Easy Grade Pro 101
For High School
Basic Gradebook Set Up

1. Start Easy Grade Pro from the Start button (Start to Programs)
Click “Create New Gradebook” button

.9 Mo gradebook iz open. Fleasze select
4 one of the: following:

i DOpen an Existing Gradebook

|
Create a Mew Gradebook |

Quit Eazy Grade Pra | Lancel

You will be prompted to save right away
“Save New Gradebook” dialog box

* Type name of book

e Save in your space on the network
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2. The Guide Me dialog box will open
* Click “Add Classes”

3. Type name of class in class/subject box
note: class weight is usually kept at 1.0

GUIDE ME: Mo Classes

9 This gradebook has no classes. Please
zelect the appropriate button below,

T P Cancel |

Import Classes |




4. Rename “Term labels” if you wish and check ALL terms you will teach class
ex: First 6 weeks, Trimester 1

* Changes in these term labels will apply to all classes

« If you will have weighted exams (final or midterm) you should set
them up as a term. Rename them Midterm Exam, Final Exam, etc.

» "Custom 1" could be section #, etc. Data next to label
will be filled out for each class if you wish.

1 A

Clazses I 3 Students I [ER Assignments I Record: =N
Class/Subject Hame: | | Class Weight: | 1.00
Term Lahels Terms Custom Labels Custom Data

Term 1 2] customi =

Term 2 r Custom 2 -

Term 3 r Custom 3

Term 4 r Custom 4

Term 5 r +| Custom s |
(ed == | et Elaas == | Done |

5. Click “Next Class”. Repeat process and click “Done” when all
classes are added.

6. Go to “Choose a Class” drop down menu on the SCORE chart at
top of your screen.
?ﬁ Easy Grade Pro 3.5.5 - My Gradebook - 2001.egp
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7. The Class Options box will appear. Click
“View/Edit Class Options". These options are for just this class.

9 The Clazs Options faor the clazs you ane
(il entering have been zet to buil-in values.

fou many view and edit these options by
zelecting the left buttan.

8. Check (and change) the “scale” for grades
Make sure it is same as your schools grading system (type minimum score).



Also set your "Category" weights here: tests 50%, etc., totaling 100%. You can
edit "footnotes", design own "scores", set "calendar”, set categories for
attendance here, etc. Click “done".

Class Options for first & weeks: computer mitchell a

Scale I Round.]CategoryIFootnote] Score ]Aﬂend.ICalendarI Term ] Seat I Calor I

Uize SCALE option= to zet up the grade scale(s) for this class. Since students are initially
assigned Scale #1, your main scale should be in that position. |
Select a Grade Scale Grades in Scale Minimum®a |§|
h Standard Scale |+ ﬂf] bt 97 ﬂ
3 | OSU Scale - ﬂz & 93
5 | Credit-No Credit EERIES an
ﬂ 4 | B+ 57
EEE 83
-|5ls | B a0 -|
MNew: Duplicate | Delete |
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9. You will be prompted to “Type student’s names”
Fill in Last name, first, ID, gender, and any custom info. such as parent
contact, phone #, etc, that you want to add in.
Choose “next student”

Records for first 6 weeks: computer mitchell a

Classas | @ Students ]Ass‘gnmems] Recare Q
Last: [ | | First: | | m: | EN
Custom Lakels Custom Data
Genger: ;[nm et yet) 'I Custom 1 —
Status: ;Amva j Custom 2 |
Custam 3
| Scale: ;aandard Soale 'I
Custom 4
| Language: iEninsh vI Custom 5 j

=5 | MexbStudent == | Done |

10. Choose “done” when all students are entered. You can easily go back and
edit these later and/or add more students whenever need be.

11. Click on *add assignment”
Fill in assignment: Name, due date, weight of score (max. score
and points worth when averaging)
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12.

13.

14.

15.

16.

You can add a few assignments here or just fill them in as you assign them
and enter grades. Remember at any point you can add more student’s or
add more assignments. At any point you can edit these as well.

Be aware of the point value and maximum score you give each assignment:
Maximum score is score that earns 100% on the assignment.

Points are the weight which you may have already set by Category
Weight. Either do one or the other, not both. If you used the CATEGORY
WEIGHTS, leave the points at and select the correct category from drop
down menu (ie., test, quiz, homework, class work). ALWAYS test the
averaging with your calculator to make sure the averages are working as
you think they are.

