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Infinite Campus Grade Book: Elementary Traditional

©  Printable setup guides are available online at training.ccsd.net. Online tutorial videos are available on the Enterprise Learning
Management System (ELMS) website, http://learn.ccsd.net by searching “Campus for Teachers.”

O After viewing the online resources, additional grade book technical support is
available. Contact User Support Services (USS) at (702)799-3300, submit a
Quick-IT request, or e-mail “Help Gradebook” via Gmail.

IMPORTANT!

Infinite Campus is a dynamic
program that changes every four
weeks. These updates might change
the look of some of the images for
the directions in this document.

Accessing Infinite Campus (IC)

Preferred browser: Mozilla Firefox
1. Open Firefox, go to: campus.ccsd.net.
2. Log in using your Active Directory (AD) credentials.

Transforming K12 Educati

District Edil

Username Version: Campus.19
Clark County NV - Live|

Logged off

Forgot Password? Forgot Usemame? Help

‘ Campus Tools vs. Campus Instruction

Infinite Campus provides two applications for teacher use. Campus Tools allows teachers to search for additional student
information and access reports that cannot be found in Campus Instruction, or simply Instruction. Instruction contains the teacher
Grade Book, Attendance, Rosters, Reports, etc.

Infinite Campus Grade Book — Elementary Traditional

‘ Accessing Instruction from Campus Tools

1718 CCSD Elementary School o

1. Select the Arp SwiTcHER in the upper-right corner.
2. Click the InsTrucTiON link. e & Instruction

& Community

PAGE
Campus Help (?) provides documents and tutorials from Campus J

Community that relates to the area of Campus where you are working.
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Accessing Campus Tools from Instruction

1. The Open Menu icon will open/hide the
Index Menu (using this allows for additional Campus
display area for the Grade Book).

2. Select InsTRUCTION (APP SwiTCHER) from the Index Q W fomtraction "
menu at the left. Control Een

3. When clicked, Instruction expands to display the 18'1QCSD EIEMENR S
Applications window. instruction =

4. Click the Campus Tools icon.

Infinite {2

Control Center

APPLICATIONS

Note: Infinite Campus may, by default, be set to Campus TooLs. Setting the default to
Campus InsTrucTION for your Grade Book can be completed in the following process. ..@ ’
gb L)

Instruction Community Campus Tools

Account Settings

1. InInstruction, click the User MEnu icon (at the top right).
2. Click ACCOUNT SETTINGS.

3. Change the application in the drop-down menu Control Center
to CamPUS INSTRUCTION. Once SAVED, this will TEACHER FIRSTLAST NZ —
make Instruction the default application at login. '"’:":"J&‘é[?sa Account Settings @ I
4. Check the boxes for each display feature that
H = Instruction ~ Log Off
you prefer to see in your grade book. e

a. If Show Active Students Only is checked,
withdrawn students will not show.

b. If Use Canned Comments is checked, District
provided comments can be selected for
Semester Grades.

5. Click Save or the new settings will NOT be saved.

Account Settings - Preferences

Select the application you would prefer to load on Campus log in.

Campus Instruction

glect your student display preferences.
nnw Active Students Only
Affects displav in Control Center. Course Reauests. Grade Book, Lockers, Post Grades, Standardized Test,
Student Course Recommendations, Student Groups
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Show Student Number
Affects display in Attendance List, Class Serve, Control Center, Course Reguests, Lockers, Post Grades, Roster,
Roster Verification, Standardized Test, Student Course Recommendations, Student Summary, Student Groups

Show Student Picture

Affects display in Attendance, Class Serve, Control Center, Course Requests, Grade Book, Lockers, Post Grades,
Roster, Roster Verification, Seating Charts, Standardized Test, Student Course Recommendations, Student Groups PHGE

Use Seating Chart for Attendance 2
Use Canned Comments J
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Grade Book Setup

Setting Preferences

Set Preferences for EACH section. Preferences cannot be copied to another section.

1. Select GRADE Book from the Index Menu on the left.

2. Select the first Section.
3. Click the triple white SETTINGS arrow to expand 3
the Settings window. - Term | (08/13118 - 05/2319) [+ | Section | Reading) 031210-3 g
. Instruction ~ '~
4. Select desired Preferences. +add | [ sort | [ Fite hy
f | [pad | [ ] [ | £
5. Repeat steps 2 and 4 for each of the sections. S
=
Grade Book Setup e
) Assignment Defaults (o]
Helpful Hint! Assignment Marks E
. Categories )
To display longer student names, do NOT select Assignmentlist 5
the Display Sparkline Graph Preference. Fitter Defautts 03 o
Grade Calc Options
03 |
Section Groups %
X - - - 03
Sparkline Collapsible section viewable EEiEErTslins B
. Assignment Copier
03
Graph in grade book to show S 3
student growth. Multi-Post Grades 03 S
Seating L Score Copier O
Pass/Fail Coloring for Grades or Other 03 @
Scores. Student Groups Help E_
- - . 03
Mute Dim the coloring for Grades Cloms & weD Sie Addross (S}
: SES S Preferences 03 o
Pass/Fail or Scores. o
. Display Sparkline Graph _1:
Colori ng Post Grades Pass/Fail Coloring for Grades 03 .E
Save Alert Will generate a message _ _ Pass/Fai Coloring for Scores s E
that you have saved your Assignment Overview Mute Pass/Fail Coloring
grade book. Reports Save Alert 03
Assignments Per Page
Assignments | Customize number of 03
. . Eustior L Grade Book Last Updated 2019-04-29 14:54:00.0
Per Page assignments viewed per Preferences Last Modified 03
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‘ Grade Cale Options - Verification Process

Grade Calculations will be preset by the District for all active accounts; however, verify the settings in EACH section are correct.
Teachers should verify settings using the directions below.

[ Note: Grade Calculations will be preset by the District for all NEW sections created. Please verify settings using the directions below. ]

Grade Calculation (Strands and Standards/Clusters)

1. Click the triple white SETTINGS arrows to expand the

Settings window. Grade Book Setup

Aszsignment Defaults

2. Click GrRaDE CaLc OpTIONS in the Settings window. [

3. Confirm Type is set to In PROGRESS GRADE for all standards. Categories 03

4. Confirm Grading Scale is set to MASTERY. :i::gt”_:f:?n:"“ 03

5. Confirm Strands/Domains have the ComposITE @ Grade Calc Options 03
grading box checked and the appropriate standards Section Groups

are attached and weighted.
6. Confirm WEIGHT CATEGORIES box is checked for
individual standards.

