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Infinite Campus Grade Book Kindergarten

©  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 C - Transforming K12 Educati

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

Clark County NV - Live|

Logged off

Forgot Password? ForgotUsemame? 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.
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‘ Accessing Instruction from Campus Tools

1. Select the App SWITCHER in the
upper-right corner.
2. Then click the InstrucTiON link.

1718 CCSD Elementary School o

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 hﬂfgﬁﬁ
display area for the Grade Book). o = Instruction «

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. = 3&:@ ’
Instruction Community Campus Tools

Account Settings

1. InInstruction, click the User MEenu 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

Control Center
TEACHER FIRST LAST NA/

CAMPUS INSTRUCTION. Once SAVED, this will make ""E";;,‘,f{,z” Account Settings
Instruction the default application at login. = itrction ~ Log OFf
4. Check the boxes for each display feature that you °

prefer to see in your grade book.

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withdrawn students will not show.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

glect your student display preferences.
b. If Use Canned Comments is checked, District "D“é’"esmda"'”""
Affects disolav in Control Center. Course Reguests. Grade Book, Lockers, Post Grades, Standardized Test,
prOVIded com ments can be Selected for Student Course Recommendations, Student Groups
Semester Grades.
5. Click SAvVE 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

Infinite Campus Grade Book - Kindergarten

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)

Use Seating Chart for Attendance
Use Canned Comments )
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Grade Book Setup

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

1. Select GrRaDE Book from the Index Menu on the left.
Select the first Section.
3. Click the triple white SETTINGS arrow to expand

the Settings window.

N

. <
4. Select desired Preferences. Term [ (08/14117 - 05/24/18) | Section [Reading) 001] 3
. o
5. Repeat steps 2 and 4 for each of the sections. | +add | | sort | | Fiter | S
Settings . o
@ T
Helpful Hint! e e g =
@ Assignment Defaults - x
To display longer student names, do NOT select Assignment Marks oK ;‘
the Display Sparkline Graph Preference. Catcgonrs 8
Assignment List 0K [
Fitter Defaults u
Grade Calc Opticns 0K .g
- - - - Section G =
Sparkline Collapsible section viewable s DK O
. Grade Book Tools (7
Graph in grade book to show " A =)
ssignment Copier 0K Q
student growth. Category Copier E
: . . Multi-Post Grades 0K (S]
Pass/Fail Coloring for Grades or e Score Copier g
0K [y
Scores. Student Groups Other S
Mute Dim the coloring for Grades el 0K =
Pass/Fail or Scores. Class Serve Schateaa =<
Colori Preferences 0K
oloring Post Grades Display Sparkline Graph M ok
Save Alert Will generate a message Pass/Fail Coloring for Grades
that you have saved your Assignment Overvie: Pass/Fail Coloring for Scores 0K
grade book. Mute Pass/Fail Coloring
SIEERPEeTrsc Recommendations Save Alert oK
Assignments | Customize number of Assignments Per Page 100 Bl | «
Per Page aSSIgnments VIeWEd per Grade Book Last Updated  2018-05-31 09:33:00.0 0K
page. Preferences Last Modified  2018-05-31 09:22:00.0
0K
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‘ Grade Calc Options - Verification Process
Grade Calculations will be preset by the District for all active accounts; however, verify that 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 beIow.]

Grade Calculation (Strands and Standards/Clusters)

1. Click the triple white SETTINGS arrows to expand the

&
. . L E
Settings window. R G ¢s S
. . R . Aszszignment Defaults w t
2. Click GRaDE CaLc OpPTIONS in the Settings window. Assignment Marks S
. . - 0K (&)
3. Confirm Type is set to ProFiciEnCY ESTIMATE (RuBrics) for all i;':g“”“m S
. Iignmen 181
Strands/Domains and standards. Fiter Defauts oK E
4. Confirm *Method is set to POWER Law., @ Grace Cale optens 0K x
. . Section G 0
5. Confirm Strands/Domains have the ComposiTe M ” x
grading box checked and appropriate standards ; . ; o
. The Filters above the gray line are to remain set to All. @
are attached and weighted. Grade Calculation <
(]
Fitter: Type Term Task [ Al G
Term Standard/Grading Task Composite Rollup Calculation (7))
: S =
Y Speaking and Listening ™ O Type Q.
| Proficiency Estimate (Rubrics) | | E
“Hethod 8
20 5
)
Note: Power Law trend values provide a guide for teachers in *Child Task/Standard “Weight  Effective % 'S
determining a student’s overall proficiency in a standard. [ Partner talk about topics/text; confirm key d | [ 1.0000] 50.00 S
—
[ Describe nouns; add details including pictui | [ 1.0000] 50.00
Y Partner talk about |:| |:| Type
Grade Book Tip! Lﬂﬁﬁuﬁlﬂﬂm [ Proficiency Estimate (Rubrics) | |
For a better understanding of how the Grade Calc question. “Method
Options affect your grade book, watch the videos i Q
in the Enterprise Learning Management System O L'm“%%'g”me”fm L&s_t :
(ELMS) at (http://learn.ccsd.net). 0 Cumulative Grading Staring i

oy
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Grade Calculations (Progress Grade, Overall Grade, Semester 1, and Semester 2)

6. Confirm Progress Grade under Type is set to No CALCULATION.

7. Confirm Overall Grade has the ComposiTe grading box checked and appropriate Strands/Domains are attached and weighted
(weights will be set to 0).