To enter grades just click on the cell under the project, next to name and
enter. Easy Grade Pro will automatically calculate averages and display a
column chart of class averages as well. You can also double-click on each
cell to add footnotes to the grade.
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Double clicking on any part of this score chart will let you back in to edit or
see more detalils.

Check out "Seating" tab to arrange room set up and print (in print dialog
box go to "properties” then "basics" to print sideways (landscape) view).
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17. Also check out the "Student tab" where you can enter other personal

information such as parent contact, phone number etc.
18. The "Assignment” tab will list details of all assignments you have entered

for this class.
19. Choose File, Close when done. You do not need to make “backup copy”.

You're gradebook is automatically saved each time you close out.

l) Wiauld pau like to make a backup COFY
Ll of your aradeboak before clozing?
Yes Cancel |

20. If you wish to make copy, | suggest you name it with the date so you know

what revision it is. Otherwise you may end up with many different backup

copies and get confused. | never made a backup copy and never had a

problem...
21. Choose "Quit Easy Grade Pro"

J, Mo gradebook iz open. Pleaze select
anie af the follawing:
{ Open an Existing Gradebook,
Create a Mew Gradebook, |
it Easzy Grade Pro | Cancel |

Special Note:

If you want to combine terms, do this near the end of the current term so it does not
distort your data. To do this go to "Term" then to "Term Tools". Choose the "Combine
Terms" options. Use the drop down arrow to select the term you want to combine with
and then assign the correct weights (adding up to 100%0).

For example, teachers at PATHS may have Term 1 = 40, Term 2= 40 and Midterm
= 20 for the first half of the year (to total 100 for half year grade). Then they might

redefine this near the end of the school year so that Term 1 =20, Term 2 = 20,

Midterm = 10, Term 3 = 20, Term 4 = 20, and Final Exam = 10. These total 100 to
average all four terms and two exams into a Final Grade.

If you want a report to display individual terms without combining the grades, use
100% for the current and )% for others. This can always be redefined/recombined.
Or just un-combine the terms to print the report.....



Printing (two options of the many)
1. Click the print tool on the toolbar or File, Print
2. Get Print reports dialog box

Print Reports
(3@ student I Chart I Other I

Select a Report
Mutti-clazs Progress
Single-class Progress
Studert Missing Wiork

Teacher: | MAME |

[B Lakels | Cancel I [Est |

5. If you want to print each individual classes from the Print Reports
dialog box, you choose the Student tab

6. Then you choose “Single-Class Progress” then “next”

7. Then you will choose either “all current-class students” or “all current term
classes” and then “Preview” before you “Print” (not “eprint”).
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8. If you want individual student reports printed, choose "selected
students only" button and then highlight the students you want to
print reports for.



9. There are 19 other options to try out in this Report Options dialog box such
as: including title or postscript text on report. Always do a "Preview" before
printing to make sure this is the format you expect.

10.You may want to look at options under the "Other" tab on the Print Reports
dialog box as well.

11. When you are done, go to "File" then "close" or click on the "X" in top right
corner.

12. IT WILL AUTOMATICALLY SAVE! You do not need to make a backup copy
each time.

l) Wwiould you like to make a backup COPY
Fdl| of vour gradebook before cloging?

LCancel |




Some of the Many Other Possibilities:
Go to Edit then to Gradebook Options and set teacher password for security.

Go to Edit and then Tool Options then Show Tool Palette. Explore all icons such

as "filters tool", "summaries" tool, "add furniture" tool, etc.

Double click on "score cell" to add own footnote. (Edit to Class Options to create
own footnotes).

Go to View then Sort Students.

Go to View then Filters. Explore this list or define own filters. Click on down
arrow next to first student's name to choose "show all students™ again

Choose Seating tab. Go to Tool then to Seat Tools. Add furniture, rotate, etc. Go
to View then to Sort Seats.

Go to Chart then to Summaries. Choose Students and then the % tab to see
overall summary for each student you choose, one at a time.

Click on the 7 at the bottom left hand corner of ANY dialog box to get

explanation of that particular feature of Easy Grade Pro. Also as your cursor
hovers over a feature, look at the explanation in the task bar at the bottom of
the window for explanation.

Email me with any questions or problems as they arise at:

(‘I;ri sce@fc partlandschoaols org |

Have fun!
Eliza
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