The Filters above the gray line are to remain set to All.

Grade Calculation

Pt Type Term [A1[] Task [0
Term Standard/Grading Tagsk Composite Rollup Calculation

Grade BOOk Tlp! Y Speaking and Listening E»I |:| Type
For a better understanding of grade calc setup, watch the : [in Progress Grade ~]

videos in the Enterprise Learning Management System “Grading Scale
o@

(ELMS) at (http://learn.ccsd.net).
Search for “Campus for Teachers.”
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*Child Task/Standard “Weight  Effective %
@ [ Gollaborative discussions; deter. main idea/ | |_1.0000] 50.00
| % Speak in sentences when reporting/creatin | | 1.1}D'D-D| 50.00
IMPORTANT!
= | The Mastery Grading Scale utilizes a v Cotaborative discussions; [] O Type
l two level scale. deter. main idea/details, [In Progress Grade <]
ask/ans quest. wiinfo
i *Grading Scale
2 = Meets i)
1 = Approaches [ ] Weight Categories PAGE
[[]Use Score's % Value 73

[] Limit Azsignments to Last |:|
|:| Cumulative Grading Starting in
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Grade Calculations (Progress Grade, Overall Grade, Semester 1, and Semester 2)

7. Confirm Progress Grade under Type is set to No CALCULATION.
8. Confirm Overall Grade under Type is set to In PROGRESS GRADE and Grading Scale is set to DisTricT A-F.
9. Confirm Composite is checked for Overall Grade and ALL correct *Child Task/Standards are listed.
10. Confirm Semester 1 and Semester 2 under

Type is set to No CALCULATION.
11. Click CLose when the section has been |Grade Calculation

verified. Repeat the steps on pages 4 Fiter: Type Term Task [Al
and 5 of this tutorial for each of the Term  Standard/Grading Task Composite Rollup Calculation
remaining sections. ¥ Progress Grade O O Type

Mo Calculation e

Post-onhy - Mo Calculation

A4 Overall Grade @ E D Type
o *Grading Scale
| District A-F -1
. *Child Tagk/Standard “Weight  Effective %
Note: *Post-only Grading Task may
. . ing Li 1.0000
also be displayed when a task is set | Y Reading Literaturs = | | 833
to No CALCULATION. @ [ Reading Informational Text | [ 1.0000] 33.33
[ v Reading Foundational Skills | [ 1.0000] 33.33
pr—
i Semester 1 O O Type

ho Calculation e

Post-onty - No Calculation
=
A4 Semester 2 D D Type

ho Calculation e

Post-onty - No Calculation
—

WARNING! @

If the Grade Calc Options are different than those
described above for Traditional Elementary Grade
Books, please submit a Quick-IT or contact the PAGE
USS Help Desk at (702)799-3300.

Infinite Campus Grade Book — Elementary Traditional
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Creating Categories

Categories have been enhanced to allow teachers to create categories across multiple sections/subjects at one time. Categories
must be set up prior to adding assignments.

Settings
Grade Book Setup

1. Click the triple white SETTINGS arrows to expand the Settings window. st befauts
2. Select CATEGORIES in the Settings window. A —
3. Click App to create the categories. ®Categnries 03
4. Enter the category Name. If weights are used, put the weight amount in SELL L S 0
parenthesis after the title. This ensures the category weight will show on the Zf:;emc::r:mm
Parent Portal. Section Groups 03

Category List

Section [ Al [=]

Mo Results Category Detail

*Name
[Formative (10%) |
[ [ []

I
M Health) 036310-1 Health 3 l:l l:l M [
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5. Check each Section that uses this category. Grade Book Tip!

6. Enter the category Weight as determined by the site Using the boxes in the dark gray bar will place the settings
administration. Category Detail for ALL of the sections listed. REMOVE the checkmark for

7. Optional: Enter a number to place the categories in a |:mmwi o TR LR y
Sequence. Leave the 0 and the categories will be section ieight  Sequence Exclude from Calculation  Drop Lowest Seore (%)
placed in alphabetical order. 0 0

8. When creating the category Does Not Count Towards Grade Hestn) 026310-3 Heatn 3 =N o

AM}) 038510-3 Homeroom 3 AM

mark the Exclude from Calculation check box. (This can be
used for entering non-grade level work and additional
information.)
9. Click Save. Repeat the steps to create each new category.
10. Verify each section has all categories you have chosen to
add by changing the Section from All to each
specific section (i.e., Reading 3).

PM) 0:38520-3 Homeroom 3 PM

Language} 031610-3 Language 3
Math) 032510-3 Muthem@
Reading) 031210-3 Reading

Science) 033610-3 Science 3

)
N

NN NN N a0

Social Stu) 034310-3 Social Studies
3

Speak/Lis) 031810-3 Speaking and
Listening 3

J LU T
WD E LY
-3

oo ooooao

Writing) 0°31410-3 Writing 3

[0 B
-

Grade Book Tips! Category List
1. The Category List will display ALL of the Categories that were Section | Reading) 031210-1 Reading 2
created for sections in the grade book.
o :
2. If0%is s.elected, make sure to check the Exclude from Name X sequence mmn (-:},p Lowest
Calculation box.
X ) X . Does Not Count Towards Grade 0.000 o D
3. Created categories will only display in the Standards and the
) ) X X Formative (10%) 10.000 0
Assignment Overview when an assignment is created and . -
placed in that category. Summative (80%) S0 ] 0 . .
4. For a better understanding of category setup, watch the videos
in the Enterprise Learning Management System (ELMS) at

Infinite Campus Grade Book — Elementary Traditional

Example showing Reading section selected:

(http://learn.ccsd.net). Search for “Campus for Teachers.” /
Category weights equaling 100% and Category Excluded.

