.


(If you have only one new task to enter, you may save a keystroke by using the New Task icon: [image: image4.bmp], but you will still need to use Edit Tasks to add any other information to the task.)

Copying Tasks From One Class to Another


If you use the same task in more than one class, you can copy tasks from one class to another to avoid having to retype your list of assignments.

1. Change to the new class and spreadsheet.

2. Click Tasks, Copy Tasks.

3. Find the class and spreadsheet that contains the tasks you want to copy, and click Next.

4. Check all of the tasks that you want to copy, and then click Next again.

5. Leave Raw Score highlighted, and click Next and then OK.

6. If you need to change the order of the assignments, click the Edit Tasks icon: [image: image5.bmp]   You can then hold down the Ctrl key and move the assignment up or down.

Importing Tasks


If you have saved a previous year’s gradebook and want to reuse some of the same tasks this year, you can save typing time by importing tasks from the old gradebook.

1. Click Tasks, Import Tasks.

2. Click Save Gradebook Now, and then click Next.

3. Navigate to the old gradebook, and double-click on the gradebook name.  If you get a warning about a previous version of Integrade Pro, just click OK.

4. Leave Tasks checked, and then click Next.

5. Select the appropriate class and spreadsheet, and check the tasks that you want to import.

6. Select the appropriate To Class and To Spreadsheet.  Then click Next.

Recording Scores


Enter the appropriate score next to each student in the correct column.  If you need to enter a special score, right-click in the blank, and then click on the special score that you want to add.  If you want to make a note about a particular score (for example, to explain why a student got a particular grade), do the following:

7. Change the view to Show: Tasks, Students, Notes.

8. Click on the cell (blank space) for the grade in question.

9. Click on the area for notes at the bottom of the screen, and type your note.

Filling in Blank Scores

If the due date for an assignment is past, and you want to change the blank scores to zeros, right-click in the appropriate column, then click Fill Column.  Immediately check Replace Only Empty Scores.  Then fill in 0 as the New Score, and click Fill.  This fill function is also useful if most of the class has 100% on a task.  You can fill in the entire class with the 100% score, and then go back and change the exceptions.

Bulk Fill


You can use bulk fill to change every assignment for a student or students to the same score.  For example, if you get a new student in the class, you could change all of his/her scores for previous assignments to excused.  You should be very careful when using bulk fill, because it can cause large changes quickly.


Click Tasks, and then Bulk Fill.  In most cases you will want to check Replace Only Empty Scores.  Then check the appropriate students and tasks, enter the score you want to use, and click Fill.

Entering Scores as Percents


When entering scores directly into a spreadsheet, scores can be entered as percents.  For example, on a 25-point task, if you enter the score as 80%, the spreadsheet will display a score of 20.


When a student is transferred from another section of the same class (often from another teacher) in the middle of a quarter, the assignments do not match up.  The ability to enter scores as percents allows the new teacher to give the student credit for work done in the old class.  Using the percent grade received from the old teacher, percent scores can be entered for tasks that were graded before the student entered the class.  Unfortunately Bulk Fill does not allow scores to be entered as percents.  Here are two different ways to work around that limitation: (For this example we will assume that the entering student has an 83% score in the previous class.)

Using Cut and Paste to Enter Percent Grades

1. On the students spreadsheet screen, type in the first score as 83%.

2. Before hitting Enter, highlight 83% and push Ctrl c.

3. Move to the next cell and push Ctrl v.

4. Repeat step 3 as necessary.

Using Special Scores and Bulk Fill to Enter Percent Grades

1. Go to Setup, Grading Rules, Special Scores.

2. Click New.

3. Enter p83 and click Create.

4. Enter a Score Value of 83 and click Close.

5. Go to Tasks, Bulk Fill.

6. Make sure you select only those students and tasks that you want to change!

7. Check Replace only Empty scores.

8. Enter a New Score of p83.

9. Click Fill.

10. Go to Setup, Grading Rules, Special Scores.

11. Highlight p83 and click Delete, then click Yes.

12. Click Close.

The new numerical scores will now be displayed for the student.

Extra Credit


Extra credit can be added in several ways:

Extra Credit Added to Individual Tasks


If you want to add extra credit points to an individual task, just enter more points than the points possible that you have entered for "out of."

Extra Credit Added to Task Types

To add extra credit points to a task type, create a new task for that type with an "out of" point value of zero.  Points entered for this task will be counted as extra.  Students who receive a zero or a blank for this task will not be penalized.

Extra Credit Added to the Final Spreadsheet Grade


To add extra credit points directly to the final spreadsheet grade, follow these instructions: (This will add to the Total Points on a Total Points spreadsheet, or add percentage points to a Weighted Type spreadsheet.)


Any class that includes *bonus* in its Task Type Set and that has a Task of the *bonus* type will allow Bonus Points. If you give any student a point in this new task on a Weighted numeric spreadsheet, his or her final spreadsheet average will increase by a percentage point.


In a Total Points numeric spreadsheet, it simply adds a point to the Points Received, not to the Percent.

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

2. Click New Type and create a task type named *bonus*. You must place an asterisk (*) before and after the word "bonus."

3. Enter a weight of 0 (zero) under *bonus* in the Task Type Set that you want to use this *bonus* task type with.

4. From the Task menu, select New Task. Enter a name for the new task, for example Bonus Points. Select *bonus* in the Type field. Leave the "Out Of"  value as 0.

5. The new task, Bonus Points, displays on your spreadsheet. You can enter bonus points for one or more students. It affects only their total score; not the total score for the entire class.


Note that the other students are never penalized for either having no score or a 0 in *bonus* (assuming you correctly assigned the *bonus* type a weight of zero in Grading Rules).

Dropping the Lowest Score


Integrade can automatically drop the lowest score or scores from a group of tasks.  If you change your mind it can also restore the scores that you dropped.


For example, here is how you would drop the lowest score from a group of quizzes:

1. Go to Tasks, Drop/Restore Scores.

2. Check Drop Scores and click Next.

3. Select the students (usually All.)

4. Select the tasks.  If you are using task types, you can use the Filter to select only tasks of a particular type.  (For example, you could select only quiz scores to drop.)

5. Select the number of tasks to drop.

6. Click Next.

7. Click Drop.


The dropped scores will show up on the spreadsheet as “Drop”.


If you need to restore previously dropped scores, go to Tasks, Drop/Restore Scores and check Restore Previously Dropped Scores.  Then click Next and follow the directions.

Negative Points

Integrade does not have a way to directly enter negative points.  The points must be manually subtracted from a specific task.  If you are currently using negative points in your grading plan, changing your plan might be worth considering.  However, since quite a few teachers have asked about negative points, here is a way to manually enter negative points and have them appear as negative points on student progress reports:  (These are not step-by-step instructions.  They assume that the user has a basic familiarity with entering and copying tasks.)

