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Easy Grade Pro is made by Orbis Software. With Easy Grade Pro you can create an electronic
gradebook to keep track of student grades, assignments, and attendance for all of your classes. In
addition, Easy Grade Pro allows you to generate student classroom, attendance reports and much
more!

How do I import my WebSTAR classroom roster into Easy Grade Pro? First, we need to
download it from WebSTAR and save the file to your my documents folder as a text file. Please
follow the instructions carefully.

Step A.

1. Go to http://www.imperial.edu, click Faculty and Staff tab, then scroll down and click
on the WebSTAR link.

Click on Faculty and Advisors Menu

Click on CRN (Course Reference Number), then select Term: Spring 2011

Click Submit.

Click on Summary Class List

Click on Excel Download button, then select Open

The classroom roster will download into a Spreadsheet in Internet Explorer, make sure
you delete Columns A through D and D through M

NoOUIEWN

Below is a sample of what you should see on your computer:
You should only see ID, Last Name and First Name Column.
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2 |ID LNAME FMAME
3 |G00F00585 Alvarez Joanna
4 |G007F11716 Amarillas Mallely
5 |G007F125858 Anaya Briceida
& |GO00713590 Arredondo Ramon I _I
7| GO00F05450 Bustamante davier
5 SO0F¥1r7901 Butron Irene
9 |E007125833 Camarso Abhraham
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Step B.

1. Click on the Office Button or File, Select Save As, type in a file name:
Sample: CIS 101 - CRN 20134

. CIS101CRM 201346t
Make sure you Save As file: Text (tab delimited - *.txt)
Exit out of WebSTAR. Then Open Easy Grade Pro 4.0 Program from your desktop.
4. Click Create New Grade Book, select Documents folder and type in File Name:
CIS 101 - Spring 2011 (this is your original file that will have all of your classes into
one single file) then click the Save button.
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Save Mew Gradebook 3]
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A |Fr v tte-011 » Documents » - | +4 | | Search o)
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and then click Next.
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7. Click inside the text box and type in your Class/Subject Name:
For example: CIS 101 — CRN 20134 Note:
This is very important because when you printout your classroom report this heading will
be at the top of the page. Sample Below. Click on Term 1 or Spring 2011, and then click
Ok.

Mewe Class

Type the Class/Subject Hame
CIS 101 - CRAM 201 34

Select the Term

Spring 2011 -
Term 2

Term 3 =
Term 4
Term 5
Term &
Term ¥

Cancel | Ok | ?

8. Select the text file: CIS 101 CRN 20134 in your my documents folder, then click Open

C CIS 101 CRN 20134tk

Step C.

1. Inthis dialog box, in Name of Format, type in student. On the right hand side, click on
the down arrow to match ID with ID, Last Name with Last Name, and First Name with
First Name. Select the appropriate identity name that matches across each row. After
doing this, click Next. See sample below.

Easy Import: Students

Hame of Format: | studert]|

Record 1 of S0 4|> ldentity Mame [other fislds optional)
ICx -
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L2 ME
FrAME

Last Mame -

First klame -~

AR

Cancel | Mext




2. You will see your records, then Click Import Records.

Import Presieu

Lize this windowe to previess, verify and filter the records to be imported.

[ Last Name First Name

Al

Fl

Cancel | | Import Records I

3. You will get a message saying that the records have been imported. Click Done.

Students Imported: 33
Students Updated: 0

4. Below is a sample of importing your classroom rosters successfully.

File Edit Tool ‘Wiew Chart Class  Help
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GO0335728 | Araujo, Martha
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Step E.

