EASY GRADE PRO INSTRUCTIONS
All Users:

Copies of the Easy Grade Pro Manuel are available from your SLC lead teacher, your department chair, online at the school website, and on the Easy Grade Pro CD-ROM.
Compatibility Issues:

With the new laptops we have an issue of transferring information between the district’s SIS system and the laptops.  The laptops do not have 3½” disk drives and the current set-up of the district computer allows the use of only 3½” disk drives.  Therefore, you must obtain your information and turn in your grades using the 3½” disk drive.  The best solution is to use the 3½” disk drive and then transfer the information to a USB drive to obtain the SIS.  When creating the file for your grades save them to the USB drive and then transfer them to the 3½” disk drive.  You can use the computers in the Seymour Zone to make the transfers.
Returning Users:

First, you will want to add your fall classes and then delete your spring classes.  Please look below for instructions for all users.  Before you delete your spring classes, make sure you have transferred the attendance categories to the fall classes.  See the instructions below.
All Users:
Obtaining SIS Information
You need to give Rosa in the attendance office a disk (3½” disk, no other format) to obtain your SIS information.  If you need assistance, come by room MB3 any time during the day.  My conference is fourth and I might be able to come by if you need help.  I don’t have a phone in either room.  You can also email me at kbryan@lausd.k12.ca.us for assistance.
New Users:

If you don’t have a copy of the program, please let me know and I will provide you with either a CD ROM or two 3½” floppy disks, please let me know which type of format you need.  You can also obtain the program online.
Instillation:

Now comes the fun part, loading the program, your students, adjusting the attendance file and adding assignments.  First insert the disk and install the program.  The registration number is 45-241-**********; yes you must include the hyphens.  Of course the school’s name is Woodrow Wilson High School.  When finished, import your classes as described below.
For those of you who are using the 3½” disks, you have two disks to copy.  I have not done this, but it should work.  To install using the floppy disks: Insert the first disk into the drive. Choose Run from the Start menu. Type A:\setup.exe and press enter. Follow the onscreen steps.

All Users:

Import SIS Information:
Place the SIS disk into the drive.  Then open the Easy Grade Pro program.  On the file pull-down, select import. On built-in formats, choice LAUSD Import and then next, this is especially designed for our district.  Change the Look-In to the 3½” drive and your classes should come up.  Choose one roster and click on import.  You will have to import one roster at a time.  After you have loaded all rosters, click done.  When setting the program up, use term 1 for the Fall Semester and term 2 for the Spring Semester.
Setting the Semester Dates:

Now click Attend file at the top.  It should ask you to pick your calendar.  Below are the important dates for the Fall Semester 2005.  You can easily change the dates for other semesters.
First Day:
Tuesday, September 6, 2005

No-School Days:
Tuesday, October 4, 2005


Thursday, October 13, 2005


Friday, November 11, 2005


Thursday, November 24 – Friday, November 25, 2005


Monday, December 19, 2005 – Friday, January 6, 2006 


(Winter Break)

Monday, January 16, 2006
End of the Semester:
Friday, February 3, 2006
Now you have to copy the calendar to your other classes.  On the TOOL pull-down, select COPY and then CLASS OPTION.  Select the current class under “Class to Copy From,” then select CALENDAR SETTINGS under “Class Option to Copy,” and finally a class under “Classes to Copy To.”  You can actually copy to more than one class.  Holding down the shift button, select each class with your mouse.  Don’t select the current class.  Then click copy and all the classes will have the same attendance categories.  This procedure can be used for other things as well.

New Users:
(or if you delete your attendance file)
Attendance:

Now we have to adjust the attendance file.  This is rather difficult and if you need help, I can help you.  I know that this can be exported by me and then imported so you don’t have to do this, but I don’t have the time to determine this and you need to get started.

Go to Edit and select class options.  Select the Attend file to modify it.  

Under the master category, select the 1st category (I don’t remember what it says since I have modified mine) using the down arrowhead, hold the mouse and slide down to “Edit this Menu.”  Ten master attendance categories come up.  These must be changed for LAUSD.  The first one must be Absence and the second one must be Tardy.  The other 8 can be in any order.  The table below shows what I have the ten as:

	1
	Absence

	2
	Tardy

	3
	Entered

	4
	Present

	5
	School Activity

	6
	No Show

	7
	Other

	8
	Truant

	9
	Suspension

	10
	Checked Out


When done, click OK.  Now we will change the names under the category, select a code and choose the value.  I have chosen to use the same codes as the ERB program the district uses.  The value is: does it count or not in either absences or tardies.  You change the master category by selecting the down arrowhead and choosing the name.  You can use my order or select your own.