8. Confirm Overall Grade under Type is set to IN PROGRESS GRADE and *Grading Scale is set to KINDER MASTERY.

9. Confirm Semester 1 and Semester 2 under Type is set to No CALCULATION.

10. Click CLose when the section has been verified. Repeat the steps on pages 4 and 5 of this tutorial for each of

the remaining sections. . . N
r Note: “Post-only — No Calculation may also be displayed when a

Grade Calculation ltask is set to No CALCULATION.

~
A Progress Grade O | Tvpe

@ | Mo Calculation w |

Post-only - Mo Calculation

hd Overall Grade [+ O Type
e | In Progress Grade | |
|
_ IMPORTANT! @ *Grading Scale
Kindergarten will utilize a two level [ Kinder Mastery | O
mastery scale.
L *Child Task/Standard *Weight Effective %
2 = Meets : —
1= Approaches {Y Speaking and Listening e | | ﬂ-.ﬂ-l]-l]-l]-| 0.00
A Semester 1 | | —'—I"_.rpe

| Mo Calculation w |

[Composite will not be selected for

Semester 1 or Semester 2. ] @ B Post-only - No Calculation
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Y Semester 2 ] ] Type
| No Calculation ~ |
_F‘Dst—nnr:.r— Mo Calculation
W
WARNING! @ -
If the Grade Calculations are different from those described

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

o

Click the triple white SETTINGS arrows to
expand the Settings window.

Select CATEGORIES in the Settings window.
Click App to create the categories.

Best Practice in Grading: Formative scores should
not have an impact on the overall grade.

Category Examples:

Formative

Summative

Does Not Count Towards Grade

Enter the category Name.
Check each Section that uses this category.
Weighting of categories is not applicable
when a rubric system is used, and the default
weight of 0.0% is correct.

Optional: Enter a number to place the
categories in a Sequence. Leave the 0 and the
categories will be placed in alphabetical order.
Exclude from Calculation: A category can be
excluded from the overall grade calculation;
however, in the Kindergarten grade book, the
rubric system trends scores and does not
calculate grades. The unchecked setting is
correct.

Click Save and CLosE. Repeat each step
until all categories are completed.

Grade Book Setup
Azzignment Defaultz

Assignment Marks
@ Categories 0K
Assignment List

Settings

Fiter Defaults 0K

Category List

section [Al

O

Grade Calc Options 0K
Section Groups
Grade Book Tip! o
. . -
Use the Section check box in the dark gray bar to select ALL of the ’S
Category Detail sections listed. Then, REMOVE the checkmark for all Homeroom Sections. E"
- ]
i~
*Name [ : <
|Fnrmat'n.re 4 ) | E
]
Section Weight Sequence Exclude from Calculation Drop Lowest Score (%) [
Qo
[l I [l [l S
Health) 006310-5 Health K T og = m O o
[ od|[__d 3
AM) 008530-5 Homeroom K AM All
ooy [ I i
PM) 002540-6 Homeroom K PM All Day l:l l:l g
Language) 001810-8 Language K ljl |:| |:| %
(o]
Math) 002510-5 Mathemati ljl - - o D Q
3
Reading) 001210-5 Reading K .
@ - 0 0 5
Social Stu) 004310-5 Social Studies K =
@ - 0 u 5
SpeakiLis) 001810-5 Speaking and
B ek L d O O
[ Writing) 001410-6 Writing K ljl O O
@| Save | | Delete | | Close |

Grade Book Tip!

Create a category called Does Not Count Towards Grade. This can be used for entering work
that is done below grade level and additional information.
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10. Verify that each section has all categories that you
have chosen to add by changing the Section
from All to each specific section (i.e., Reading K).

Grade Book Tips!

1.

. Created categories will only display in the Standards and

. For a better understanding of category setup, watch the

The Category List will display ALL of the categories that
were created for ALL sections. To display the Weights,
Sequence, Exclude From Calculation and the Drop
Lowest (%) settings, select a section from the Section
pull-down menu.

the Assignment Overview when an assignment is
created and placed in that category.

videos in the Enterprise Learning Management System

Category List

Section | Reading) 001210-3 Reading K

Al

Mame | Health) 006310-3 Health K

AM) 008530-3 Homeroom K AM All Day
PM) 008540-3 Homeroom K PM All Day
Language) 001610-3 Language K
Math) 002510-3 Mathematics K
Reading) 001210-3 Reading K
Science) 003610-3 Science K

Social Stu) 004310-3 Social Studies K

Writing} 001410-2 Writing K

Speak/Lis) 001810-3 Speaking and Listening K

Does Not Count Towards Grade

Formative

Summative

0

" Exclude From Drop Lowest
Weight Sequence " e

Weighting of
oo 0 categories is not
oo o applicable
0000 0 (see note).

