Easy Grade Pro 4:
Creating and Importing Student Files

The purpose of this document is to assist you in creating a student extract text file that can
then be imported into EGP (Easy Grade Pro).

Creating Student Extract Text File

1. Log into your District Connection and select Student Information under your Secure
Applications list.

Secure Applications

Your Applications

Assessment Database

Attendance

Computer Inventory

My Learning Plan
Site Builder

Sta

Student Information

2. If you have more than one class listed in your “Student Information Dashboard”, select
the class whose student data you wish to save to a file, and click “save extract”.

Student Information Dashboard

Student Information Extracts @ 0

Step 1 Read the the instructions.

Step 2 Select a class for which to create an extract:
Home Room : D120 ?]

Step 3 ‘ Save Extract )
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3. The browser window will display your student list and additional contact information.

_ To save this
B % 4) Tuell: . . .
New WI.ndow E 1nformat10n ma teXt
Open File. . 2
Open Location.. file, select “Save As
Close Window il EH) 1
Save As.. / oo fI‘Ol’l’l the Flle

Page Setup...

safari [IN§] Edit View History Bookmarks Window Help

Macintosh'F

asdk12.0rg/SMS/Extracts/StudentExtracts /ASD_ExtractD120559866735.txt Menu.
https://home.asdk12.0rg/SMS/Extracts/StudentExtracts /ASD_ExtractD12055@ = Q- Coogle =

[0 Apple Mac Amazon eBay Yahoo! Newsv Applev
Last Name First Name Student ID Gender Grade
Home Phone Guardian 1Guard 1 Work #  Guardian 2
Guard 2 Work # E-mail E-mail 2 Permissions

4. Give the file a description name (ie, “Bushnell06_07.txt). Save the file to your desktop
so that you can easily find it for importing into EGP. You must make sure that the suffix .txt

| remains at the end of
e rs | Bushnellos 07t (=]

the name for
[« >’”§flm]{u0esktop (-

importing into EGP.

5. If you have additional classes, you can click the back button of your browser to select the
next class for which you wish to create an extract. If you do not have additional classes, you can
log out of your District Connection.

Importing Student Extract File

1. Open EGP 4 and create a new grade book. You will be prompted to name it and select a
location for saving it.

2. Now that your gradebook is created, EGP will want you to add a class(es).

This is where you will import your
student extract file. Select “Import
Classes”

" Guide Me

This gradebook has no classes. Please
select the appropriate button below.

€ A@asses ) [ Cancel )
—

( Import Classes ))

\ /
( Edline Class Data Sync )

® =D
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3. The EGP Import window will open. You will need to select “Other Formats”, single
click the ASDimport4email and then click the “Next” button.

Import
[ Built-in Formats I Other Formats I
5| Select an Import Format
ASDimport4email
| Edit | | New | | Delete |
(Cancel) ( Next )
4. You need to name your class and select a term. The term can be equated to a quarter
grading period.
New Class
Type the Class/Subject Name
Reading
Select the Term |
Term 1
Term 2 m
Term 3
Term 4 :
Term 5 A
Term 6 v

( Cancel ) € ok )
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5. In the “Open Text File” window you will need to make sure that you have “All Files”
checked so that your student export file is available for importing. Navigate to your student
export file and select it. Then click “Open”.

006 Open Text File
(«]»]) (= HII]’ [ Lynda 5 Q search
® iDisk I.zip = Anonym...Extract.txt b
) Network .doc = ASD_Extr...6735.txt Last Name First Name
s.doc |7 BTCemailEGP.doc Student ID Gender

| Macintosh HD Grade Home

elp Bushnell06_07.txt Phone Guardian 1

T Desktop l.pdf =~ <% CreateEx...tFiles.pdf gﬂ;:ﬂi:nvg’g:,:rd 2

4 admin g Z; EGP_New...piate. pdf \I:.v—on?;ifz E;:::i!sions

A Applications i s EGP_Stan...port.pdf Passphrase

% Documents b MEGPLIZXS | e

J > |~ Pete's 2

iz Movies [ postedgrades 3 Name B;;ht')'i"os

& Music _pdf =) TestClassExport.txt Siza ;K';

" Pictures Kind Plain text

[ Utilities document

| Swff for Lynda , ! ! Created 1/9/02 = l
e —

Skow: | All files | :)

New Folder

( Cancel ) (—Open-)

6. Your export has a few extra lines that you should delete before importing. Just deselect
them before you click “Import Selected Records”

Import Preview

[ Use this window to preview, verify and filter the records to be imported.

5 l I ©

Last Name First Name Student IO

[ARERS TAVDEN B207705

BALDRIDGE CHRISTIAN 0502906

BATAC GIOMARCUS 0500376

CAMPBELL JAYLEIGH 0501921

CHASE ERIC 0500526

GEDAWI YOUSEF 0501387

GILMOUR JORDYN 0500550

HEFFERN DYLAN 0504473

JASSAL ARANNA 0500349 ~
KNOOE AVONLEA 0508004 4
MALONEY NICOLE 0504306 v
€E————> RS

(Cancel ) € Import Selected Records )
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