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O 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.”

Q . . . oy . .
After viewing the online resources, additional grade book technical support is IMPORTANT!
available. Contact User Support Services (USS) at (702)799-3300, . Infinite Campus is a dynamic

submit a Quick-IT request, or e-mail “Help Gradebook” via Gmail. 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 Infinite 'g'):f Transforming K12 Educati
Campus

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

District Edil

eeeeee Campus.19
Clark County NV - Live|

Logged off

‘ 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 - Humanities

‘ Accessing Instruction from Campus Tools

1. Select the App SwITCHER in the
upper-right corner.
2. C||Ck the INSTRUCT'ON I|nk e = Instruction ' CnmmUni[y

17-18 CCSD Elementary School °

Campus Help (?) provides documents and tutorials from Campus
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 hﬂfg&ﬁ
display area for the Grade Book). ° = instraction

2. Select InstrucTiON (APP SWITCHER) from the
Index Menu at the left. Control Center

3. When clicked, Instruction expands to display the
Applications window.

4. Click the Campus Tools icon.

Control Center

18-19 CCSD Elementary School

Instruction ~

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. T..s’ ;&@ /’
Instruction Community Campus Tools

Account Settings

1. In/Instruction, click the User Menu icon (at the top right). When
clicked, the User Menu icon expands to display its choices.

2. Click ACCOUNT SETTINGS.

3. Change the application in the drop-down menu
to Campus INsTRUCTION. Once SAVED, this will
make Instruction the default application

Control Center

TEACHER FIRST LAST NA)

Infinite {2 Account Settings
Campus

Infinite Campus Grade Book - Humanities

at Iogin' = Instruction ¥ Log Off
4. Check the boxes for each display feature that

you prefer to see in your grade book. Account Settings - Preferences

a. If Show Active Students Only is checked, T

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.

glact your student display preferences.
Show Active Students Only
Affects displav in Control Center. Course Reguests. Grade Book, Lockers, Post Grades, Standardized Test,
Student Course Recommendations, Student Groups

Show Student Number
Affects display in Attendance List, Class Serve, Control Center, Course Requests, 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, PHGE
Roster, Roster Verification, Seating Charts, Standardized Test, Student Course Recommendations, Student Groups

Use Seating Chart for Attendance
Use Canned Comments
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Setting Preferences

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

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

N

Select the first Section.

3. Click the triple white SETTINGS arrow to expand

the Settings window.

4. Select desired Preferences.
5. Repeat steps 2 and 4 for each of the

sections.

Helpful Hint!

To display longer student names, do NOT select the

Display Sparkline Graph Preference.

Sparkline
Graph

Collapsible section
viewable in grade book to
show student growth.

Pass/Fail

Coloring for Grades or
Scores.

Mute
Pass/Fail
Coloring

Dim the coloring for Grades
or Scores.

Save Alert

Will generate a message
that you have saved your
grade book.

Assignments
Per Page

Customize number of
assignments viewed per

page.
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¥ Instruction ~

Grade Book

Seating Charts

Siudent Groups

Class Serve

Post Grades

Assignment Overview

Student Course Recommendztions
Reports (Attendance!
ReporisGrade Book)

REpeTis (Ro

Custom Links and Reports

Term [ (08114117 - 05/24/18) || Section | Specials) 1375101

| +add | | sort | | Filter |

Grade Book Setup
Assignment Defaults
Assignment Marks
Categories
Assignment List
Fitter Defaults
Grade Calc Opticns
Section Groups
Grade Book Tools
Assignment Copier
Category Copier
Multi-Post Grades
Score Copier

Other

Help
Web Site Address

Preferences
Display Sparkiine Graph ™
Pass/Fail Coloring for Grades
Pass/Fail Coloring for Scores @
Mute Pass/Fail Coloring
Save Alert

Assignments Per Page
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‘ Grade Calc Options - Verification Process

Clark County School District
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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. (Humanities Grade Books do not have stTanpArDS; they only have Grading

Tasks to be verified.)

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

Grade Calculation (Progress Grade, Overall Grade, Semester 1, and Semester 2)

1. Click the triple white SETTINGS arrows to expand the
Settings window.
Click GRADE CaLc OpTIONS in the Settings window.

Confirm ESN GraDING for the Grading Scale.
Confirm WEeIGHT CATEGORIES box is checked for

oOunkwnN

Confirm Progress Grade under Type is set to No CALCULATION.
Confirm Overall Grade under Type is set to IN PROGRESS GRADE,

OVERALL GRADE.

7. Click CLose when the section has been verified.
Repeat steps 3 through 6 for each of the Term
remaining sections.

Note: *Post-only Grading Task may also be
displayed when a task is set to No CALCULATION.

Grade Book Tip!

For a better understanding of grade calc setup, watch
the videos in the Enterprise Learning Management
System (ELMS) at (http://learn.ccsd.net). Search for
“Campus for Teachers.”

WARNING!

- If the Grade Calculations are different >
I than those described above for

i Humanities Grade Books, please submit a
Quick-IT or contact the USS Help Desk at
(702)799-3300.

Grade Calculation

Fiter Defaults
Grade Calc Options
Section Groups

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

Grade Book Setup
Agsignment Defaults

Assignment Marks

Categories

Aszsignment List

Fitter: Type Term Task

Standard/Grading Task Composite Rollup
Progress Grade |:| |:|
Overall Grade O O
Semester 1 D D
Semester 2 O O

Verify that Composite is not
checked for any Grading Task!