1. How do | add the ID (G# Column)?

Left Click in the middle of 33 of 33 of student’s field, and then click Add New Column.
Left Click again in the middle of the first column and select Record Items, and then click on ID

2. How do | setup my calendar settings to take attendance? Click on Edit, and then Class

< 1D Points | _oOverall |v|
R D) Add NEW Colurnn
2 GO037 7366
3 |coorios37 Delete THIS Colurnn
4 | GO0339725
5 | coori3san Record Ikems bW Student Mame
6 | GO0T0E043 Main Geadas N ID Mumber
Example v
= 1] | 32 of 32 Students Points Overall
1 GO0377366 | Ahumada, Carlos
2 | G00710537 | Alarcon, Miriam
3 | GO0335728 | Araujo, Martha
4 | GO0713690 | Arredondo, Ramon
5 GOO7OE043 | Caro, Carlos
& | G00602150 | Felix, Elia

Options then click on the Calendar tab. For example, in the (First Day of Term) we would click
on February 14, 2011 because this was the start date for Spring 2011. Then on
(No-School Days) Calendar you will click on the dates that were holidays such as February 21,
April 25, 26, 27, 28, 29 and May 30. In the (Last Day of Term) Calendar you will click on June

10, 2011 and then click Done.

CALEMDAR options are used to prepare S
and maintain the calendar for this term Days: [

First Day of Term

| Class Options for Spring 2011 CIS 101 - CRN 20134

Grade W Ruhric]categnry]antnnte] Soore Wmtend ]Calenda'] Term ] Seat W Calar ]

TWTF
W ¥ ¥
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Cancel Done

Easy Grade Pro 4.0 - CIS 101 CRM 20134 Spring 2011.EGP
File Edit Tool ‘fiew Chart Class Help
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Here you can see the dates listed across from start to end. The shadowed dates represent

holidays.

3. How do | configure the attendance categories (Absence, Tardy, etc) to take attendance?

Click on Edit, and then Class Options then click on the Attendance tab. In the first

category type in Absence and the code will be A.
A = Absence T = Tardy
Make sure that the value is set to 1.00. Then click done.

Grade ] Rubric]Categor;r]Footnote] Score ]Aﬂend-]Calendal] Term ] Seat ] Colar

Use ATTENDANCE options to define up to 15 attendance categoties in up to 10 different
master cetegories. Totals are calculated for each category.

Master Category ‘ Category Code | Value | Autofil Score
1 |Excuzed Ahsence ¥ | Absence A 100 - [+
2 |Excused Apsence ¥ | Tardy T 100 hd

4. How do I take attendance to mark students absent or tardy? In the date column you will

Left click once and type in A = Absence and T = Tardy.

]

320f32Students | T | & | |m. T
Ahumada, Carlos 1 A
Alarcaon, Miriam 1 T
Araujo, Martha
Arredondo, Ramon
Caro, Carlos
Feliz, Elia

T Fregoso, Leslie
“ Gamez, Erika

o e | | fro | | A

5. How can | take attendance using the seating chart tab? Click on the Seating tab, then
position cursor next the student’s name and click on the down arrow to select T = Tardy

or A = Absence. See sample below.

File Edit Tool ‘“Wiew Chart Class  Help

|l Score ]Aﬂendance] Seating [ Student ]Assignmeml Standard ]

E (&) B [ (= (@] ()

1 | 2 [ 3] a5 [ 6 [ v [8]9s[w]n]ae]|

[ |Term 1: CI5 100 - CRM 10020

1

[ 2 Ahumada | A Alarcon A | | Araljo = Arredondo | ™
3 Carlog hlirizm Mo hark Raman
4 Fregosn T camez ¥ i—g&igence Iregas -
L3 | m=lie Frikea - - i dnmsthan

6. How do | add students? For Example, Click on Tool Menu, Add, Student
Here you will be able to type Last Name, First Name and ID#. Click Done.

File Edit Wiew Chart  Class  Help
Soore Copy 4 _T Studert lAssignmemI_S
b [Termt{  Add v Class..
Delete 3 Student.., Ctrl+B
Fill » Agsighiment..,
[ Find » Standard...




7. How do | delete a student? For Example, Left click on #2 Row and press delete.

Alert
=
il
E
H I
=
= F D C C C+ B- B B+ A A
~ [ m 33 0f 33 Points__|
Ahumada, Carlos
Alarcan, Miriam

Avre you sure you want to delete the selected students) from this class?

Araujo, Martha

1| Go03r7aEs
20 =l
| 3 |ocooassros
| 4 |coovizsan | arredondo, Remon

8. How do | sort students by their last names? Click on View Menu, Sort Students, then

select by LAST Name.

