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Opening Gradebooks on the School’s Server

A. Double click on the InteGrade Pro icon located on your desktop.

=

It Gysiel= My 1

®
'Ird'eqrilJl Pru
B. Select Open a gradebook on a

server option; Click OK. " Create a new gradebook

|Jze thiz option to create a new gradebook at the start

. of the zchool year.
NOTE: If option to “Open a gradebook on a
i~ Open a gradebook on your computer

Server-Is d'mme_‘_j’ contact yo_ur Campus |1ze this option to open a gradebook. stored on pour
Technology Facilitator for assistance. hard dizk. & finppy disk or & Iocal area nebwork.

{* Open a gradebook on a server

|Jze this option to open a gradebook. stored remately
an your school's InteGrade Pro Server.

Ok | Cancel Help

I EwWalsTEd EDDDRESIN IO N EE el a‘.
C. If your campus server is NOT | U] . e
listed; follow step D.; if your campus Edtserver | Datethodied [ Chacked Ou gy |
1 1 . Remove Server
server is listed; go to step E. —
-
. Vi
D. Click on Servers at the top left of gt Ms
the screen; Click Add Server.
&
Forbes M5
ﬁ“‘g File Name:| |
Lacal.. File Type: | J Cancel
In the Server Name field, enter a name for this server.
The name entered here appears on the left side of the A Server
Open Gradebook screen Sorvr N |
. Address:
In the Address field, enter the IP Address of the server. |
(see IP Address listing for your campus at the end of this booklet) Add Cancel Help
Click Add. A new icon appears on the left side of the
Open screen.
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Add Senver Sample 1

Addresf. |1D.E4.E1.E:14E

rE. If your campus server is listed 1

I or if you just created a new server I add Cancel Help
icon: Double-click on the server .
I Icon I INEWASTHHEDONRESINDLY AnEGEET| \3
; User:| J @
L Jd .
EHS Nlme D ate Modified Checked Out By |
g:
GHS
-
Pickett
R
) :
b, Benald M5 & File Name:| l—l
e @ﬁdt’ File: Type: | J Cancel
F. Enter your User ID and password.
Your User ID will be the first initial of your first
name followed by your last name | OB O SETVET, Sample
Server. 1064516146
EX: Paul Smith would be psmith User ID: |adraeger
X . Passwnrd EEEHEHE
***xYour initial password at the start of each -
school year will be sasi-sasi-sasi**** If wow plan to use this user 1D and password several times,
oL can remember it until InteGrade Prais quit.

You can select Remember User ID, but the ID ? ol ey Ly D) s Fepsege

will only be remembered until IG Pro is closed.

o . . The administrator has disabled the ability b
The first time that you login, you will be asked to DE,:S;DT;,QF eI ERERIETE = A Tt

change your password. Type a new password _
and then re-type it to confirm the change. Login Lanicel Help

(If you write down your password, storeitin a
secure place.)
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[‘-’J},en - Gopnecied o 06467, 6:186 %]

Servers - User: |f |j x @
G. Whe_n you_ click on OK, the screen ;;;:;aegerzum.gbr ?Z:E;SZSZUUN._ B l
to the right displays. Bianald MS
Your gradebook file will appear.
You can double-click on the file or
highlight the file and click on open.
File M ame: | Open |
Local... File Type: |InteGrade Pro Gradebook, j Cancel
- —— | [ [mietaraT et a1

‘EJ‘) Buko-update from administration syskem compleke

Download Complete. Click OK to Continue = . _

Click OK Click OK

Your gradebook will open and import the appropriate classes and students.

NOTE: If the appropriate classes and/or students are not listed please see your campus
Registrar/PEIMS clerk.
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Resetting Your Password

If you were not prompted to change your password, or if you ever need to
change the password on your gradebook:

o S CrIERICE £ INC
et dePros SCIEN CEGN 09y RS

A. Click the Setup menu File  Edit Tasks Reports Graphs

B. Trace down and click on Password —

C. Type new password H & o dinu;; IFlluIes F

D. Click Next o £
Clagsz: | Communication. ..

E. Re-type new password L

F. Click Next Spreadsheet: |h Students... Chrl+l E

G. Click OK Comment; | Classes...

|:| Spreadsheets...