Calculation
Type

No Calculation w

Post-only - No Calculation

Type

In Progress Grade |

*Grading Scale
[ ESN Grading

0@
@ [#] Weight Categories
[[] Use Score's % Value
[] Limit Assignments to Last [ |
|:| Cumulative Grading Starting in
Type

Ne Calculation w

Post-only - No Calculation

Type
Mo Calculation R

Post-only - Mo Calculation

@ o
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Creating Categories

Categories have been enhanced to allow teachers to create categories across multiple sections/periods 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. Assignment Defauts
2. Select CATEGORIES in the Settings window. @ ’;:2::::‘”“”‘5 0
3. Click App to create the categories. Assignment List %
4. Enter the category Name. If weights are used, put the weight amount in parenthesis Z’r‘:;:'zf::“;ptw
after the title. This ensures that category weights will show on the Parent Portal. ecton Groups o3

Category List

Section [ Al [=]

No Results “Hame
|Formative (10% °

Category Detail

O Specials) 114610-1 Humanities 1 I:I I:I

Spec 0145102 ties 1

Infinite Campus Grade Book - Humanities
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5. Check each Section that uses this category.

. ¢ Grade Book Tip!
6. Enter the category Weight, as determined by the Using the boxes in the dark gray bar will place the settings for
site administration. Category Detail ALL of the sections listed.
7. Optional: Enter a number to place the “Name
categories in a Sequence. Leave the 0 and the [Formative (10%) |
categories will be placed in alphabetical order. ==L BT ERD e e
. 10
8. When creating the category Does Not Count . . END |:_|u, - =
Towards Grade mark the Exclude from S [ 9 = =
Calculation check box. (This can be used for Specils) 014810-2 Humanies | L9 L L
entering work not at grade level and additional Specials) 024510-1 Human 9 O O
information.) ( . ) Specials) 034510-1 Human ties e Oj - o O "
9. Click Save. Repeat the steps to create each Specis) 0445101 Fumanties 4 s o 3
] Sy
new category. L3 S
. . . Specials) 054610-1 H ities 5
10. Verify each section has all categories you have P mentes 9 O O S
. . . . :
chosen to add by changing the Section from Specils) 004510-2 Humanities K I L] [ T
All to a specific section (i.e., Humanities 3). e
|Save||DeLete||Cluse| Q
Qo
Q
3
Grade Book Tips! Category List S
1. The Category List will display ALL of the Categories that were Section | Specials) 034610-1 Humantties 3 O
created for sections in the grade book. 3
2. If 0% is selected, make sure to check the Exclude From Hame Weight  Sequence m‘*’_’“’"‘ {';"}’P L %
Calculation bOX.‘ . . . Does Hot Count Towards Grade 0.000 0 E O 8
3. Created categories will only display in the Standards and the 5
Assignment Overview when an assignment is created and Formafive (10%) fo000 | 0 O O =
placed in that category. Summative (80%) sto0 | o 0 0O é
4. For a better understanding of category setup, watch the videos £
in the Enterprise Learning Management System (ELMS) at | Example showing: f

Category weights equaling 100% and Category Excluded.

(http://learn.ccsd.net). Search for “Campus for Teachers.” /
Y,

I IMPORTANT!
i From the Category List page, select each section and verify its category weights total 100%.

PAGE
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Assignment Marks
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Assignment Marks are used when entering scores for
assignments created in the Infinite Campus Grade Book. | ,
By creating assignment marks, scores can be entered as
a pointvalueoraskE,S, or N. O

WARNING!
When Assignment Marks values are changed, these values are changed in
ALL grade books using the Assignment Marks, including previous years/terms.
To prevent disruption of archived grade books, create a new Assignment Mark
instead of changing an existing one. New Assignment Marks should follow a
naming convention distinct to the current school year, as shown below.

Creating Assignment Marks

1. Click the triple white SETTINGS arrows to expand the Settings window. e
2. Select Assignment Marks. R Defﬂ?;:de Book Setup ° ¢ 2
3_ C||Ck ADD_ @ Assignment Marks 0 .§
Categories :l:
4. Enter a Name for your Assignment Mark Detail (i.e., 19-20 Humanities). Assi;nment List " S
5. Click Abp Row to create each Assignment Mark score desired. (All e S
rade Calc Opticns 03 ~
marks/scores used by the teacher should be included in the listed items.) Section Groups X
6. Enter the Score abbreviation. ‘Assignment Mark List 3
7. Enter % Earned value. — - S
8. Check if a Passing score. No Resuts 2
9. Click Save, S
L)
GC= g
IMPORTANT! Assignment Mark Detall £
o
1. When creating Assignment Marks score(s) Q
DO NOT use the same abbreviation as an existing s k=
scoring code (i.e., L = Late or | = Incomplete, etc.). [19-20 Humanities @ %

The % Earned is a site-based decision and must be
entered before saving.

3. Ifusing ESN Assignment Marks, the percentages
must be within the District’s established ESN scale:

E 90-100 Exceptional Progress
S 70-89 Satisfactory Progress
N 0-69 Needs Improvement

Owner:
Last Name, First Name

Seq Score % Earned
1 [e ]
(D= O
5 |g |

X
X |

X

Rev G - June 2079
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Section Groups (Optional)

Clark County School District
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Section Groups allow a teacher to group similar sections together in a single grade book view or create an Alias (Teacher Name) for

the numbered sections.

Creating a Section Group

This optional tool will be especially convenient for those teaching more than one section of a particular
grade level. Section Groups make scoring assignments easier by combining matching assignments

Grade Book Setup

Assignment Defautts
Assignment Marks.

into shared columns in the grade book. Selected groups apply to the grade book view only.