1. Create a new task for the negative points and give it an appropriate name (such as "Penalty Points.)

2. Select an appropriate task type if you use a weighted type spreadsheet.

3. Make the "Out of" the maximum number of points that you want to take off, and make the Scale Factor zero.  Click Create and then Close.

4. Choose the task from which to subtract the points.  For this example, we will call it "Test 1".
5. Use Tasks, Copy Tasks to make a copy of "Test 1".

6. Change the scale factor for the original "Test 1" to zero.

7. Change the name of the copy of "Test 1" to "Remaining points for Test 1 after penalty points."

8. Whenever you want to enter penalty points, enter the points to be subtracted in the "Penalty Points" column, and manually subtract them from the "Remaining Points…" column.

9. When you print progress points, you may choose to deselect the "Remaining Points…" column if you want to only include the penalty points column.

Locking Scores


After you have finished recording all scores for a completed task, you can lock those scores by either clicking the Edit Tasks icon ( [image: image6.bmp] ) or double-clicking the task name when in Tasks/Students mode, selecting the Points tab, and then selecting Scores Locked.  This is not required, but by locking test and quiz scores you can prevent changing them accidentally.

Paper Grading Sheets


Some teachers prefer to enter grades on paper before entering them in the computer.  You can print a class roster with rows and columns by going to Reports, Class Roster.  Select Vertical Lines, then go to Setup and select Use Horizontal Separator Lines.

Hot Links


Scores may be “Hot Linked” from one spreadsheet to either a “total points” spreadsheet or to an end-term spreadsheet.  This enables teachers to have a continually updated calculation of the semester grade.  The use of Hot Links will be addressed in the sections on calculating the quarter and semester grades.
Managing Student Names


Auto Updates of Integrade


Your Integrade class lists will automatically be updated the first time you open your gradebook each day, assuming that the system administrator has exported class roster changes to the server.


When your Integrade class lists are updated, students who have been removed from the class will have a line drawn through their names and data.  This tells you that those students are now inactive in your gradebook.  You should delete these students from your gradebook. If you already have some scores or other data recorded for students who have been removed, you should first record any existing scores and possibly transfer them to another teacher.  See below for instructions on removing or transferring students.


When students are added to your class later in the quarter, you will want to enter a score of excused or a percent score for those assignments from before they joined the class.  See Bulk Fill or Entering Scores as Percents on page 11 of the handout.

Adding New Students


When new students are added to your class, they are automatically entered into your gradebook when the system administrator exports class roster changes to the server.  If a student appears in SASI but does not appear in your gradebook within a day or two, please contact your system administrator.  Students can not be added to your gradebook manually.


Deleting a Student from a Class


If a student is no longer in your class and you do not expect them to return, you should delete him or her from your gradebook.  If the student has transferred to another section of the same class, see Moving a Student from One Class to Another (page 15).  If you want to save scores for that student, print a progress report for the student and file it so that you have a record in case it is needed in the future.  Also, be sure to record any other information (like book number, for example) that you may have entered into Integrade for that student if there is any chance that you will need it later.


If you do not have the student in another section or another class:

1. Double-click on the student's name.

2. Click Delete.

3. Check Delete from gradebook.

4. Click Delete.

5. Click Close.





If you still have the student in another class or section:

1. Double-click on the student's name while in the class from which you want to remove the student.

2. Click Delete.

3. Check Remove from Class.

4. Click Remove.

5. Click Close.

Displaying Inactive Students


When a student is removed from your class by the server, he or she becomes inactive.  This is indicated by a line drawn through the student name and data.  In most cases, the student should be deleted from the class.  Some teachers have changed the display setting so inactive students are not displayed.  This has resulted in progress reports being printed for students who are no longer in the class.  For teachers who are not currently seeing inactive students on the screen, you can change the setting back by doing the following:

1. Go to Setup, Display.

2. Click the Spreadsheet tab.

3. Check Show Inactive Students.

4. If you have a preference, you can use Sort Inactive students to select where the names of the inactive students are displayed.

5. Click Close.

Changing a Student from Inactive to Active (or Active to Inactive)

1. Select Setup, Classes.

2. Highlight the appropriate class on the left-hand side of the window (if it is not already highlighted.)

3. Click on the Students tab.

4. Click Student Status on the lower right hand corner of the window.

5. Check the student's name to make him/her active, or uncheck the name to make him/her inactive.

6. Click OK.

7. Click Close.

Moving a Student from One Class to Another


If a student is transferred to a different section of the same class after the start of the term, his/her existing grades will need to be transferred to the new class.  Integrade-Pro does most of this automatically, matching tasks in the new class with tasks in the old class.  Although this can save a great deal of time, there are frequently some tasks that do not match, so the teacher must double-check the scores.

1. While in the old class, print a progress report for the student to be moved.  To save ink, uncheck everything except Show: Task List.

2. Go to the new class, and fill in any blank scores as necessary.

3. After you are finished entering scores, double-click on the student's name

4. Click the Classes tab.

5. Uncheck the class from which you want to remove the student.

6. Click Yes.

7. Repeat steps 5 & 6 if you want to delete the student from more than one class.

8. Click Close.

Combining Two Classes Into One


Several teachers have asked about combining two (or more) classes into one for grading purposes.  This won’t apply to most of you, but here is how to combine classes that are taught by the same teacher in the same school:

1. Go to Setup, Classes.

2. Click New.

3. Click Next.

4. Give the class a name (different from existing classes) and click Next.

5. Choose the Task Type Set, and click Next.

6. Do not select any students in the next window, just click Next.

7. Select the type of spreadsheet you want (weighted or total points) and click Create.

8. Click Close.

9. Go to Setup, Students.

10. Click the Classes tab.

11. In the upper left corner of the window, select one of the classes that you want to merge.

12. For each student, select the new class.  Do not remove them from the old class.

13. Repeat steps 11 and 12 for each class you want to merge.

14. Click Close.


You can copy tasks from the old classes to the new combined class using the procedure on page 11 of the handbook.  The student scores will be transferred with the task names.  Unfortunately this will result in two columns for each task.  You will then need to manually transfer the scores and then delete the second copy of the task.


At the end of the term, follow the procedure for End of Term Reports from page 24 of the handbook.  For each end of term spreadsheet, copy the scores from the combined class.  Since the scores are matched up with student numbers, only the appropriate scores will be copied each time.

Grade Reports

Finding Task Type Averages


One of the weaknesses of Integrade is that it does not do a good job of displaying task type averages (for example, homework and test averages.)  Once you do find them, the information is not "live", so you will unfortunately have to repeat some of these steps each time you need this information.  The designers of Integrade have promised to address this problem in future versions.  In this example I have used homework and test averages, but they could just as easily be essays, class participation, or whatever categories you choose for task types.