(ELMS) at (http://learn.ccsd.net). Search for “Campus for
Teachers.” /

Note: Creating Categories in the Kindergarten Grade Book is for the purpose of classifying assignments and reports to the
Parent Portal so that parents can see assignment scores. Formative assignments are practice work while Summative

assignments are evaluative.
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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.

1.

ukhwnN

o

10.

11.

Settings

Grade Book Setup
Aszignment Defaults
Aszignment Marks

Click the triple white SETTINGS arrows to expand the Settings window. Categaries 03 §
Select AssIGNMENT DEFAULTS in the Settings window. pet 0§
Click App to create an assignment default. s 03 {
Section Groups
Enter the Name. -
. . . . . Assignment Default List
Click the Apply Automatically button if you would like the settings entered here e At St s o o 1 et ettt e a8 0
to be applied in each new assignment created. NOTE: Assignments created with Tempiate ame e PR—
defaults may still be edited. o
L
Section groups, if created, can be selected. S
The Portal button is automatically checked, indicating that the assignment g
will be shown on the portal. 'g
. . 3 Ciose =
Desired Assigned and Due dates may be selected. X
Sequence may be selected. Setup Defaults x
Scoring Type can be set to Rubrics, applying it S
automatically to each assignment created. ° Mame Apply Automalically v
) [Working with Capital Letters (&P gn! °
Click SAVE. S
° Sections ]
“
Mo section groups exist. %
e Portal 9 S
[ A [
had
Assigned Date Due Date ...E_‘
[ Cument Date v [ Same as Agsigned Date ¥ | kS
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Assignments

Clark County School District
Employee Business Training

Creating Assignments

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

O Term | (0813118 - D5/23/19) Section | Reading) 001210-6 Reading K

+add | | sort | | Fiter |

Grade Book Setup
Asszignment Defaults
Asszignment Marks
Categories
Assignment List

Sattings

K €

Save

Students

Grade Book Tip!
The Assignment List displays all of the assignments that have been
created for the section.

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

Click the +App button to create an
assignment.

Enter the Assignment Name and an
Abbreviation (up to 5 characters). An
Assignment Default may be selected here.
The current Section will display. (*Do not use
the Add/Remove button unless you teach
more than one of the same Section.)

Portal allows assignments to be displayed in
the parent portal and is selected by default.
Choose an Assigned and Due date.

Choose the Category where the assignment
will be placed from the drop-down menu.
Leave Include in Grade Calculation checked.

Rev G -June 2079

Assignment Detail

*Assignment Name

Sight Words Wk-10
*Abbreviation Aszignment Default
FKa ] [

a1

W Scheduling/Grading Alignment
Section

¥ Reading) 001210-5 Reading K
Terms:

*Category
[Formative

Does Not Count Towards Grade

Formative

Include in Grade Calculation

g

rtal

&

LA

*Azzigned

*Due

*GB Seq Student Group

[o2/08r2018

|EE |o20sr2018

B | 1.00]

No Groups
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9. Select the standard(s)/cluster(s) that

) *Standard/Grading Task Scoring Type
applies from the drop-down menu. x i @ —
| UDrICE  [wr
Do NOT SeIeCt Overa/l Grade' RLK.(7-9): llustritext create meaning, find Points
1 textual . e/contrast 2 texts
10. Select Rusrics for Scoring Type. e e Marks
i i ctiviti ith elunderstanding. .
11. Click Save before closing. BT Damanabars imsarsmamg ot ne

organization and basic features of print
RF.K.(2). Demonstrate understanding of

|M PO RTANT' spoken words, syllables, and sounds. [

RF.K.(3): Apply phonics skills in decoding

Kindergarten teachers will only e STRANDS cannot be selected.]
WOras.

Selec_t the Rl.Jb”CS Optlon When RF.K.(3): Apply phonics skills in decoding w... | &
entering assignments.
5

CL“O“: Other Options WI” NOT | Delete | | Copy | | New Assignment | | Score | | Save | | Close |
trend properly.

L

Grade Book Tips!

1. Click the Add button, under the Standards/Grading Task, to add an additional Standard/Cluster for this assignment.

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

3. Click New Assignment to add another assignment. Infinite Campus automatically saves the assighnment and opens a new Assignment Detail window.
4. Click Copy to duplicate an assignment. Infinite Campus automatically saves the created assignment, and opens a new Assignment Detail window
using “Copy of” in the title.