Calegories
Assignment List

Fitter Defaults

‘Grade Calc Options
Section Groups

1. Click the triple white SETTINGS arrows to expand the Settings window.
2. Click SEcTion Groups in the Settings window.
3. Onthe Section Groups page, click Abp to continue.
4. Name the section group. O
5. Select the Sequence and Sort pattern you would like the
Section Group to appear in the Section list.
6. Select the sections to be added to the group by checking the
appropriate boxes under Active.
7. Optional: Color may be selected to assist in viewing students
within a section of a Section Group.
8. Click Save.
9. Section Groups can be accessed by using the Section drop-down menu.
When viewing a Section Group here, common assignments may be

Section Group Detail
*Name

‘Grade1

Seq

Sort
@ Active
() Period

() Course Name

The section with the lowest sequence number wil

be used to set the preferences for the section aroup.
Active Name Terms
E Specials) 014610-1 Humanities 1

Specials) 014610-2 Humanities 1

o
E Specials) 014610-3 Humanities 1
g |

Section Groups

Hame
No Results
3
Color Seq

o

scored together.

Specials) 114610-4 Human __| | —
g

Grade Book Tips!

1. For additional Information Search Campus Help ? for “Section
Groups:”
https://content.infinitecampus.com/sis/1921/documentation/sect
ion-groups-campus-instruction/

2. Sections can be shown by teacher name rather than section
number using the Section Groups feature. To do this, create a
group for each section (see A) using the grade level and teacher

@ Section

name. Sections will then appear under Group in the menu (see B)/

Rev G - June 2079

Section Group Detail

“Name
|Gr1-dnnnsnn A .
-

Sort

@ Active

(7) Period

() Course Name

The section with the lowest sequence number will
be used io set the preferences for the section group.

Active Name Terms  Color Seq

E Specials) 014610-1 Humanities 1 D l:l

D Specials) 014610-2 Humanities 1 D ljl
(o | [awme ]

Specials) 014510-1 Humanities 1 o
Group 2
Kindergarten
Gr1-Johnson °
Gr2-Smith
Grade 1
Section
Specials) 014610-1 Hurmanities 1
Specials} 014610-2 Humanities 1
Specials) 014610-3 Hurmanities 1 v |

Infinite Campus Grade Book - Humanities
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Assignment Defaults (Optional)

Clark County School District
Employee Business Training

This feature creates templates for assignments that can be applied either automatically or by selection. NOTE: Assignments created

with defaults may still be edited.

1. Click the triple white SETTinGs arrows to expand the
Settings window.

2. Select AssiIGNMENT DEFAULTS in the Settings window.

Click App to create an assignment default.

4. Enter the Name (this is the name of the setup NOT
the name of the assignments).

5. Click the Apply Automatically button if you would
like the settings entered here to be applied in each
new assignment created.

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.

10. Select Scoring Type — Points or Marks and

Assignment Marks (19-20 Humanities — if created).

If most or all assignments have the same

Total Points value, enter it here.

12. Click SAVE.

w

11.

Grade Book Tips!

1. Assignment Marks cannot be changed once used to score
an assignment. If an Assignment Mark is created for each
school year (i.e., 19-20 Humanities), the Default
Assignment will ensure that current year’s Assignment
Mark is being used.

2. For additional information regarding Assignment
Defaults, use the following link:

https://content.infinitecampus.com/sis/Campus.1921/
documentation/assignment-defaults/ J

Rev G - June 2079

Assignment Defaults
Assignment Marks

Categories
Curriculum List
Fitter Defaults
Grade Calc Options

Section Groups

Assignment Default List

=cheduling, and grading.

Template Name
Mo Results
Grade Book Setup

Section Group

Setup Assignment defaults, including eptions for which sections are included,

Apply Automatically

© Iic=

A 4

O
Cr
Cr

Setup Defaults

*MName
| Socratic Seminar II

Sections

Any Sections w|

Mo section groups exist.

gnal

Assigned Date
|Current Date vl

Due Date

|Same as Aszigned Date w

Drate satfings will not be applied when creating assignments in the planner.

Grade Book Sequence
() Increment

P

Scoring Type  Assignment Marks
[marks | [19-20 Humanities |

Total Points Iultiplier

I | 1

Apply Automatically
O

Infinite Campus Grade Book - Humanities
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Assignments

Clark County School District
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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.

Term | v (08M13/18 - 05/2318) |+ | Section | Specials) 034610-1 ¢ ities 3 T

Grade B

ook Tip!

The Assignment List displays all of the assignments for the section. J

Grade Book Setup
Assignment Defaults
Assignment Marks.
Categories
List

Sattings
Grade Totals

Students -
03 An >

1. Select the appropriate Term, Section,
and OveraLL GraDE for the Task.

2. Click the +App button to create an assignment. @

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

Assignment

*Assignment N

Detail

ame

|The Water Table

Assignment Default

@'Anurewannn
[Esei |

| L5

¥ Scheduling/Grading Alignment

Portal *Assigned ° Due *GB Seq Student Group
& =

[ezmszmis |EE [pzoszois |EE [ too] Mo Grouss

Section
¢ Specials) 034610-1 Humanities 3
Terms:
_> Section Selector

be selected here if not already applied automatically.

4. The current Section will display.

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

6. Choose an Assigned and Due date.

7. Click the Add/Remove button. The Section Selector
window displays ALL sections of the grade book. Change
the Course to the appropriate grade level course.

8. Click the Add link, next to each section that receives the
assignment, or use the Add All button, if appropriate.

Grade Book Tips!

