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 The schools working from the CIMS server will not need to install the 
IGPro program, or be given a floppy disk containing your roster.  This 
information is located directly on the server.  The following steps listed below 
are to be used when working in the program directly from the server.   
 

1. Double click on the Integrade Pro icon located on the desktop. 
2. The following screen will appear.  Be sure that the “Open a grade book on a 

server” is selected. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. In the “Open – Not Connected” window, under the Servers column on the left 
double click on the icon above your school name.   
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4. In the “Login to (your school name)” window enter your assigned User ID and 
assigned Password.   

 
 

 
 
 
 
 
 
 
 
 

5. Click OK. 
 

6. In the “Open – Connected to xx.xx.xxx.x:xxxx” window click on the .gbf file.   
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7. “Download Grade Book” window will appear.  Click OK. 
 
 
 
 
 
 
    
  
 
 
 
 
 
 
 
 
 
        You should now see your grade book with class roster.   
 
    
 
Sorting Students: 
 
To put your students in alphabetical order:   
 

1.  In the box next to Class, click the down arrow to show a listing of all of your 
classes.    Select your first class. 

 
2. Click on the gray bar labeled Student Name.  (A drop down menu will 

appear.)                                
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3. Choose Sort Students By Column. 

 
�
You will have to repeat steps 1-3 for each of your classes. 
 
 
The above procedures must be repeated at the beginning of each six or nine 
week grading period, or at this point the grade book may be saved for the 
entire year by selecting File/Save As and renaming for each grading session 
(your name9W2, your name 9W3, your name9W4).  This completes the setup of 
your grade book.   
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Entering Assignments and Point Value: 
�

1. In the box next to Class, click the down arrow and choose the class in which 
you wish to enter grades.   

2. On the Menu bar, click Tasks.  Click on New Task.   
�

 
 

 
3. A New Task window will appear.  Click Next. 

4. Another New Task window will appear on your screen and you may enter your 
assignment information.   

a. Task- name is the assignment being graded 
b. date assigned -  optional 
c. due date - is required 
d. type –  click the down arrow and select one 
e. out of (raw) – number of items 
f. scale factor – stays 1.0 
g. out of (scaled) – will be computed  automatically 
h. maximum allowed scored – number of total points and any additional 

bonus point 
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When all fields are completed, click Create.   
§§§§ §§§§ §§§§ You will repeat this process for each new task.   
 
Copy Tasks from class to class:  If you would like to copy a task that you have 
created from one class to another class, complete the following:  

1. Open the class you are copying to 
2. From the menu bar, select Task/Copy Task 
3. Choose the class that you want to copy the task from in the box 

named class 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  4.  Click Next. 

 
 
 
 
 



� 	 �

5.  Choose the task(s) that you would like to copy.  Click Next.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Select Raw Score in the Copy Task window.  Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.  Click OK. 
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Inputting Students Scores: 
 
Your tasks will be shown on your grade book next to student name. 
 
Click under the task next to the student name and the column will be highlighted in 
yellow.  You may now enter a score for each student.   
 
Each time you add a new task the grades will be calculated.   
 
   �
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

  
 
 
Inputting Bonus Points:   
 To add bonus points during the nine weeks that are not a part of the 
assignment (ex. extra project) complete the following steps: 
 

1. Create a task named Bonus. 
2. In the new task window, leave the scaled score blank and add the number 

of bonus points in the maximum score allowed box. 
3. Click Create. 
4. Do not create a type named Bonus.  Select one of given types. 
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EXPORTING GRADES 
 
At the end of the nine weeks, after all grades have been entered, you will export 
your grades to a Spreadsheet.  This process is needed in order to upload your 
grades in CIMS.  You must do this for every subject! 
 

1. Open your grade book. 

2. In the box next to Spreadsheet, click on the down arrow and choose the nine 
weeks you are working on.  (ex.  9W3)          
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3. Your nine-week Spreadsheet will appear.  It will be blank at this point.    

�

 
 

4. Click on Nine Weeks 3 (gray bar), a drop-down menu will appear.  Select 
Replace Task.      

�
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5. In the Replace Task window highlight Weighted Type (Numeric Total 
Points)       

  
6. Click Next. 

7. In the next Replace Task window, select Weighted Type Spreadsheet 
Grade.       

�
 
 

 
8. Click Next. 
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9. In the Replace Task window, select Percentage, or for E,S,N,U select Letter 
Grade.  

 
10.   Click Next.   

11.   In the Replace Task window, click OK.  Your grades will automatically 
appear on the Spreadsheet Nine Weeks 3. 

 
12.   At this time you will also add your comments for the subject shown.  You will 

do this by clicking under the gray bar next to the percentage, Nine Weeks 3, 
Comment 1.     