ASSIGNMENT SETUP EXCEPTION: When entering an assignment using the “Does Not Count Towards Grade” category, after naming
the assignment and choosing the section:

*Category

'0&3 Mot Coun Dwﬁf
O Select OveraLL GRADE ONLY for the m_:m::m:mw

*Standard/Grading Task.
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Q  Select PoiNTs/MARKs for Scoring Type. “StandaraGrading Task Scoring Type m “Multpier

. verall Grade - Points 10| 1
' Enter a value for the *Total Points. X [ownons -] —— L
@ Click Save before closing.

| Delete | | New Assignment | | Score | Close
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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 clusters in one assignment.
©  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 ).

1 ) Term v (08/24/15-06/01/16) - Section Reading) 001210-3 Reading K + Task RLK.(1-3) W/supp. use details to ask/answer questions ; rete « @
+ Add Sort Filter

.

) . : M-Q: Moo Quack 4 ¢ |1D &5
Save g e Seq: 1.00 8 Fill Scores/Comments | Seq: 1.00
- ( *Does not Due: 10/14 000G00D0 Multi Score Due: 1042
= count for g Formative: Summative Formative Summative
= 4+ 4+ T M L | Ch X Dr Evaluate Work
Students ~ 5 *# M M

0K Bs » 15 1.00 2 TML | Ch X Dr 2

0K Br » I 15 1.00 2 T M Lwl Ch X Dr | 2

ok Ca » ‘ A 100 2 T ML IcChXoDr el

Best Practice in Grading:
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I
LALROLIALIIE sh for Gradi q Select “L=Late” to flag
- | Do not forget to click SAVE after entering grades in the ortcuts for Grading (codes) work that has not been
l grade book. T Turned in but not graded yet turned in (make a note in
# | Each time grades are updated and saved, they will appear M Missing (calculates as 0) co.mrnents t.hat 'it E
on the parent and student portal. NO ADDITIONAL L Late missing). This will show
POSTING IS REQUIRED. up on custom progress
I Incomplete reports and the parent
IMPORTANT! CH Cheated (calculates as 0) portal.
~ Using the “M=Missing”
Kindergarten will utilize a two-level mastery scale. X Exempt o8 &
will assign an automatic
[ 2 = Meets Dr Dropped zero. This is punitive and
1 = Approaches is an inaccurate reflection

of student progress. /

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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Custom Progress Reports

Posting Progress Grades

Grades will not post by using the orange Post link in the grade book to auto populate the Progress Grade. A grade is determined
by analyzing the trend(s) of a student’s scores for the standard/clusters. 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 Post GraDES from the Index Menu on the left. 2 | IMPORTANT!

2. Select the appropriate Term, Section, and Task (PROGRESS GRADE). l All teachers, including specialists and

3. Select the Grade from the drop-down menu # | humanities, must post for grades to populate
R P ' the progress reports.

4. Click SAvVE.

Note: When posting grades for the Progress Report, NO grades should be posted for ANY
standard/cluster. ONLY the Progress Grade task should be chosen. J

& hakoction ¥ Term [ Y (08/14/17 - 07119118 | Section | Reading) 001210-3Reading K |+ || Task | Progress Grade “|

| l Save l@ccnt. Grade, Comment | ‘ Multi-Post Grades ‘ Graphs | Show vl Post by | Standard/Grading Task iﬁg v|

Post by Standard/Grading Task

Posted In Progress
Students Percent |Grade [ReportCard Comments |Canned Comment |Grade |Evidence

0K# 1w | Mana
! ge . .
! i Q Note: Trends will appear in each
section for a standard or cluster
0K Ba r Y
1 211: @
i' ] [

| Manage automatically if there are two or
more assignments with scores.
0K Be You can also generate a section
I
- to determine a trend.
I i OIC B ‘ | v Manage y /
#12° A I | Mensge |
Post Grades

summary or grade book export
Grade Book Tip! Progress Grades can be entered by using theﬁﬁ(Post by drop-down menu to select “All Standards and Grading Tasks” or “Student.” J
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| Manage |

These views provide the teacher with the “Trend” and “Sparkline Proficiency Graphs” for the subject’s Standards.
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Printing Custom Progress Reports
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Progress Reports are printed by the classroom teacher or by the administration at the school. Overall grades should be updated,
posted,

=

W NS WN

and printed prior to a student’s withdrawal.

hﬂéw;t.c(,_b
Select Custom Links and Reports from the Index Menu on the left. L

Single click the Elementary Progress Report link. — e © Custom Links and Reports (4)
Select by Section: Select the teacher’s Homeroom AM section.
Date Range: Dates since last Progress Report.

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.

504 Teacher Report

Late Assignment
Elementary Report Card
Elementary Progress Report

@ Customn Links and Reports

Elementary Student Progress Report

Thig repert 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

Select Students by

Select by Section | TEACHER LAST NAME, FIRST NAME — 008530-3 Homeroom K AM Al Day .
OR =

Single Student | ¥ |

From Date [04/0122018 | 75| To Date [050172019 |75 @

Active Onhy

r Late assignments will only be visible for the
date range selected.

