
Quick Tips for InteGrade Pro

To enter grades:

· Choose Tasks from the menu bar

· Select New Task – a box will then pop up

· Click Next

· Enter the Task Name, Date (optional), Choose the correct Type using the drop down menu (THIS IS VERY IMPORTANT)

· Enter the Out of (Raw) – usually use 100 here

· Click in the Out of (Scaled) box and the correct number should appear

· Enter a Maximum amount (optional)

· Click Create

· Your task will appear on your spreadsheet and you can then enter grades

To copy tasks to other class spreadsheets:

· Go to the class spreadsheet you want to copy to
· Choose Tasks from the menu bar
· Choose Get Tasks
· Use the drop down menu to choose the class you want to copy the task from
· Click Next
· A list will pop up – click next to the task(s) you want to copy
· Click Next
· Click Next
· Click OK
To print progress reports:

· Go to the class spreadsheet from which you want to print

· Choose Reports from the menu bar

· Choose Student Progress

· Select the students you want to print for – all students come in selected, you may click the None button and then check only the ones you want to print

· You may select the other options you want to show on the report (usually you will choose Task List, Missing Task List, Parent Signature)

· Click next to preview the report – if you want to make changes go back using the Setup button

· Click Print from the preview screen when you are ready to print

To print class grade reports:

· Go to the class spreadsheet you want to print

· Choose Reports from the menu bar

· Choose Spreadsheet

· Click Next

· A preview will pop up – choose Print

To set up an easy gradebook – the quick way:

· Choose Setup from the menu bar

· Choose Grading Rules

· Click on the Grade Tables tab

· Delete the Grade Tables that appear by clicking the Delete button

· Click the New button and enter the name of your subject

· Click Create

· Click on the word Unused – click the Delete button

· Click New under the Letter Grade Area – enter the letter grades and lower limits (A –90, B – 80, C – 70, F – 0) – you will have to click the New button to enter each

· Click the Type Sets tab

· Delete the sets and types that appear by clicking the Delete Set and Delete Type buttons repeatedly until you see Unused on both the Set and the Type area

· Click New Set and type in the name of your subject– then click Create

· Click under where it says Unused – Click the Delete Set button

· Click New Type and type All Work, click create, then put 100in the blank beside All Work

· Click beside the Unused type and click the Delete Type button

· Click close

· Make sure your total comes to 100
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