B | veorTanT:
i From the Category List page, select each section and verify its category weights total 100%. PAGE
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Assignment Defaults (Optional)

This feature creates templates for assignments that can be applied either automatically Settings

or by selection. e N Defj:de Book Setup
1. Click the triple white SeTTiNGs arrows to expand the Settings window. i o
2. Select AssIGNMENT DEFAULTS in the SETTINGS window. ey o
3. Click App to create an assignment default. e o
4. Enter the Name. — Dmuwi“"“" Srovps
5. Click the Apply Automatically button if you would like the settings entered here e igrmentdefats, ncing sior o shich sections re e, sneslng i

to be applied in each new assignment created. NOTE: Assignments created with Terplae Hame Section Group Aoply Automatiall

Mo Results

defaults may still be edited.

6. Section groups, if created, can be selected.
7. The Portal button is automatically checked, indicating the assignment will be
shown on the portal. @
8. Desired Assigned and Due dates may be selected.
9. Sequence may be selected. Setup Defaults
10. Scoring Type can be set to Points (or Marks), “Name Apply Automatically
applying it automatically to each assignment created. ° [Weetly vocsbulery | & 45
11. If most or all assignments have the same Sections
Total Points value, it can be entered here. °

No section groups exist,

12. Click SavE. Portal 5
o

Assigned Date Due Date
ICuﬂent Date I] ISame as Assigned Date :]

Date settings will not be applied when oeating assignments in the planner.
Grade Book Sequence

@ O Incement
o
*Scoring Type

20

Total Points Multiplier
() S I — paGE

Infinite Campus Grade Book — Elementary Traditional
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Creating Assignments

Assignments can be created in the Assignment List under Settings or from the +App button within the grade book.

| Task [RL3(1-3) Askiansv)

@ Term | ¥ (08/13118- 05/23119) +| Section |Reading) 031210-3 Reading 3

Grade Book Setup
Assignment Defaults

Assignment Marks

Categories.

Assignment List

2]

2

o]
Grade Totals

Grade Book Tips!

1. Click Score to add scores in multiple cluster view.

2.Click New Assignment to add another assignment. Infinite Campus automatically
saves the created assighment and opens a new Assignment Detail window.

3. Click Copy to duplicate an assignment. Infinite Campus automatically saves the

created assignment and opens a new assignment window using “Copy of” in the title.

1. Select the appropriate Term, Section, and
Task (standards/clusters only).

2. Click the +ADpD button to create an assignment. @i

3. Enter the Assignment Name and an
Abbreviation (up to 5 characters). An
Assignment Default may be selected here.

4. The current Section will display. (*Do not use
the Add/Remove button unless you teach
more than one of the same Section.)

5. Portal allows assignments to be displayed in
the parent portal and is selected by default.

6. Choose an Assigned and Due date.

7. Choose the Category where the assignment
will be placed from the drop-down menu.

8. Leave Include in Grade Calculation checked.

9. Select the standard(s)/cluster(s) that applies
from the drop-down menu. Do NOT select
Overall Grade.

10. Select Scoring Type. Do NOT select Rubric.

11. Enter a Total Points value.

12. Click Save before closing.

Assignment Detail
=Assignment Name
3 Reed Story
breviation Assignment Default
AL3. | [ -
¥ Scheduling/Grading Ali t
Section rtal *Assigned 6 e *GB Seq Student Group
2B | |
¥ Reading) 031210-3 Reading 3 |D1.f1 w208 |@ |D1.H 02018 |@ | 1.DD| No Groups
Terms: v
IMPORTANT!

*Category

Formative (10%) @

Formative (10%)

Not for Grade
Summative (90%)

Include in Grade Calculation

X

_ | 1. Elementary Traditional schools DO NOT
I choose Rubric for the Scoring Type.
2. Elementary Traditional schools DO NOT
§ choose Overall Grade for the Standard/
Grading Task. (The scores will NOT
calculate.)

*Standard/Grading Task *Total Points  *Multiplier

@

Scoring Type

Points

RL.3.(1-3}: Ask/ans. gues.; recount stories; | -

[Standards ~
RL.3.(1-3): Askfans. ques.; recount
stories; ID message; character actions
contribute
RL.3.(4-6): Interpret words/phrases; text
parts purpose; disting. reader POV from
text

Marks
Rubrics

[ STRANDS cannot be selected.]

RL.3.(7-8). Explain ilustrations meaning to
text;compare story elements by same

author

RL.3.(10): Read and comprehend [it.

including stories/dramas/poetry at grade
level.

RL3.(1-3): Ask/answer questions, main

idea, describe relationships witransitional  w

| Delete | | Copy | | New Assignment | | Score | | Save | | Close ‘

Rev M - June 2079
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ASSIGNMENT SETUP EXCEPTION: When entering an assignment using the “Does Not Count Towards Grade” category, after naming

the assignment and choosing the section: E-rg—w
Q Se|eCt Overall Gl’ade ONLY fOF the lude in Grade Calculation
*Standard/Grading Task. ——— Fo—— e ——
Q Select Points/Marks for Scoring Type. X [crmmions B
O Enter a value for the *Total Points.
O Click Save before closing. —— ——
Delete Copy New Assignment Score Save Close

Creating Assignments Across Identical Sections

These are directions for grade levels that departmentalize. (Traditional elementary teachers cannot add an assignment to a section
where the standards are not identical.)

For this example, an assignment is being created to be placed in TWO Grade 4 Reading sections.

1. Start an assignment using steps on Assignment Detail
*fzsignment Name
page 8‘ |Famiry Under the Bridge Chapter 1 Comprehension
2. The Section that is open will display. a ‘Abbrevatbn  Assignment Defauk
Choose an Assigned and Due date. et ] | 26

w

4. Click the Abp/Remove button if you 7 Scneduling/Grading Allo
. Section Portal *Assigned e *GB Seq Student Group
teach more than one course with -
| |2 | |
|dent|ca| Standards. x Reading) 041210-1 Reading 4 @ |EHJ'11IZD1B |@ |[W13f2013 |@ | 1.DD| No Groups
- . Terms: "
5. The Section Selector provides access to @
the sections of the grade book. Leave the o \ m
Filter set to: Term = “Y,” and Period = “All.” Section Selector
H Include in Grade Calculation
6. Chan.ge the. C.ou rse to be the L!KE section — -
that is receiving this SAME assignment T ———— Seiect Sectons

Section List
(i.e., Reading 4) % | AL 4.(13) Refer to detals for infd | Reading) 041210-2 Reading 4 | 7 Add Reading) 041210-1 Reading 4 @ Remove
Terme. T Terms: "

7. From the Select Sections list, on the left,
click the Apob link for a Section(s) with
identical standards as the section found
in the Section List, on the right.