O

Select Sections

piter Torm [ [lfcourse [ [ pers

Section List

Terms:

Specials) 004610-1 Hum

ities K Add ~ pecials) 054610-1 ities 5

Terms:

/

Section Selector

Filer: Term Course period

Select Sections Section List

Specials) 054610-2 Humanities 5 Add ials) 054610-1 ¢ ities 5 R
Terms: Terms:

Specialz) 054510-3 Humanities 5 Add

Terms: L e

Specialz) 054510-4 Humanities 5 Add

Terms:

Specialz) 054510-5 Humanities 5 Add

Terms: ¥ —

Ex O

1. Once the Course drop-down is set to the correct grade level course, the Add All button can be used instead of selecting the like sections.

2. Using Section Groups can add ALL like sections to an assignment without using the Add/Remove button (Search Help (?) for additional details).
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9. Click the Remove link for any section that does not receive the

assighment. i
i i ) L. X Section Selector
10. Click O!( to continue (if additional sections were added, N s -
the assigned and due dates may need to be reset). Select Sections Section List
11. Choose the Category where the assignment will be placed Specile) 0546101 Humaniis 5 Remove |
from the drOp-dOWﬂ menu. Specialz) 054610-2 Humanities 5 Remove
Terms: ¥
12. Leave Include in Grade Calculation checked. Specels) 0546103 Humanties s Remove 1| @
. . . Terms: ¥
13. OveraLL GRADE is selected as the Grading Task for assignments Spocers) 0510t rumamise s Femove
by default. Terms: ¥ e
14. Select Points/Marks for Scoring Type. Select the appropriate
Assignment Marks if Marks are used. (See page 7 for more .
about Assignment Marks.) Q
o ¥ Scheduling/Grading Alig t -‘:
15. Enter a Total Points value. S
i . Section Portal *Assigned *Due *GB Seq  Student Group [~]
16. Click Save before closing. [ & | & | | g
S
¥ Specials) 034610-1 Humanities 3 |uz:usrzu13 |ﬁ |uz:usrzu13 |ﬁ | 1.DD| No Groups I
Terms: " ]
¥ Specials) 034610-2 Humanities 3 |uz:usrzu13 |ﬁ |uz:usrzu13 |ﬁ | 1.DD| No Groups %
Terms: " Q
¥ Specials) 034610-3 Humanities 3 |uz:usrzu13 |ﬁ |uz:usrzu13 |ﬁ | 1.DD| No Groups m
Grade Book Tips! fems:Y >
. : . . ¥ Specials) 034610-4 Humanities 3 |uz:usrzu13 |ﬁ |uz:usrzu13 |ﬁ | 1.DD| No Groups S
1. Click Score to add scores in multiple cluster Terms: ¥ G
view. ¥ Specials) 034610-5 Humanities 3 |02J.05,2013 |@ |02J.05,2013 |@ | 1.uu| Mo Groups "
Te oY
2. Click New Assignment to add another = ” - 3.
i . i ¥ Specials) 034610-5 Humanities 3 |uz:usrzu13 |ﬁ |uz:usrzu13 |ﬁ | 1.DD| No Groups E
assignment. Infinite Campus automatically Terms: ¥ S
saves the created assignment and opens a AddRemove :
new Assignment Detail window. oo B
) ] i s
3. Click Copy to duplicate an assignment. | Formatwve (10%) =y
Infinite Campus automatically saves the =
created assignment, and opens a new @ '“de in Grade Calculation
d
Assignment Detail window using Standard/Grading Task ot Ponts “Hiulinier
Copy Of in the tltle' / X | Overall Grade |A @
|
@) | Grading Tasks | @
Add
: PAGE
| Delete | | Copy | | New Assignment | | Score | | Save | | Close | 77
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Scoring Assignments
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1.

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

Click double blue arrows to expand or collapse assignment window.
Fill Scores/Comments and Multi-Score allow mass scoring options

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).

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.

1

Term ' (08/24/15 - 06/01M118) -

| + Add | | Sort | | Filter |

Section

Specials) 014510-2 Humanities 1

» Task Owverall Grade -

Proc: Procedures

Fill Scores/Comments

Evaluate Work

Rev G - June 2079

Seq: 1.00
8 Summative (100%)
Points: 50 TML | ChX Dr
Students «
5 TMVL | ChX Dr
01 B » 5 TML | ChX Dr
01 B: » 5 T M L | €k, x Dr
Shortcuts for Grading (codes)
IMPORTANT! T Turned in but not graded yet
. | Do not forget to click SAVE after entering scores in M Missing (calculates as 0)
l the grade book!
® . . L Late
# | Each time scores are updated and saved, they will
appear on the parent and student portal. I Incomplete
NO ADDITIONAL POSTING IS REQUIRED!
Q CH Cheated (calculates as 0)
X Exempt
Dr Dropped

& 4 2

Best Practice in
Grading:

Select “L=Late” to flag
work that has not been
turned in (make a note
in comments that it is
missing). This will show
up on custom progress
reports and the parent
portal.

Using the “M=Missing”
will assign an automatic
zero. This is punitive
and is an inaccurate
reflection of student

progress.
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Clark County School District
Employee Business Training

Fill Scores/Comments (Optional)

Teachers can choose to use the Fill Scores option to apply the same score to multiple students at once. Individual scores can still be
adjusted for specific students.