1. Select the spreadsheet for which you want homework and test averages.

2. Click Tasks, Copy Tasks.

3. Select the same spreadsheet, and click Next.

4. Check Homework Type Total and Test Type Total, and click Next.

5. Select Percentage, and click Next.

6. Click OK.

7. Click the Edit Tasks icon: [image: image7.bmp]
8. Select Homework Type Total.  Select the General tab and change the name to "Homework Average" if you like.

9. Select the Points tab and choose the appropriate task type.  Change the Scale Factor to zero.  If you miss this step this percentage will be figured into the total, distorting the final grade, and resulting in major embarrassment! 

10. Repeat steps 8 and 9 for Test Type Total, changing the name to "Test Average."

11. Click Close.

Updating Task Type Averages
If you have entered new homework scores and need to see the homework averages, you will need to update the homework average.  Click on the column heading for homework average, and then click Replace Task.  Then repeat steps 3-8.  The task type and scale factor should not change. Click Close.

If you have entered a new test score and need to see the test averages, you will need to update the test average.  Click on the column heading for test average, and then click Replace Task.  Then repeat steps 3-8.  The task type and scale factor should not change. Click Close.

Displaying Total Points Received and Total Points Possible in Progress Reports


Teachers who use the total points method of calculating grades often want to display each students total points received and total points possible on progress reports.  Unfortunately even though this information is "live" in the on-screen display, it must be updated each time you print or email a progress report.

1. Select Tasks, Copy Tasks.

2. The spreadsheet that you are using should already be highlighted.  Click Next.

3. Select Spreadsheet Grade, and click Next.

4. Select Points Received, and click Next.

5. Click OK.

6. Repeats steps 1-5, but select Points Possible instead of Points Received.

7. Click the Edit Tasks icon [image: image8.bmp] (or select Tasks, Edit Tasks.

8. Select the first Spreadsheet Grade task, and change the Task Name to Points Received.

9. Click the Points tab, and change the Scale Factor to zero.

10. Select the second Spreadsheet Grade task, and change the Task Name to Points Possible.

11. Click the Points tab, and change the Scale Factor to zero.

Each time you print or email progress reports you will need to update these columns as follows:

1.

Click on the column heading above the Points Received column, and select Replace Task.

2.

The spreadsheet that you are using should already be highlighted.  Click Next.

3. 
Select Spreadsheet Grade, and click Next.

4. 
Select Points Received, and click Next.

5. 
Click OK.

6. 
Click on the column heading above the Points Possible column, and select Replace Task.

7. 
The spreadsheet that you are using should already be highlighted.  Click Next.

8. 
Select Spreadsheet Grade, and click Next.

9. 
Select Points Possible, and click Next.

10. Click OK.

Displaying Grade Weights on Progress Reports


You can either explain the grade weights in a Spreadsheet note, or when you are updating the type averages (see page 17 of the handbook) change the names to something more descriptive. For example you could change Homework Type Total to Homework Average (20% of grade).

Notes for Progress Reports

Notes for progress reports can be entered in several places:


Notes for the entire class all year: Use Setup, Classes, Notes.


Notes for individual grading periods:  Use Setup, Spreadsheets, Notes. (or click[image: image9.bmp], Notes.)


Notes for individual students:  Use Setup, Students, Notes. (or click [image: image10.bmp], Notes.)


Notes for individual assignments: Use Tasks, Edit Tasks, Notes.


Notes can be copied and pasted to move them from one place to another.


QuickNotes, a feature that uses AutoText and Smart Pronouns to personalize notes, is discussed on p36.

Emailing Progress Reports

In order to email progress reports, you need to have collected parent email addresses and then entered them into Integrade.  The easiest time to get these addresses is during the first week of class if you send home your syllabus for parental signature.  You can email more than one progress report for each student. (You could send a report to an administrator a counselor, or a second parent, for example.)

Entering Email Addresses

1. Click Setup, Students. (or [image: image11.bmp]).  If you want to add or change an email address for a student you can also double-click on the student’s name.

2. Select the Contacts tab.

3. For each student in each class, where you see the word Name: replace Residence with the name of the parent.  (This is not absolutely necessary, but is only polite since the parents will see the name when they receive the progress report.)

4. Enter an email address.

5. Check Send email reports to this contact.

6. If you have another email address for the same student:

a. In the center of the window, under where it says [image: image12.png]falResidence.



, click New.

b. Change the name of the contact from New Contact to Counselor. (for example)

c. Enter the new e-mail address.

d. Check Send Email Reports to This Contact.

e. Repeat steps 7 through 10 for each additional email address.

7. Click Close.


For future reports, you can select which email addresses you want to use by checking or un-checking Send Email Reports to This Contact.  You may also select or un-select each contact on the Email Progress Reports Preview screen.

Sending Emailed Progress Reports

1. Be sure you have updated task type averages before emailing progress reports.

2. Update student or class notes, and be sure to clear any old notes.

3. Click Reports, Email Progress Report.

4. Select the students to whom you want to send reports.  You can use Filter to select students who have a grade below a certain percentage if you like.  Of course you can only email progress reports to those students for whom you have email addresses.

5. Select the information that you want to include in the report.

6. Make sure that BCC: Teacher is unchecked unless you have reason to need it.  (see below)

7. Click Next.

8. If the preview looks good, click Send All.

Blind Copy to Teacher


There may be occasions when you need to document what you send to parents in emailed progress reports.  Normally, no record is kept of emailed progress reports.  If you do need a record, you can check BCC: Teacher when sending the report, and an exact copy of the progress report will be emailed to you.

Caution:  Checking BCC: Teacher will send a copy of every report, so if you only need documentation for one student you will want to send that progress report separately from the rest of the class.

Showing Due Dates on Progress Reports & Spreadsheet Report


The default progress reports and spreadsheet report show the “task type” for each task.  Many teachers find it more useful to display the “Due Date” instead.  Here is how to make that change:

1. In the upper right-hand corner of the screen, select Show: Tasks/Students.

2. Click in the small rectangle on the far left side of the screen just above the column of task numbers.

3. Click Change Columns.

4. The Task tab should already be selected.  Where it says Auxiliary Field, select Due Date.

5. If you do not want the due date to appear on the computer screen, un-check the box by Auxiliary  Field.

6. Click Close.


Due dates should now appear in progress reports and spreadsheet reports instead of task types.

Generating Progress Reports with Tasks Sorted by Type


If you would prefer that your progress reports have the tasks separated by type (for instance having all then homework assignments listed first, and then all the tests), you can do it this way.  If you do not want to permanently change the order of your tasks, save your gradebook before you start this process.  When you are finished, close your gradebook without saving.

1. Follow the instructions for Finding Task Type Averages on page 18 of the handbook.  Change the names to something descriptive.  For example you could change Homework Type Total to Homework Average (20% of grade).

2. Select Show: Tasks in the upper right corner of the screen.

3. Click on one of the column headings, and then select Sort Tasks.

4. Select By Auxiliary, and then select Task Type.

5. Click Sort.

6. Click Close.

7. Click the Edit Tasks icon [image: image13.bmp] .

8. Create new tasks to use as column headings (for example HOMEWORK or TESTS.)  Be sure to give these tasks point values and scale factors of zero.  Leave the dates blank.

