Easy Grade Pro

Organizing and Analyzing Your Grades for Success

l Instructional Technology, Tacoma Public Schools

Welcome to Easy Grade Pro, your electronic gradebook software. With timesaving tools and
efficient reports, you'll improve your ability to individualize instruction based on your classroom’s
first-hand data. This course will first introduce basic skills in the pre-class assignment. In the
classroom, we will discuss the finer points of setting up and running a sound gradebook. At the
end of the course, you will understand and be able to explain how and why your grade book is
set up. You will be able to make data-driven decisions at the touch of a key and produce
meaningful reports for students and parents.

Technology Standards
v Tier 1 Teachers keep and organize student information / grades effectively.
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A. Understanding the Design of Your Gradebook
1. Categories

To set up your categories, go Edit >Class
Options and click on the Category Tab . In
order to use category weights, choose
“Yes” at the bottom of the window. You can
now edit, add, or delete categoriesl.

Elementary teachers should match the
categories to the requirements of their
eReport Grading system.

Class Options for Term 1: 2 - Biology 1

Use CATEGORY
options to create up
to 15 assignment
categories for this
class. Choose
whethet to have
studert averages
weighted by
category. Then edit
the chart to the
Figght

Scale ] Ruund.]CE‘GQDW]FDUlnute] Score WAﬂend ]Calendal] Term ] Seat ] Colar W
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Secondary teachers should match categories to their class procedures and/or

department-established grading break-downs.

2. Special Scores

This feature allows the teacher to add scores other than numerical grades. These scores
can play an important organizational and communication structure for your gradebook.

To set up Special Scores, go Edit > Class Options and click on the Score Tab .

Items to consider when setting up and use Special Scores:

v" What value should the score get? Do absences count as zeros?
v" Blank Values receive no numerical value. It does not hurt the student, but it

does not help them as well.

AN

Remember the Shortcut key to save time when entering grades.
Utilize the missing assignments list to help students get caught up.

Class Options for Term 1: 2 - Biology 1

Scale ] Round.]l:ategon,r] Fnotnnte] Soore ]Aﬂend.]talendar] Term ] Seat ] Calar ]

COde th at iS p|aced ir*se SC0ORE options to define up to 30 Special Scores to be used in addition to numeric

cores when entering student marks.

the gradebook and

Keyboard Shortcut

e Hames Cuode Shop.lt— ue Counts as... | "
SROWS UP ON TEPOMS | - T cuses e C A [ missing | -] Value calculated
2 | Credit cr C [ miszing ||
T apemrt — T2 [ ] by the gradebook
4 | Mizsing mi h 0 | W™ missing |||
5 | Incomplete inc | ] m K
g |Yes yes b 100 | missing B Adds aSSIgnment
7 |Mo no ] o [~ mizsing v| to student’s
missing list
Cancel ‘ Done | ||

L While it is possible to add many categories, it is not recommended to have a large number. Categories

with only a few grades can easily skew a student’s grade.
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3. Footnotes

Class Options for Term 1: 2 - Biology 1

Use FOOTMNOTE options to define up to seven footnotes that can be guickly sttached to
Footnotes allow you to add valuable scores inthe Score chart arelinclced i reports.

information to a student’s grade. These

Seale ] Round.]tategory]FﬂulnﬂtE] Soore WAttend ]Calendau] Term ] Seat ] Calar W

Turned in late

Footnotes will come up on printed reports.

Seore reduced because turned in late.

Seore increased dus o extra credt.

Seore increased dus to effort

To set up Footnotes, go Edit > Class

Haz been encouraged to study and improve this score.

1
2
3
q
5
[z
7

Would have been higher had homevwork been done.

Options and click on the Footnotes Tab .

Homeswork must be completed before test can be taken

The text of Footnotes can be class-specific. ®

Cancel

Consider the following:

v' What comments do you regularly make to students’ work?

v" How can you use this to track late work?

v Put your most common Footnotes at the top.