6 Sort Options ® student Name O Teacher
Print Options English Only |v | °

English with Home Primary Language

Home Primary Language

Grade Book Tip!
To print a Progress Report without assignments, select the “From
Englsh Only Date” and “To Date” to be the same as the date the report is being

o — printed (ex. From 05/01/2020 — To: 05/01/2020).

English with Preferred Language

Preferred Language
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Clark County School District
Employee Business Training

Report Cards

Grades will not auto-populate. Determine grades by analyzing trends. 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. Report cards are printed by the classroom
teacher or by the administration at the school.

- | IMPORTANT!

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

Grading will be done for the following: Strands/Domains and

Semester (Subject Grade), Successful Learner Behaviors, and Report Card Comments. §

S

3

Tasks Requiring Grades (Strands/Domains and Semester) S

Section: Reading (K) Section: Math (K) Section: Science (K) e

Task: Semester 1 & 2 Task: Semester 1 & 2 Task: Semester 1 & 2 s

Task: Reading Literature Task: Counting and Cardinality Task: Nature of Science 3

Task: Reading Informational Text Task: Operations and Algebraic Thinking Task: Physical Science g

Task: Reading Foundational Skills Task: Numbers and Operations in Base Ten Task: Earth and Space Science 3

Task: Measurement and Data Task: Life Science E‘

Section: Writing (K) Task: Geometry S

Task: Semester 1 & 2 Section: Health (K) .~3

Section: Language (K) Task: Semester 1 &2 é

Section: Speaking and Listening (K) Task: Semester 1 & 2 S
Task: Semester 1 & 2 Section: Social Studies (K)

Task: Semester 1 & 2

Grades must be entered for each Strand/Domain and Semester for ALL sections that have been identified on
the report card. Select the tasks, listed above, from the Task drop-down menu.
(See the following pages for the steps for entering these grades.)
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Clark County School District
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Posting Grades for Report Cards

Posting grades for report cards will be done at set times throughout the year.
NOTE: If a student is being withdrawn from a teacher’s sections AND grades have been posted to the report card (Semester 1 or 2),
a report card should be printed BEFORE the student is withdrawn.

1. Select Post GraDES from the Index Menu on the left.
2. Select the appropriate Term, Section, and Task
(Strand or current Semester).

Note: Trends will appear in each section for a standard or cluster automatically
if there are two or more assignments with scores. You can also generate a
section summary or grade book export to determine a trend.

3. Select the Grade drop-down menu.
4. Grades ARE NOT entered for standards/clusters (sub-standards).
5. Click SAVE.
o haruction > ° Term [ Y (08729/16 - 07/20117) [+ | Section [ Reading) 001210-3 Reading K [ | Task [ RLK: Reading Literature ZI_I
7 LﬂJ Q 5 )t Grade, Comment [ Multi-Post Grades lGraphs [ show [~ ] Post by [ Standard/Grading Task S"A?

Posted I In Progress |
| Report Card Comments | Canned Commend| Grade |Evidenee

=

Percent | Grade

(I ™
L]

Sub-Standards for Reading Li e

RL.K.(1-3): W/supp. use details to ask/answer questions ;

retell stories w/ details.

RL.K.(4-6): W/supp. ask/ans. ?'s about unknown words;
D text type; define auth.fillus.

©

RL.K.(7-9): W/supp. describe how illus. support text &
compare character in stories.

RL.K.(10): SWBAT participate in group reading activities

w/purpose & understanding.
e—

| Manage |

Manage

o } Post Grades

& OKBe

| Manage | 2

NA

Grade Book Tips!

1. When the Task is set to enter the grade for a required Strand/Domain, /n Progress data is displayed. The Grade

(Trend) and the Evidence (Sparkline Proficiency Graphs) can be used to make grading judgements.

2. When the Task is set for entering the Semester 1 or 2 grade, by selecting All Standards and Grading Tasks or
Post by drop-down menu, the /n Progress data will display so that the Trend and Sparkline

Student from th
Proficiency Graphs for the subject’s Standards can be used to make grading judgements.
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Clark County School District
Employee Business Training

Fill Percent, Grade, Comment (Optional)

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

Term | v (08/13/18 - 05/23/19) |+ | Section | Reading) 001210-6 Reading K [fask | RLK: Reading Literature _|

| Save | | Fill Percent, Grade, Comment @LPD&T Grades | Graphs Post by | Standard/Grading Task

For this example, a grade is being added to the Kindergarten Fill: Percent, Grade, Comment
. . . Applies the same value to multiple students
Reading Strand (Reading Literature). ] Fercentoge

1. Click FiLL PERCENT, GRADE, COMMENT. I
2. Check the Grade box and select the grade from Grade

5 0D
the drop-down menu. ]

|:| RL.K.(7-9): Wisupp. describe how illus. support text & compare character in stories.