	
	Master Category
	Category
	Code
	Value

	1
	Enter
	Entered Class
	E
	0

	2
	No Show
	No Show
	/
	0

	3
	Present
	Present
	.
	0

	4
	Absence
	Unexcused Absent
	U
	1

	5
	Absence
	Ill, Med, Funeral
	1
	1

	6
	Absence
	Non Illness
	2
	1

	7
	Absence
	Truant
	3
	1

	8
	Absence
	Suspension Home
	4
	1

	9
	Absence
	Relig, Court, Emplo
	5
	1

	10
	School Activity
	Activity
	A
	0

	11
	Other
	Holiday
	H
	0

	12
	Tardy
	Tardy-Excused
	7
	0

	13
	Tardy
	Tardy-Unexcused
	8
	1

	14
	Other
	Class did not meet
	Z
	0

	15
	Checked Out
	Withdrew this date
	L
	0


Now you have it for one roster and must load it into all the other rosters.  Follow the instructions to complete this task.  On the TOOL pull-down, select COPY and then CLASS 0PTION.  Select the current class under “Class to Copy From,” then select ATTENDANCE CATEGORIES under “Class Option to Copy,” and finally a class under “Classes to Copy To.”  You can actually copy to more than one class.  Holding down the shift button, select each class with your mouse.  Don’t select the current class.  Then click copy and all the classes will have the same attendance categories.  This procedure can be used for other things as well.
Remember, OLD USERS, make sure you copy your attendance information before you delete previous classes or you will lose the attendance file and have to complete the entire process above, as the program resets everything to the default settings.  Use the instructions below.
Copy the attendance settings from a previous semester’s class to your new semester classes.  On the TOOL pull-down, select COPY and then CLASS OPTION.  Select a class from the previous semester under “Class to Copy From,” then select ATTENDANCE CATEGORIES under “Class Option to Copy,” and finally select new semester classes under “Classes to Copy To.”  You can actually copy to more than one class.  Holding down the shift button, select each class with your mouse.  Don’t select the current class.  Then click copy and all the classes will have the same attendance categories.
All Users:
Adding Assignments:

Adding assignments is done under the assignment key and the scores under the score key at the top of the field.  Using the above procedure, you can copy assignments to other classes.  Use the tool and copy buttons, and then select assignments instead of class options.  Go from the copy form to the copy to, you can select more than one assignment to copy.

Setting a password: 
Select Edit on the pull down tabs at the top.  Select the gradebook options, then the security tab, finally the set teacher password.  Type in your desired password, type twice and then select done.  You can also set a password for teacher’s assistants or service students if you would like others to enter data.  Use the same procedure for selecting your password except select the TA Password.  You can also set what access they have to the system.

Adding a Category

Select Edit on the pull down tabs at the top.  Select the class options, then the category tab.  Add the desired category name to the list, if you want to give it weight options, add that here.  Then click done when you are finished.

Changing the Grade Scale

The program provides a plus/minus system for grades.  To delete the plus/minus system and change the scale go to the Edit on the pull down tabs.  Select class options, the scale.  Change by deleting.

Copy from one roster to another

Now you have it for one roster and must load it into all the other rosters.  On the tool pull-down, select copy and then class option.  Select the current class under “Class to Copy From,” then select the option you want to copy under the “Class Option to Copy,” and finally a class under “Classes to Copy To.”  You can actually copy to more than one class, select each class with your mouse.  Don’t select the current class.  Then click copy and all the classes will have the desired category

Adding Work Habits and Cooperation

There are two locations to do this.  The easiest is to select a student in your roster, then move the field down to the work habit and cooperation grades.  You may have to move the window around to see grades and attendance information.  Then add your work habit and/or cooperation grade.  Then select next student to move to the next student.  You may close and open this several times to adjust the position of the roster to see grades and attendance files for other students.  It is recommended that you use capital letters for work habit and cooperation marks, you can select cap locks to help you with this part.
Adding Comments

The only way I know how to do this is at the student window.  I would do this after you have done the work habits and cooperation.  At the student window, slide over to the comment section.  You can add only two comments.  I don’t have a list at this time but will try to get a copy for you, just remind me.