4. Entering Assignments

To add an assignment, press the Add Assignment

button at the end of the

assignments. From the following window, you can add or edit all assignments for this
class. Enter the following information for each assignment.

Set the Category . Be very specific here.

DN NN

Descriptive Name. You could include the GLE in parentheses if desired.

Set the Max Score . This is the maximum raw score for the assignment.
Set the Points . This scales the assignment to a particular value®.

Records for Term 1: 2 - Biology 1

Clazses ]@ Students ]ﬁssignmenis]

Hame: | | Max. Scorg:

Category: |ClasswarkMHomewark

Record: [* 11 of 11 =)

Points: | 100

4] octoper-zo0s [»
5 M T W T F 5

Navigate to previous

assignments to make |

changes. \ |

-
Special Status: |Mormal | HEEEE
Display Scores: |Raw Scores - 310 —1‘-;1r 1; 1 - fset :]hd:)ue Date
ogress Report: |Include it Student has Score | 23| 23| 25 | 26 |27 or the aSSIQnment-
| 230(31 |
| Daone |

Click Next Assign to add another assignment. Click Done when finished.

% Your default action is to set this value equal to the Max. Score.

If you want all tests, for example, to

weigh equally regardless of Max. Score then set the Points value equal for all tests. Consider this for any

assignment that is repetitive.

Communicate your grading practices on this issue! Example: “You will have four exams in this class.
All will be weighted equally towards your Exam Category grade.” OR “Assignments with more points will

count more towards your final grade in this category.”
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5. Copying Class Settings and Assignments

Now that you have entered Categories, Footnotes, and Assignments, it’s time for Easy
Grade Pro to do some work for you. EGP allows you to copy information from one class to
another or to set them up individually.

To copy Class Settings or Assignments, go Tool > Copy and make your selection. The
steps for copying information are the same for all selections:

1. Setthe Copy FROM and TO classes. You can copy information to more than one
class.

2. Specify which assignments, class data, options, seats, or students in the right panel.

3. Double check your work and press Copy .

Change the
|nf0rmatlon tO COpy Easy Grade Pro 3.6 - Demo_hs.egp

File Edit Tool Yiew Chart Class Help
/ | \ H@ ST Gt
F- Add
Copy Classpéa / \
4

> Class Options. ..
Delete »
»
"4 ]
B Assign. ] Class ]'%I Options ]:H Seats ]@smdens] Gradeb

il Seats...
! Students...
Find 3

= Score Tools # [_‘—4|
-
M ceatTooks » |

Class to Copy FROM §| Class Options To Copy % | termTooe » BBl c [l [
Term1: 1 - Algshra 1 Grade Scales 5| D | rpesrerrsermi | ne yes| no | dr ||
Term 1: 2 - Bioloffy 1 (Current) Founding Setting

Score Categaties
Score Footnotes
Special Scares

El lasses to Copy TO Attendance Categories . .
Term 1: 1 - Algkhra 1 Calendar Seftings 2. Specify which
Termy1: 2 - Bigdogy 1 (Current) Seat Size & Farmat options/students/assign i
Calor Settings
ments to copy.
1. Set CopyrROM

—— andTO locations.
@ Cancel ‘ apy

3. Double Check and
PressCopy.
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B. Documentation
1. Special Scores

Before entering Special Scores, make sure that the Tool Palette is visible. If it is not, go
Edit > Tool Options > Show Tool Palette

Easy Grade Pro 3.6 - Demo_hs.egp

File Edit Tool Wew Chart Class Help
121S1 FIANT BINAOGIimS
& j l@atuc_lerrt IAssign. [= G % aa 4 a, @
b ] WG @M
|Term 1: 2 - Biology 1 j

A+ | A A B+ | B |B- | C+| C | C-
ex | cr ab | m inc yes| no odr
u ok | 0O

Class Options. ..
Gradebook Cptions...