�

 
 
 

13.   In the Comment box click on the down arrow, and select appropriate 
comment.          
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Elementary:  You will enter the reading level directly on the Spreadsheet of the 
class named “Read Level”.   Type in either OA or BL in the column for the nine 
weeks grade, not the Comment column.      
 
After all grades have been exported to the spreadsheets for each class, you 
are ready to SAVE.   
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FINAL STEP!!!!!!  
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This last step will create a file needed by CIMS to import your grades. 
 

1. From the File menu, select EXPORT FROM GRADE BOOK. 
 

 
2. In the Export From Grade Book window, click in the box next to the nine 

weeks you are exporting.  In addition, click on the name of the Nine Weeks 
you are working on, a dotted box should border the selection.   Be sure that 
only one nine weeks is selected.    

�
3.  Click Next.  

 

 

4. Click Export (this takes a few seconds).  **If any required data is missing you 
will receive a message stating what item(s) you need to input. 
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After final export and errors are found, a text message will appear asking if 
you want to view the log for errors.  Please view and make corrections.  It tells 
you EXACTLY what is missing.  After correcting, SAVE and EXPORT again.   
 
 
ADDING PERSONAL COMMENTS TO PROGRESS REPORTS –  
for comments to appear on printed reports, you must be in the 
Gradebook when adding the comments – not the Spreadsheet.    
 

4. From the Menu bar, select Setup, Students. 
5. Click on desired Student 
6. Click on Notes tab.  Enter Comment. 
7. Close.   

 
PRINTING REPORTS: 
 
     For mid-nine weeks Progress Reports  - 
   

1.  From the Menu bar, select Reports and choose Multi-Class.   

�
 

2.  Click Next. 

3.  The next screen will show you what will print. 

4.  Select Print.     
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You should print out your grades once a week so that you have a hard 
copy. At the end of the nine weeks, print out your Spreadsheet.  1. 
Select Reports, 2. Spreadsheet, then 3. Next and 4. Print.  You need to 
do this for each class.    
 

 
HELPFUL HINTS 

 
 
INPUTING GRADES FOR STUDENTS WITH MODIFICATIONS – 
 

1. Create NEW TASK for modified assignment. (You may name it Chapter 
One – modified.)  

2. Click Next. 
3. Enter the grade(s).  Leave fields empty for all other students and it will not 

affect their grades.  
 
 

Handwriting & Conduct Comments 
 

·  Handwriting shall be addressed using comment codes under the 
subject of language. 

·  In elementary school settings, conduct shall be addressed by 
assigning a letter grade (A, B, C, D, or F) using comment codes under 
the subject of, arts and crafts. 

 
 

E, N, S, U  
 

·  In first and second grade, an E, S, N, or U will be used in recording the 
Social Living grade. 

·  E, N, S, or U will be assigned in Music, P.E., Arts & Crafts, Foreign 
Language, & Health. 

 
 
 
 
 
Numerical grades greater than 100% will not print on the report card.  Add the 
points over 100 in pen, directly on the report card. 
 
 
 
 
**If you receive an error message when opening your grade book (program is 
looking for the server)  - you selected “ Yes”  instead of “ No”  when loading the 
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program and chose to work from a server.  (See page three step two of 
manual.)  To correct the problems do the following:      

1. Open your grade book. 
2. From the menu bar select Edit, Preferences. 
3. Deselect Use Integrade Pro Server. 

 
 

EMAIL Reports 
 
If you would like to email IGPRO Reports, on the task bar click setup and select 
communication.  The following screen will appear.  Follow directions on this 
window.  The email server is mailout.lpssonline.com. 

����
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once email information is set up, you are ready to email progress reports.  Under 
reports, select email student reports.  On the following screen, select student(s) 
and task(s) that you want shown on report(s).  Click next and a preview will be 
shown.  If all looks well, click send all.
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Class Roster 
 
You can print a class roster to be used for various things such as weekly conduct 
charts, field trip list, AR points, money collection, etc.  In order to do this, on the task 
bar, click reports and select class roster from the drop down menu.  If all info is 
correct, click next and print! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Seating Chart 
 
IGPRO automatically creates a seating chart for each of your classes.  In order to 
access and manipulate it, in the drop down window on the top right hand of your 
gradebook labeled SHOW, select seating chart from the drop down menu.  From this 
screen you can change the order of the desks by right clicking and dragging it to 
where ever you want.    You can do this for each class. 
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Viewing Possible Points in Gradebook 
 

In addition to showing the % and Letter grade in your gradebook, you can also 
choose to show the total possible points.  On the task bar, click on view and select 
change columns.  You can choose up to five columns to be shown. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