9. If you want spacers between groups of task types, create new tasks by using a single period as the task name.  Once again, give these tasks point values and scale factors of zero and leave the dates blank.

10. Hold down the Ctrl key and drag the column headings and spacers to the correct positions.

11. Click Close.


You can then follow the instructions for Emailing Progress Reports (Page 19) or Printing Progress Reports (page 21).

Printed Progress Reports

1. Be sure you have updated homework and test averages before printing progress reports.

2. Click Reports, Student Progress.

3. Select the students to whom you want to send reports.  You can use Filter to select students who have a grade before a certain percentage if you like.

4. Select the information that you want to include in the report.

5. Click Setup, and enter the school name where it says Report Title. Make any other necessary changes.  Click OK.

6. Click Next.

7. If the preview looks good, click Print.  Otherwise return to Setup.

Repeat the above for each class, except you can skip steps 5 and 6 unless you need to make changes.

Multi-Subject (Elementary) Reports


Elementary teachers will find it convenient to produce a single report (either E-mailed or printed) that combines information from several subjects.  This can be done by creating a new spreadsheet for this purpose and importing the needed information from other spreadsheets.

1. Be sure you have updated task type averages before producing progress reports.

2. Click the Edit Spreadsheets icon [image: image14.bmp]. 
3. Click New.

4. Leave Create a Numeric Spreadsheet selected, and click Next.

5. Give the spreadsheet a name such as "First Quarter" and click Next.

6. Select Total Points, and click Create.

7. Click Close.

8. Open the new spreadsheet.

You will now copy scores or grades from other spreadsheets by doing the following:

9. Click Tasks, Copy Tasks.

10. Find the class and spreadsheet that contains the tasks, totals or grades that you want to copy, and click Next.

11. Check the tasks or totals and grades that you want to copy, and then click Next again.

12. Select Raw Score, Percentage or Letter Grade for tasks.  Select Percentage or Letter Grade for totals or grades.

13. Click Next and then OK.

14. Repeat steps 9-13 to copy any tasks, totals or grades that you need for the report.

15. If you need to change the order of the assignments, double click on the name of the assignment (or click on Edit Tasks 

16. You can then hold down the Ctrl key and move the assignment up or down.

Add any notes that you want to send to the entire class by doing the following;

17. Click the Edit Spreadsheets icon [image: image15.bmp]. 
18. Click the Notes tab.

19. Enter any notes that you want to send to the entire class.

20. Click Close.

Add any notes that you want to send for individual students by doing the following:

21. Double-click on the first student's name.

22. Click the Notes tab.

23. Enter notes for that student.

24. Select another student and enter notes for that student.  (Hint: You can use ctrl-c to copy and ctrl-v to paste.)

25. When you have finished entering individual student notes, click Close.

You can now use this combined spreadsheet to send E-mailed progress reports (page 19) or printed progress reports (page 21).

Printing the Grades Spreadsheet


The spreadsheet that we see on the screen, with student names down the left side, assignments listed across the top, and scores in nice neat columns, looks pretty good.  A logical question is "How can I print the spreadsheet that I see on the screen?"

Due to space limitations, the inability to scroll across a physical sheet of paper, and the desire to save printer ink, Integrade does not provide a way to print an exact copy of what is on the screen.  You can get a readable alternative by doing the following (while in the grade spreadsheet):

1. Click Reports, Spreadsheet.

2. Summary 1 should say Raw Score.

3. Summary 2 should say Letter Grade.

4. Select Separate Page for Task List.

5. Select Print Across Multiple Pages.

6. Select Setup.  The Report Title should be your school name.  If you want the ID number included, select Demographic and Student Number.  The Size should be no larger than 9.  Click OK.

7. Click Next.

8. Use the slider at the top of the screen to view the report.  If you are happy with it, click PRINT.

Statistical Information on Spreadsheet Report


When printing spreadsheet reports (to post student grades, for example), the following four columns of statistical information appear:  Scale Factor, Percent of Sprd, Class Avg (%), Std Dev Percent.  Most teachers would like to eliminate these columns from the report when posting grades.  Unfortunately there is not way to eliminate this information from the report.  The easiest way to handle this if you are actually physically posting a printout of student grades is to be sure you have checked Separate Page for Task List when you are printing the spreadsheet.  Then get your scissors out and cut off the unwanted information before you post the grades on the wall.

Posting Grades By Student Number

1. Be sure you have updated homework and test averages if you are going to post them.

2. Save your gradebook.

3. Put the curser over a student name, right-click, and then click Sort Students.  Choose By Demographic, Student Number, and then click Sort and then Close.

4. Click Reports, Spreadsheet.

5. Select the students and tasks that you want to include in the report.  You should check Summary 1: Raw Score, Summary 2: Letter Grade, and Print scores as: Raw Score.

6. Click Setup. Uncheck Name, and check Demographic, Student Number. Make any other necessary changes.  Click OK.

7. Click Next.

8. If the preview looks good, click Print.  Otherwise return to Setup.


Repeat steps 3-8 for each class, except you can skip step 6 unless you need to make changes.


When you are finished with the last class, close your gradebook and click No when it asks you if you want to save changes.  This will make the class lists revert back to the original alphabetical sort.

Note: If you choose to post grades by something other than student number, you can sort by any demographic field and print that same field.  (Some teachers have assigned students a random number for this purpose, which could be entered into one of the optional fields.)

End of Term Reports (Exporting Grades)


End of term spreadsheets are created by the administration at the time you get you class rosters.  At the end of each grading period, grades are copied to the end of term spreadsheet and then exported to the administration

1) Enter all scores in the quarter grade spreadsheet.

2) Double check to make sure that the scale factor for Homework Average and Test Average is set to zero.

3) For each class, select the appropriate quarter or semester grade report.

4) Click on the column heading for Qtr or Sem Grade, and then click Replace Task.

5) Double-click the appropriate quarter or semester spreadsheet.

6) Double-click the spreadsheet grade.

7) Double-click Letter Grade.

8) Check Hot Link and click OK.

9) Manually adjust grades if necessary.

10) Enter comment numbers in the comment column.

11) Go to Reports, Spreadsheet and print out a paper copy of the grades that you are about to export.

12) Repeat steps 1 through 11 for each of your classes.  Do not forget to record a score for any CIA’s or teaching assistants.

13) Click File, Export from Gradebook.

14) Check the appropriate Collection Date and click Next.

15) The next window will probably tell you that you have some missing data.  As long as you have entered grades for all of your students, ignore the message and click Export.

17) Click Ok.

Starting Second Quarter

In order to start recording second quarter grades and calculate semester grades, you will need to create two new spreadsheets.  You may also have to do some additional setup.