Tool Palette
= ]
o |m

Tool Options ¥ v Show Tool Bar

T — T W Show Tabs
F 0 C- C C+ B- B B

Show Tool Paletke

~ 10 of 10 Studems v Show Mini-5um.
1 Bradford, Karen —r————— ) 23,7
2 |Arnwn Ianathan 10 RERD Il o=z

From the Tool Palette, you can click on any letter grade or Special Score to assign the
grade to a student.?

2. Adding Notes to Scores Score Notes

Mote for |Gustavsnn,Peier ﬂ on |Plant Quiz j

By add|ng Notes to SCOreS, you can Format. |1:Noie is for teacher; foctnote is for ﬁudemﬂ  Spel @
document more information about a G 2 e o o ot e Ear SRt

Student,s performance_ 3 Mote is for student in place of score

To add Notes, double-click on a students

score. From this window, you can also e T R —
change students and assignments at the )=
bottom. Bl S moromnd oot

5. Haz been encouraged to study and improve this score. [
Written notes can be just for the teacher, or | @ [=] S| [=] [Fme | [TEwm

visible to the student in a report. Your pre-
defined footnotes will be available in the lower half. To alter footnotes, go to Class Options
under the Edit menu.

Teacher Notes allow you to document your observations about a student’s performance
without them being visible to the student or his/her parents.

% Recall the keyboard shortcuts for Special Scores. To review these, return to Class Options under the
Edit menu.
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C. Data-driven Instruction
1. Color-coding Scores
The most visible way to see trends regarding students not meeting standards in you class
is to color-code your scores. To look at these options, go Edit > Class Options and click

on the Color Tab . Here you can

v Alter the colors of your gradebook for this class
v Assign colors to grades based on specified criteria.

Class Options for Term 1: 2 - Biology 1

Scale ] Round.]Category] Footnote] Seore ]Aﬂend.]talendar] Term ] Seat ] Calar ]

GRID Color: [* ] b
Sample: E
BACKGROUND Color: [© | .
100 E
E
Scare Calars w Attendance Colors]
Select colors based on: [ percents (Standard Sc.. |
[* From 70% but lessthan 73%.. | [FL] [* {nt Lzed) | FIl
[* From 60% but less than 70%.. | FE]  [* fnt Lzed) | F
[* From 0% but less than 60% . | [FI] ™ fnot Lized) | FI
Cancel ‘

In this example, we've assigned colors of increasing intensity to students not meeting
standards (grades C-, D, and E).

2. Sorting Student Information

Another way to examine data trends within your gradebook is to sort assignments and
students. Examine how each of these hidden menus can help break down grades.

Easy Grade Pro 3.6 - Demo_hs.egp Shaw all assignments
File Edit Tool ‘iew Chart Class Help
B8 Score [ T Attend. ] T Seating l 39 Studert ] T &ssign. Show Labs/Projects
- R Showy ClazsworkMHomeswork
B [Term 1: 2 - Biclogy 1 Bt & o e wD Show Participation
g - P2 3 1 5 6 7 8 Showy MNon-Grade
Plant Kingdoms & = F=E]
2 % g8 B 5z @8 B
e 5 % é tE 8 _SE5é 1. Plantisnimal Irtro
£iei FEIosS5ESEEE 2. Plant Kingdoms
EcEc zdaofcidcsgci b
= 58 5 szz282%98% 3. Plant Guiz
EZE:aEBEEEZEEEE| 4 Chiorophyl Report
SESPSEECECRC5 05 S Crioophilen
£ zx 2 4w Ba Bazga B H . Chioraphyll Lal
Floc EPEiEysisiggEgE &, Plant Lab Report
Moesoeabbicies<c < y !
- 10 of 10 Students. Mis..| Overall b5 25 S0 S0 s0 s 25 E . Animal Kingclom Worksheet
[NaABraciford, Karen 1021 A+ N K237, 228 &0 50 &0 457 25 5. Animal Kingeiom Report
. : 1. BSED F| €\a7 237 475 475 S0 457 35 9. Animals Guiz
Showy all students 983 A+ N 37 s 7S 457 25 10. Plant/Animal Fevwie
| 91.7 A- 22 212 457 442 a0 475 25 442 75
8408 221N 200 407 332 50 442 25 W2 75
1. Bradford, Karen 79T Cs 03 \g7. 382 ws = 407 28 /775
E_ErDWHIJDnathan 2: 499F E| 203 2& ab 40 39.2 mi 32.5 75
3. Chu, Jeft - gg:: if + Showy ALL &S raw scores 4:2 z:
4. Goodman, Michasl HED Showe ALL a5 percents 42 78
Showe ALL as grades
B. Haynes, Tem_ Use aszignment seftings
7. Kramer, Jennifer
&. Radcliffe, Missy
9. Rokinzon, LaTonysa
10. Taylor, Roaer
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v" If students are looking over your shoulder (a no-no), consider showing ONLY that
student.