8. Click the Remove link if a section should NOT be included.

9. Click OK. Use steps on page 8 to complete creating the

assignment. @
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Scoring Assignments

1. You must be in the correct Term, Section, and Task for the assignment to appear.

2. Click double blue arrows to expand or collapse assignment window.

3. Fill Scores/Comments and Multi-Score allow mass scoring options and scoring multiple standards in one assignment.

© When scoring assignments using Marks, type the appropriate mark such as: E, S, N (a numeric value can be used, as well as
Fill Scores/Comments, if desired). For additional information search “Assignment Marks” in Infinite Campus help ).

O The feature, Section Groups, allows teachers with multiple Same subject sections to grade all sections sharing the Same
assignment (search “Section Groups” in Infinite Campus help ).

—
C Z
1 ) Term Y (0&/24/15-06/01/16) - Section Reading) 031210-1 Reading 3 + Task RL.3.01-3) Askians. gues., recount stories; ID message; chara « .E
had
| +add | | sort | [ Fiter | '§
K] ~ 5 RL3.3: Character Traits - fictional textTacky - ~
m "E ST Seq: 1.00 @ Fill Scurestummenfs ~
: é Formative Summative | Dug 1021 30000 Mult-Seore b
= (10%) (80%) Fu!'mamre (10%) . L S
Students - 5 - - Points: 20 TML | Ch X Dr Evaluate Work . s
e I Best Practice in 5
03 Ag » | 10000% 93.33% 20 TML I ChX Dr Grading: Select “L=Late” s
03 Av » 86.66 % - TML I C:h Dr to flag work that has not o
_ _ been turned in (make a |
03 Bz » | G000% 18 TML I ChXDr . X
i note in comments that o
02 Be »| B8500% @ B8666% 17 Wl VM L | Ch X Dr it is missing). This will 3
r — )
03 Dz »| esoom  to000% 17 @M L 1 ChXoDr show up on custom <
progress reports and S
Shortcuts for Grading (codes) the parent portal. ?,
=
IMPORTANT! T Turned in but not graded yet Using the “M=Missing” %
_ | Do not forget to click SAVE after entering M Missing (calculates as 0) will 355'5“'3“ au_tc_’mat'c S
grades in the grade book! zero. This is punitive )
L Late and is an inaccurate ‘S
# | Each time grades are updated and saved, they will | Incomplete reflection of student %
appear on the parent and student portal. progress. -~
NO ADDITIONAL POSTING IS REQUIRED! CH Cheated (calculates as 0)
X Exempt
Dr Dropped

AGE
Grade Book Tip! &

Use the Late Assignment Report to communicate with parents and students. This report is available in the Index Menu for Campus
Instruction, in Custom Links and Reports > Late Assignment Report.
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Posting Progress Grades

Posting grades for Progress Reports can be done at any time throughout the year. Overall grades should be updated, posted, and

printed prior to a student’s withdrawal.

1. Select appropriate Term, Section, and
OvEerALL GRADE for the Task.

2. Under the In Progress area, select Posr.

Select TErm Y.

4. Select ProGRESS GRADE from the Task
drop-down menu.

5. Click OK.

w

1 Term v (082415 - 068/0116) -

| +add | | sort | | Fiter |

Students ~

Grade Totals

Section Reading) 031210-5 Reading 3

- ITa.sk Overall Gra:

03 A >

03 A »

In Progress
: Points % Possible # Grade
2819 % B
75.66 % L

Post Grades

IMPORTANT!

All teachers, including specialists and humanities,
must post for grades to populate the progress
reports.

Post In Progress Grade(s)

In Progress/Proficiency Estimate from:
Term: v

Task: Overall Grade

Post to:

6. Read the warning and click OK.
Ensure the Task is PROGRESS GRADE.
8. Click Save.

N

Grade Book Tips!

1. The Show Active Students Only box under Account
Settings (see page 2) should be checked before posting
grades.

2. A Multi-Post Grades option is available from the
Settings > Grade Book Tools menu. Additional
information for using the tool can be found in
Campus Help at:

https://content.infinitecampus.com/sis/Campus.1921/
documentation/multi-post-grades/ /

Rev M - June 2079

Term:

520
Task:

Progress Grade || @

& [ [w=]

‘Warning

Grades will be posted upon save

7N

Term ' (08/24/15-06/0116) «+ Section Reading) 031210-5 Reading 3

Posted

7
7 Task Progress Grade -
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In Progress

Percent  Grade RptCrd Comments | Points & Possible & Percent ¢ arost
B.19% \
oA v| e e After grades have been posted and PAGE
2

Lsaved, changing the Task allows you to

see the Overall and Progress Grades.
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Printing Custom Progress Reports

Progress Reports are printed by the the classroom teacher or by the administration at the school. Overall grades should be updated,
posted, and printed prior to a student’s withdrawal.

=

Select Custom Links AND REPORTS from the Index Menu on the left.

it -
Select ELEMENTARY PROGRESS REPORT. hﬂ&;gg;?

Select by Section: Select the teacher’s Homeroom AM section.
Date Range: Dates since last Progress Report. R Instruction =
Active Only: Select the checkbox.

Sort Options: Select STUDENT NAME.

From the Print Options drop-down menu select ENGLISH ONLY.
Click GENERATE REPORT.

Close the report when finished, and click Back to

return to the Campus Instruction Index Menu.

Custom Links and Reports (4)

504 Teacher Report

Late Assignment
Elementary Report Card
Elementary Progress Report

O NOULAEWN

Elementary Student Progress Report

Custom Links and Reports

This report will print the Student Progress Report for the selected students.

If you use the Teacher sort, you must alzo select an Effective Date.

Report Options

Select Students by

Infinite Campus Grade Book — Elementary Traditional

Select by Section | CCSD Teacher — 033510-3 Homeroom 3 AM I |

OR
Single Student [ |

Assignments will only be visible for the

From Date 0&4/0172019 I o| To Date (05/01/2019 I o
Active Only date range selected.
Sort Options (®) student Name () Teacher |
FIIBIIITE English Only [+ ] ! Grade Book Tip!