9. Verify scores and click SAVE.

7 Select students:

1. Click double blue arrows to expand the assignment window.
2. Click FiLL SCORES/COMMENTS. Q
- 3L,I:R$earon'm9 Animais - ¢ & ;.:&31 00. »
Seq: 1. Fil Scores/Comments 1.00
) ki 00000 o aSoe |owiste
g Points: 10 T ML Ch X Dr Evaluate Work Points: 5
(%}
e
]
3. Check the box next to Overall Grade. - 3
4. Enter a score (if Points are the Scoring Type) or select from Fill Scores/Comments §
the drop-down menu (If Marks are the Scoring Type). :,:
This example shows Fill Options for an assignment 1HA1: Understanding the Cyber 5-Internet Safety =
using Points. Select items to fill: a
5. Check the box next to Comment (if applicable). [ GT1: OveralLGrade <
6. Type a comment (if applicable). S
7. Click the correct group for Select students from [/] Comment @
the drop-down menu. Great presentation! < : , E-
8. Click FiLL. S
Q
)
=
—
g

Emply
Present & Empty

Grade Book Tip!
To better understand using the Fill Scores/Comments feature, watch the
Humanities Grade Book video “Grading & Posting Scores” in the Enterprise

Learning Management System (ELMS) at (http://learn.ccsd.net). Search for
Fill Cancel

“Campus for Teachers.”

PAGE
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Custom Progress Reports

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. C
1 )Term Y (08/24/15 - 06/01116) «  Section Specials) 014610-1 Humanities 1w

1. Select appropriate Term, Section, and
OvVERALL GRADE for the Task. ; | save |
2. Under In Progress, select PosT. Students -

In Progress

Post
Grade

Percent Grade Rpt Crd Comments Points % Possible & P

3. Select TErm Y. "
4. Select PROGRESS GRADE from the Task 2
drop-down menu. Post Grades S
5. Click OK. S
Post In Progress Grade(s) I
- IMPORTANT' . o N -Ill_'le:-ll::rngessf'Pruﬂmency Estimate from: ,
I All teachers, including specialists and humanities Task: OverallGrade ~§
2l | teachers, must post for grades to populate the progress o S
® | reports. "
Task: e
S
6. Read the warning and click OK. @
7. Ensure the Task is PRoGrESs GRADE and verify all grades (;) g.
are posted. S
8. Click SAvE. {aming @
Grades will be posted upon save. .E
o S
Grade Book Tips! ‘ G) £
1. The Show Active Students Only box under Account -
Settings (see page 2) should be checked before Py
pOSting grades. ferm ¥ (08/24/15 - 06/01/16) + Section 5pama|s)u1qﬁm4ﬁ‘ 7 r Task Progress Grade
2. A Multi-Post Grades option is available from the
Settings > Grade Book Tools menu (See Page 16). _ ei _ Posted In Progress
Additional information for using the tool can be found 7 ; ¢ ot Cra bomments | PORES & Possible 3 Percent® g

Students ~

in Campus Help at: o o oen TR w il
https://content.infinitecampus.com/sis/1921/ 01 C v | os2sru c rAfter grades have been posted and saved, PAGE
documentation/multi-post-grades/ changing the Task allows you to see the 14

j LOveraII or Progress Grades.
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Clark County School District
Employee Business Training

Report Cards

Posting Grades for Report Cards

Posting grades for report cards will be done at set times throughout the year. You will be given the dates 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. When all grades are finalized and posted, report cards are printed by the classroom teacher or by the administration at

the school. IMPORTANT!
. Dates when all grades must be finalized and posted can

be found at: training.ccsd.net > GRADE BOOK >
1. Select appropriate Term, Section, & | Traditional Elementary Humanities > Attendance,

and Overall Grade for the Task. Progress Report & Report Card Calendar.

2. Under In Progress area, select PosT. @

Select TErm Y.

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

Term * (08/24/15 - 06/01/16) « Section Specials)014510-1 Humanities 1 ITask Overall Grade - I

w

Posted | In Progress

Save

Students ~

Post
Grade

Possible ¥ Perd

Rpt Crd Comments Points %

Grade Totals
=N

Infinite Campus Grade Book - Humanities

Note (Step 4):
1. When posting grades for Semester 1 select ——
the task - Semester 1.
2. When posting grades for Semester 2 select Fost In Progress Grade(s)
the task - Semester 2. In Pr_rcoegrlr,isaiProﬂciency Estimate from:
Task Overall Grade
Post to:
Term:
5. Click OK.
ask:
6. Click OK when the warning screen appears. [Semester1 7] O
=
Grade Book Tip!
The Show Active Students Only box under Account Settings (see Warning
page 2) should be checked before posting grades for report cards. PAGE

Grades will be posted upon save.

Rev G - June 2079


http://training.ccsd.net/

Clark County School District
Employee Business Training

7. Ensure the appropriate Task is displaying

(Semester 1 or Semester 2) and verify all m Y (0B/24/15 - 06/01116) +  Section Specials) 014510-1 Humanities 1 Task Semester 1 -
grades are posted. [ +add | [ sort | [ Fiter |
8. Click Save. Postcy

Points %

N | save 4 &)
» 8
@

Students «

Rpt Crd Comments

Grade Totals
N

90.47 % E

Posting using Multi-Post Tool (Optional)

The Multi-Post Grades tool allows teachers to post grades for multiple tasks at the same time. Grades are posted from the Overall
Grade Task of the In-Progress grades area of the grade gook.