( Easy Grade Pro 3.6 - Demo_hs.egp

File Edt Tool Wiew Chart Class Help
@ Score Show Al oS Fotgent P,

b ’m Show Selected  Crl+F7 e AN % o [ HEeeD

v Show only category-specific
assignments

Hide Selected  Ctr+F8
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Sort Assign.

mewark 911
ngdom Work
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Chilorophyll Lab
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" Sort Students
+  Sort Classes... by FIRST Mame
by ID Mumber
by Gender

10 of 10 Students. Mis..| by Average
Bradiord, Karen
Brawn, Jonathan q
Chu, Jeft Custom 1

v Look at your grades as percents or
grades (letters) to more quickly
track how students are meeting
standards.
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4| Goodman, Michael Custom 2 457 4421 50; 475 28
5 | Gustavson, Peter Custom 3 407 392 50 a4 35
3
7
[
9

i e

Haynes, Terri Custom 4 3920 375 50 407 28
Kramer, Jerniter 2| customs sh 40 #£F] . 302 mi
Rawicliffe, Missy — S0 50 a0 475l 38
Robinsan, LaTonya — 457 457  50i 425 28

Additionally, you can sort students by their
course average. To do this, go View > g e .
Sort Students > by Average _ Students ML ARSUR e i

Custom 10

will be ranked by course performance. T e

TS

3. Utilizing the Mini Summary

The Mini Summary is a feature that you can erm 1: 2 - Biology 1 a4 8% |

look at constarltly._ Located in the upper left Class Graph

of your screen” this window shows the v,

overall distribution of grades in your class. 5 Studert Graph
Student Grades

You can change this view to look at
individual assignments and more by clicking
on the menu arrow in the upper-right
corner.

Student Attendance

—_
—
—_

Score Footnotes

FAmi-Surnrary

Score Text

T

If you see that there are unusual trends

such as multiple failures on an assignment or class average, re-examine that assignment
or student(s) and take appropriate action in your instruction to work with those topics or
students.

KEY: Look at your data, learn from it, and take action in your instruction!

4. Data Analysis with Charts

Charts put many data into a graphical 4 & ﬁ@é} o [ B O @
representation. It does not interpret data for

you; rather, it makes it easier for you to interpret trends for your students.
To look at Charts, click on the Chart icon in the Tool Palette or go Chart > Summaries .

Two different Charts are showcased below. Explore the different charts to see what
information is useful in your instruction.

* If you do not see the Mini-Summary, §dit > Tool Options> Show Mini-Sum.
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Summaries

Assignment Graphs

Classes ]@ Students }Assiunmenﬁ] B] E] ] ] W .
. . Term 11 - Algebra 1 - 5. Chapter 2- #1-25 odd (79.8%) -| o
From the Summaries window, select the | - Ll | =
ASSIGHMENT GRAPH | Scale:

Assignments Tab . You should navigate
through your assignments periodically to get
a picture of student performance in your
class.