<
)
L)
L
S
(o)
N
)
. B
3. Leave the Strand/Domain checked. 2 s
4. Uncheck each standard/cluster under the Tasks’ strand. )
o t x
5. Do not select any of the Canned Comments. [ commen S
6. Click FiLL. Q
. . )
7. Verify grades and click SAVE. °
Students E
Al v O
wv
S
£
g Tasks
Step 5 requires the standards/clusters. for the e K Reacing Lisrsture 8
STRAND be unchecked BEFORE seIeCtmg the RL.K.(1-3): Wisupp. use detailz to askianswer guestions ; retell stories w/ details. Q
FiLL button. ° [] RL.K.(4-8): Wisupp. ask/ans. T's about unknown words; ID text type; define auth.filus. -‘é
S
—

RL.K.(10}): SWBAT participate in group reading activities w/purpose & understanding.
@ Canned Comments
Selection Method

child is exceeding standards.

child i= meeting standards.
] % our child is approaching standards.

(o) (7] (o]
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Clark County School District
Employee Business Training

Successful Learner Behaviors

1. Select Post GraDES from the Grade Book Tip!
Index Menu on the left.

Use the Fill Percent, Grade, Comment button to fill all grades at one time (See page 15).

2. Select Homeroom AM Section. Py pgy p,
3. Select the LEARNER BEHAVIORS ‘ 2 ) { 3 )
from the Task menu.

Term [ Y (08/29116 - 07/20117) [/ | Section | AM) 008530-3 Homeroom K AM Al Day || Task [ SLB.1: Observes School Rules

4. SelectE, S, or Nfromthe Grode |l o

[ save | [ Fnpercent, Grade, Comment | | Muti-Post Grades | Graphs [Show [] Post by [ Standard/Grading Task ~]
drop-down menu.
c. Cliokme
' ’ I = I I Posted I I In li’rogress }
Students Percent Grade Report Card Comments Canned Comment | Grade Evidence
ESN grading scale: = s
: n ]
E = Exceptional Progress -'. s ] ] ‘g
S = Satisfactory Progress @ E >
N = Needs Improvement E DO NOT enter o
Report Card Comments. S
- 9 o —] S
° } Post Grades .
7 1 :TZBE :] EZI Manage E
«Q
)
o
Report Card Comments g
1. Select Post Grapes from the Index Menu on the left. (2) (3) =
2. Select Section o’ g
HoMErROOM AM = Instruction ¥ Term | Y (08/28/16 - 07/20/17) [+ | Section [ AM) 008530-2 Homeroom K AM All Day || Task [ 2TC: 2nd Term Comments ] S
3. Select the TaSk (1ST ° Save I | Fill Percent, Grade, Comment | ‘ Multi-Post Grades | Graphs | Show |« | Post by ‘Standardrﬁrad'mg Task i] ;
TERM COMMENTS or Post by Standard/Grading Task é
2ND TERM COMMENTS). — S £
4. Type or paste Students Percent |Gmda |ReporlCardCommnh |l:nnnedCommeﬂt Grade |Eviclan|=a

. 0K A
comments in each #12
text box.

5. Click SavE.

l [ug Best Practice: Type

& e

0K A T comments in a word
1 e ‘ ‘ processing document, copy,
1 L]

0K Am T and paste into the Report
* ‘ ‘ Card Comments area.
0KB — 3 | I (1,200 character limit)

° Post Grades
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Printing Report Cards

Clark County School District
Employee Business Training

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.

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

2. Click the ELEMENTARY REPORT CARD link.

fgie

Custom Links and Reports (4)

™= Instruction ~

504 Teacher Report

Late Assignment
Elementary Report Card
Elementary Progress Repor

Custom Links and Reports

Select the section Homeroom AM.

Select all students.

Leave Effective Date set to default (today’s date).

Select TErm 1 (Semester 1) or TErv 2 (Semester 2).

Set appropriate Attendance Term 1 Ending Date.

(See Elementary Report Card Calendar for this date.)

8. From the Print Options drop-down menu, select
ENGLISH ONLY or ENGLISH WITH HOME PRIMARY
LANGUAGE (to generate a Spanish Report Card).

9. Click GENERATE REPORT.

NowunhsWw

IMPORTANT!
=1 | Dates when all grades must be finalized and posted can
l be found at: training.ccsd.net > GRADE BOOK >

# | Kindergarten > Attendance, Progress Report & Report
Card Calendar.

nty Elementary Report Card
Thie report will katch print Elementary report cards.

Section 008530-1 Homeroom K AM All Day -

Students 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

7N
& Effective Date 01/062020 |75 m @
Attendance Term 1 Ending Date 12/2002018 |

Print Options (descriptons below) Englsh Only [=] @

English with Home Primary Language
Home Primary Language

English with Preferred Language
Preferred Language

Sort Options.

@ student Name ' Homeroom Teacher

English with Home Primary Language — The report card will print in both English as wel as the student's Home

Primary L if that L 3 in the Multi-L Editor.

