THE BASICS

1) Save your grade book in two places, your disk (A drive) and your home directory (h drive).  Save it on your disk and on your C drive at home.  You may use a memory stick or email to transport your grades.
2) Always save your file with the same name. (example: dwgrades)

3)    Always use the Save as function to save.  This lets you direct your save.

4) If your file does not update automatically, select:

*Edit

*Preferences

*Check update automatically

HOME



SCHOOL

BOTTOM 2 CHECKED
BOTTOM 3 CHECKED

5) Right click the Student Name column and select sort by column to alphabetize.

6) To change your columns on a spreadsheet use: View, Change Columns, select what you want displayed.(Student Demographics)

7) Once you have chosen a student demographic to be displayed, right click on that column and change what is displayed.

8) To view a student’s personal demographics, double click on his name.

9) Changes in Display

*Setup

*Display

Date tab

Extra Field Titles Tab (very useful for entering extra student data- use View- Change Columns to mass enter)

Spelling Tab

Spreadsheet Tab  (display inactive students)

10. To rename classes, select

*Setup

*Classes

Type a new name or add to the existing name, then select another class to rename it.
11) To reorder your classes, select:

*Setup

*Classes

On the left hand column, hold down the Ctrl key and drag the spreadsheet to it’s new location.

12) To fill columns with the same information

Right click on the column you want to fill

*Fill column

Type in what you want to fill with

Check box if you want to keep existing data in column

*Fill

*yes

CREATING YOUR GRADE BOOK AT THE BEGINNIING OF THE YEAR OR SEMESTER
At this point you must decide whether you grade book will be based on a Total Point System (TPS) or a Weighted Average System (WAS).  

A. How do I setup my grading rules?

*Setup

*Setup Grading Rules

Select the Type Sets tab

The left-hand column of TYPES lists the possible categories of your marks. Name, Rename and make New Types as needed.  The percentages are only pertinent to grade books which will use the Weighted Average System (WAS).  Fill in the appropriate percentages if you are using the WAS system.  The Humanities Set is the default set assigned to each spreadsheet automatically.  If you are using the WAS and need a different set of percentages for a different class or preparation fill in the 2nd and 3rd columns.  

*Close

AT THE BEGINNING OF EACH QUARTER

Creating your Quarter Spreadsheet.

Select the first class in the Class window.

*Setup

*Spreadsheet

*New

*Create a Numeric Spreadsheet

*Next

Type in a name (Quarter # )

*Next

Select Weighted Type or Total Points

*Create

*Close

If you are using the WAS and you are not using the default Type set (the first set)

*Setup

*Classes

Select the appropriate class

Select appropriate Type Set

*Close

WORKING WITH TASKS

How do I create a task?

Creating a homework score test score, lab score, quiz score, project score , etc.

*Tasks

*Edit tasks

*New

*Next

Fill in the task name.  (Sample)

Fill in date assigned and date due (Optional)

Choose type of task.  (Mandatory for the WAS system) 

Fill in Out Of Raw (100)

Fill in Scale Factor (1)

Click on Out of (Scaled)

Fill in Maximum Allowed Score (extra credit)

*Create 

How do I duplicate a task?

*Tasks

*Edit tasks

Select the task on the left-hand side to be duplicated

Select duplicate 

How do I reorder tasks on a spreadsheet?

To reorder tasks on your spreadsheet, select:
*Tasks

*Edit tasks

On the left-hand column, hold down the Ctrl key and drag the task to its new location.
How do I delete a task?

*Tasks

*Edit Tasks

Select the task on the left-hand column to be deleted 

*Select Delete

How to quickly enter scores for a task?

*Tasks

*Edit Tasks

Select the task you want to work on

Select the Scores tab

Enter the scores.

*Close

How to edit a task?

*Tasks

*Edit Tasks

Select the task you want to edit

Select the scores tab

Enter the scores

Make other appropriate changes

How to drop the lowest test score?