To print a Progress Report without assignments, select the “From Date”
and “To Date” to be the same as the date the report is being printed
(ex. From: 05/01/2020 — To: 05/01/2020).

English with Home Primary Language

Home Primary Language

English with Preferred Language

Preferred Language
PAGE

Generate Report
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Report Cards

Clark County School District
Employee Business Training

Posting Grades for Report Cards

Posting grades for report cards will be done at set times throughout the year, and teachers will be informed when all grades must be
finalized and posted. Teachers must post grades to Semester 1 or 2 for students withdrawing with fewer than 15 days left in that
semester. In addition, a report card should be printed BEFORE the student is withdrawn.

1. Select the appropriate Term, Section, and
Task (OVERALL GRADE).

2. Under the In Progress area, select Posr.

Select TErm Y.

4. Select appropriate Task (Semester 1 or Semester 2)
from the Task drop-down menu.

w

Note (Step 4):

1. When posting grades for Semester 1, select
the task - Semester 1.

2. When posting grades for Semester 2, select
the task - Semester 2.

5. Click OK.

Click OK when the warning screen appears.

7. Ensure the appropriate Task is displaying
Semester 1 or Semester 2.

8. Click Save.

o

Grade Book Tip!
The Show Active Students Only box under Account Settings (see
page 2) should be checked before posting grades for report cards.

IMPORTANT!

Dates when all grades must be finalized and posted can be
found at: training.ccsd.net > GRADE BOOK > Traditional
Elementary > Attendance, Progress Report & Report Card
Calendar.

1 Term Y (08/24/15 - 08/01/16) w  Seclion Reading) 031210-5 Reading 3

1
- ITask Overall Grade I -

Rpt Crd Comments

03 A

0 A >

Post Grades

Post In Progress Grade(s)

In Progress/Proficiency Estimate from:
Term: Y
Task: Overall Grade

Post to:
Term:
(vl
Task:

(Semesier[7]

@

Rev M - June 2079

Warning

Infinite Campus Grade Book — Elementary Traditional

Grades will be posted upon save.

Vi

£
Term ¥ (0B/24115- 06/01/16) v  Section Reading) 031210-5 Reading 3 OTask Semester 1 -

Posted

In Progress

PAGE

RptCrd Comments | Points ¢ Possible ¢ Percents . | 74
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Adjusting Posted Grades

Posted grades can be adjusted from the Posted section of the grade book or from the Post Grades menu item. Adjustments in both
the Percent and Grade fields are required. Directions using the Post Grades menu item are shown below.

1. Select Post GrADES from the Index Menu
on the left.

2. Select the appropriate Term (Y), Section Control Genter
(reading, math, language, etc.), and Task
(Semester 1 or Semester 2).

3. Posted grades will already be present. To
adjust these grades, use the Percent
and Grade fields.

4. Use the drop-down menu to select an A-F
grade. Other grades, such as “W,” are
found here but are to be used with
administrator approval only.

5. Click Save.

= Instructice Term | Y (08/2/16 - 06/08/17) [+ Section | Reading) 031210-4 Reading 3 [+ | Task [ Semester 1 =]

[=]

Posted In Progress
Percent | Grade [ Report Card Comments [ canned Comment | Grade Evidence

Y i
‘l :33':; v A [ Manage
A

l :?1%: -_8?.35 EH \—/ Manage

ZTMoo0®

=

I

P
RP
W

Post Grades

Successful Learner Behaviors

1. Select Post GRADES from the
Index Menu on the left.

2. Select HomerooOM AM Section.

3. Select the LEARNER BEHAVIORS from
the Task menu.

4. SelectankE, S, or N from the Grade
drop-down menu.

5. Click SAVE.

P

y 4
= Instruction v Term | Y (08/29/16 - 06/ 2 B Section [AM)038510—4 Homeroom 3 AM ‘ 3 Task ISLB.1: Observes School Rules E]

° ! | save | | FitPercent, Grade, Comment | | Muti-Post Grades | Graphs [Show [v] Post by [ Standard/Grading Task =]

Post by Standard/Grading Task

Posted In Progress
Students Percent |Grade |[Report Card C | canned ¢ t|Grade  [Evidence

‘ oth S
E
@ Hl DO NOT enter
[ 1[s&

! 03 Ct [Report Card Comments.]
#138!

—
S
S

S

2

3
S

=
-
S

-~
3
o
g
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e

|

x
)
)

@
v

]
S
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)
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S
Y
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5
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=
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5

—

ESN grading scale:

E = Exceptional Progress i
S — Satisfactory Progress @ ‘ Post Grades A :?1(;2 :] EB \ ’ Manage PHGE
N = Needs Improvement 75
Grade Book Tip! B
Use the Fill Percent, Grade, Comment button to fill all grades at one time. (See page 15.)
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‘ Fill Percent, Grade, Comment (Optional)

Clark County School District

Employee Business Training

You can choose to use the Fill option to apply the same Learner Behavior grade to
multiple students at once. Individual grades can still be adjusted for specific students.

7\

1
Term | ¥ (08M31& - 05231

ection | A} 038510-3 Hemeroom 3 AWM

Task | SLB.1: Observes School Rules

| Save | | Fill Percent, Grade, Comment | | Muli-Post Grades |Graphs Post by |Standard.|‘Grading Task

Click FiLL.
Verify grades and click SAVE.

NounkwNpR

Report Card Comments

Click FiLL PERCENT, GRADE, COMMENT.
Leave Percentage box unchecked.

Check the Grade box and select the grade from the drop-down menu.
Leave Comment box unchecked.
If Canned Comments are displayed, disregard this section of the window.

@ [[] comment

Fill: Percent, Grade, Comment
Applies the same value to multiple students

@ |:| Percentage

[+ Grade

= 19

Students

nned Comments

: Your child is meeting standard=®

) ===

BN e

Type or paste comments
in each text box.
Click SaVE.

7= Instruction ¥

Post Grades

Select PosT GRADES from the Index Menu on the left.
Select Homeroom AM Section.
Select the Task (1sT TERM COMMENTS or 2ND TERM COMMENTS).