Home Primary Language — The report card will print in the student's Home Primary Language only if that Language is
ion in the Multi-L Editor.

English with Preferred Language — The report card will print in both English as well as the student's Preferred

L if that L is ion in the Multi-L Editor.

Preferred Language — The report card will print based on the student's Preferred Language only if that Language is
ion in the Multi-L Editor.

English Only — The report card willssiat in English only

Generate Report 9

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

Grade Book Tip! When printing the Semester 2 Report Card, STRAND grades for Reading, Mathematics, and Science appear in the Semester 2 J

Overall Grade column (no longer displaying in the Semester 1 column).
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Clark County School District
Employee Business Training

‘ 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 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. Select Post GraDES from the Index Menu on the left.

2. 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).

3. Grades may be present. To change these grades, use the Grade field.

S
V
-~
=
(o]
(&)
]
4. Click SAVE. , , E
e Term | ¥ (08/29/16 - 07/20/17) ' | Section | Reading) 001210-3 Reading K | JTask | Progress Grade ¥ | S
]
S
IMPORTANT! a
Print the report card or B e T e L__inPogress | >
progress report before oK 4 i 1 Note: Trends will S
i #1 —l [ ’ Q
the office enters the | e e

& | student’s End-Date in @ ' fpp rin each secton S
Infinite Campus. This will 1| oras ar_‘ ar 'or cluster E‘
# | ensure the grades are s : — ! : automatically if there S
posted and that your l #12 \ | & . are two or more z
name appears on the assignments with 5
report card. Save this 1 fr [ 10F " scores. You can also é
report card as a PDF for Post Grades a — — ~ generate a section £

future access. summary or grade book

export to determine a

Grade Book Tip! ~trend.
To enter grades for a report card:
1. When the Grading Window is open, trends 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 section’s
trend information to be entered into the report card — Semester 1 or 2 record. ‘/
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Transfer Grades

Clark County School District
Employee Business Training

When a student enrolls in a section, scores/grades do not automatically transfer. There Reports
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 to input in his/her grade book for the student.
Teachers are not required to use transfer grades.

Favorites

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

NEW report display and
Favorites menu features.

Method T - Using Student Summary Report

0

Teackher 7 (the student is beng withdrawr)
1. InInstruction, select REpoRrTs from the Index Menu
on the left.

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
2 Student Summary
N

<
8
1
(o]
(&)
N— =
2. Inthe Reports menu, select STUDENT Student Summary =
SUMMARY. Instructions E:omext s
. . This report is suitable for handing out to students. It is split into two main i "
3' Select the approp”ate Term and SeCtIon- The Grade Summary includes both in-progress and final grades as well &m Section .
4- For the Report Options Se|eCt the ta::;glnmemca(egory(otals, The Assignment Detail organizes the assig| Y-(08/13/18-05/23/19) v Reading) 001210-2 Reading K v E
desired fields. Q
: = )
5. Forthe Format Options select the Report Options Format Options 3
desired fields. ""9;"';"“"96 :1 s Multiple Students Per P == G
A L. tudent Grades Summary - Multiple ents Per Page Student Name v Alternate Grade Rows
6. Se|eCt |nd|V|dua| Students or a”. Student Grades Summary - One Student Per Page ¥ Aternate Assignment Rows g
. . oshow Assignment Detail - One Student Per Page Q.
7. Select the assignments to be included. @ £
Show These Assignment Detail Fields: Display Student
8. Select GeneraTE PDF (or Word DOCX). % ame @ score O Name S
. Categcry Name Points Possible Number )
9. Repeat steps 3-8 for all sections. & Due Date Percent Q
.. | Assigned Date % score Comments 'E
10. Select cLose when finished. Multiplier ¥ student Instructions S,
Grade Summary Extra ltems E
Show Assignment Categories Parent/Guardian Signature
Show Total Points Attendance Summar
Show In-Progress Grade Studentlevel Comm:nls
% show Final Grade Hide Exempt Assignments
Show Grade Percentages Report Card Comments
Teacher Comments (printed for each student)
Select Students Select Assignments
" Name t Sudem # Grade (% select All gand All
& » v 001210-6 Reading K e
Bu 12 0K

o Generate PDF v Close
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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 previous section, as determined by the
receiving teacher.

Settings
Grade Book Setup &
1. In Settings select Score Corier under Grade Book Tools. P grnomEzale
2. The Copy Scores window allows teachers to view the Student Summary for A/l Z:E,:;:t e 0K

currently-enrolled students or just for New Students (enrolled for five days or fewer). ﬁz”u";:‘l';ﬂ 0K
3. To access a Student Summary report for the student’s previous section at your

Grade Calc Options
school, select VIEw STUDENT SUMMARY.

