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I. Starting Easy Grade Pro 1
fYOu need the bubbler disk from the counsel- | Eﬁegéﬁfﬁg?;rﬂﬁisgf” Plisgrz ek
ing office) —
/ Open an Existing Gradebook, |
1. Open Easy Grade Pro. Select Open an Llieetio 2 i Ereaoeh: |
Existing Gradebook. This is because you Quit Easy Grade Pro | Cancel |
will use a template that makes sure the
grades, attendance and comments export

correctly.
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Select the directory you want to save your E
gradebook files in (default is Easy Grade Pro, i
you may use your network folder for access
anywhere on campus, My Documents if there GaETy
is no Deepfreeze or Thawspace if there is). o
Type the File name you want to use for the X
Gradebook. -.:j re—— T 1 [ .I

Select the template 2.3.

3. You will get an Alert. Click Yes.




I. B. Importing Classes

5. The Add Classes dialog box opens. Insert

: : : " Thiz gradebook has no clazszes. Please
your Bubbler diskette in the floppy drive, then - | e o -

click Import Classes. . L=
\ | Add Clazses I Cancel | ........

- RBuithin Famais [ P —— ]! Ll

] Sabect am hmpond Fot ma
= i bromomn B q'-'hlharl-

5 Eaiy Inport’ ol SHuderds

s Ciwibwren Cchibosiics

click Open.A

oo s Y R O DO O R S SR A T
i B - R by B

Cwn | Ty 1L Vs P | Tmsired sy e ]

I L] L I P DR & ™ ] i FIAY Ol

8.

B GUIDE ME: Mo Classes

Import Clazzes | ........

6. The Import dialog box opens. Click on LAUSD Import.
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7. The Open LAUSD classes.txt file may open af -

not skip to 8). Select the floppy drive. Then click
on the file name classes (may be classes.txt). The
file name will appear in the File name box, then e
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The Import Course dialog box opens. Click
on the course (they are imported one at a time)
you want to import. Then click Import.

1
Note: Mulitple roll sheets for the same period must
be kept in separate classes. - -

9. Select the appropriate Term (Mester)./ Mester 2

Click OK.
Mester 5 —
\ Mezster B
—hlester 7 hd
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— Type the Class/Subject Hame
m DG COMP 3B PR
Select the Term

Mester 3
Mester 4

Cancel |r (034 I




Import Results for Term 5: DIG COMP 3B PK 1

Students imported:
Students withdraswen:
Students reactivated:

Students updated:
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10. Click Done on the Import Results dialog

| ___— box. Repeat until you’ve imported all of
Cancattno | [ oone your classes, then No on the Import

I Again dialog when you’ve finished.

Wiould wou like to\import again?

II. A. Setting Up the Calendar

11. Click on the Score :.yﬁ i [ty | e | e,

tab, then click on ot . 0 o e o E&a s BG=m
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tab, then click yes ,

to set up calendar. / )
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Note: Ifyou click on the
down arrow to the left of,
the class you get buttons to

enter attendance (or
grades, etc., depending on
Vi e
the tab you selected) [
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12. On the left calendar indicate the first day
of the term. On the middle cz,llendzllr you
indicate any holidays. 9n the right
calendar indicate the last day of the term.
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Click on the other tabs to change grading
Scales, Category (or create your own),
and other tabs. All changes of these
settings can be saved as a personal tem-
plate (see page 7).




II. B. Arranging the Seating Chart

13. Click on the Seating tab. You will see the
students arranged in rows. You can click
and drag on each student and arrange them
to reflect your class. This is also the easiest

place to do attendance. Note the pull downs™” I

when you click on the arrow next to the

name. (see Page 9 for adding furniture to
your seating chart).

II. C. Assignments & Grades
14. Now click on the Assignments tab. Enter
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the name, scores, etc. Note the Category, ——— ey [fenmiz

etc., and the Display Scores (Raw, %, etc.).
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Also click the date the assignment is given or

due on the calendar. Click Next As% ke |

Done.
Note: You can select class options (see #12,
page 3) to modify categories, etc.

Note: Ifyou click on the down arrow to the left of the
class you get buttons to enter attendance (or grades,
etc., depending on the tab you selected) ~ ~——— — _]

15. To enter grades click on the Score tab. Type
grades under the appropriate assignment.

Note: Blanks are not counted as zeroes. See page 8 for
changing all blanks to Os before turning in or computing
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grades.

16. To take or enter attendance you can
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click on the Attendance tab an
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type in the codes, use the Seati

Chart (click on the Seam
use the pull downs (see Fig. 13,
above), or select the date to enter.an

attendance mark then click on the ”
appropriate button.
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Il. D. Grades (Work Habits, Citizenship and Comments)

17. To view student data, or enter Work Habits, Citizenship, and Comments for grades, click
on the Student tab.
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18. Enter (upper case required) Work Habits (WH), Citizenship (Ci), and Comments (Co) for
grades. To see student grades as you enter WH, Ci and Co, go to Edit, Tool Options, Show
Min-Sum. To see overall grades click on the blue arrow next to the students name and
select Student Grades. Scroll to the right using the scroll bar at the bottom of the page to see
other student data.