Creating the Second Quarter Spreadsheet


For each class, do the following:

1. Click Setup, Spreadsheet.

2. Click New.

3. Leave Create a Numeric Spreadsheet chosen, and click Next.

4. Call the spreadsheet "Second Quarter" and click Next.

5. Select Weighted Type or Total Points and click Create.

6. Check to make sure you have the correct Grade Table chosen.

7. If you are ready to start recording second quarter grades, hold down the Ctrl key and drag the new spreadsheet to the top.

8. Click Close.


When you are ready to start recording second quarter grades, go to Setup, Classes, and change each Current Grade Spreadsheet to Second Quarter.  THIS IS A REQUIREMENT FOR PARENT CONNECT TO WORK.

Note: If you just want to average two quarters and calculate a semester grade, you may skip to Calculating and Exporting Semester Grades (simplified) on page 28.

Entering Letter Grades as Special Scores


It is possible to display quarter grades on the semester spreadsheet.  In order to do this, all of the possible letter grades must be entered as special scores.   Each of them is given a value of "excused" to prevent these letter grades from accidentally being used to calculate grades.  (The grades are calculated from the percentages, not the alphabetical letter.)  Elementary teachers using 5,4,3,2,1 grading do not need to do this.

1. Go to Setup, Grading Rules.

2. Click the Special Scores tab.

3. Click New.

4. Enter the letter A.

5. Click Create.

6. Leave the Score Symbol as A and change the Score Value to excused.

7. Repeat steps 3-6 for each possible letter grade.

8. After you have entered each letter grade, your list should include these:




A
Excused        




A-
Excused




B+
Excused                                      




B
Excused
These special scores are not 




B-
Excused
used to enter student grades.

 


C+
Excused
They are used to enable the




C
Excused
display of student grades in




C-
Excused
certain situations.




D+
Excused




D
Excused




F
Excused

Click Close when you are done.

Creating the Semester Spreadsheet


These instructions are not identical to the previous section.  Please read carefully.

For each class, do the following:

1. Click Setup, Spreadsheet.

2. Click New.

3. Leave Create a Numeric Spreadsheet chosen, and click Next.

4. Call the spreadsheet "First Semester" and click Next.

5. Change the Calculation Method to Total Points and click Create.

6. Check to make sure you have the correct Grade Table chosen.

7. Click Close.

Copying Quarter Grades to the Semester Spreadsheet


This will enable you to view quarter grades and the semester grade on the same spreadsheet.  The semester spreadsheets will be what you usually use to generate progress reports during 2nd and 4th quarters.  It will also be the spreadsheet that you use to calculate the semester grade.  Do the following for each class:

1. Select the 1st Semester spreadsheet.

2. Click Tasks, Copy Tasks.

3. Double-click 1st Quarter.

4. Select 1st Quarter Spreadsheet Grade and click Next.

5. Select Raw Score and click Next.

6. Click Hot Link and then click OK.

7. Click Tasks, Copy Tasks.

8. Double-click 1st Quarter.

9. Select 1st Quarter Spreadsheet Grade and click Next.

10. Select Letter Grade and click Next. (Note: Letter Grades can not be “hot linked”.)
11. Click OK.

12. Click Edit Tasks:[image: image16.bmp]
13. Select the upper 1st Qtr Spreadsheet Grade.

14. Click the General Tab. Change the name to 1st Qtr.

15. Click Points tab.

16. Change the Type to Quarter Summary.

17. Change the Scale Factor to reflect whatever percentage you count the 1st quarter grade.  (For example, I count 1st quarter as 40%, so I use a Scale Factor of .40 )

18. Select the remaining 1st Qtr Spreadsheet Grade, and repeat steps  14-18.

19. Click Close.

After you have recorded scores for second quarter and are ready to calculate a semester grade, use the above procedure to copy the second quarter grades into the semester spreadsheet.  Be sure to use the appropriate scale factor.  If you “hot link” your quarter grades to the semester spreadsheet, then the semester grade will be continually updated.  However, if you chose to display quarter letter grades on the semester spreadsheet, these letter grades will have to be update manually every time you record additional scores. (I usually update the semester spreadsheet after each test.)

Semester Exam


If you factor in a semester exam separately from the quarter grades, you can enter it as a new task in the semester spreadsheet.  Give it a scale factor that reflects the weight you give it.  (For example, I count the semester exam as 20% of the semester grade, so I give a 100 point final with a scale factor of .20)

Progress Reports After First Quarter


If you want progress reports to reflect the previous quarter's grades also, you can copy that quarter's grades onto the current spreadsheet, using the same techniques that you used to copy onto the semester spreadsheet.  Be sure to change the task type to Quarter Summary and the scale factor to zero.

Finishing First Semester


This section is a general guide to what needs to be done to finish the semester.  It will refer to specific instructions in Integrade Handbook.  If you have been keeping up, you may already have much of it done.

1. If you haven’t previously done so, enter the possible letter grades as special scores. (This is optional. See page 25.)

2. If you haven’t previously done so, create a first semester spreadsheet for each class.  (See page 26.)

3. Make sure your quarter grades are complete, and then copy your quarter grades to the first semester spreadsheet. (If you have “hot linked” the quarter grades, this is already done.  See page 26.)

4. If you give a semester exam that is scored separately from the quarter grades, enter it as a separate task on the first semester spreadsheet. (See page 27.)  Make sure you have the quarter grades and semester exam weighted correctly.

5. Open the Semester End-of-term spreadsheet, and use Replace Task to copy the quarter grade, final exam grade, and semester grade from the first semester spreadsheet.  Be sure to copy them as Letter Grades. (This step is not necessary if you have previously “hot linked” to the end-term spreadsheet.  See page 24.)

6. Export your grades to the server.  (See page 24.)

Calculating and Exporting Semester Grades (simplified)

If you do this at the start of the semester, you will have a continually updated report of the semester grade:

Creating the Semester Spreadsheet

For each class, do the following:

1. Click Setup, Spreadsheet.

2. Click New.

3. Leave Create a Numeric Spreadsheet chosen, and click Next.

4. Call the spreadsheet "First Semester" and click Next.

5. Change the Calculation Method to Total Points and click Create.

6. Check to make sure you have the correct Grade Table chosen.

7. Click Close.

Copying Quarter Grades to the Semester Spreadsheet


This will average the quarter grades to determine a semester grade.

1. Select the First Semester spreadsheet.

2. Click Tasks, Copy Tasks.

3. Double-click 1st Quarter.

4. Select 1st Quarter Spreadsheet Grade and click Next.

5. Select Raw Score and click Next.

6. Check Hot Link and click OK.
7. Click Tasks, Copy Tasks.

8. Double-click 2nd Quarter.

9. Select 2nd Quarter Spreadsheet Grade and click Next.

10. Select Raw Score and click Next.

11. Check Hot Link and click OK.

End of Term Spreadsheet 
1. Select the 1st Semester End Term spreadsheet.

