Preparing End of Semester/Year Grade sheet for SASI
North Jr. High, January 2009
Use this process to create an End Term Spreadsheet for SASI that averages out quarter grades to get a semester
grade or end of year grade.

1) Create a new spreadsheet in Integrade by going to “Setup” and selecting “spreadsheets” then naming it

Semester grade

Spreadsheets of "SCIENCE (03 - YR - 12)" x|

[scENCE(03-vR-12) =] General | Motes |
M ame: IFinaI Grade

Weighted Type [Mumeric.. Points)
Skills [Skill)
Quarter 1 [EndTerm 11./4/2004)

2) Select “Total Points” and a new

Kind:  Murneric

spreadsheet will be created. Quatter 2 (Numeric Total Points] | Grade Table: [Level 1 =]
:Final Grade [Mumenc To...Points) Calculation Methad: ITot al Paints j
Quarter 2 [EndTerm 1/21/2005)
Quarter 3 [EndTerm 3/24/2005)
Muvarbar A T ndT arm BARSOMNRT
4) Select the spreadsheet you just created and it will open, showing no va/tlues in any column.
@7 InteGrade Pro - [SCIENCE {03 - YR - 12)-Final Grade] oy (=] |
File Edit 3etup Tasks Reports Graphs Wiew Window Help — |ﬂ|i|
R8s enmany|ndodol|e /
Class: | SCIENCE (03 - YR - 12) || Show: | Students |
et gt £ nal Grade (Numenc Tatal Poirks] Wigw: ITask Wigw j
Student Letter
MName 4 Grade
_2 Bay. Daniellz n'a n'a _I
_ 3 Birr, Mackenzie nta
4 | Brittin,. Shelby n'a n'a
B [Carman, Cody nta nfa
K| Christer, Dustin nda nta
71 Dentan_ Stechen nda nia

5) From the “Task™ menu, select “Copy Task...”

i3l End Term Spreadsheet Directions.doc - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table Window Help

JD@H|§@&|E|“'|%D|IDD% v@’v’JTitle vT\mesNewRomanv12v|BIg|§§§§| d
lz‘ |j---|---1---|---2---|---3---|---4---|---5---|---5---|---?‘--
E A InteGrade Pro - [SCIENCE (14 - YR - 12)-Quarter 1

File Edit Setup | Tasks Reporks Graphs Wiew Window Help

: E’?H|§| o[/t Task... T @||iluﬂ1|_|@
. Il Edi Tasks... Er T
™ QIass:ISClENE Bk Fil ;I Shaw: | Students j

| Wiew: [ Column Yiew j

Spreadsheet: I Comy Tasks. ..
- mpork Tasks... -

: ] s | ] zmy Jomen oo | o ] | s |

6) Check to make sure the class is correct and select the name of your first quarter spreadsheet. Click Next.
7) Select the Spreadsheet Grade option. Click Next.

Copy Tasks |

Please select an item to co
eighted Type Spre:
Homework Type Total
Ewxam Type Tatal
Cluiz Type Total
Uruzed Type Total
Book Survey
Scientific Meth Quiz
Cotverzion WS




8) Select “Percentage” to transfer to grades to End Term Spreadsheet. Click Next.

Copy Tasks x|

“f'ou can transform the scores while copying. Please choose a transformation.
Az] Score
AGCT-Score

Decile Rank
Letter Grade

Percentile B ank,
Paints Pozsible
Prints Raraivard

9) Click OK.

10) Repeat the process (steps 5-9) of copying tasks for each quarter grade that is needed to calculate the final
grade for the semester. The spreadsheet will average the grades from each quarter and should look similar to
the sample below.

& InteGrade Pro - [SCIENCE {03 - YR - 12)-Final Grade] o ] [
File Edt Setup Tasks Reports Graphs Wiew ‘Window Help _|E'|i|
FH S e ALY kD vd |l @
Class: | SCIEMCE (03 -%R -12] = Show: IStudents j
b fm=t s =l inial Girade [Murnenc Total Points) V_iew:lTaskView j
‘wightdTypS Arntr2Sp &
Student prdshtGrd rdzhtGrd Letter
M arne [100] [100) = Grade
¥l
16 |Ingeman, McLean ?E'Eln ?'I.?_:I 738 C
17 | ~Johnzon, Justin m'ell m'ell n'a nia
18 |Kelen, Brandon 857 B1.3, 735 C
19| Lahr, Azhley a4.5 B7.2 754 C
20 |Le. Tam 9249 823 886 B+

11) Complete this process (steps 1-10) for each class. You are now ready to copy these scores to your End Term
Spreadsheet.