=

—

Aguite, Mi™) ok Gradebook...  Chrl+k

Ay arado-Loearmesrromesms

1]
2

Locking Your Gradebook Screen

You can lock your gradebook screen and % InteGrade Proj- [SCIENGE 6/(09)- Yi.-
hide any student data if you need to leave ETE Tasks Reporks Graphs
your gradebook while you are working. If Q& sl
you are going to be away from your Grading Rules. . P
gradebook for more than a few minutes, you Class:|  Communication... |
should close your gradebook rather than Spreadsheet | &0 oo gonts.. |
lock your gradebook. Classes. .
|:| Spreadsheets... L
To Lock Your Gradebook: j—'w'eighted —
_2 Second Mi .
A. Go to the Setup menu. =1 Third Mine e S
B. Select Lock Gradebook.
& InteGrade Pro Locked 3 =100 ]
To Unlock Your Gradebook: .I ; Cﬁ- J®P
nl €A rade \ro

A. Click on the Unlock button. T T

B. Type in your InteGrade Pro

password.

C. Press the Enter key or click on

the OK button. Licensed Tor DEER PARK HIGH SCHOOL N CAMPUS ik

Site Number: 1083205

NOTE: DO NOT LEAVE YOUR GRADEBOOK OPEN OVERNIGHT. If server
connection is lost, it can corrupt your gradebook. Always quit IG Pro
before logging off of your computer at the end of the school day.
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MANDATORY PROCEDURE:
Setup Correct Daily and Test Percentages for Your Classes
(Task Type Sets)

You need to do this procedure at the beginning of each semester, OR
whenever a new class is added to your schedule during the school year.

A. Click the Setup menu
B. Select Classes

C. Click the General tab T 0
D' C“Ck on the name Of the CIaSS In Classes in "adraeger2007":  General |Students] Mates |
the left-hand side of the window. byl Class Neme: [Econce b (57 1

Science B[01 - 51
-51

Scix.er?ce [ ask Tupe Set: |Bth arade )

Current Grade Spreadsheer 1338 j

E. Choose the correct percentages Scence 6102
for the class from the Task Type Set Scence 6106 51
drop-down list. tmea 21951

-1
=]
-1
-1

[~ Show Advanced Fields

NOTE: If you are unsure of which
Type Set to use, consult the GISD
grading policies/regulation in your
employee handbook, GISD Website
and/or discuss with your supervisor. New.. | Dotz |

F. REPEAT the process above for
each class in the left-hand side of the
window. You must click
individually on each class name
and choose the correct Type Set for
each class.

Daily and Test Percentages — For Viewing Only

For Viewing ONLY:

Click the Setup menu; Select Grading Rules; Click Type Sets tab. Your Grading
Rules screen will look similar to one of the pictures below. This was set up based
on District policy. You CANNOT change these percentages; this screen is just for
your information.

Asereincn Codes | Ginde Tables | Specisl Scoves Type Sets fimeruiarce Codes | Geade Tables | Special Scores  Type Setr
A Task Type St showns gloupeng of tatks h 8t “Homewerk!). € i A Task Type Set slows of tasks by cabegon 3 “Homework"), Each cobegony vl coniibute your
d rusmber of pointy 1o # i The total poinds oo & lype st doss not have io be 100 s rumbes of ponts b the ol prade. The inta 1 It fypes 2 hewes rod e B b 1K1
Lise ther "Clirsans™ command i the “Sohug” mer lo altach o bask lpe 3ol b o class. L the "Tlrsms™ commansd n S “Salup™ man o sflach o Lak pe oof o 8 clase
| | m 5 5 ELEM Ny ELEM
| e | o || 25 | i i | o | 65 |
ool | 10 %] @3 o oo ettt [ L
eakcamari o | W7 ;-_, Delete St stieimertiveitt &0
1 e =
New Type
Reeame Type |
Delete Type
Tolal | 1oo0| 100000] 100000) 100000 z Teial 10000 | sonom| 1000w |
| e
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Organize Your Class Lists

You can re-order your class list in
your gradebook to make it more
efficient.