File Edit Tool Chart Class Help
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Step F.

1.

In the name text box you will type Hwk, then select the max score 10 equal to 10 points
because the grade book is based on total points possible. Click Next Assignment button to
add others (Midterm, Final Exam, etc). Below is an example of how it will look like.

How do | add or delete assignments? Click on Assignment Tab. Click on Add Assignment.

Glames | swgens | "55‘9“"‘*“‘51 standarcs | H Score [ Aﬂendance] Seating l Stuclert ] Assignmerrt[ Standard ]
o
[+ |Term1: CIS 100 - CRM 10020 - [ [T/ @ |9
Hame: [k | Max. Seore: Points: |10 | J @
~[ 1 [ 213
5| Term 1: c1s 100 - cRH 10020 %
Category: | Homewark - 4 October 2010 3 =
S MTWTF 5 [ = 2 <
Special Status: |Normal - = g :
=t
Display Scores: |Raw Scores - 1:‘ 12 12 E En 5 “Ef z
Progress Report: |Include Assignmert - 18 18 20 21 E b= = S E c
25 26 27 28 S 2 E E g g 2
oy = =
Standarcs: E g ¥ E g % ‘; %
i3 g
Nete: | ‘ £ F D C C C+ B- B B+ A A A+ o2 EE BIE
= D 33 of 33 Students Points Overall ~ | 10 | 100 | 100
| Next Assign. »> Done ‘ 1 | GOO37736E6 | Ahumada, Carlos
2 GOO710537 | Alarcon, Miriam




2. How can | delete assignments? On the top of the tabs, click on the assignment tab, then press
delete. Note: You can also drag and drop assignments between each other by holding the left
hand side of the mouse (assignment) and dragging it to the location you want it placed between a
specific assignment.

[l Score | Aftendence | Seating |  Student | Assignment | Stendard |
N E )
- 30f 3 Assignments | Max. 5.. | Points Date | Category | Status | Display |  Progress Report
n Hevk 10 10 1014/2010 | Homewwork Mormal Ravw Scores Include Assignment
2 Micterm 100 100 10142010 | TestiQuiz Mormal Raw Scores Include Assignment
n Final Exam 100 100 104472010 TestiGQuiz Mormal Raww Scores Incluce Assignment
| 4 | ADD ASSIGHMENT + Blert 52
n Are you sure you want to delete the selected assignment(s) from this
[ 8 | ! class?
[ o |
[1 |
e ] No |

3. Note: After you added the Assignments, click on the Score Tab and you will see your
assignments added there also.

File Edit Tool View Chart Class Help
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1 GO037736E | Ahumada, Carlos
2 | G00710537 | Alarcon, Mirism
3 GO0335728 | Araujo, Marths

4. How do I save a copy of my grade book? Click on File, Select Save Copy, and then
select Documents folder, and type in, For Example: CIS 101 — Spring 2011 Class.

5. How do | print out my class room roster with grades? Click on File, and then click Print,
then in Report (click on the drop down menu) then select Score Chart, then click on
Print Setup, select Landscape (saves paper), then click ok, then click Print, then Print.

Print Reports

Score Char
for: |Spring 2011 CIS 101 - CRN 20134 only  »

m | |

SCORE CHART

MR VALENZUELA
we

SPRING 2011: CIS 101 -CRN 20134
Scofe Chart Report Options 112562011
= Wi Options
Stulent Idertifiers [ Mame orly - M
Print Setuj Ex7
Include studerts | Displayed Orly - 1 |600700585 O cu 4
2 Go0T117ie Printer
Sart students [ No sorting - 3 ono7i2ses Pri
4 |GO0713890  Calor Laser)el 1500
Include assignments | Displayed Only 5 |GO070S450 Name: HP Color LaserJet 1600 Propertiss.
6 |GO0717901
Inciucde blarnk Numker: |2 .
[ Include bisrk roves. Nurmber G071 701 Ststuz  Ready
[ Inciude blank columns. Mumker. |2 8 |GO0705479 Type HP Color Laserlet 1600
9 |GO0718071
[ include cobmn statistics 10 |coomizae Where:  USBO02

M |G00705158
[ Includle footnote key 12 |cooriares Comment;
= General Options for all Reports 13 |GO00711858
14 |BO0FO7T9N Paper Orientation
15 |G0070704
16 |GOO713011 Size: Letter - " Portrait

CIP09OIPO0OTDEE

17| G0705557 = .