Copying Scores to your End Term Spreadsheet

1) Select your first class and choose the quarter 4 end term spreadsheet

2) From the task menu, select copy task

Ei\e Edit Setup Tasks Reporks Graphs Miew Window Help

cH@ten ety e 0 Enl|e

3) Select the spreadsheet you created that has the

averaged grades on them Class: | Technalogy (12 - 51 -12) =1/ shew: 54
Spreadsheet: | Quarter 4 [EndTem 6/3/2009) j Wiew: I?
Walye, | i Tome (Numen bvsplied Tomef
x| kil (k1)
Quarter 1 [EndTem 11/6/2008) QTR 4
Pleaze pick a class and spreadsheet from which to copy: QTR 2 [Numeric: Weighted Tppe) mment #2
. 1 [&nderson Quarter 2 ([EndTem 1/23/2009)
Blass: [Technology [12 - 51 - 12) =l o Duater 3 €T am 4/3/2005]
5 dsh 2 !EH B () ter 4 (End] eim 15
HEIEdLs eel: _ _ 3 | Cissz. Malsememster arade (Mumeric Tatal Paints)
‘weighted Type [Mumeric \Weighted Type) 3| Gage, Victoria
Skilz [Skil)

Quarter 1 [EndTem 11/6/2008]
QTR 2 (Numeric Weighted Type]
Quarter 2 [EndTem 1/23/2009)
Quarter 3 [EndTem 4/3/2008)
Quarter 4 ([EndT em 6/3/2009]

sememster grade (Mumenc Total Points]

4) Choose copy task and select the top spreadsheet grade option

5) Replace scores of task “Final Grade”

6) Transform the score as a letter grade. This is the location for any Asterisk grades.

7) Repeat steps 1-6 for your remaining classes. Your semester grades are now complete.



Exporting Grades from InteGrade Pro

@-‘._’-.:_-: ent3 - Microsoft Word

Fil= Edit View Insert Format Tools Table Window Help Acrobat

D@ eRY|[)nad -~ QBFOREH BT = -0

m E Morrmal E]EJ@
¥ N Edit Setup Tasks Reports Graphs  Yiew SWindow Help - 8 %
- LY & B 8Ol |®

? Close Gradebook | Show: |Students

SE Q] Save Gracebook  cbes DAL A < | view: [Column View

: Save As... TRI 3 TRIZCUR | TRIZCUR TRI 3 TRI 3 TRI 3 FML GRD
a5 Revert bo Saved Grade ABS oY Comment #1_| Comment #2_| Comment #3 Grade

: i

k — Import inko Gradebook..

o —f Export from Gradebook, .,

E —:1 Connect ko CM5.., \
i & Print.. Chrl+P

2 E Print Setup. ..

; 7 Eat gy

\

Steps to Export your grades \

Export from Gradebook

X

1. With your end term spreadshee_t open, select “export ReRE RN St R Al 0 SR AR
from Gradebook™ under the “File” menu. L1 3/5/2004: TRIMESTER 2

[ 6/3/2004: TRIMESTER 3

no

Choose the grade to export and click “Next”
3. The warning will be displayed if information is
missing. This will include any student that might not
have been assigned a grade. Double check to make

sure you don’t forget the Advisory grades. If you are AI_| Mo
ready to export, click “Continue with export anyway” ot | ] o |
box then click “Next”.

4. This message will appear. Click “Export”.

Navigate to the “Vol3 on North_Alpha’ find yaur

SASI number by clicking on the “+” sign next to\open ARNING

each Of the fOlderS and Click “Ol(’/ Some data required for thiz expart iz mizzing. This information should be
/

o

Export from Gradebook El

entered before you export. The following is a sample of some of the missing
data:

RASDWISORY (01 - YR - 12) TRIMESTER 3 (EndTerm 6/3/2004) is
\ezing required data for columng: "TRI 3 Grade", "FML GRD Grade"

Select Export Directory

Folder Mame
O:MGPdata 0524 21

Cancel | <<Back ‘ Help

Folders N
+- S el on Morth_alpha' [N:) - \
-5 ol on 'Marth_alpha' (0:)
=) IGPdata Export froim Gradebook
=) 052 Inte[3racte Pro kg gathsred ths information it nesds to sxport
I 1 D1 After clicking Expod vou will be asked where to save the export file, This
file: rast b giver o Dgur office spster admiristrator (usualy on a loppy disk
I 1 D2 of via a mutually agreed\ocation on a netwaork),
5 103
5 104
3 112
3 113
3 113 2
= 4A




Selecting the correct location to save your spreadsheets

Use this information to correctly select the folder where you are to save your completed gradebook
spreadsheets.

Select Export Directony

Fraleler e Saving your final grades
0:GPdatab0524101

/1. Select VVol3 on North Alpha (O)
FD'I:IETS /
+- 5 YolZ on North_alpha' [H:] ~ | 2. Select IGPdata
+ -2 Vol3 on Morth_alpha' [N://
—| - Vol3 on 'Nnrth_w
=) IGPdata 3. Select folder 052
-1 052
S’ «——————1— | 4 Selectthe folder where you store
o 103 your Integrade grades (usually
) 108 your room number)
o) 12
o) 113 3

] Caricel




