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Integrade Start Up Instructions
1. I have installed the Integrade Program on your computer and saved your gradebook to your computer which lists all of your students.

2. Open the Integrade Program by clicking on the icon that looks just like an open gradebook.

3. When the first screen comes up, make sure there is a “dot” in the “open a gradebook on your computer” option.

4. Click OK.

5. The next screen that comes up should have your gradebook with one of your classes. (If your gradebook opens, skip step 6-10.)

6. If you do not have your gradebook, you will need to locate it from the “F” drive.  
7. Click on the arrow and drop the box down until you see the F drive. Look for “Intergradeprodata” folder.  (IGPRODAT)
8. Click on  the folder that contains all of the teacher folders “102” for Greendale  or “301”  for Abingdon High School depending on what your school names the folder.
9. Click on the folder that has your teacher number on it. 

10.  Your gradebook will open.
11. Click on your name and the six weeks that you want to use.

12.  The first drop down box will contain each of your classes.

13. The second drop down box will contain you gradebook which will be called “weighted type.”  This spreadsheet will work just like your paper and pencil gradebook.  Under this drop down box there will be listed all of the six weeks.  You do not use any of these until the end of each reporting period.

14.  The first thing you need to do is to set up your grading rules. Click on “setup” at the top of your gradebook.

15. Click on “grading rules.”  Click on “grade tables.” The word “regular” should be highlighted.  Look at the second column under “letter grade” and click on the word “new.”  Type in “A” and “93” under lower limit, “B” and “85”, “C” and “77”, “D” and “70”, “F” and “0.”

16.  Click on “type sets.”  If you are planning on using a “scale factor” for averaging your grades, then Click on “delete set” until you only have one set.

17.   If you are planning on using a “scale factor” for averaging your grades, you need to delete all of the “types” EXCEPT “unused.”  Put a 1 in “unused.”

18. I do NOT recommend using a percentage for grading, but If you are planning on using a “percentage” for averaging your grades, type the percentage you want to use for homework, tests, etc. into each “type” category.

19.  When you are finished, Click on close. Everything will save when you click on close.

20.  You only need to do one more thing until you can add grades.  Click on “view”, then click on “sort students,” and then click on “sort.”  This will put your students in alphabetical order.  

21.  Now you are ready.  Click on “tasks”, Click on “new tasks.” And “next.”
22.  Type the name of your task in the first box.  Please be specific, for example: Quiz--Spelling--Unit 2, or Homework--Fractions--Page 25.

23.  You can click on the little calendar icon and put a date on the task.
24.  You do not have to put a due date.

25.  The 4th box is the type box.  This will say “unused” if you are using “scale factor,” if you are using percentage, then drop the box down and choose homework, quiz, etc.

26.  The next box is very important.  The “out of raw” box should most of the time be “100” which represents the amount of points.  The scale factor should always be “1” unless you are using the scale factor.  If you are using scale factor,  you will want to change this to something like  1.5 for quizzes or 2 for tests, or whatever you want to.


(Please be sure that you type a number for the amount of points under the 
“out of raw” box.  If you do not, a default of “0” will be recorded and the 
students’ average will not be correct.

27.  Click on “create” and now you are ready to put scores under the task. From now on your grades will be averaged automatically.

How to  E-Mail & Print Progress Reports

1. Before you can e-mail progress reports, you will have to setup your communication defaults.

2. Click on “Setup” at the top of the gradebook.

3. Click on “communication”

4. Under the “General Tab” type your name, your e-mail address, and then on the 4th line for the school website,   type: “wcs.k12.va.us”
5. In the area for “e-mail server,” type: “mail.wcs.k12.va.us”
6. In the area for “teacher accounts,”    type: the first part of your e-mail address which is the part in front of the @.   Click close.
7. Go back to “setup” at the top of the gradebook.  Now you have to type in the student’s e-mail addresses if they are not there.

8. Click on “students.” Highlight the name of one of your students. Click on “contacts.”

9.  Click on “residence”  or the mother’s or father’s name to get an area at the bottom of the screen to type the e-mail address.