Export for Grade turn-in

First, most of you will not get bubble sheets since you have selected to use this program.  Now to export your grades and attendance, insert a clean disk (virus free), then got to the file pull down menu.  Select export and then the other format tab.  Select LAUSD grade export, holding the shift key, select each class to export by clicking the mouse, finally hit the export button.  If your computer doesn’t have a disk drive, you can either save to a CD-ROM, USB flash drive or save to your hard drive and email it to yourself.  Then go to the Seymour Zone and transfer the file to a disk.
Each student has a unique four digit number that you must have or the student’s grades, attendance, work habit and cooperation marks will not be loaded to the SIS system.  You should try to get this when the student signs into class.  You can send the student back to their councilor to get the number or give Rosa a list of names, birthdates and period number and she will look them up for you.  If you don’t have the number put in a fake number and you can change the grades on the verification sheets.  If you don’t change the grades on the verification roster, the student will not have a grade.
Finally, the most important thing to remember is NOT to change the name of the file.  If you do, then the SIS system will not read the file and you will get no marks on your verification rosters.
Back-up your files

Back-up your files frequently, at least once a week.  You are asked if you want to back-up your data every time you close the program.  Or you can back-up by going to the File pull-down menu then select copy to back-up your file.
Saving to take home to use

Make a back-up copy; make sure you know the name of the disk.  Then open up the copy from the memory disk (floppy, CD or other devise) and later save it as the original file name.  To take back to school, use the same process.  Make sure that you are using the correct files when you do this.  If you don’t, you will lose important information.
Deleting previous semester/year

First, I would do a simple back-up to a 3 ½ disk or other format.  Then delete each class by going to the tool pull-down, then choice delete and finally choice the classes you want to delete, you can select all of them by using you mouse to highlight each class.  Finally select the delete icon and when you are asked if you want to delete the selected class(es), select yes. 
Easy Grade Pro Help

Under the help pull down, then select Easy Grade Pro Help and locate the desired instructions you need.  It is impossible to put all of the help items in this set of instructions.

5, 10, and 15 Week Progress 

Your final printed roll book must include progress report grades, attendance and comments for the 5, 10 and 15 week marking periods.  Some teachers simple photocopy their verification rosters and them to their final printout at the end of the semester.  Summary pages can be printed containing grades, work habits, cooperation, attendance, tardies and comments at the end of each quarter.  
Printing your Roll book
Now for the next steps in closing out the semester or the school year, printing up your roll book.  I have not found a short way to do this.  You have to print 4 parts of it.  You may have to do this for all rosters depending on your printer and its memory.

1. On a roster, hit control (ctrl) p, and then selects the chart.  You will have to print everything but the seat chart.

2. Select score chart, click next.

3. Click on selected classes only, and then click on each class you want to print.

4. Make sure you have the font set to 9, decreases the number of pages.  Also make sure you sort the students by name.

5. Then hit print.  You should get your printers dialog box and you hit ok.  

6. I hope this prints all of you rosters’ score charts.  If not, then you will have to do it period by period.

7. Repeat for attendance, student and assignment charts.

8. On the student chart, go to Include Custom Column Options, click on the square, then the set button.  Another dialog box comes up, you don’t want to print everything or it will go for pages.  Click on the columns you don’t want.  I am keeping just 4 columns, ID, Grade, Work Habit, Cooperation, Com1, Com2 and Com3.  The last three are for comments.  A total of 7 columns.

9. On the assignment chart, I do as per step # 8, in the set box I am keeping Max Score, date, and category.  

10. Make sure on everyone print out that you select font 9.

Putting your grades online
This is something I did at the end of the spring semester and the students found it fun to access their grades.  I try to update the online file once a week or when I added a lot of grades to the computer.  

1. Each student must have a password.

a. The password must be 6 – 8 characters long containing letters and numbers.  Each student should have a unique password.
b. The password is entered on the student worksheet, 6th column over.
c. Good Examples: wilson06, gel78, 50mule

d. Bad Examples: wilson (no numbers), 123456 (no letters)

2. First create a folder called grades; I have mine in my documents.

3. To create files for export to a website complete the following directions.
a. One the File pull down tab, select Internet

b. Select multi-class website

i. Make sure your name is in the teachers name box

ii. Click on the next key

c. Report Options window will open

i. For all classes select all term classes

ii. For specific classes select  your options

d. Select the create button

4. An Alert window will open to inform you that in the next window you will have to decide where you need place all of the information so you can load the files onto the Internet.  Click yes to continue.
5. In the next window, select the location of your folder; I have mine in my document.  Then open the grades folder and download your file.  You can load over a previous set of files.
6. Now follow the instruction to upload you folder to the internet.
Additional Help

If you can’t find something in this document, then look at the help pull-down tab and then select Easy Grade Pro Help and then view either the View Index or use the find.  Or ask me or other teachers you know who use the program.  If you have any short cuts or other words of wisdom that you should be included, then get the information to me.
Instructions Still Needed:

Quarters: setting up

Transferring student from one period to another

Palm Pilot Instructions

FINAL WORDS OF ADVICE:

BACK-UP YOUR FILES OFTEN

(at least weekly)
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