IGPRO 9.4: END OF TERM GRADE REPORTING

STEP ONE: Copying Student Averages to the
End Term Spreadsheets

1. Select the appropriate End
of Term spreadsheet from
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5.

6.

Replace Task

Indlcate hOW the grades ShOUId be Copled to ‘r'ou can tranzform the scoreg while copying. Pleaze chooze a transformation.

the End of Term spreadsheet. Azl score

<- Letter Grade >
Elementary classes using the E, S, N, U Percentle Fark
scale will choose Letter Grade at this FooRee—
screen. Stanine

T-Secore
zScore

All secondary classes and elementary
classes using numeric averages will choose
Raw Score at this screen.

P
NOTE: If you are unsure whether your grades should Cancel <<Back Help |

be exported to SASI as numeric averages or letter
grades, please consult the GISD Grading Regulations,
which are available in your faculty handbook or on the GISD website.

Click Next.

Replace Task ==

Do NOT click the “Hot Link Grades” I rede 1o riow Fiss 2 of e pfrmaio | sl 1 tfe e opsrairs

I Hot Link Grades

check box. Click OK to proceed. Soares Wil BS BRARIE e mAteh any Shangss oM Sented Tyre

The column is filled with the grades
copied from the main spreadsheet. You
can edit the copied data on a cell by
cell basis if needed.

Cancel <<Back Help

7. If you get the message to the right, you MUST InteGrade Pro X

manually change grades greater than 100 on
the End of Term spreadsheet to 100 and
grades less than 50 to 50. SASI will not
import grades >100 or <50.

'T Some of the scores copied are invalid.

Invalid scores will appear in bold,

If there are grades that show up n/a, they need
to be corrected. Contact your PEIMS person
or tech facilitator if you are unsure how to correct this.

NOTE: If all of your scores are bold, this may be an indication that you have copied
your averages into the wrong column on the End of Term spreadsheet. You must
correct this before exporting, or your grades will not import into SASI.

Elementary Letter Grades Note: Letter grades will show up all bold even in the
correct column. In this case you can ignore the invalid scores message.
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STEP TWO: Recording Comment and Conduct Grades

Comments

You can right click on any cell under
the Comments columns, and choose
the appropriate comments.

Each student can have up to three
comments (one in each comment

column).

@ InteGrade Pro - [HISTORY (01 - YR - )-1st 9 weeks]

File Edit Setup Tasks Reports Graphs View Window Help

=0 = =R T A A S T

Llass: |H\STDHY [01-YR -]

=] show [Students

Spreadsheet I st 8 weeks [EndTerm 10/15/2004]

j “iew: | Column View

Comment: INone selected

Shudent Tst9wks - Tst3wks st Swks 1st Swks
B Mame . Gade  _ Conduct Abs {

5 *Frost, Brian
E Risley, Muycah

st Swks 1st Swks st Suks

. Comment #1_ Comment #2 _ Comment #3_

Sort Students by Column

7 Soatt, Mark I [ SertStudenss..

8 - Shocklee, Taylor
9! Gacia, Stephanis
10 Martinez, Obed
11 Ingle, Harizon
12 Slaten, Nicholas
13 Mapodana, Brittany
14 Smith, Shelby
15 -Flantz, Allyson
16 ‘Bownds, Holden
17 Hollon, Amanda
18 -Hoke, Jenniter
18 MaLaurin, Ronald
20 Lyman. Katelyn

Fill Column...
Fil Row...
Replace Task...

1, Excellent Student.

2. Low testfproject grades

3. Conscientious student

4, Work not turned in

5. Good work/study habits

6. Low daily grades

7. Showing improvement

8, Excessive talking

9. Gives good effort

10. Meeds organizational skills
11. Mat bringing books/materials

Conduct (Reported With Report Card Grades Only)

You can right-click in each cell under
the conduct column and select the
conduct grade for each corresponding
student.

To save time, you can also right-click
and use Fill Column to put in multiple
conduct grades at one time. For
example, if the majority of your students
have Satisfactory conduct, you can fill
the column with “S”, then go back and
individually change students who
earned something other than “S”

1t Swks
Grade

J 1st5|wks'l 1st9wksj 15t ks

Conduct Ahs Tid

4 Comment #1

15t Gwks st Swks st
Comment #2 | Comi

-

Sort Students by Column
Sort Students. .,

Fll Calumn, .,
Fil Row...
Replace Task...

N. Need Improvement
5. Satisfactory
S+. More than Satisfactory
§-, Less than Satisfactory
U. Unsatisfactary

IMPORTANT: You must repeat the steps on pages 1- 3 for each class

in your gradebook that contains student grades.
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STEP THREE: Exporting Grades to SASI

NOTE: The exporting procedure below only needs to be completed ONE TIME per
reporting period. It will export all grades from all classes.

If you have correctly followed the steps on pages 1 — 3 for EACH of your classes,
all of your END TERM report spreadsheets should be complete. You are now

ready to export to SASI.

1. Click on File menu and select Export from

Gradebook.

2. Choose the correct Date/Report (it
may already be selected for you.)

Verify that only ONE date is
selected with an X.

Click Next.
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[]10/26/2007: 13t 3'Weeks Report Card
(11142642007 2nd 9%Weeks 2nd Progress Bpt
M AM1./2008: 2nd 3 %Weeks Beport Card
(1024112002 3rd 9'weeks 13t Progress Rpt
(103142002 3rd 9'wWeeks Feport Card
[(]04/25/2002: 4th 3'weeks 2nd Progress Rpt
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Export from Gradebook

3. You may receive a Warning message. The WARNING

miSSi ng itemS are Usua"y nOt req u | red data Some data required for this export is missir}g. Thig information should be

entered before you export. The following iz a sgample of some of the mizging

data;

3rd Math [02 - YR -] 15t 3 weeks [EndT em 10/15/2004] is mizsing required

C“Ck |n the bOX to “Contlnue W|th the eXport data for columng: st Swks Grade'', "1 st Swke Conduct”, "2t Frog
” Grade", "1 st Prog Conduct”
anyway”.

Clle NeXt @:\mtinue with the export anyway

Cancel | {Back K Mext:» ’ Help |

s
Export from Gradebook @

4 Cllck EX p o I’t Intelirade Pro has gathered the information it needs to export.

The export file will be automatically uploaded ta the appropriate directary on
your InteGrade Pro zerver

You may see a progress line blip across the
screen.

Cancel | <<Back (| Help

5. If an “Errors Message” appears, [t X]

choose NO. 3 Errors were detecked in the data being exported and have been logged ko ERRORLOG.IME,

£ ¥ou may have problems imparting this File inko your office administration syskem,
ﬁn l}::plozdlnﬂg flle mess}?ge Do wou want ko view the error log?
ashes briefly across the

screen.

6. Anclzle)(05t<Complete message will appear. InteGrade Pro @
IC .

'f Export complete!
L

You have successfully exported your grades! ©

NOTE: DO NOT IMMEDIATELY CALL YOUR PEIMS PERSON TO ASK IF THEY
RECEIVED YOUR GRADES. The grades do not instantly pop into SASI when you
export them; your PEIMS person must import them first. This will not be done until after
your campus deadline for exporting grades. You will be contacted by your PEIMS
person and/or tech facilitator if your grades do not import correctly.
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