
Apex Unit Recovery Training 

Logging in: 
Username: ________________     Password: _________________ 

Accessing Student Usernames and Passwords: 
Click Reports: 

 

Select the Class: 

 
 
Click Contact List: 

 

You can save in Excel: 

 

 



Guided Tour of Apex: 

 

Home Page (Go to My School): 

 

Managing Curriculum Outline: 
Click on the unit recovery class: 

 
 
Click on the outline manager icon: 

 
Uncheck the boxes for any curriculum you do not want the student to see: 



 

Looking at Student Work: 
In the grade book: 

 
 
Select the Class: 

 
 
Summary View: 
The summary view gives an overall unit average. 

 
 
Unit View: 
Use the pull-down menu to select the unit. 
*Tip:  The header in the grade book is a short cut to the graded activity. 
Notice:  Quizzes are default unlocked.  Tests are default locked.  
Notice there is a computer scored test (CST) and a Teacher Scored Test (TST).   Students should take both. 
There are grade keys for all teacher-scored assignments. 
 

 



Unlocking the Test: 
To unlock a test click the red padlock and save changes.

 

Viewing the quiz or test the student took: 

 

 
 

Changing the Grade in your IgPro Grade Book: 
When a student has successfully completed the unit, replace all graded work with a 70%. 

Always inform your Sysop when you change a quarter grade. 

Double-click the grade 
to find detailed 

information regarding 
the assessment. 

 
Click the date to see the 
actual quiz or test with 
the students’ answers. 