18 |ono71roet e " Sowce: Ao  +| & Landscape

19 |GU0S3TE20 | Martinez, Josslyn

20 |GU0705248  Woncada, Emmanuel

21 |GU0701956 |Malasca, Francisco
usto = 22 ([GUOFITTON |Ottegs, Jessica

Printin color 1 cpplcatie) 23 |GODB01743 |Placeres, Yadra W G

24 |GOO7O7E86 |Redriguez, Ethan Print Setup |
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6. How do | add the Teacher’s name to my classroom report? Under the General Options
for all Reports, in Teacher’s Name, type in your first and last name. For example: Larry
Valenzuela then press enter. See sample below.

Report: ‘S:ure Chart

+ Main Options

= General Options for all Reports
Font Cptions Set
Teacher Name |Larry Valenzugks

[ Custom Report Title

[] Custom Report Date

Print in color (if applicakle)

for: [Spring 2011: IS 101 - CRN 20134 onty v |
List ] Optians

Score Chart Report Options

Include Class Mame in title (it applicakle)

SCORE CHART

LARRY WALEMIUEL &

IWC

SPRING 2011: CIS 101 -CRM 20134
1252011

(1] 32 of 32 Students Points Overall
1  GOOTOOS85  Alvarez, Josnns

7. How do | print out my classroom attendance roster? Click on File, and then click Print,

then in Report (click on the drop down menu) then select Attendance Chart, then click
on Print Setup, select Landscape (saves paper), then click ok, then click Print, then

Print.

Report: |Aﬂendance Chart ﬂ

or: rin - onl h
T Spring 2011: CIS 101 - CRM 20134 only

List W Options W

Classes in Gradebook
Spring 2011: CIS 101 - CRH 20134 (Current)

ATTEHDANCE CHART 1.2 3 4 5% 6 7 8 910111213 141516 17 18 18[20 21 22 23

SPRING 2011 CIS 101 -CRM 20134 E

32 of 32 Students Excuse.. | Unexcu.. MT W T FIM T W T FI/MT/WTF/MTWTF[MTWT
Alvarez, Joanna
Amatillas, Mallely
Anaya, Briseida
Arredondo, Ram on

oW

Blooc oo Elgggogegsc==zc==28l2582%

mmmmmmmmmmmmmmmmmmmmmmmmm

Example of a Score Chart: Classroom roster with grades

SCORE CHART

LARRY WALEMAJELA

1%C

TERM 1: CIS100 - CRM 10020
10152010

3 of 3 Assign.

_. [Hwk

[11] 33 of 33 Students|  Overall
1 |GO0377366 |Ahumada, Carlos
2 |G007105357 |Alarcon, Miriam
3 G00335728 |Araujo, Martha

-
o
[x

= Homewark 1041412
— | Midterm
=1

= |Test/Guiz 10142010
— Final Exam

=

= |TestiQuiz 10/1 42010

Example of an Attendance Chart: Classroom Attendance roster

ATTEHDANCE CHART 1.2 3 4 5 B

MR, VALENZUELA
1%C

SPRING 2011: CIS 101 -CRM 20134
10252011
32 of 32 Students Excuse.. Unexcu..
1 Avarez, Joanna
2 | Amanllas, Nallely
3 | *nsya,Briseida
4 | Arredondo, Ramon




Easy Grade Pro

Software Compatibility and System Requirements Handout

Version

EasyGradePro. e

version 4.0 e
60-321-0028-5225674H1

Easy Grade Pro is a desktop software designed for educators at all grade levels and institutions who want
powerful but easy to use tools to manage their student grade, attendance and other information.