Defaults

To use this feature you must first sort the students based on
overall grades. Go to View, Sort Students, by Average. Now |
click on the first student. Enter the WH, Ci, Co, Coments 1 ~—{_ -
and 2 for that student. Click on the WH for that student and
click Fill Down. Repeat for Ci, Co, and the Comments.
Click on the next student until you reach the next grade with
different defaults and repeat.

Note: If you have new students, it is crucial that you enter the Student ID (the class code,
the other piece of crucial information for the export, is automatically associated with the
class).

Exporting Grades for Counseling Office

19. When you are ready to turn in your 20. When the Export dialog box opens
grades click on File, Export. click on the Other Formats tab,
select LAUSD Grade Export.
Highlieht alf classes. Select Export..

Note: You can click on the blue down arrow and then select all
classes. This also applies to other pages where you are selecting
all students, etc.
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21. The Export Preview dialog box opens. 22. The Export File dialog box opens. Select
Click on Export Records. the floppy drive and click Save. Done!
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Note: Do not change the file name.

III. B. Printing Score Charts (Verification Rosters)

23. To print the Score Chart to turn in with 24. Select all current-term classes, include
your diskette go to File, Print, select the none for asignments (note option to use
Charts tab, Score Chart, then Next. student ids at Show Students, and option

to include blank rows for checks, etc.)

Eaay Gavde Feo 3.8 - My Gredebsob, - 2003, e |
then select Preview or Print.
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25. Preview V.  Creating Your Own Template

) 25 26. The charts are printed just as you arrange them.
S You can click in the columns and move them in
e the Scores tab (you can not enter information

e o there--see #15 page 4), or click on the column
I-ﬁ : header (name of the column) in the Student tab
% : (see page 5, #17 and 18).
7 T a. When you click on the column header on the
E-:- Score tab, you are given the option to delete the
E —+ column, add a new column or specify the
1 infomration displayed in the column. This also
o determines what information is printed in the
_E; Chart for that tab item (see the Score Chart in
= #25, for instance).
3 4 TR This information and any changes you have
[ ssewcsen | men £ 20Q made to the Class Options (page 8 and 9) or
] Sxgiet TS Cokarein BED IE .
| T .« vk e Gradebook Options (page 10) as well as any
? IERTTER F | settings you have selected when printing Stu-
Em o PO O dent info, Charts or Other will be saved when
(3 | ovdiansdone 8 et hare you create a template.
kB (Thaw Abteadyas  #  Faketon 1
+ [plspsdorel B P |
V| e T s b. After you have made the desired changes go
R g ' to File, Export then click on Export
“ palaiACH P W i | Gradebook Template. This will incorporate
_:_ Cooparatin Mah your changes to the existing gradebook (tem-

plate 2.3). Click Export.

27. The default name is template (you can, of tnbaiama | o
course expand on this or create your own
name) and you can save it anywhere. Just
remember in order to use the template you
must open it as An Existing Gradebook

when you first create a gradebook (see #1 and
2, page ].). | J | h.llz_l’..pm-l.nN -
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28. Changing the Grading Scale (Edit, Class
Options, Scale tab)

To delete rows with + and - click on blue down
arrow, then change Minimum %
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30. Hiding withdrawn students (do not
delete students that withdraw). Students
tab, Status column, click in cell for
withdrawn student.
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29. Changing Blank Scores to 0. (Easy Grade
Pro does not count blanks as a zero score).

a. Click on Score tab. Highlight
assignments to change (click on numbers and
drag)
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b. Selec 'fdol, Séore Tools,

Change Scores. . . _ . .
| Change Scores
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31. Changing the curve for selected
students. Click in the cell for the student
next to the first assignment (“4 of 4
assignments).

increase the student’s grade by, then click
done.
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Pages 9 and 10 are designed to familiarize you with some of the features of Easy Grade Pro. Please explore,
click on all tabs and menus. Space is left to take notes. There is a detailed manual installed in the EGP folder
on your computer (C:/Program Files/Orbis Software/Easy Grade Pro). It is also on the network at Network
Neighborhood/Sghsadmin/Grading/Easy Grade Pro/EGP User Manual. You can copy and save the
manual on your machine--it’s 144 pages, please don’t print it, save a tree!

V. Tools

The Furniture Options box

: ) will appear. You can change color,
seating chart (t.eacher s desk, work give the item a name, make it
tables, etc.), click on Tool, Seat

i circular, rotate it, etc.
Tools, Add Furniture.
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B summaries &y print reports
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a,  find (you must click on correct tab and a class with data for

that tab to see information that can be copied to other
classes, select the data you want to copy, then select all
the clases you want to copy to
Y Py 10) Fy fill down

L

5 copy class data

trash (clear/delete)

a0 . Cog Cang 2 pEar1en) &  erase (clear/delete)
H Ll o (l-
E,..g T o 78 P 1 7’ B color (presets)
Teaw 5 Dy Coerg 2 2Cuavend |
Bl Emzal 3
L N Note: Ifyou click on the blue down arrow to the left of the
m o ] | Assignments to Copy you get an option--depending on the

context--to select all or deselect all).

© gradebook options

internet reports
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