Concern Area

For each assignment, you can click on any
of the bars in the bar graph to see a list of
students achieving at that level. Students
performance below the C-level should be of
primary concern to you.

B- B
40 415 435 43 45.5

== | Mext Assicn. == Done

Student Performance Summaries
clases | @ sudent | Dasignmens | EIEIEARN (=)
From the Summaries window, select the [fenm 1.1 - Algra 1 <] o custavson, Peter 47%) B
Students Tab . You can navigate to [ = Term iwerage mAssassTiMS - Chsswork - - Homework 1|DD%
students of concern (from the assignment SO I e a
graph) and get a better picture of their o e — o e SRR, Y
performance over time. T
S B0%
Assignment Categories are shown in s
different colors. You should be looking for 2
the following things: zz:
v Students showing declining -
performance — what types of S ine 1620
assignments are they struggling @ oraph options <« | [ tedtstert> ] oo

with? Is it just tests? Homework?

v’ Students showing improving performance — what concepts or teaching strategies
have been effective with this student? How could you apply these strategies with
struggling students.

KEY: Look at your data, learn from it, and take action in your instruction!
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D. Reporting Options

The following screenshots allow you to see all of the reporting options with Easy Grade Pro.
Several of the more common reports are highlighted. Multi-class Progress, Single-class
Progress, and Score Charts will be discussed in this course. Please explore the others to
suit your individual needs. To begin go to File > Print .

-

Print Reports
(E student ] Chart ] Dther ]
Select a Report
Multi-class Progress
Single-class Progress (o
Student Miszing Work Print Reports
@ Student ] Chart ] Oither ]
Select - Ranat |
Score Chart Print Reports
Attendance Chart
Seating Chart Student EE Chart Other 1
Student Chart B susent | | .
Teacher: | Mame Assignmert Chart Select a Report
Azzignment Graphs Y
Lakels |: Aszignmert Sumiary
Attencance Summary
Clazs Summary
Clazs Graphs
Teacher: | Teache Clazs Mizsing Wark
\— Class Mates
Class Roster
Labels Lahels
Multi-class Gradesheet i
Teacher: |Teacher Mame |
[E Labels ‘ Cancel | et

1. Student Progress

Elementary teachers will typically use the Multi-class Progress option under the Student
tab. Secondary teacher will mostly use the Single-class Progress option under the
Student tab. Using the Multi-class Progress option will search all the classes for
students with the same name or ID number and include all the data for the student where
the Single-class Progress will print only the current class’ data.

Once you have selected the type of progress report you will be using, explore the different
choices you have available to you in the Single/Multi-class Progress Report Options
screen.

v Use all current-class students  to print a report for the entire class

v Use all current term-term students  to print a report for all your classes

v' Use selected students only to print a report for one or more students from the
current class
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-

Single-class Progress Report Options

Print Reports For: i
{e all current-class students
" all current-term students
™ =zelected students only:

Fart: |Arial j |1 0 pt j I Include Summary Graph zet
v Include sttendance Summary et

v Include Summary Motes

Grades: |Shl:lW a5 Percents & Grades j

[ Usze Custom Student Title =t v Include Summary Comments
[ Include IntroPostecript Text zet I Include blank comment lines
v Include Grade Summary Chart =t [ Incl. students == Eland =
v Include Assignment Chart =et
= Print Setup ‘ Previes ‘ Cancel | ePrint

You now need to decide what will be included in your report. ALWAYS use the Preview
feature to make sure the report contains all the in ~ formation you need.  This not only
saves time from incorrectly printed reports, but also paper and ink!

v" You can add and introduction and a conclusion to the report by checking the
Include Intro/Postscript Text °. This is where you could include your contact
information, address to your SWIFT site, even a note to sign and return the bottom
portion of the report to the teacher.

v Include Grade Summary Chart ° gives the overall grade as well as your category
grades, completed work average, and the number of missing assignments.

v If you want to include a detailed account of all the assignments that were assigned
during the grading period, select Include Assignment Chart °.

v Incl. students >= |:|nd < |:| will allow you to print reports for students who fall
between a specific range of percentages.