*Tasks

*Drop/restore scores
AT THE END OF EVERY QUARTER YOU WILL WANT TO COPY YOUR SPREADSHEET GRADE FROM THE QUARTER SPREADSHEET TO THE ENDTERM REPORT CARD SHEET.

How do I copy grades from quarter spreadsheet to endterm sheet?

Open the class and spreadsheet you want to work on:  (endterm spreadsheet)

Right click your mouse on the appropriate Current Mark period column

*Replace Task

Select Class to copy from   

Select Spreadsheet to copy from (Quarter#)
*Next

Select item to copy (Spreadsheet grade)

*Next           

Select Percentage

*Next

*OK

REPORTS
Reports   within Integrade are easy to use, but you must be willing to explore!!!
To change printer setup for printing in landscape verses portrait mode. 

 *Print setup - process is different for each printer.
*Class Roster
This report prints a class roster of you students.

Check Vertical lines if you would like to have columns.
Check   Title space if you would like space at the top to label the columns

Check   Tall rows if you would like your boxes to be tall.

Select all to check and include all students.

Select none to uncheck and not include all students, at this point you can pick and choose what students you want a report for.

Select Setup to adjust margins, print size, font, and create a report title.

Check Horizontal separator lines if you want the report to have horizontal lines

This is also where you can print a report without using student names but only student numbers.  To do this uncheck name, check student demographic, select student # in the window.  Setup is the same for all reports.

*Missing Tasks

This report allows you to print a list of students who are missing particular assignments.   They can be printed by class or individual student.

*Multi class 

This report is not useful for our class setups.

 *Seating Chart

This report prints a seating chart.

*Select Spreadsheet

This report allows you to print the current spreadsheet on your screen and make many adjustments and changes while doing so.

*Select Student Demographics

This report allows to print all sorts of student demographics by student or class.

*Select Student Rank

This report allows you to print the student ranks for any or all tasks.

*Select Task Details

This report allows you to report results and class statistics on all or any tasks.

*Select Student Progress
Addendum 1

Creating and using a Summary Spreadsheet

*Setup

*Spreadsheet

*New

*Create a Numeric Spreadsheet

*Next

Type in a name (Summary Spreadsheet)

*Next

*Total Points      

*Create

*Close
Create a summary spreadsheet for each class.

At the end of every quarter you will want to copy your spreadsheet grade to the summary sheet

Open the class and spreadsheet you want to work on:  (summary spreadsheet)

Right click your mouse on the appropriate Quarter column

*Select task
*Select copy task

Select Class to copy from 

Select Spreadsheet to copy from (Endterm spreadsheet)

*Next

Select item to copy from (curr mark)

*Next           

IF ASKED  Select Percentage then next
*OK

Now we must edit the task copied, giving it a proper numeric value
Be careful if your quarters are weighted differently.
*Tasks

*Edit tasks

Select task to fix
Fill in Task name (Quarter#)

Select the points tab

Fill in Out of Raw (100)

Fill in Scale Factor (1)

Click on Out of (Scaled)

*Close

Repeat this at the end of all quarters and your final exam
Attendum 2

How to import a spreadsheet (class or task) from one class to another?  (or from  another grade book)

*Tasks

*Import Tasks

*Save Grade book 

*Next

*Select the grade book you want to import from. 

*Open

*Spreadsheets

*Next

Select from Class (you want to import from)

Select Spreadsheet (you want to import)

Select class to import to 

*Import

Repeat this as many times as necessary.

Attendum 3
You can add points directly to the final spreadsheet grade in the numeric spreadsheets, both the Total Points and Weighted type. 

Any class that includes *bonus* in its Task Type Set and that has a Task of the *bonus* type will allow Bonus Points. 

On a Weighted numeric spreadsheet, if you give a student a point in this new task,  their final spreadsheet average increases by one percentage point.

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

Creating Bonus Points

1
From the Setup menu, select Grading Rules, then select the Task 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:  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.
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