% Section | AM) 038510-4 Homeroom 3 AM

Term [ 0829116 - 06, 2

{3

Task [ 17C: 1st Term C

[=]

l Save | I Fill Percent, Grade, Comment l I Multi-Post Grades l Graphs Post by | Standard/Grading Task

Post by Standard/Grading Task

[=]

Infinite Campus Grade Book — Elementary Traditional

PAGE

Posted In Progress
Students Percent [Grade |ReportCard Comments [ Canned Comment|Grade |Evidence
p = — ey =
03 At Best Practice: Type comments in a
1 ar ] 4 i ‘: word processing document, copy
03¢ C 1 0E I: and paste into the Report Card
1 s Comments area. (1,200 character
" limit)
p = m—n=l (—
\
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Clark County School District
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Printing Report Cards

When all grades are finalized and posted, report cards are printed by the classroom teacher or by the administration at the school.
Teachers must post grades to Semester 1 or 2 for students withdrawing with fewer than 15 days left in that semester. In addition, a
report card should be printed BEFORE the student is withdrawn.

IMPORTANT!

Dates when all grades must be finalized and posted
can be found at: fraining.ccsd.net > GRADE BOOK >
Traditional Elementary > Attendance, Progress
Report & Report Card Calendar.

1. Select Custom LINKS AND REPORTS from the Index menu on the left.
2. Select ELEMENTARY REPORT CARD.

it el

Custom Links and Reports (4) Clark County Elementary Report Card

™= Instruction ~

This report will batch print Elementary report cards.
504 Teacher Report

Late Assignment g ey s
Elementary Report Card Section AMN) 038510-2 Homeroom 3 AM v
Elementary Progress Repol

S Student Last, First Name 1
Student Last, First Name 2
Student Last, First Name 3

Student Last, First Name 4
Student Last, First Name 5
Student Last, First Name 6

Student Last, First Name 7
Student Last, First Name 8
Student Last, First Name 9

CTRL-click or SHIFT-click to select multiple

(9 Effective Date 0170612020 [75] SelectTerm | Term1 |
Attendance Term 1 Ending Date

7
N
Print Options (descriptions below) English Only

| English with Home Primary Language

Select Homeroom AM.
Select all students. | Enci i pocd Lasigiis

| Preferred Language

Custom Links and Reports

NowunhsWw
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Leave Effective Date set to default (today’s date). [ Engish Only
Sort Opti ®
Select Term 1 (Semester 1) or Term 2 (Semester 2). ik EEETELT W
Set appropriate Attendance Term 1 Ending Date. Frvmy gk s Lo Raaeam v te M.
(See Elementary Report Card Calendar for thiS date.) Home Pnt;‘lat;ye:.d:ll;glllage—mgd:)?ncardmllprmmmestudent‘sHomePrmryLanguageonlylfthatLanguagels
. . English with Preferred Lai —Th rt card will print in both English 1l he student's Prefe
8. From the Print Options drop-down menu, select S i il s e
Preferred Language — The report card will print based on the student's Preferred L only if that L is
ENGLISH ONLY or ENGLISH WITH HOME PRIMARY ion i the buli Edtor

. English Only - Th rt card int in English only
LANGUAGE (to generate a Spanish Report Card). i o U
- 9
9. Click GENERATE REPORT. A

10. Close the report when finished, and click BAck to return to the Instruction Index Menu. PAGE

Grade Book Tip! When printing the Semester 2 Report Card, STRAND grades for Reading, Mathematics, and Science appear in the Semester 2
Overall Grade column (no longer displaying in the Semester 1 column).

Rev M - June 2079


http://training.ccsd.net/gradebook

‘ Student Withdrawals

Clark County School District
Employee Business Training

Prior to withdrawing a student, grades must be posted. If the student is transferring within the District, grades should be posted to
Progress Grade. If the student is transferring outside of the District, grades should be posted either to Progress Grade or to the
report card’s Semester Grade (1 or 2), as appropriate. Teachers must post grades to Semester 1 or 2 for students withdrawing with

fewer than 15 days left in that semester and ensure a report card is printed BEFORE the student is withdrawn.

‘ Posting Withdrawal Grades

1.
2.

Select PosT GRADES from the Index Menu on the left.

Select the appropriate Term (Y), Section (reading, math, language, etc.), and Task (Progress Grade for progress reports or
Semester 1 or 2 for report cards).
Overall grades may be present. To change these grades, use the Percent and Grade fields. Other grades, such as “IW/,” are

found here but are to be used with administrator approval only.
Click Save.

IMPORTANT!

Print the report card or
progress report before
the office enters the
student’s End-Date in
Infinite Campus. This will
ensure the grades are
posted and the teacher
name appears on the
report card. You may
want to consider saving
this report card as a PDF
for future access.

Grade Book Tip!

To enter grades for a report card:

7= Instruction 9 Term | Y (08/29/16 - 06/08/17)

|| save 4

Section | Reading) 031210-4 Reading 3

BIT“k [ Progress Grade I

[]

t, Grade, Comment I I Multi-Post Grades ] Graphs Post by IStandardIGradlng Task E]

Control Center

Post by Standard/Grading Ta¥, 3

Posted

In Progress

|RepoﬂCardCommema

|Cannod Comment | Grade

|Evidenoe

Post Grades ° 03 Ge
A

—zmoow
23°-2

l Manage

Infinite Campus Grade Book — Elementary Traditional

1. When the Grading Window is open, grades and percentages can be entered into Semester 1 or 2 as described in Steps 1-4.
2. When the Grading Window is closed, teachers can provide the school administration with the student’s Overall grade and percentage to 8
be entered into the report card — Semester 1 or 2 record.