2. Click on the column heading for 2nd  QTR Grade, and then click Replace Task.

3. Double-click the 2nd quarter spreadsheet.

4. Double-click the spreadsheet grade.

5. Double-click Letter Grade.

6. Check Hot Link and click OK.
7. Click on the column heading for 1st SEM Grade, and then click Replace Task.

8. Double-click the first semester spreadsheet.

9. Double-click the spreadsheet grade.

10. Double-click Letter Grade.

11. Check Hot Link and click OK.

12. Manually adjust grades if necessary.

13. Right-click in the comment column and enter comments if desired.

Repeat the above for each class before you export your grades.  Do not forget to record a score for any CIA’s or teaching assistants.

Exporting Grades

Make sure you have all scores and grades recorded before exporting,

including grades for any CIA’s or teaching assistants!

1. Click File, Export from Gradebook.

2. The appropriate Collection Date should already be checked.  Click Next.

3. The next window will probably tell you that you have some missing data.  As long as you have entered grades for all of your students, check Continue with export anyway and click Next.

4. Click Export.

5. Click Ok.

6. When it asks if you want to view the error log, click No.

7. Send an email to your data entry secretary telling her that you have exported your grades.

Starting Second Semester


For teachers with semester long classes, this is a good time to ask for parent and student email addresses.  If you send home a syllabus for parent signature, include a request for email addresses.


To set up Integrade for second semester, do the following:

1. Go to Setup, Classes…, General to:  (See page 9.)

a. Rearrange the order of the classes so that the second semester classes are on top.

b. Choose the appropriate  Class Type Set.

c. Change the Current Grade Spreadsheet.

2. Go to Setup, Spreadsheets…, General to select the appropriate spreadsheet, rename it 3rd Quarter, choose Weighted or Total Points.  (See page 9.)

For each class:

3. Open the current spreadsheet.

4. Remove any inactive students from the spreadsheet by doing the following:

a. Double-click on the inactive student’s name.

b. Make sure the student’s name is highlighted and click Delete.

c. Select Remove from class and click Remove.  Do not select Delete from gradebook for any student who you had first semester, or the first semester grades will be lost.

5. Sort the student names by doing the following:

a. Click on the column heading above the student names and then select Sort Students.

b. Select By Demographic and then Last Name.

c. Click Sort.

d. Click Close.


If you need to combine two or more classes for grading purposes, see page 17.


You should now be ready to go for second semester.

End of the Year Procedures

Calculating and Exporting Grades


This is essentially the same procedure that you used at the end of first semester.

1. If you haven’t previously done so, create a second semester spreadsheet for each class.  (See page 26.)

2. Make sure your quarter grades are complete, and then copy your quarter grades to the second semester spreadsheet. (This step is not necessary if you have previously “hot linked” to the end-term spreadsheet.  See page 26.)

3. If you give a semester exam that is scored separately from the quarter grades, enter it as a separate task on the second semester spreadsheet. (See page 26.)  Make sure you have the quarter grades and semester exam weighted correctly.

4. Open the Second Semester End-of-term spreadsheet, and use Replace Task to copy the quarter grade, final exam grade, and semester grade from the second semester spreadsheet.  Be sure to copy them as Letter Grades. (This step is not necessary if you have previously “hot linked” to the end-term spreadsheet.  See page 24.)

5. Export your grades to the server.  (See page 24.)

Printing a Paper Copy


For legal reasons, you will need to print and turn in a paper copy of your grades.  Since these paper copies will rarely if ever be used, our primary concern is to use as little ink and paper as possible while still including all of the information.

1. Select the first spreadsheet, and go to Reports, Spreadsheet.

a) Check All Students and All Tasks.

b) Check Summary 1 and select Percentage.  Check Summary 2 and select Letter Grade.

c) Select Print scores as: Raw Score.
d) Uncheck Separate Page for Task List.

e) Click Setup.

i. Check Identify Students by Name.

ii. Check Identify Students by Demographic and select Student #.

iii. Select Size 6.

iv. Click OK. 

f) Click Next.

g) Click Print
2. Print a spreadsheet for each class for both semesters.  Don’t forget the semester spreadsheets as well as the quarter spreadsheets, and spreadsheets for CIAs and TAs.  The only things you will have to check each time are All Students and All Tasks.  The other selections should remain unchanged.

3.
If you have used Integrade to take attendance, you will want to print attendance spreadsheets also.  For each attendance spreadsheet, go to Reports, Spreadsheet.

a) Check All.
b) Uncheck Print Across Multiple Pages and Teacher Signature.

c) Click Next.

d) Click Print
Saving an Archive Copy


After you have finished exporting your grades, you should save a copy or your gradebook to your hard drive.  

 This archive copy will serve two purposes.  It will give you a way to quickly look up grades from this year if a question arises in the future.  You may also be able to use it to avoid starting from scratch when you set up your new gradebook in the fall, and can use it to import tasks from next year.  We will remove the password from the archive copy so that you can open the gradebook even if you lose the password.

1.
If you haven’t already done so, create a file on your hard drive called “Old Grades”.

2.
Click File, Save As.

3.
Click Local.

4.
Give the file a name like “grades06-07archive”.

5.
Click Save.
6.
Click Setup, Password.

7.
Enter your password and click Next.

8.
Check Remove password protection and click Next.

9.
Click OK.

10.
Close your gradebook by clicking the X in the upper right hand corner, and click Yes when it asks if you want to save changes.

Collecting Email Addresses Next Year


Parents really appreciate emailed progress reports.  Administrators and counselors like them too.  If you did not use them this year, then next year would be a good time to start.  By far the easiest time to collect email addresses from parents is at the start of the year when you are sending home your syllabus.  I have included the letter that I send home to parents in the appendix of this handbook.  Feel free to use it.  Just be sure to change my name and other information to yours.  If you would like to avoid retyping the letter, you may download a copy from: www.geocities.com/hhsgrades/

A few teachers who attempt to use emailed progress reports complain that it is too much trouble. Some teachers also say that they are constantly being bombarded with requests by parents for reports. I suggest establishing at the beginning of the year that you will send home reports whenever you have major tests or projects graded.  Most parents will be happy with that.

Seating Charts


Integrade can create and print seating charts from your class rosters.  One drawback of using Integrade for seating charts is that it is set up to use students' photos, which we do not have loaded.  Consequently the program substitutes a large icon of a student sitting at a desk.  Even though this icon serves no useful purpose, it takes up screen space and is printed on reports.  Another drawback of this part of the program is that it does not allow for seating arrangements that are not in a standard rectangular grid.


You can record scores directly on the seating chart if you like.  You could also take attendance on the seating chart, but we will be using a program other than Integrade for attendance.

Creating Seating Charts

For each class:

1. In the upper right hand corner of the screen, select Show: Seating Chart
2. Follow the onscreen instructions to create a seating chart.  Hint: A seating chart with 5 rows of 6 desks each would be 5 desks across and 6 desks deep.