Version Windows Macintosh System Requirements
Compatibility Compatibility
Windows XP MAC 10.2 Memory: 128 MB or higher
3.6 Windows Vista
Hard drive space:
Windows XP MAC 10.2 10 MB for installation and
4.0 Windows Vista MAC 10.3 data files
Windows 7 MAC 10.4
MAC 10.5 Monitor: 800 x 600 or
MAC 10.6 higher resolution with
Windows XP MAC 10.4 thousands of colors
4.1 Windows Vista MAC 10.5
Windows 7 MAC 10.6 CD-ROM drive: for

installation only

EGP Software can only be downloaded (on campus) online by going to
http://support.imperial.edu/ then click on Downloads, then click on Easy Grade Pro link,

then click on the Easy Grade Pro 4.0 link to download the software to your PC or laptop.
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Quick Reference: The Score Chart

Switching Classes
Use this to switch to any
class in a gradebook.

Grade Clicks

Filtering Assignments

To show some or all

assignments, press here.
o

Viewing Records
To view the record for an
assignment, double-click

n its title.

Viewing Summaries
To view the summary for
an assignment, double-
click on its column
number.

/
/

Editing Rows/Columns
To select, press on a
row/column number and
drag. Then choose Cut,
Copy, Paste or Clear from
the Edit menu.

. ' 806 vd Demo Gradabook.egp .
To show/hide the row of Custom Filters
) Seare I Atwrdancn I Seating | stucgnt | Assigroesne | sundad |
grades, click here. , - S - To apply a custom filter
- e B S EEEE j [@®@(7] (such as Show Missing
= 3 = .
Mini ?ummary ) * A A AN B+ B B Cr C G D - ™ e oy o V\’ork),use this menu.
To switch between views, ~ - 1 [ s T [ L - | 1o [ u I+
click here. v b / Adding Assignments
I 3 A To add a new assignment
Filtering Students , E . & ?
= W % - click here.
To show one or all | N = < = H - .
: : HH E.2 E_|z .8 £
students, press here. & g g 2|5 % = o g g = % E oz é‘ g E Title Height
= Sl= Bl Bp Z|E 20 2|0 B8 ;
- =z i|p 2 i : ils 2 2 2l B
Viewing Records Ellc S| 0 E a } 8|23 g I zs% To Ch:ll_'lge the he_lght of
To view the record for a + [iiof il Studemts | Miss. | Owerall = =50 ] 75 50 75 50 5 50| the assignment titles, press
17 — 1 Eramifcrd, Karar | =62 A 47.5] 475] z1.2| 457 = sof 228 4az| 7 = e 13
student, double-click on T2 EBrown, Jenathan 92,5 A d4.2 | N 212" azs ves S0 22| 457 - on this line and dl’:lg up or
the name. 3 T | 954 a = 475 25| 425 yes| om0l ;2| = (4] down.
4 Gaodman, Mchasel BE.E B 407 3.7 19.6 er na 50 20.3 42.5
- . - 5 | Gustavaen, Peter | 859 Swrista 32| 3mz2| 203 392 you| soff 198 El
¥|e'w|“ghsumma"esf & | Haynes, Tam; |I 651 D | a5 @l 78|l 3zs yes| 425| 187 332 | __ Score Notes
o view the summary for —— 7| Kramer, Jannifer 3| 474 F i| ars|  w0|  m| 387 " ml 178 e L i
d doubl ka B | Ractch e, Masy 97.3 As £ so| (2N | S yes so| z1z| 473 Double-clic k_lCl T.)"p_c a
a student, double-click on 9 | Robinscn, LaTonya ? | sz A a7 40| 22| asy yes| so| 28| as7 sCore note. nght-cllck
the row number. 10| Tyl Foaer 1| T2RC 1| 425 87| 3T nale 47.5] 212 ] - N
_t4— | Kendricks, Alisan | 91.0 A A 4zs| 457 03l 392 e 0| WENEL 457 - {Win) or ctrl-click (Mac)
Moving Students - 1z STUDENT + ~ = to select a footnote.
w0 f Ot 5 |
To relocate a student, |'I —~——
5 ! ——
press on the student’s A
name and drag. Moving Columns Symbols Dropped Scores Colors

Adding Students
To add a student, click
here.