10.  Type the e-mail address in the area, and BE SURE TO PUT A CHECK MARK in the box “send e-mail reports to this contact.” Click “close.”
11.  Now you are ready to e-mail progress reports.  Click on “reports” at the top of the gradebook. “Click on “e-mail student progress.”

12.  At this screen you can e-mail all of your students a progress report on uncheck the boxes and just e-mail one report.

13.  IF YOU JUST WANT TO PRINT PROGRESS REPORTS: Click on “reports”, Click on “student progress.”

14. When the next screen comes up, I would uncheck the boxes under task that have anything to do with “class average,” “% of spreadsheet,” “graph,” and “grade analysis.”   I would make sure there is a check in the box for the parent signature as well as all of the other boxes.

15.  Click “next” and make sure this report looks like you want it to.  If so, then click print.  All of your progress reports will print. 

End of six weeks and EXPORTING GRADE PROCESS
Here is a reminder of how to change from a weighted spreadsheet to six weeks and how to export.

1. Open your gradebook and start with your first class.

2.  Drop down the 2nd drop down menu and choose 1st six weeks.

3.  Move your mouse over to the column under the grade.

4. Right click in that column.

5. Click on “Replace Task.”

6.  Click on “Weighted Type (Weighted Numeric Type) so it becomes highlighted.

7.  Click on “Next”

8. Click on “Weighted Type Spreadsheet Grade,” so it becomes highlighted

9.  Click on “Next”

10.  Move your mouse up and highlight “letter grade” 

11. Click on “Next”

12. Click on “OK”
You have to change each one of your classes from “weighted type” to “six weeks/letter grade.”  That means you have to repeat steps 1-12 for each class.  After you do this for each class, you are ready to export.  You only have to export 1 time.
13. Go to the top menu bar and choose “File”

14. When the drop down menu comes down choose “Save Gradebook”

15. Go back to the top menu bar and choose “Export from gradebook”

16. Make sure there is an “X” in the (1st,…) grading period area and click “next”

17. If a warning message comes up, put a check mark in the “continue with export anyway.”

18. Click on the word “Export.”

19.  Make sure that the export goes to your teacher number and then click “OK”

After you export, if you receive a warning or error message, print the error report and make sure you have given everyone proper grades.  If you get an error report and do not know how to fix it, please find me and let me know.  An error report means that certain students were not given grades or was given unacceptable grades such a s INC.  These grades will not export correctly. 
  After you correct any errors, YOU WILL HAVE TO SAVE YOUR GRADEBOOK AND EXPORT EACH CLASS AGAIN, SO PLEASE BE SURE YOUR WEIGHTED GRADE BOOK IS CORRECT BEFORE YOU EXPORT.  
Combing Tasks & Starting a new six weeks
Print out a spreadsheet for each of your classes just for your records or to give to the principal.

DO NOT COMBINE TASKS UNTIL YOU SAVE YOUR GRADEBOOK AS A NEW NAME.

1. Click on File

2. Click on Save AS

3. Type a new name for your grade book. (For example, since this is the beginning of the 2nd six weeks, you should type: “2nd six weeks 2005-2006”.  This will save your entire grade book in your teacher folder in case you need it later)

NOW YOU ARE READY TO START COMBINING TASKS

1. Go to the second drop down box and choose “Weighted Spreadsheet…”

2. Click on “Task”

3. Click on “Combine Tasks”

4. Click on “Combine to a percentage”

5. Click on next

6. Rename these tasks as “1st six weeks average”  There is no need to change any of the other information on this screen.

7. Click on “Yes” when the screen asks if you would like to delete and combine tasks into one task.

8. Click on “Combine”

9. This will give you a column in your 2nd six weeks where your 1st six weeks averages will be displayed. They will not average into the 2nd six weeks, only displayed.

10. Click on “Task”

11. Click on “Edit Task”

12. Click on “Points”

13. Make sure that the six weeks average has a scale factor of “0”

14. Do this for each one of your classes.

Now you are ready to start entering Tasks for the next grading period.