3. Once you have a seating chart you can modify it by dragging desks or dragging names from the list on the right to the correct seat.  You can remove desks or remove students from a desk by right-clicking on the desk.  You can add a desk by dragging the empty desk icon from the list on the right to the desired position on the screen.

4. When you are through making changes, click View, Hide Layout Tools. (or just cancel the layout tool window.)

Generating Random Seating Charts


Random Seating Charts can be created from the seating chart view.  The new seating assignment will be in a standard rectangular grid, so any previous desk arrangement will be lost.

1. Click View, New Seating Chart.

2. Click Yes.

3. Select the appropriate number of rows and columns, and click Next.

4. Click Next.

5. Select Assign Students to Desk, and select In Random Order.  Then click Create.

Printing Seating Charts

1. If you want your seating charts to show first name and last initial, go to Setup, Display, Spreadsheet, and uncheck Show Student Last Name First.  Otherwise it will show last name and first initial.  You can add last names in step 3 below.

2. Go to Reports, Seating Chart, and click Setup.

3. Select Identify Students By: Name and by Demographic, Other, Last Name.

4. Change the Size to 9 in order to print as much as possible of long names.

5. Click OK.

6. Click Print.

Recording Attendance on Integrade


Even though we are transmitting attendance to the office using CLASSxp (SASI), several teachers have asked about recording attendance on Integrade.  Here is how it is done:

Setting Up Your Gradebook for Attendance

1. Click Setup, Grading Rules.

2. Click the Attendance Codes tab if it is not already on top.

3. Click on any attendance code that you are not going to use, and click Delete.  (Be sure to leave Present.)

4. Click New and add any attendance codes that you do plan to use.  Enter a Symbol and Description for each code.  The System Code is important because it determines what is counted as absent on attendance reports.  See the note below regarding system codes.   Here is an example of typical attendance codes:



Symbol:
Description:
System Code:




Present
Present



A
Absent
Unverified



AE
Absent (excused)
Excused



AU
Absent (unexcused)
Unexcused



T
Tardy
Tardy



S
Suspended
Unexcused



A*
Absent test day
Unverified            I track these for



AE*
Absent (excused) test day
Excused                my own use.



AU*
Absent (unexcused) test day
Unexcused

5. Click Close.

6. Click Setup, Spreadsheets.

7. Click New.

8. Check Create an Attendance Spreadsheet, and click Next.

9. Give the new spreadsheet a name like 1st Qtr. Attend.
10. Select a Start Date and End Date for the quarter.
11. Click Create.

12. Hold down the Ctrl key and drag the spreadsheet up to just under your current grade spreadsheet.

13. Click Close.

14. Select a different class, and repeat steps 6-13 for each class.

Attendance System Codes


Attendance System 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.



System codes recorded as:
present:
Present, Activity



absent:
Excused, Unexcused, Suspended, Unverified



tardy:
Tardy,  Unexcused Tardy,  Excused Tardy



not counted:
Not Enrolled, Undefined



.5 present & .5 absent
Dismissed

Taking Daily Attendance

1. Near the top of the screen, where it says Spreadsheet, select 1st Qtr Attendance.

2. You can take attendance from either the Students screen or the Seating Chart Screen.

3. In the Students screen:  Right-click on the appropriate box by the student's name, and select the correct attendance code.  Un-checking the box at the top of the columns will make days into non-school days.

Or In the Seating Chart screen: Right-click on the student's seat, and select the correct attendance code.

Viewing Attendance Totals


You can view student attendance data when in the attendance spreadsheet by going to Reports, Class Attendance, and to Reports, Student Attendance.  Student attendance summaries can also be included in Student Progress Reports.  Unfortunately there is not currently a way for Integrade to just list the days a particular student was absent or tardy.  If you need that information you will need to get it by scrolling through one of the above reports.  Last year I kept a copy of the class rosters at my desk and recorded tardies by hand so that I would be able to quickly determine if I needed to fill out a tardy report for students.  Much of this information is available on the CLASSxp attendance part of SASI, for those teachers in buildings using this system.

Working at Home


Teachers with internet access are able to open their gradebooks from home.  The gradebook is saved back to the district InteGrade-Pro server, so when the teacher returns to school the grades are ready to go.  Even if you don’t enter student scores at home, it is sometimes convenient to have access to your student grades at home.


If you would like to work at home you will need to load InteGrade on your personal computer.  Obtain a copy of InteGrade on a CD-ROM or USB Drive, along with instructions for installation.  Assuming you get the correct copy of InteGrade, the Server Name and Server Address should be pre-loaded.  Otherwise you will have to obtain that information.


To open your gradebook from home:

1. Double-click on the InteGrade icon.

2. Open a gradebook on a server should be selected.  Click OK.

3. Double-click on the External IGP Server in the upper left hand corner.

4. Enter your User ID and Password, and click OK.

5. Double-click on your gradebook name.

6. Read any messages from the system administrator, and then click OK.


If you get an error message when saving your gradebook at home:


“There was an error when attempting to upload to the server. …”

1.
Click Retry.   If that does not work, then:

2.
Click Abort.

3.
Type a file name (it can be your usual gradebook name) and then save the gradebook to your desktop or somewhere else where you can find it.

4.
Either email the gradebook file to school or move it to a USB drive to take it to school.

5.
When you are back at school, follow the instructions on p.   to load the offline gradebook file.

New Features in InteGrade 9.3


InteGrade version 9.3 added several new features.  This is a brief introduction to those features.

Sidebar


The sidebar on the right-hand side of the screen gives quick access to information about groups and QuickNotes that are associated with students or tasks.  To hide the sidebar, either use your mouse to place the curser on the blue vertical line that separates the sidebar from the rest or the screen, and drag it to the right, or type ctrl-e.  To view the sidebar again, either use the mouse to drag it back, or hit ctrl-e again.  You can also click View, Hide Sidebar.

Quick Find

Use Quick Find to navigate quickly between students and tasks on the class viewer using the keyboard. You can navigate using the arrow keys, but by using Quick Find you can type a few letters of a task or student name to navigate directly to that task or student.


Note: Quick Find is only available in InteGrade Pro for Windows.


Quick Find might be useful when entering scores for a stack of papers that are not in alphabetical order, especially with a large class.   Instead of using the mouse to move between students, you have the option of jumping from student to student using Quick Find.

To use Quick Find to enter scores on the spreadsheet:

1.
Select a cell under the appropriate task.

2.
Press /.  The sidebar should appear if it is not there already.

3.
Look at the sidebar to make sure that Students is selected under Quick Find.  If not, use the up arrow to select students.

4.
Type the first few letters of the student’s last name to jump to that student.  Press Enter.

5. Type the score and press Enter.

You can continue to enter scores as you normally do.  If you want to jump again, press /, type the first few letters of the student’s last name, and press Enter.