A. On the Setup menu, select
Classes

B. Highlight the class you want to
move. Hold down the Ctrl key on
your keyboard and use your mouse to
drag the class name up or down in
the list.

Example: Moved Accell 7 (06-S1) & Accell
7 (06 —S2) to the bottom of the list.

C. Click Close. Now click on the
class dropdown. You should see the
classes are rearranged.
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Ay ) CCIENGE £ NG
= nteGrade Pro = SCIENCEG0E =Y RIS

File Edit Tasks Reports  Graphs
H % Display... F
Grading Rules. ..
Clazs: | Communication, .. |
e
Spreadshest: |h Studerts. .. e+ F:
D Spreadsheets. .. ;Z
1 |Aguine, Mi Password...
= | Alvaradol Lock Gradebook...  Chrl+k [
(EsEes) ‘;3

Classes in"adraeger?005™  General | Students | Mates |
SCIENCE B (1 - 7R -]
SCIENCE 6(02 YR -]
SCIENCE 605 - YR -]
Acoel 7 (05 - 52- ]

Class MName: ‘Accel\ FI0E-51-]

Pl

Task Type Set: ‘ND weight

4L

Current Grade Spreadsheet: ‘We\ghled Tope

SCIENCE B 06 - YR -1
SCIENCE 6 (08 -R -]

SCIEMCE B [02-YR -]
™ Show Advanced Fields

Hew Delete

Classes, hﬁl

Classes in “adiaeger2005"  General | Studerts | Mates |

SCIENCE 6 (01-YR -] Class Mame: [Accel 7 (06 -52 -]
SCIEMCE 6 [02-YR -]
SCIEMCEE (05-YR -1
SCIENCEE(09-%R -]
SCIEMCE 6 (06 -R -]
SCIEMCE B (02 -YR -]
Aocel 7(06-51-]

L]

Task Type Set: |No weight

4

Current Grade Spreadshest: |W’e\ghled Type

L

[ Show Advanced Fields

Hew... Delete

S T W A =
e eGP S NG 08 R e Db es e T eke |

File Edit Setup Tasks Reports Graphs Wiew ‘Window Help

H & oy & O @

Class: | SCIENCE 6(09- R -)

SCIENCE & (01 - 7R -
Spreadshest | ¢ MENCE £ (02 YR -

Comment: | SCIENCE 6 (05 -F -
SCIENCE & (03 - YR -

SCIENCE &[0 - YR -
SCIEMNCE 6 (08 - YR -
1 |Aguirre. M{Accel 7 (05 - 52 -]
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Organize Your Spreadsheets

A [iistiyads My [SEIENCE 605 YR )
File  Edit Tasks Reports Graphs
n @ Display. .. F
Grading Rules... E
Clazz: | Communication. .. L
Spreadshest |h Students... Chrl+U F:
Classes. .,
| E
|
1 |Bguire, Mi Passward, ..
2| Alvarado-L Lock Gradebook, ., ChrH4K [
‘ Bpreadshectsiofasaience by (IS i

Science 6101511 +| General | Grading | Motes |

FIRST NINE WEEKS _ Type)

THIRD NINE WEEKS... Type)
FOURTH NINE WEE.. Type]
15t 9 wieeks 1..09/14/2007)
15t 9 Wieeks 2...10/08/2007)
15t 9 wieeks R 10/26/2007)
2nd 3esks . 11/16/2007)
2nd §Weeks . 12/07/2007)
2nd 3 eeks/...01/11/2008)

3rd 9'Weeks 2..02/22/2008)
3rd 9'Weeks R..03/14,/2008)
Ath 9'weeks 3..04/14/2008]

New

Dekete

The spreadsheets in each class can be reorganized to
help you more easily access the spreadsheets you work
with most often.