Rev M - June 2079
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Transfer Grades

When a student enrolls in a section, scores/grades do not automatically transfer. There e
are two methods for entering student transfer grades: “Using Student Summary Report” . o, A
and “Using Extended Date Progress Report.” It is at the discretion of the new teacher to S Gl o | Forin
. . . . Favorites Reports
determine which grades to input in the grade book for the student. Cickthe 7
. oo 15 20 e e Favorhion Bk Assjgpmsi Avaly¥le
Teachers are not required to use transfer grades. ’ ‘
Attendance Register
Attendance Summary
4 Blank Spreadsheet
methOd 7 USIng StUdeﬂt Summary RGPOI"t NEW report d|sp|ay f;lagdgo;AsksAEgnpmams
. rade Book Export —
and Favorites menu. ;”deﬂ:m g
Teackher 7 (the student is being withdrawr)) 1 I S
A Positive Attendance Section Summary ".:
1. InInstruction, select RErorTs from the Index Menu Brmadsiee 3
on the Ieft_ S!udemAssesnzontSummnry E
2. Inthe Reports menu, select R T 2 P =
STUDENT SUMMARY. . 5
3. Select the appropriate Term and slions gonent =
: This report is suitable for handing out to students. It is split into two main se, —— Section
Sect : Y
ection. ) The Grade Summary includes both in-progress and final grades as well as Y -(08/13/18 - 05/23/19) v Math) 032510-3 Mathematics3 v E
4. For the Report Optlons Select the assignment category totals. The Assignment Detail organizes the assignmen o
desired fields. s [
5. For the Format Options select the Retort Ol ot Bl é'<
desired fields. SEPOCLERONS el CRcRS o
6. Select individual students or all. Fa0a Exiotiog Optiens Stuslent Sort :'*" 3
. Student Grades Summary - Multiple Students Per Page Student Name v W4 Alternate Grade Rows
7' .SeleCt the aSSIgnmentS to be Student Grades Summary - One Student Per Page [ Anternate Assignment Rows %
InC| uded . o Show Assignment Detail - One Student Per Page E
8. Select GENERATE PDF (or Show These Assignment Detail Fekds: Display Student G]
Word DOCX . (VI s O Name (7))
) C:tr:;ory Name P:;ior:tes Possible Number g.
9. Repeat steps 3-8 for all % buc bere & Percent
Sectlons Assigned Date Score Comments §
* L. Multiplier L4 Student Instructions
10. Select cLose when finished. O
Grade Summary Extra ltems 3
Show Assignment Categories Parent/Guardian Signature =
Show Total Points 4 Attendance Summary .E
Show In-Progress Grade Student-level Comments S
Show Final Grade Hide Exempt Assignments E
Show Grade Percentages Report Card Comments
Teacher C (pri for each
Select Students Select Assignments
Suslas? o Select All Expand All PAGE
13 03 » v 032510-3 Mathematics 3 6
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Teacher 2 (the student /s bernrg enrolled)

Accessing the Student Summary Report

With a recent enhancement to Infinite Campus, teachers have access to the Student Summary report for students transferring to
their sections. This new access also includes the option to copy scores from the student’s previous section, as determined by the

receiving teacher. Settings )

Grade Book Setup & g

1. In SETTINGS select Score Corier under Grade Book Tools. iz:x: :Efmz'“

2. The Copy Scores window allows teachers to view the Student Summary for All Categories 05

currently-enrolled students or just for New Students (enrolled for five days or fewer). e [ os |

3. To access a Student Summary report for the student’s previous section at your Grade Calc Options .

school, select VIEw STUDENT SUMMARY. Section Groups .

4. An additional option is available to copy scores into your grade book from the student’s [, SredeSeokioos ,
previous section at your school. Category Copier

a) Click Copy Scores to view assighments and scores. @ S 05

b) Assignments with a match in the new section

—
S
<
S
s
°
S
~
-
S
-~
=
)
5
will be listed on the right under the Copy Scores X T
destination section (To:). Sradarts prey 1 hey epammis oot sacton you teach o Ror. & secion i he same Course Name or Course Nurmer s the curent secton. J‘
c) If an assignment does not have a direct match, X
Student Name Section

click SELECT DESTINATION ASSIGNMENT to see a @,W‘ ':

. . . . . StudentA Last, First Mame 051210-1 Reading 5 Sum ’W‘
list of possible destination assignments. . = Z 'g
d) Click Save to copy scores into the student’s Studenta Last, First Name 051410 Wriing & Uiy || comsem | Ga) G}
H »n
new SeCtlon ' StudentA Last, First Name 051810-6 Language § Vi::‘"?;j:;m ’W g.
5

Close

Q
o)
Grade Book TipS! Copy Scores - StudentA Last, First Name 'E
1. Asalways, please use professional & “E
—

Select destinaticn assignments for the scores to be copied to.

judgement when adding ANY

From 051210-1 Reading 5 Te 051210-6 Reading 5

student scores to the grade book. _ .
. . . AAS: All About Spiders Answer questions wisource: r... 100%: N’TS: Al About Spiders 4
2. Copied scores automatically include 0900712012 08/08/2018
a comment indicating Where the gg,g?l;%ﬁ?" Answer questions wisource: r... 100%: | Select Destination Assignment | Q
. ) . .
asslEnMment’s score originated: )| mE e sane.sow SR pacE
20
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Once previous scores are obtained, the receiving teacher may enter
transfer scores as they see fit. For this example, a Transfer Grade is
being added to a Grade 3 Reading Standard.
1. Add a new assignment using the title Transfer Grade for e
each section’s standards. (See pages 8 and 9 for creating fretercrse 44 1 JJ
an assignment.)

*Abbreviation As: efaut
TG 10

¥ Scheduling/Grading Alignment

2. Use the Student Summary Report to enter the previous ot e e
Grades into the Transfer Grade aSSignmentS. Itis at the X :“""f?"”zw‘”e“"‘g:‘ ] [prrozeis |EE [ownozors  |EE [ 1o MNoGroues
Discretion of the new teacher to determine which grades

*Category
to input in his/her grade book for the student.

Formative (10%)

Not for Grade

Summative (90%)

Include in Grade Calculation

*Standard/Grading Task Scoring Type *Total Points  *Multiplier

X [ RL2.(1-3): Askians. ques.; recount stories; | = | [Points ]

Points

RL3.(1-3): Ask/ans. ques.; recount

stories; ID message; character actions

Marks
Rubrics

contribute
RL.3.(4-6): Interpret words/phrases; text

tpa,:‘t's purpose; disting. reader POV from
= | IMPORTANT! e iy slnars st
. author
. When entering the score for a new Transfer Grade B S0 R ek
B assignment, all other existing students must be excluded Egtziﬁmwq_uesm o
for the assignment. (See page 10 for Exempt grade code.
d (See pag Ptg )

Grade Book Tips!