Settings

(%}
e
]
. e
Grade Book Setup & S
1. Click the triple white SETTINGS arrows to expand the Settings window. oo §
ignmen
2. Click MuLTI-POST GRADES in the Settings window. Siegoris o T
Assignment List
Filter Defaults ot *
Grade Calc Options o 8
MULTI-POST GRADES: STEP 1 - @
3. Leave the default setting Y for the Post to Filter: Term and change the Section to ALL. Grade Book Tools o 2
. . Assignment Copier
4. Select the appropriate grading task (Progress Grade or Semester 1 or 2 for report cards) s i o <
IMulti-Post Grades il O
from the Task drop-down menu. —— "
. S
5. Select OverwRITE ExisTING GRADES. NOTE: Selecting T , Q
. . Multi-Post Grades: Step 1 E
OVERWRITE EXISTING GRADES V'VI|| replace ALL previously 1920 CCSD Elementary School 3
posted grades for the Grading Task selected. @ m
. . . Faost to Filter: Term | Y iection | Specials) 007510-1 Librany K | || Task [ 4] s [y
6. Click the Section check box (in the gray bar) to - Em" — al A 'S
. Specials) 004£10-1 Humanities K Grading Task S
select ALL of the sections. ) 008100 et O <
7. Choose Y from the Post from Term menu. Speciais) 0145101 Humanitis 1 Semester 1
Specizls) 014610-2 Humanities 1 r
8. Choose Overall Grade from the A—— ———
Post from Standard/Grading Task (Overall Grade ReE T
. . Section & Term Post from Standard/Grading Task = to Standard/Grading Task
is located at the end of the list). @ [Overail Grade r
9. Click Nexr. ¥ Specisk) D4610-1 Humanibes K Y Overall Grade Frogress Grade
+  Speciak) 004510-10 Humanities K hd Overall Grade Frogress Grade
: ipec'ials} 014510-1 Human'-rﬁ-ﬁ 1 b Cwerall Grade Frogress Grade PHGE
pecizls) 014810-2 Humanities 1 R Owerall Grade Frogress Grade
+  Cpecisls) 014610-3 Humanities 1 hd Crverall Grade Progress Grade 76
(=
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MULTI-POST GRADES: STEP 2 Multi-Post Grades: Step 2
. . . . . 19-20 CCSD El School
©  Optional: Review what grades will be posted by clicking Pty ey Seheo
on the Section name. (Click the ? for additional details Section & PO TTOM ot from StandardiGracing Task  Postto StandardGrading Task  femor 0 0 00>
by searching Multi-Post Grades.) ot st i oo oo s S
©  Click PosT to complete the Multi-Post process. Specias) CUSI0 umanies v Overal rase Progress Grade ® 0
) ) i Specials) 014510-2 Humanities 1 ¥ Overall Grade Progress Grade 22 o
O A message |nd|cat|ng "Your grades have been Specias) D14610-3 Humaniies 1 v Overall Grade Progress Grade 23 0
posted successfully" displays. [sct |[[rost ] e
' Click CLosE to return to the grade book. Multi Post Grades: Stop 2
. Your grades have been posted successfully.
' Click Back to post another set of grades. - emaniary Schoo
Postto Y
Grade Book Tip! Section & POSLIOM  post from Standard/Grading Task  Fost o Standard/Grading Tagk  (yager 0 0 oo0e®
When reviewing the Step 2 summary, the No Grades column will Specials) 004510-1 Humanities K ¥ Overall Grade Progress Grade 23 0
indicate when students in a section have no overall grade. Click the B e e S 2 .
listed section link to view the student(s)_ Specials) 1146102 Humanities 1 ¥ Overall Grade Progress Grade 2 0
— Specials) 014510-3 Humanities 1 N Owerall Grade Prngress Grade 23 o
Back Close

Adjusting Posted Grades

Posted grades can be adjusted in the Posted section of your 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 GrRADES from the Index Menu on the left.
2. Select the appropriate Term (Y), Section, and Task (Semester 1 or Semester 2).
3. Posted grades will already be present. To adjust these grades, use the Percent and Grade fields. (Use the Grade
drop-down menu t0
selectan E, S, or N.) |[Eainsai e
4. Click SAVE.

Term [ (08729116 - 06/108/17) [ | Section | Specials) 0346106 Humanities 3 | |[Task | Semester 2 v11

l | Save | 4 }nt_ Grade, Comment | | Multi-Post Grades |GI‘IDh5 Post by |Standard.f6radh19 Task E

Infinite Campus Grade Book - Humanities

Post by Standard/Grading Task e

Posted In Progress
Students Percent |srane |Bepoﬂ€ard€ommem |Cannedt:omment Grade |Euh'.lanee

03A ~
1 #37 L8] |sly ‘ ‘ \M

S
PAGE
! 2.13:;?{ E P‘ ‘ ‘ I Manage ‘
. ost Grades
@ Post Grade: 2?12?r ’W‘ | | | Manage |
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| Student Withdrawals

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.

‘ Posting Withdrawal Grades

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

2. Select the appropriate Term (Y), Section, and Task (Progress Grade for progress reports or Semester 1 or 2 for report cards).
3. Overall grades may be present. To change these grades, use the Percent and Grade fields.