You can also use Quick Find to jump between tasks.  The process is similar:

1.
Select a cell by the appropriate student.

2.
Press /.  The sidebar should appear if it is not there already.

3.
Look at the sidebar to make sure that Tasks is selected under Quick Find.  If not, use the down arrow to select tasks.

4.
Type the first few letters of the task name to jump to that task.  Press Enter.  Note:  You have to use the full task name, not the “short name” that is at the top of the column.

5. Type the score and press Enter.

Groups


“Groups” are used to organize students within a class.  Students can be in more than one group at the same time.   One use of Groups is to allow the use of different grading scales for students within the same class.  You might also use Groups to designate reading groups, sections of orchestra, field trip participants, etc.  For detailed instructions on using Groups, consult the “Help” section of InteGrade.

Grading Groups


The following are step-by-step instructions for setting up a separate Pass/Fail group within a class:

1.
Create two separate Grade Tables using Setup, Grading Rules, Grade Tables.  (See page 6.)  In this example I used “Regular” and “Pass Fail”.

2.
Select the current spreadsheet for the class for which you want a separate grading group.

3.
Go to Setup, Groups, and click New.  Type a name for the group and click Create.

4.
Click the Exceptions tab.

5.
For each student in the Pass/Fail group, select Always Include.   Click Close.

6.
Go to Setup, Spreadsheets.  Select the Grading tab.

7.
Next to All (built-in) you should select Regular if it is not already there.

8.
Click Add Group.

9.
Select Pass/Fail, and then click OK.

10.
Next to Pass/Fail, select the Pass Fail grading table, and then click Close.


Steps 2 through 10 need to be repeated for each class that uses a special grading group.


Note: Due to a flaw in the program, you will need to select the correct class spreadsheet (in step 2) each time.  If you try to use the pull-down menu in step 3 to select a different class, the list of students will be incorrect.


You can use the filter feature to separate out the Pass/Fail group when printing or emailing reports.  In order to simplify this filtering process, you may also want to create a “Regular” group as well as the “Pass/Fail” Group.

QuickNotes


QuickNotes is a feature that allows the teacher to compose general notes that InteGrade will then customize for each student.


For example, a conventional note on a progress report might say:



“Your student has not yet turned in his or her Shakespeare essay.”


To use a QuickNote, the teacher would create the following QuickNote:



“«StFirstName <ST>» has not yet turned in [[his/her]] Shakespeare essay.”


When the reports are sent, Robert’s parents would see:  “Robert has not yet turned in his Shakespeare essay.”


Sarah’s parents would see:  “Sarah has not yet turned in her Shakespeare essay.”

Hint:  QuickNotes uses Auto Text and Smart Pronouns to customize student and spreadsheet notes.  If you use Extra Fields to record such information as textbook number or musical instrument (see page 6), you can then insert that information into QuickNotes.

Creating a QuickNote


These directions will create the example note above.  If you select a student before you start, then the actual note will show in the preview pane.

1.
Go to Setup, QuickNotes.

2.
Click New.  Type the name of the QuickNote, and click Create.

3.
Click in the area under Note, and type the note:


a.
Select First Name from the AutoText fields in the right hand column, and click Insert.




«StFirstName <ST>»

b.
Type more of the note:




«StFirstName <ST>» has not yet turned in


c.
Type the “smart pronoun” for “his or her”. (See below.)




«StFirstName <ST>» has not yet turned in [[his/her]]

d.
Type the rest of the note:



«StFirstName <ST>» has not yet turned in [[his/her]] Shakespeare Essay.

4.
Click Close.

Smart Pronouns


“Smart Pronouns” are in the form [[male pronoun/female pronoun]].  InteGrade replaces the smart pronoun with the appropriate pronoun in the actual note.  Any words can be used as smart pronouns.



Examples of smart pronouns:       [[He/She]]           [[his/her]]            [[him/her]]            [[Mr./Miss]] 

                                                                [[himself/herself]]          [[son/daughter]]           [[necktie/dark skirt]]

Assigning QuickNotes


QuickNotes can be assigned to individual students or individual scores using the sidebar.  (They can also be assigned to tasks, but AutoText and Smart Pronouns do not work when QuickNotes are assigned to tasks.)

1.
If necessary, click ctrl-e to open the sidebar.

2.
Highlight a student name or an individual score.

3.
In the sidebar under QuickNotes, click Add.

4.
In the pop-up screen, select the desired note, and click  OK.

Using Extra QuickNote to Send a Note to the Entire Class


You can use a QuickNote to include a spreadsheet note that includes AutoText and Smart Pronouns.

1.
Use Setup, QuickNotes to compose the QuickNote that you want to add to the spreadsheet.

2.
When printing or emailing progress reports, check Extra QuickNote in the pop-up screen, and then select the desired QuickNote.

Foreign Language Accent Marks

Foreign Language teachers may wish to include accent marks when typing task names and descriptions, or the title of the class.  Other teachers could also use accent marks when typing the names of students whose names contain accents.


Integrade does not recognize the keyboard shortcuts used by Microsoft Word, however you can type accents by using numeric codes.  For each special character, hold down the alt key and then type the associated number.  For example, to type the special character in Français, you would hold down the alt key and type 0231.  To type the accent mark in Español, instead of typing the “n”, hold down the alt key and type 0241.


Languages with more complex characters, such as Cyrillic are not practical to use with Integrade.  While it is possible to change the Integrade font to Cyrillic or any other font that is installed on your computer, changing the Integrade font only affects the printed reports, not what is seen on the screen.  Changing the font will also result in the entire report being printed in the new font.
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Parent Contact Information for Math Class


One of the ingredients for success in school is clear communications between the teacher, the student, and the student's parent(s).  If you have Internet access, you can find information about your student's math class at www.geocities.com/gkellymath/ .   This web page includes information about assignments and upcoming tests.


If have email access and need to contact me, my email address is Greg.Kelly@rsd.edu .  This usually results in the quickest response,  and avoids playing phone tag.  If you do not have email, please call the school office at 371-2600 and leave a message.  I will return your call as soon as possible, but I often do not see my phone messages until the end of the school day.


Hanford teachers are using a computer grading program that has the capability of emailing progress reports.  If you have an email address, I can use it to send you routine updates of your student's progress.  Please provide the requested information, and return this sheet as soon as possible.  

Please print clearly.

Student Name: __________________________________________
Parent(s) Name:     ____________________________________________

Parent(s) Phone:                                               evening: __________________  
Parent(s) Address:  ____________________________________________

        daytime: (if you can accept non-emergency calls) __________________ 

                  ____________________________________________


Email Addresses:  Please clearly distinguish between the number 0 and the letter O, the number 1 and the letter l, the number 2 and the letter Z, and distinguish dashes (-) from underscores ( _ ).

Parent:


Optional Second Parent Address:


Student (optional):



I have read the attached class syllabus. 

Parent ______________________________________   Date ____________
Student _____________________________________   Date ____________
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