
Easy Grade Pro 4.0.1 OSX 
 

First Six Weeks Procedure 
 
I.  Adding Easy Grade Pro to the Dock 

1. Login 
2. Click on the smiling face in the dock  
3. Click on Applications menu located in the left column 
4. Double-click on Easy Grade Pro 4.0 folder 

 

5. Drag the Easy Grade Pro icon to your dock  
 
II. Adding classes to a new grade book 

1. Click on the Easy Grade Pro icon in your dock 
2. Click on Create a New Gradebook 
3. Save as your last name and then year.  (E.G. perkins2007.egp) 
4. Click Add Classes.    

a. Here are some guidelines for adding classes.  Add a class for every group of 
students you teach for the 1st six weeks only.  You can copy those students to the 
next six weeks later very easily.   

5. Type in the name of the first class you teach (E.G. Period 1 Math 8). 
6. You may edit the Term Labels if you want by double-clicking and changing the wording 

to First Six Weeks or 1st 6 Weeks etc. 
7. Choose the current term by clicking in the box to the right of the term you want to start 

with like Term 1 or First 6 Weeks.  A checkmark will appear.   

 
8. Click next class and repeat steps 5-7 to add more classes until you have a class for every 

time you teach a different group of students. 
9. Click Done. 

 
 
 



 
 
III.   Adding Tools to Gradebook Toolbar 
 

1. Click and HOLD your cursor somewhere in the toolbar area 

 
2. Select the desired tool from the list (I selected the Add Student and Add Assignment 

buttons below.) 

 
3. To remove a button, click on it and HOLD and select Blank (no tool) 
4. Click on the Grade Click Bar triangle to the left of the term drop-down menu to reveal 

letter grade options. 

 
 

IV.  Setting the Grading Scale for Class Options 
Each class has its own grading scale and score categories.  However, you can copy one class’ 
options to other classes if you wish them to have the same options. 
 

1. Click the View Class Options  icon. 
2. The first tab is scale where the grading scale is setup.  This grading scale uses the 

minimum number.  Below is what should be entered for RCPS grading scale. 

 
 

3. Select the Rounding level for calculated percents and choose Whole number  
4. Choose the Category tab.  Here is where you can weight grades if you want to make tests 

worth more than homework.  If you want to weigh your grades, the weights have to add 
up to 100.  The default is not to use weights at all (i.e. total points). 

 



5. Select the Footnote tab.  These are comments that can be attached to the scores to help 
the parents and students understand why a score was low or high.  Feel free to edit or 
change these. 

6. Choose the Score tab. These are special scores used instead of numerical values to give 
the teacher information about why a score is not entered. 

 
ex=excused from assignment not submitted and does not effect the grade 
cr=credit for assignment but does not effect the grade 
ab=absent so the assignment grade is a 0% until the grade has been submitted 
mi=missing assignment is the same as absent, 0% until assignment submitted 
inc=incomplete means the assignment is not done or needs to be redone.  Grade is 0% 
until the assignment is submitted 

7. Click the Color tab and drag the Background Gradient slider to the far left so the grey 
horizontal lines are visible between students. 

 
8. You may also use this software for attendance and seating arrangement.  Click Done. 
 

V.  Copying Class options to other Classes 
If you plan to use the same grading scale for all your classes or several of them, you want to 
copy your class options to the other classes. 
 
1. Click on the Tool menu and choose Copy => Class Options… 
2. Select the current class in the top left window by clicking on it once 
3. Click on the blue arrow beside the Class Options to Copy and choose Select all items 
4. Select the blue arrow to the left of Classes to Copy TO and choose Select all items 
5. Click once on the Current class under Classes to Copy TO so that it goes white. 
6. Click on the Copy button and choose Yes. 



 
 
VI.  Setting Gradebook Options 

These options are settings or preferences that affect the whole gradebook.  Settings can 
include fonts, order of names and shortcuts. 
1. Click on the Edit menu and choose Gradebook Options 
2. To change the way Easy Grade Pro saves backups of your gradebook, open the General 

Tab, and select Backup Options.  You can change the when closing a gradebook option 
to automatically save a backup if you don’t want to be prompted every time you close 
your gradebook.  Notice that the default backup location is in your Documents folder 
(path below).  You can change this to a different location if you want. 

  
=> =>

    
 

VII.  Adding Students 
Students can be exported from ClassXP into Easy Grade Pro so you don’t have to type the 
names in.  Contact an ITRT for directions.   

1. Click on the add students button or click on type Student Names button or choose 
the Tool menu and choose Add => Students 

2. Type the last name and then click on the tab key.   
3. Type the first name and then click return to go to the next student 



 
4. Status can be useful too.  If a student withdraws but you don’t want to lose their records 

in case they return or you just want to keep their records, choose WD grayed or WD 
hidden so that it doesn’t show up on your grade book until you make the student active 
again.   

5. If you change the language to Spanish or French, the reports you print out for the 
students showing their grades, summary, missing report will be in that language.  
This can be an excellent option for your Spanish or French students.   

6. The password field is for if you want to post their grades online through your FirstClass 
Homepage folder.  The password could be the student’s Sasi ID number and then 
students could view their grades online but wouldn’t be able to change them or edit them.   

7. Enter all your students and then click Done. 
 
You are now ready to begin entering assignments and grades for the first six weeks grading 
period. 
 
VIII.  Adding Assignments 

1. Choose the add assignments  button or click on the Tool menu and choose Add => 
Assignment. 

2. Type the assignment name.  Type in the Maximum Score.  E.G. 25 if the test has 25 
questions (so that a 25 on the assignment would be 100%).  The points are used so you 
can weight the assignments.  If you are not using weights, make all the assignments 
100 points.  If you want an assignment to be worth double, make the assignment points 
200.  For an assignment worth half as much, make it worth 50 points.   

3. Choose the category (Homework, Test, Performance, or Classwork) 
4. The Special Status has several options 

Extra Credit-The student’s total number of points is increased.  Students without scores 
aren’t affected.   
Can be Dropped-this will only be dropped if the student’s overall percent is improved 
more than by dropping another assignment that can be dropped.  A d will appear beside a 
dropped score.  Only 1 assignment can be dropped a grading period 
Negative points- the student’s total number of points is decreased.  Students without 
scores aren’t affected. 

5. Click Next Assign or Done 



 
IX.  Copying Assignments from 1 Class to Another 

1. Click on the Tool menu and choose Copy => Assignments 
2. Select the current class in the top left window by clicking on it once 
3. Click on the blue arrow beside the Assignments to Copy and choose select all items 
4. Select the blue arrow to the left of Classes to Copy to and choose select all items. 
5. Click once on the Current class under Classes to Copy TO so that it goes white. 
6. Click on the Copy button and choose Yes. 