4. Click SAvE.

= Instruction ~ G Term [Y (0&/29/16 - D6/08/1T) Tl Section ISpecials} 034510-6 Humanities 3 T‘IT&&I{ | Progress Grade TI I

save | g 4 Jcent, Grade, Comment | | Muli-Post Grades | Graphs Post by | Standard/Grading Task v]

Post by Standard/Grading Task e
Posted In Progress

nts Percent [Gmﬂe |IIeporlC’ardColmentl ]Cmnedll:ommant Grade |E|rldanoe

03 A | a)
#137 80.00] |SI¥ ‘ ‘ M

Infinite Campus Grade Book - Humanities

Post Grades

Stude
03 Anc
1 #2¢ 96.000 |= Manage

03 Bar

PED 96.00 | | [ TS |
Grade Book Tip!
To enter grades for a report card:
1. When the Grading Window is open, grades and percentages can be entered into Semester 1 or 2 as described in Steps 1-4. PAGE
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.
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Transfer Grades

Clark County School District
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When a student enrolls in a section, scores/grades do not automatically transfer. There
are two methods for entering student transfer grades: “Using Student Summary Report”
and “Using Extended Date Progress Report.” It is at the discretion of the new teacher

to determine which grades are put into the grade book for the student.

Teachers are not required to use transfer grades.

Method T - Using Student Summary Report

Reports

Show me reports about

Favorites

Click the ¥y that appears next to a
report to add it to your favorites list

NEW report display and

Teackher 7 (the student is beng withdrawr)

1. In Instruction, select REroRrTs from the Index Menu

Favorites menu.

¥ G a @
Swdents  Grades  Assignments  Amendance  Families

Reports

Assignment Analysis
Attendance Change Tracking
Attendance Register
Attendance Summary

Blank Spreadsheet

Flagged Assignments

Grade Book Export

Grades Report

Missing Assignments

Portal Usage

Positive Attendance Section Summary
Roster Labels

Section Summary

Student Assessment Summary

(%]
Q
=
on the left. ) Y e— S
2. Inthe Reports menu, select STUDENT Student Summary ~ §
SUMMARY. Instructions Context T
1
3. Selectthe a pprop riate Term and This report is suitable for handing out to students. It is split into two mai jons. ; oot x
The Grade yi both in-progress and final grades as well em on o
Section . assignment category totals. The Assignment Detail organizes the assi ¥-(08/13/18-05/23/19) M Specials) 034610-5 Humanities 3 v g
term.
4. Forthe Report Options select the kY
desired fields. Report Options Format Options S
5. For the Format Options select the [Poon e Oine T Shode o
. H Student Grades Summary - Multiple Students Per Page Student Name v Alternate Grade Rows =)
d esl red fl e I d S. Student Grades Summary - One Student Per Page Alternate Assignment Rows Q
6. Select individual students or all. O Sow Assignment Detail - One Student Per Page @ §
. . = o 5 Display Student
7. Select the assignments to be included. “""‘“"""“""‘"““"* - :
N Scort
8. SeleCt GENERATE PDF (Or C:tr::my Name Po?nles Possible Number -'.:
Due Date Percent _S
WO rd DOCX) . ™ 4 Assigned Date Score Comments by
. Multiplier Student Instructions E
9. Repeat steps 3-8 for all sections. - —
1 0 . S e I e Ct C LOS E W h e n fl n | S h e d . Show Assignment Categories Parent/Guardian Signature
Show Total Points A4 Attendance Summary
Show In-Progress Grade Student-level Comments
Show Final Grade Hide Exempt Assignments
Show Grade Percentages Report Card Comments
Teacher Comments (printed for each student)
Select Students Select Assignments
e Name 1 Student £ Grade % select Al gd All PHGE
i -

o

c'°se
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Teacher 2 (the student is bermrg 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 Settings
. . . . . a
previous section, as determined by the receiving teacher. Grade Book Setup ¢ £
L
Aszsignment Defaults 0
1. In Settings select Score Copier under Grade Book Tools. e o1
2. The Copy Scores window allows teachers to view the Student Summary for All Assignment List
. . . 01
currently-enrolled students or just for New Students (enrolled for five days or fewer). |7iter Defaults
. . Grade Calc Opticns
3. To access a Student Summary report for the student’s previous section at your . o
ion Groups 73
school,.s.elect VIEYV ST.UDEN'I: SUMMARY. - S 01 .g
4. An additional option is available to copy scores into your grade book from the Assignment Copier o1 'S
. . . S
student’s previous section at your school. Category Copier g
. . . Multi-Post Grades gl s
a) Click Copy Scores to view assignments and scores. @ Soore Copi 3
b) Assignments with a match in the new >
section will be listed on the right under | “*" 5= 3
the destlnation SeCtIOI'l (TO:)- gff;;iﬁ;:ﬁmﬁfmnf:.:uﬁoft?:::;ﬁ::3 r::;f}ste;‘l:r:d::;;ii:u\:;i?:;ns.ame Course Name or Course Number as the cument section. T,
c) If an assignment does not have a Al @ ‘g
direct match, click SELECT DESTINATION Student lame Section (G]
ASSIGNMENT to see a list of possible Studenté - Last, First Name 014810-1 Humanities 1 ‘ : ﬂ vi;:'n?::;"t ,W §
destination assignments. ’W‘ ‘ S
. . StudentB - Last, First Name 014810-2 Humanities 1 1ew Studen
d) Click SavE to copy scores into the = Copy Scores a S
. _ )
student’s new section. St - Last, Pt Name 0146102 Humaniis Simey | [ Gomsme ] g
%
Grade Book Tips! P —~

1. Asalways, please use professional
judgement when adding ANY
student scores to the grade book.

Copy Scores - StudentB-Last, First Name

2. Copied scores a utomatically include Select destination assignments for the scores to be copied to.
a comment indicating where the e — To 0146104 Humanities 1
. , ..
assign ment’s score orlglnated. ) 3;2125;0??“ Keys and Functions Oversll Grade 20% E;:::“l;t;naing & following directions 2 3¢ @
PAGE
g;zzi};;y:wd Keys and Typing Introduction COwersll Grade 20% | Select Destination Assignment | e 20

(o)== 1
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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 1 Humanities section.

