InteGrade 9.0 End of Term Reporting


Note:  This procedure is basically the same as it has been previously, only you are now exporting to your folder on the server instead of a disk.

· Go to the correct End of Term Spreadsheet

· Click on the column heading 1st 9 weeks Grade

· Select Replace Task from the drop down list

· Select the correct class spreadsheet from which to copy and click NEXT

· Select the Weighted Type Spreadsheet grade

· Select Percentage and click NEXT

· If you would like to create a Hot Link check the box and click OK (this is a new & helpful feature)
· Click in the appropriate space to enter any necessary comments or conduct grades

· Click FILE on the top menu bar

· Select EXPORT FROM GRADEBOOK

· Click in the checkbox next to the appropriate End of Term spreadsheet and click NEXT

· At this point you may get a WARNING message telling you that information is missing. This could be due to an office error or due to the fact that you added a student manually. You must choose to continue with the export anyway.

· Click EXPORT
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InteGrade Pro should automatically default to the location of your class roster file (which is your SASI # on Vol 1 of the ADMIN server at your school)


· Click OK
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