1. Selecting the appropriate standard(s), as presented on the Progress Report, will show matching placement areas for all grades
entered. (This allows for the student’s grade reports to show the standard(s) assessed during the current school year.)

2. After clicking the SAVE button, click SCORE to enter the transfer grade for the new student and then EXCLUDE existing students.

3. After entering the student transfer grade, exclude the assignments that have already been scored for the other students in the section.
This removes the assignments from the student’s “To Do List” in the portal.

Infinite Campus Grade Book — Elementary Traditional

PAGE
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Method 2 - Using Extended Date Progress Report

Teackher 7 (the student /s being withdrawr)
1. Select Custom LINKS AND REPORTS from the Index menu on the left.
2. Select ELEMENTARY PROGRESS REPORT.

Infinite o~

Campus

7= Instruction ~ Custom Links and Reports (4)

504 Teacher Report
Late Assignment

Elementary Report Card
Elementary Progress Report

Elementary Student Progress Report

This report will print the Student Progress Report for the selected students.

If you use the Teacher sort, you must also select an Effective Date.

Report Options

Custom Links and Reports

o Select Students by
. . Select by Section TEACHER LAST, FIRST NAME— Homeroom 3 AM -
3. From the Select by Section field choose HomeroOM AM. oR | |

4. Use the Single Student field to choose the needed ° Single Student [Last Name, First Name
student. From Date ®|wmrzu19 I_|TnDate|05.l'D1.r2E|-19 I @
5. Inthe From Date field, use the initial enrollment date. ° Active Only
6. Inthe To Date field, use the final date of the student’s
attendance. o Sort Options ®) student Name () Teacher
7. For Active Only, select the checkbox. Frint Optons Englsh Only [v] o
For Sort Options choose STUDENT NAME.
9. From the Print Options drop-down menu, select
ENGLISH ONLY.
10. Click GENERATE REPORT. breferred Language
11. Close the report when finished, and click the Back link p——

to return to the Instruction Index Menu.

oo
Infinite Campus Grade Book — Elementary Traditional

English with Home Primary Language
Home Primary Language

English with Preferred Language

PAGE
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Teacher 2 (the student /s bernrg enrolled)

For this example, a Transfer Grade is being added to a Grade 3 Reading Standard.

1. Add a new assignment using the title Transfer Grade for each section’s standards. (See pages 8 and 9 for creating an

assignment.)

2. Use the Progress Report to enter the previous
grades into the Transfer Grade assignments. It
is at the discretion of the new teacher to
determine which grades to input in his/her
grade book for the student.

Clark County School District
Employee Business Training

Assignment Detail

*Assignment Name

[Transfer Grade 1 0
*Abbreviation nt Default

X

Reading) 031210-3 Reading 3

Terms: Y

*Category

IMPORTANT!

When entering the score, for a new
Transfer Grade assignment, all other
existing students must be excluded for the
assignment. (See page 10 for Exempt
grade code.)

Grade Book Tips!

1. Selecting the appropriate standard(s), as presented on the Progress Report, will show matching placement areas for all grades

Formative (10%)
Formative (10%)

Not for Grade
Summative (90%)

Include in Grade Calculation

%

X

*Standard/Grading Task

| RL.3.(1-3): Ask/ans. ques.; recount stories; .| v

RL.3.(1-3): Ask/ans. ques.; recount

stories; ID message; character actions
contribute

RL.3.(4-6): Interpret words/phrases; text
part's purpose; disting. reader POV from
text

RL.3.(7-9): Explain illustrations meaning to
text;compare story elements by same
author

RL.3.(10): Read and comprehend lit.
including stories/dramas/poetry at grade
level.
RI.3.(1-3): Ask/answer questions, main

idea, describe relationships witransitional v

*Assigned

*Due

*GB Seq Student Group

&8

&8 | I

[o11102018

B [o110018

‘@ 1 “,0[ No Groups

Points

Marks
Rubrics

*Total Points  *Multiplier

| Delete | | Copy I | New Assignment | | Score ] [ Save | | Close |

entered. (This allows for the student’s grade reports to show the standard(s) assessed during the current school year.)

2. After clicking the SAVE button, click SCORE to enter the transfer grade for the new student and then EXCLUDE existing students.
3. After entering the student transfer grade, exclude the assignments that have already been scored for the other students in the

section. This removes the assignments from the student’s “To Do List” in the portal.
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Grade Book Health Checklist

MY SETTINGS ARE CORRECT (Grade Calc Options and Categories)

O Updated Grade Book guides and other resources can be found on the Employee Business Training (EBT) website:
training.ccsd.net > GRADE BOOK.

O Updated video tutorials can be found on the ELMS website, http://learn.ccsd.net by searching “Campus for Teachers.”

O Grade Calc Options with an incorrect setup may prevent grades from calculating properly.

)

Q Grade Calc Options are currently preset at the District level. Verify the settings for each section you teach.
O Categories and their Weights are determined by the site administration.

Q@ Verify the categories are associated with all appropriate sections.

Q  Verify the weight of the categories used in each section total 100%.

MY ASSIGNMENTS HAVE BEEN PLACED AT THE STANDARD/CLUSTER LEVEL
©  Assignments placed at the grading task Overall Grade will not calculate into the student’s grade.

Q Assignments can be moved from a grading task to a cluster/standard if needed.

Q© Overall Grade MUST be checked for any of your Assignments placed in the "Does Not Count Towards Grade"
category.
O Assignment Overview can help you check where your assighments are located: by Term, Task, and Category.
Q@  Assignment Overview is located on the Index Menu on the left.
Q@  Assignments in the wrong location can be recognized easily and moved appropriately.

| HAVE SELECTED THE CORRECT SCORING OPTION FOR MY ASSIGNMENTS (Points or Marks only)
©  Assignments using points must have a Total Points value set.
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O Marks are only for teachers who have created Assignment Marks in their grade book. When using Assignment Marks, all
assignments must also have a Total Points value set. WARNING: Assignment Marks used in previous years must not have the

percentage values modified. Create a new set of Assignment Marks if needed.
©  NOTE: The Rubrics scoring option is for kindergarten teachers and SBRC schools only and will not calculate correctly in this PAGe

grade book.
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