Printing Reports in Easy-Grade Pro

1. Enter all grades for all classes.
2. Click on the “Assign.” tab. Verify that each assignment has the correct “Max. Score” and the correct
category. Click on any value in any row to change it.

File Edit Tool WYiew cChart cClass Help

I BA score ] A Attend. ] nﬁ] (39 Stugert ] Aszign.
v [11 of 11 Assignments JMax. S.. \Puims Date fatego Status Display Progress Report
1 Learning Style : gi272004  Momework/ui, N Not for Grade Rawy Scores Include Assignimert
2 Azsignment 1 10 UD 812712004 iHomework.@ui.. SYlormal Rawy Scores Include Assigrmert
3 Agsignment 2 10 il [t S/30/2004 HomeswvorkiGui..  Wormal Raw Scores Include Assignment
4 | Assignment 3 2 100 8/30,/2004 ' HomesnorkiGi.. rmal Raw Scores Include Azsignment
5 Azsignment 4 10 1 90 /2004 l Hommesneork G rimal Rawy Scores Include Assignimert
[ Azsignment 5 2 1 90172004 I Hommesneork G, rimal Rawy Scores Include Assigrmert
T Azsignment 5 2 180 822004 l Homessork G, rimal Ranw Scores Include Assigrmert
8 | Assignment 7 2 180 932004 ‘ Homeswark Q.. rmal Raw Scores Include Assignmert
9 Azsignment & 10 ﬁD 9162004 ‘ Hommesneork G rinal Rawy Scores Include Assignimert
10 | Assignment 9 2 I]D SIE/2004 : HomewvorkiQui.  Marmal Rawy Scores Include Assigrmert
11 | Test-Chi1-3 i #oo 84712004 ests Mormal Grades Include Assigrmert
12_| ADD ASSIGHMENT + y | 7 4
1 A4 N

3. Click on the “Student” tab. Verify that each student is assigned to the correct Grade Scale. Click on the
entry for any student to change it.
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4. Click on the “Score” tab. Review the Overall grade for each student. Look at the score distribution in the
“Mini Summary” window. If the Mini Summary is not visible, do the following: from the “Edit” menu,
select “Tool Options”. Select “Show Mini-Sum.”
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5. If a grade for an assignment is left empty for a student, the assignment is not counted for or against the
student. If you want a missing assignment to lower a student’s grade, you must enter a score of “0” or
choose a special score such as “Incomplete” or “Missing”.

6. Repeat these steps for each class before continuing.



7. When all class information has been updated, you are ready to print reports.
8. From the File menu, choose Print.

+ |Easy Grade Pro 3.6 - Fake Gradebook - 2004.egp
5 Edit Tool Yiew Chart <lass Help

U i Seating | (39 Studert | B Assion -

Clase Chrb+itd = i = 2

& o[y = = =

Savs Copy... ass g &2 5
Compress 8 8 &
3 9wl @

i | 8 & 8

Impart... el Gle He Heo H

| ‘n S =1 S

Export... al® g E ] ] g
Palm Setup.. El2fESES
SEESE s

Internet... Gl Ll llS|8 2% 27 E
q veH- HHefl=|8 5 8 5.2 5
Wis.. Overall | we 10 10

TA Mode Ctrl+T 93 H OK: OK! Ok
Lack,.. Cerl+L 94 H oK oK 3

- i 85 v oK oK €
Exk i 83 v ok ok om

9. Click on the “Other tab at the top of the dialog, and select “Class Summary” from the list. Make sure that
your name is as you want it to appear on the reports. Click “Next”.
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10. There are many choices to make in the “Class Summary Report Options” dialog.
You can print reports for one class, some classes, or all classes.
Choose how you want students’ names to be sorted
Set the report title.
Check boxes in the lower right corner to activate the specified option.
You can choose which columns appear on the report and the order in which they appear. Check the
last option box (“Include Custom Column Options” and then click on the “set” button.
i. In the “Custom Column Option” dialog, click on “Clear” button. Then click on the columns
you want to appear in the order you want them to appear.
ii. Click on “Done” to return to the “Report Option” dialog.
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11. Click on the “Print Setup” button. Select the printer you want to use, and set the Orientation to Landscape.
Click on OK.
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12. Click on “Print Preview” to see your reports. Use the buttons at the top of the window to navigate between
pages. Click on “Done” to return to the “Report Options” dialog.
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13. From the “Report Options” dialog, click on “Print”
click on “Print”

Verify that you have selected the correct printer and
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