1. Add a new assignment using the title Transfer Grade for
each section. (See page 10 and 11 for creating an
assignment.)

2. Use the Student Summary 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 enter for this student.

IMPORTANT!

When entering the score for a new Transfer
Grade assignment, all other existing students

® | must be excluded for the assignment. (See page
12 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 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 assighments that have already been scored for the other students in the

Clark County School District
Employee Business Training

Assignment Detail

*Assignment Name

|Trnnafer Grade

Q
*Abbreviation Assign fault

I |

¥ Scheduling/Grading Alignment
Section

K Specials) 014610-1 Humanities 1

Terms: Y
*Category
Summative (30%) v
Include in Grade Calculation
M
*Standard/Grading Task

Portal

]
[

b 4 | Overall Grade

=]

Add

*Assigned *GBSeq  StudentGroup

[o2i072018  |EE [o2072018 |FE |

‘I.Dﬂl No Groups

*Total Points  *Multiplier

Points |«

|Delehe||CouyHNewAssignmemHScoreHSaveHCluse|

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

Infinite Campus Grade Book - Humanities

Rev G - June 2079
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Method 2 - Using Extended Date Progress Report

Clark County School District
Employee Business Training

Teackher 7 (the student /s being withdrawr)

1. Select Custom LINKS AND REPORTS from the Index menu on the left.

2. Click on the ELEMENTARY PROGRESS REPORT link.

it d: E
"Campis

Custom Links and Reports (4)

™ Instruction ~

504 Teacher Report

Late Assignment
Elementary Report Card
Elementary Progress Report

Custom Links and Reports

3. From the Select by Section field choose the correct Teacher
and Section/Grade.

Elementary Student Progress Report

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

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

Report Options

Select Students by
3 Select by Section
OR

4. From the Single Student field choose the needed student. ° Single Student

5. Inthe From Date field, use the initial enrollment date.

6. Inthe To Date field, use the final date of student’s
attendance.

7. For Active Only, select the box.

For Sort Options choose STUDENT NAME.

9. From the Print Options drop-down menu, select
ENGLISH ONLY.

10. Click GENERATE REPORT.

11. Close the report when finished, and click the Back
link to return to Instruction Index Menu.

oo

Rev G - June 2079

From Date

6 Active Only

| TEACHER LAST, FIRST NAME— 034510-1 Humanities 3

| Last Name, First Name “ |

04/01/201% l o| To Date |05/01/2018 l o @

o Sort Options

Print Options

@ Student Name O Teacher
English Only [v] 9

English with Home Primary Language
Home Primary Language

English with Preferred Language

Preferred Language

Generate Report

Infinite Campus Grade Book - Humanities
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Teacher 2 (the student /s berng enrolled)
For this example, a transfer grade is being added to a Grade 1 Humanities section.

1. Add a new assignment using the title Transfer Grade for each section. (See pages 10 and 11 for creating an
assignment.)
2. Use the Progress Report to enter the

previous grades into the Transfer Grade Assignment Detail
assignments. It is at the discretion of the e e )
new teacher to determine which grades ovrevston Assionme Tt o
to enter into the grade book for the P 1 | 10 s
d ' Scheduling/Grading Alignment g
Stu ent. Section Portal *Assigned *Due *GB Seq Student Group E
| ;| - \ 33:
» ;Jpecwal.:] 014510-1 Humanities 1 |uzm7r2ms ‘@ |nzm7rzn1a |@ | 100‘ No Groups !
x
S
*Category m
IMPORTANT! 5
= | When entering the score for a new o n Srade cacuon g
l Transfer Grade assignment, all other ]
. . *Standard/Grading Task Scoring T *Total Points  *Multil r
= | existing students must be excluded ’ g e - @
for the assignment. (See page 12 for X [ overat crate ] [Porte ] (ol [ 1 3
Exempt grade code.) o §
Q
)
| Delete ‘ | Copy ‘ | New Assignment ‘ | Score ‘ | Save | | Close | -‘:
=
g
—

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 assighments 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. PAGE
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Grade Book Health Checklist

Clark County School District
Employee Business Training

MY SETTINGS ARE CORRECT (Grade Calc Options and Categories)

0

Q
o

0

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

Updated video tutorials can be found on the ELMS website, http://learn.ccsd.net by searching “Campus for Teachers.’
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.
Categories and their Weights are determined by the site administration.

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

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

MY ASSIGNMENTS HAVE BEEN PLACED AT THE OVERALL GRADE TASK

Q
Q

Assignments have been associated to the appropriate section(s).

Assignment Overview can help you check where your assignments are located: by Term, Task, and Category.
Q  Assignment Overview is located in the Index Menu on the left.
Q@ Assignments in the wrong location can be recognized easily and moved appropriately.

| HAVE SELECTED THE CORRECT SCORING TYPE FOR MY ASSIGNMENTS (Points or Marks only)

o

O Marks are only for teachers who have created Assignment Marks in their grade book. When using Assignment Marks, all

Points scoring is for assignments using points and must have a Total Points value set.

assignments must have a Total Points value set.

MY ASSIGNMENT MARKS ARE CORRECT (if created)

O Verify Assignment Marks score(s) DO NOT use the same abbreviation as a grade code (i.e., L = Late, | = Incomplete, etc.).

0

Rev G - June 2079

If Assignment Marks are different for the current school year, verify a NEW set marks has been created. (WARNING:
Modifications of previously created Assignment Marks can affect grades in previous grade books.)

Infinite Campus Grade Book - Humanities
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