Creating a New Spreadsheet in

InteGrade Pro
Updated 1/18/06

Each grading period (i.e.- quarter, trimester), a new spreadsheet must be created. This
keeps the assignments and scores for each grading period separate.

To create a new spreadsheet within the gradebook:
Go to "Setup” in the menu and select spreadsheet
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Follow the prompts and name it with the appropriate grading period:
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fou have chosen ta create a new spreadsheet.
Each class in your gradebook contains one or more spreadsheets.

Attendance spreadsheets are uzed to track day by day attendance
within pour clags,

MHumeric spreadsheets include a spreadsheet grade which is a
walue calculated fram student scores on the spreadshest.

Skill spreadsheets also have a spreadsheet grade. However, it iz
entered manually by the teacher rather than calculated.
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Fleaze give your new spreadsheet a name.
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Select which tppe of Mumeric spreadsheet to create ©

Creates a spreadsheet that can use Task Types to weight
scores when calculating the final Spreadzheet Grade.

Creates a spreadshest where each student's spreadshest
grade iz determined by adding up all the points they receive
and dividing by the points they could hawve received.
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The new spreadsheet will show up at the bottom of the list. You will need to create a new
spreadsheet for each class. Select the next class from the pulldown menu
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After creating spreadsheets for each class, click the close button. You are now ready to
display the spreadsheet for each class you just created by selecting it from the pulldown
menu labeled “spreadsheet”
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