To move a column to a
new location, press
anywhere on its data and

drag left or right.

Symbols here indicate
missing scores, locked and
curved grades.

Quick Reference: The Seating Chart

Switching Classes
Use this to switch to any
class in a gradebook.

Grade Clicks
To show/hide the row of
grades, click here.

Furniture

To add a piece of furni-
ture, choose Add Furni-
ture from the Tool menu.

Setting Attendance

To enter attendance data,
click on the arrow on a
seat and choose the code.

Entering Scores

To enter a score, click here
and type or clickon a
grade button above.

Switching Seats

Use the arrow keys to
switch the selection from
one seat to the next.

Score Notes
Double-click to type a
score note. Right-click
(Win) or ctrl-click (Mac)
to select a footnote.

Format Options
Double-click on any piece
of furniture to set the title,
shape, color and rotation.

Seat Options

To open a window where
the format and function
of all seats can be set, click
the Class Options tool.

~ Easy Grade Pro 4.0 - v4 Demo Gradebook. egp
Fie Edit Tool Yew Chart Class Hep

Background colors
indicate absences or other

A small d indicates that
the score has been

dropped. attendance marks on the
same day as the assign.
Copying a Chart Selecting Items

To copy a chart from
another class, click the
Copy Class Data tool.

You can select seats and
furniture by clicking, by
shift-clicking or by
dragging a rectangle
around a group of items.

T

Score ]Amendance] Sestiny [ Siudert

I

| sssinment | stingercs

Editing Furniture

b |srter 2 Reading = o (B (<] @) () [0 (=) 0 [wd || (@) (@) (4] To edit selected furniture,
v A+ A B B+ B B- & C O B F ex o oh mineyesra d o 2 u ck @ choose Cut, Copy, Paste or
1 [ 2] 3 [ a5 [N 5] W n [z u]5]6 Clear from the Edit
| ' = menu.
o Suppiy Tatie Creerthes PRI _
3 ey
+ — Resizing Furniture
= = = To resize a piece of
mi A0 ok .
T = P N furniture, drag the small
D 13 2F| |§B box in the lower-right
-~ =2 2| & :
2 | L= (] region.
1
1 - = AE -
—:: = [ jory perel  —H— Swapping Seats
T §§ g Iz =~‘ To swap two seats (ora
1] Y id iz| |2% A
= an| |38 B= group of seats), drag the
L) i first seat to the top-left
Bracford _ Broe _
= Kaeat [rarg] u"\ZIh:n T corner of the second seat.
[0 -
20
- Lo | Aoy December 2220058 w[-[o] A 4. Plar (50) ¥ 44 » M
h 5 h I

—
Setting the Date

Press this menu or click
the -/+ buttons to set the
desired calendar date for
attendance.

=~

Setting the Assignment
Press this menu or click
the -/+ buttons to set the
desired assignment.

Rotate Seat

Use the Rotate Seat tool to
rotate all selected seats or
pieces of furniture 90°
clockwise.

Colors

Background colors
indicate absences or other
attendance marks on the
same day as the assign.

Copyright © 1992-2007 by ORBIS (Easy Grade Pro) Software, Inc. All rights reserved.
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Switching Classes
Use this to switch to any
class in a gradebook.

Grade Clicks
To show/hide the row of
grades, click here.

Mini Summary -
To switch between views,
click here.

1-Assign./1-5tudent

To switch between two
different views for enter-
ing scores, click these tabs.

To view a specific assign-
ment, click here or on the
two arrow buttons.

Linking Standards

to an assignment, press on
this menu.

Adding Students
To add a student, click
here.

T~

Switching Assignmentsﬁﬁf;__

To link up to 10 standards/ 2

Viewing Records
To view the record for an assignment or
standard, double-click on its title.

Quick Reference: The 1-Assignment Standard Chart

Viewing Summaries

To view the summary for an assignment or
standard, double-click on its column
number. \

» kasy Grade Pro 4.0 - w4 Damn Gradebonk.egp

To move a column to a
new location, press
anywhere on its data and
drag left or right.