A. On the Setup menu, select Spreadsheets.

Nameg: |SEEEIND MINE WEEKS

Kind: Mumeric
Start Date; |10/23/2007
End Date: |01/11/2008

Calculation Method: |\weighted Type ¥

[ Show Advanced Fields
3rd 9'weeks 1..02/01/2008] =

Edit Date Range.

B. Highlight the spreadsheet to move. Hold
down the Ctrl key on your keyboard and use
your mouse to drag the spreadsheet name
up or down in the list.

Close

Help

Science 6 (01 - 51- ] +| General | Grading | Notes |

FIRATNING WEERS,, Tune] Mame: [SECOND NINE WEEKS

THIRD NINE WEEKS...Type) | |

FOURTH NINE WEE._ Type) Kind: Mumeric

15t @Weeks 1. 09/14/2007) Ea—

15t Weeks 2..10/08/2007) SRLDRE LI

Tst 3'weeks A 10/26/2007) End Date: (01/11/2008

e e Calculation Method [\weighted Tope v

Edit Date Range...

2nd 9'weeks ... 12/07/2007)

2nd 3'Weeks . 01/411/2008)

3rd 3 Weeks 1...02/01/2008] —
3rd 9'weeks 2...02/22/2008)

3rd 9'weeks R..0314/2008]
4th 3'weeks 3..04/14/2008] L

New...

Delste

[ Show Advanced Fislds

Example: Moved SECOND NINE WEEKS
spreadsheet so it now displays after all of the
1% 9 Weeks spreadsheets.

|Science & (01 -51-)

| AT MINE S EERS Neamewic Wi T

Lalla

THIRD HIME WEEKS [Mumeric Weighted Type]

FOURTH MIME WEEES [Mumeric: \Weighted Type]

13t 9%Weeks 1st Progress MORpt [EndT emn 09/14/2007)
13t 8'Weeks 2nd Progress Rpt [EndTem 10/08/2007)
13t 8'Weeks Report Card [EndT erm 10/26/2007)
SECOMD MIME WEEES [Mumeric: Weighted Type)
2nd 9'Weeks 3rd Progress Rpt [EndTem 11/16/2007)
2nd 9'Weeks dth Progress Rpt [EndTemn 12/0742007)
2nd 9'Weeks/Exam/Sem] Rpt Card (EndTerm 01./11/2008)
|3rd 9'wesks 1t Progress Ript (EndT erm 02/01/2008)
3rd 9'Wesks 2nd Progress Rpt [EndTem 02/22/2008)
|3rd 3 eeks Report Card (EndT erm 03414/2008)

4th 9'Weeks 3rd Progress Rpt [EndTerm 04/14/2008)
dth 3'weeks 4th Progress Rpt ([EndT erm 05/08/2008)
dth 3'Weeks/Exam/Sem 2/Fnl Grd [EndTerm 05/23/2008]

C. Click Close. Now click on the
spreadsheet dropdown. You should
see the spreadsheets are rearranged.

Eaamial |

InteGrade Pro 9.4 New School Year Quick Start Guide

GISD Instructional Technology

Page 7 of 8
September 2007




IGPRO Server IP Addresses (Inside GISD Only)

Campus IP Address

Benold 10.64.61.6:146
Carver 10.64.61.9:146
Cooper 10.64.61.7:146
Forbes 10.64.61.223:146
Ford 10.64.61.7:146
Frost 10.64.61.9:146
GHS 10.64.61.225:146
McCoy 10.64.61.8:146
Ninth Grade Campus 10.64.61.224:146
Pickett 10.64.61.8:146
Purl 10.64.61.10:146
Richarte 10.64.61.10:146
Tippit 10.61.61.222:146
Village 10.64.61.8:146
Williams 10.64.61.8:146
GAP 10.64.61.10:146
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