®> Make sure to define the features you would like to include using the set button to the right of the option
you just selected. Remember, you can always turn something on, view the report using the Preview
button, then change or turn that function off if it is not desired.
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2. Score Charts

Score charts can help you analyze how your class is doing overall as well as on individual
assignments. From File > Print , go to the Chart Tab.

Score Chart Report Options

Print Reports For:
f* current class only
" all current-tern classes
(" zelected classes only:

Fort: [arial >|jopt ¥
Aszignments: |Di3plaved Cnly b

Studerts: |Di3pla3-'ed Oy |
Sort Students: |b';,-' Last Matme j
Showy Students: |use student names j

use student names

Iv Incl. horizontal line every F oS

clude | 1 blank rowes st bottam
[ Ini 1 blank columns st right
v IpClude col =tatiztics at bottom

Include footnote ke
| Print =cores in color

cittarm

Blank columns for
paper gradesheets

@

) use student ID's only
Print e | FTEFET |

Cancel | ePrint

| prict |

Again, select various options and choose Preview to see what your chart will print out as.

v' Assignments - You can alter the assignments that are displayed in the report.
Noteworthy is the “Include None” option. Combine this with including a number of
blank columns to produce a paper gradesheet for recording scores!

Show Students

- You can choose between use student names and use student

ID’s only . This could be valuable to post student grades while maintaining their
privacy, or keep student names for your analysis.

v Sort Students will allow you to sort the chart by name, grade, student ID, or
randomly for easier reference depending on your needs.

When you choose all the options you would like for your chart select Print. At this point,
you might find it valuable to print your chart in the Landscape mode so you can fit more

information on a single page.

Print Setup

Landscape and

Rt Portrait options
S ORTICArT r T3 T T 5 ] T T T Hame: hp pec 2200 series
TEAGHER NAME = = =|_2| § s .55 5|3+ Statuz:  Ready
Tacoma School District le2l, 8 2553 £8| g(5% Tupe: hy 2200 zeri
TERM 1: 2- BIOLOGY 1 HEE 5 3|12: vpE: p pac series
Mon, Oct 16, 2008 7z EEE F|=z|2e MR .
NEaiclsaenafife by dgEy | vime ussom
S eEEl8E|EE|E ZhHIZh|E .
HHEHHEE HH |
= =EGole = = s s E G
El - e = = R LR AR -
10 of 10 Students Mis.. | Overall 25 | 25 | 50 | 50 | 50 EC | 50 | 75 g OrierNtion
1_|Bradiarnd, Faren 021 A 237| 228 50| 50| 50| 457 25| 0] 0] 79
2 |Brown, Jonathan 1| 8560 @[ 237 237| a75| 475] 0] 487 25 e 7s - - ~ ;
3 |Chu, deft R 7| 237 0| 478 57| 2 | 75 Size: |Letter [35%11in] j Portrait
4 |Goodman, Michsel 917 A 28| 212] 457 a42| 50| 75| 25 44275
5 |Gudaveon, Peter EXE 21|, 20| a07| w92] 50| 443 28 EREES S |Auto - 'a
§ |Haymes, Ter 737 Cr 03| 167| 382] a75| 50| 407] 25 %7 75 =
7 |Kramer, Jenniter 2| saaF m| 208 203 | 40 382] mi 325 75
T |Radciffe, Missy 35 A 237 ok| 50| 50| %] 475 25 50|75
9 |Robinson, LaTorya 506 A 237| 37| a67| 457| 50| 425] 25 25|75 N | |
ehwork... ()8 Cancel
10_[Tajlor, Roger R 225 178] ab7| 407] 50| 428 2% 452 75 =
-~ pairts = I R I I R S 00| _100]
+ |avg Scare 27| 213] 455 4s2] 50| aa1]| 28 431 79 .. .
BETES 548 507| 853 61| 65| 100] 882 100 563|100 Statlstlcal |nf0r| nation
+ |5t Dev 163 55 o] a7 82 0| s8] © 28 0 p )
— [Max 1021 237 237] o] 50| so| 4rs| 25 50| 75 & A m
« [Min 439 203 178] 302] 375 50| 92| 28 257 « for SS|g nments
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E. Gradebook Management