Symbols here indicate
missing scores, locked and
curved grades.
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Moving Columns Symbols Assignment Scores

Enter traditional assign-
ment scores in this
column. Double-click to
enter notes.

Quick Reference: The 1-Student Standard Chart

Switching Classes
Use this to switch to any
class in a gradebook.

\eoe

Filtering Assignments

Linking Standards to Assignments

To view just certain assignment columns, To link standards to an assignment, double-

press on this filter menu.

mm:bouk agp

click on its title.

Rubric Clicks

rubric labels, click here.

Score | wndence | Sesting

To show/hide the row of —ay Quaner 1 Reading ) < | (oo (5] () (@) () [3

B e Agp Be

Student Assignment

d |

\

T u\ @)@ (]

Mini Summary
To switch between views,
click here.

Switching Students

To view a specific student, E — Jonathan

% B, lorathoan i desies 1 9

1
il

=l 3 | E I ]

—
=

ralure Cirele Rapert

click here or on the two
arrow buttons.

Filtering Standards
To show some or all of the

standards, press here. =
L1}

Viewing Records — —

Double-click on a —

standard’s text to view the

record for a standard.

Viewing Summaries Stan

Double-click a row
number to view a
summary of any standard.

hiera

The colors and lines indicate the

standards. Double-click and press
on the Level menu to set options.

i .
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dard Colors and Link Lines

rchy and levels of the

Ewceads Standard
Mests Standard

Mects swmld\
Approsching Stardacd
Appreaching Standard)

Meets Standand

Sorting Standards
Press and drag up or
down to relocate a
standard. The hierarchy
will be preserved.

Standard IDs

The column titles display
the standard IDs. The
standard text is displayed
below.

Standard Colors

The color indicates the
standard’s level which is
set in the Record window.

Title Height

To change the height of
the assignment titles, press
on this line and drag up or
down.

Score Filters

To set the display of
standard scores to num-
bers or rubric labels, press
on this menu.

Standard Scores

Enter rubric scores in the
columns below the
standard text.

Viewing Summaries
To view the summary for
an assignment, double-
click on its column
number.

Locking Standards
This indicates a locked
standard grade. Click in
these boxes to lock or
unlock standard grades.

Title Height
To change the height of
the assignment titles, press

7

Automatic Grades

A standard with standards
below that are linked to it
cannot be scored. They are
graded automatically.

on this line and drag up or
down.

Traditional Scores
Enter traditional
(percents-based) assign-
ment scores in this row.
Double-click to enter
notes.

Standard Scores

You can enter scores only
for standards that have
been linked to the assign-
ment in this column.
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Menus Reference

File Menu Reference

Edit Menu Reference

Tool Menu Reference

Mewr...
Open...
Close

Open Recent

Save Copy...
Compress

Import...
Export...

Palm Setup...

Emailinternet...

Print_..

RA Moda
Lock...

Exit

[

Usa this menu item to...

create a new gradebook
find and open a gradeboak
doee the current gradebook

aatocenatically find and cpen a
recently opened gradebook

save 3 backup copy of the cornent
gradehook
make the gradebook smaller

bring im students { or other data) from
another gradebook or text file

gradehock to be used by another user
O pengram
set syncing options for BEGP Clipboarnd

email reports, create reports for
weh posting

print Feports
tarn om or off the Restricted Acoass moda

e
—
L
—
L
=
—
create a fille with data from your
——=
L
—

lock the gradebook and open the Lodked
windiow

rquit

m_ Use this menu item to...

Undao —* reverse the last action
Cut —— erase the selected items and copy
Co them to the dipboard
Py “L— copy the selected items
Paste to the dipboard
Clear —I—p copy the items on the dipboard to
thi insertion paint
erase the selected items
Class Options... ——F e options for the corvend dass
Gradebook Options... |—— =&t options for the antirs
gradebaok
Use this menu itam to...

————s

—
g
——
—

&

-

Copy >
Add »
Dalate »
Fill *
Find 3
Score Tools »
SeatTools »
TermTools »

11—

copy amy dass data from ane
dlass to others

add a dass, shadent, assignment ar

standard to this class
Jdelete a class, sudant, et

repeat data to the last row'colame
fimd a shademt or assignment
change gronps of soores, curve,
kack, anter nodes or asto- Gl
atiendance soores

add furmdhare, sei seat format,
rofaie seats

combing terms, recombine terms,
start 2 mew berm
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View Menu Reference

Chart Menu Reference

Class Menu Reference

Help Menu Reference

view I

Shiow All

Show Selacted
Hide Selected

Filters

Sort Assign.
Sort Seats

Sort Students
Sort Standards...
Sort Classes...

Group Students...

Use this menu item to...

—

—F

chart [

Mext
Prior

Tarm 1
Term 2
Term 3
Term 4
Term 5
Term &
Term 7
Term &
Term @
Term 10

¥y¥Y¥ ¥YYYY¥Y¥YIYTY

Easy Grade Pro Help
Easy Grade Pro Manual
Easy Grade Pro Online

Show Tool Tags (Tips)

‘unhide” all class data except
for W (hidden) students

hidie all rows/oolamns except for
selecied ones
hide selected rovws/molemns

shivw and hide itemns based on
rales

change the order of assignments
sort students into seats

change the order af students
change the order of standards
change the order of dasses

put students into groups
randomly or based on ability

Use this menu item to...

Score — view the Score chant
Attendance l—— view the Attendance chart
Seating | s wiew the Smting chart
Student | & wiew the Stadent chart
Assignmeant 4 wvisw the Assignment chart
Standard 4 view the Standard chart
wiew, edit or add classes,
Records_ | z:tnd;::,sumgnmenu.lnd
Summaries... l—  wiew summaries of stodent
performance

Use this menu item to...
view the next dass

view the prior dass

swilch to any class in any term

{ The labels in this menw will
reflect thie abels found in the
Remords window.)

Use this menu item tao...

14
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view in-context Help

view the user manual

view the Easy CGrade Pro website
taggle an ar off the small tool
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Add Assignmeant
Opens the Records window to the first empty as-
signment record.

Add Furniture
Adds a piece of furnitre to the seating chart.

Add Student
Opens the Records window to the first empty
student record.

Auto-fill Attendance Scores
Replaces blank scores on selected assignments with
special scores based on attendance marks.

Change Scores
Changes all ocourrences of 3 certain score to an-
other score.

Class Dptions
Opens a window where class options can be edited.

Copy (ass Data
Copies selected students, assignments and options
to other classes.

Curve Scores
Opens a window where the distribution of scores
can be changed.

Dalate
Dieletes the selected scores, stndents, assignments,
furnitare, etc.

Export Attendance

Exports one day’s attendance data to a text file over
a network.

Export
Opens the Export window.

Fill Across
Repeats the selected data across a row to the last
colummn.

Fill Down
Repeats the selected data down a column to the last
TOW.

Fired

Opens a window where search text can be entered.

Find Again
Finds the next matching student or assignment.

Help
Opens the in-context Help window.

|

A
e

RERPODEEHOEEE = ® E

=

ahec

B E

Import
Opens the Import window.

Intarnat
Opens a window where reports can be emailed or
prepared for posting on the web.

Lock Gradebook
Locks the gradebook and opens the Lock window.

Menxt Class

Switches to the next class in the current term.

Next Term

Switches to the next term of the current class.

Print
Opens a window where reports can be printed.

Prior Class

Switches to the prior class in the current term.

Prior Term
Switches to the prior term fior the current class.

Restricted Access
Turns the BA mode on and off.

Records
Opens a window with class, student, assignment
and standard reconds.

Rotate Seat
Rotates the selected formiture 00 clockwise.

Save Copy
Makes a backuap copy of the carrent gradebook.

Score Hote
Opens a window where text can be enterad about
a sCore.

Sort
Sorts students, assipnments and seats based on the
carrent chart.

Summaries
Opens a window with extensive summaries.

Undo
Reverses the last action.
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