Bl Edt Vew Favorkes ook Hep

1. File Management

You must know where your gradebook is D: DataDrive
saved. Save your gradebook in the
following format:

TeacherName_SchoolYr.egp : HomeDrive

2 2

3Floppy  DVDRWOIVe R
) €)

My Computer
System Folder

Network Drives.

Toieyon  Moson  Tempon  Sharedon
Q caosivol. sfeiap... Secozirou... ‘Cab 07 5

Your gradebook is automatically saved as
you use it. You must, however, save a
backup copy®. To do this, go File > Save
Copy... Make sure that you save it in
another location. EGP will remember
where you saved your last copy. Save
OVER that file each time you quite Easy Grade Pro.

Groupz
Secd?

Macromedia
FTP&RDS

On new computers in the district, you must save either to the D:Data drive of your
H:Home drive. All other locations will delete your file overnight.

2. Adding Terms

i Easy Grade Pro 3.6 - Demo_hs.egp
At the end of the grading term (semester or | i Fdt Teal view chart Class Help

quarter), you can add a new term for your B s P [ Sedng | @it [ Dacsen N
classes. To do this, go Tool > Term Tools e MR CRER: o [N

> Start New Term . You will be prompted Fil v i 112
. . . . =
with the following dialogue box: ||| | . it ¢ sl
..... Score Tools % % ® %

Mlert % Seat Tools b | = £ E E
Term Tools E Ej En *;E

Are you sure you want ko start a new term for this class? é 2 ] 2
(A new cass with the same students but no assignments will be added ta your gradebook, Start Mew Term  CHI4M ‘E’ § ‘E §

Tl ISR

to | il 10 of 10 Students Mis.. Owerall - 25 25
1 Bradfard, Karen 1021 &+ 23F: 228
2 Browen, Jonathan 1: 656D [ 237 237
H H 3 Chu, Jeff 955 L+ 23TO257
Press Yes. You will now find the new class — Pl i g S

in the Class Menu of the Toole Palette.

® You will also be prompted to save a copy of yoradgbook upon closing Easy Grade Pro.
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Security and Your Gradebook

With student privacy laws as they currently are, you should consider password-protecting
your gradebook a requirement. To do this, go Edit > Gradebook Options and select the

Security Tab .

Gradebook Options

Teacher Password

Use SECLE gt passwords, backup preferences and TA sge

Set Teacher Password & Set TA Passwor

Pag Allow TA to:

[ enter data in charts

I switch charts

[ switch classes

[ &dd assignment

7 u=e Copy Class Data wwindoy
[~ print reports

u

{* when Lock, Close or Guit
" when Lock only

When Close or Quit:
" don't prompt for backup
+ prompt for backup
™ dizplay backup window

Display } General } Security lcnpboardreﬂ Reportl_abe\s} Pa\mSetup}

Type Password:
» P
Retype Pagzword: [

Type the User or TA password

|
Unlock Close

Ctrl + L (PC)
Command + L (Mac)

Advantages of setting a password to your gradebook:

v Your gradebook cannot be opened by another person.

v" You can Lock your gradebook when not using it. Enter grades or take attendance,
then Lock it. This feature prevents others from viewing your gradebook while you
are taking care of classroom needs. At the same time, it's quick to re-enter your

gradebook to keep working.