Settings

0K

Section Groups
oK

4. An additional option is available to copy scores into your grade book from the _ Grade Book Tools
student’s previous section at your school. e o
a) Click Copy Scores to view assignments and scores. @ ;‘::::;‘tp:“ﬁ oK
b) Assignments with a match in the new section will be listed on the
right under the destination
section (TO:)' [L:F::::::Irfjmpyassignment scores for students who have been added to your section. ~

c) If an assignment does not have

a direct match, click SELECT
DESTINATION ASSIGNMENT to see a
list of possible destination
assignments.

Students display if they a:fe in another section you teach, or from a section with the same Course Name or Course Number as the cumrent section.

View Student
Summary Copy Scores 4a
View Student
Summary Copy Scores

CUN Mew Students

Student Name

StudentKDGA-Last, First Name

StudentK DGA-Last, First Name

Section

001210-4 Reading K

001410-3 Writing K
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d) Click SavE to copy scores into the
, .
student’s new section. StudentKDGA-Last, First Name 001610-2 Language K Vi:‘:rf:j;”t [ Comsom |
L
Grade Book TiPS! Copy Scores - Last, First Name

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

2. Copied scores automatically include
a comment indicating where the

Select destination assignments for the scores to be copied to.

From 001210-4 Reading K To 001210-3 Reading K

LCL: Lower Caseletter
08/28/2018

LOWLE: LOWER CASE LETTERS

Demaonstrate understanding ... 1 09/07/2018

AJl: Auther/IlHustrator

09/07/2018 Select Destinaticn Assignment

)
)

Wisupp. ask/ians. ¥s about u... 1 |

PAGE
21

assignment’s score originated.
() ==
S
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Employee Business Training

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 Kindergarten Standard.

1. Add a new assignment using the title Transfer Grade for

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 the SCORE button to complete the transfer grade 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.

. Assignment Detail
each section’s standards. (See pages 8 and 9 for —
creating an assignment.) 'Z:Z:l?ﬁ:‘ L ;‘
. - e
2. Use the Student Summary Report to enter the previous ¥ Scheduling Grading Algament
. . . Section Portal *Assigned “Due *GB Seq Student Group
grades into the Transfer Grade assignments. It is at the (— - — -
. . . . X Reading) 001210-6 Reading K [porrarore | [pererote | o) ‘eGrmus
discretion of the new teacher to determine which grades Torms ¥ - -
to input in his/her grade book for the student. = -
Formative Q
£
Include in Grade Calculation [}
(&)
*Standard/Grading Task Scoring Type a
% [ RLK(1-3) Wisupp. uss details to asi/ans |v| 'Q
=
use details to ¥
ns ; retell stories w/ ]
x
:::;m; words; ID text type; define . °
o | IMPORTANT! ALK (1-3) Wisupp. vac dctols o sakians || ,_.g
. When entering the score for a new Transfer Grade o
8 assignment, all other existing students must be excluded ‘g
for the assignment. (See page 10 for Exempt grade code.) G
(%]
=
Q
5
o
V
B
=
g
—
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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. In Campus Instruction, select CUSTOM LINKS AND REPORTS
from the Index Menu on the left.
2. Select ELEMENTARY PROGRESS REPORT.

Infinite ¢~

Campus

Custom Links and Reports (4)

™ Instruction ~

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.

Custom Links and Reports

3. From the Select by Section field choose Homeroom AM

Report Options

Select Students by
° Select by Section | TEACHER LAST, FIRST NAME — 008530-3 Homeroom K AM All Day

(A” Day, if indicated). Single Stud:nl: | Last Name, First Name V|

4. Use the Single Student field to choose the needed From Date [0410172019_|5]To Date [0s/0122019_|75]
student. 0 SRR

5. Inthe From Date field, use the initial enrollment date. e ® student ame O Teacher

6. Inthe To Date field, use the final date of student’s Print Options English Only ]
attendance.

7. For Active Only, check mark (select) the box. English with Home Primary Language

8. For Sort Options choose STUDENT NAME. Home Primary Language

9. From the Print Options drop-down menu, select Englsh with Preferred Language
ENGLISH ONLY. Preferred Language

10. Click GENERATE REPORT. Englsh Only

11. Close the report when finished, and click the Back link
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to return to the Instruction Index Menu.
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Teacher 2 (the student /s bernrg enrolled)

For this example, a Transfer Grade is being added to a Kindergarten 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 for the student.

Clark County School District
Employee Business Training

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)/cluster(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 the SCORE button to complete the transfer grade 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

Assignment Detail

“Assignment Name
[Transfer Grade 1)
*Abbreviation Assignmen

B 70
¥ Scheduling/Grading Alignment
Section Portal *Assigned *Due “GB Seq  Student Group
\ B8 | &8 | J
 Reading) 001210-6 Reading K ‘0211412018 |@ ‘0211412013 |@ ‘ 1.DD| No Groups
Terms: ¥
“Category
Formative
Include in Grade Calculation
+Standard/Grading Task Scoring Type
X [ RLK(1-2): Wisupp. uss details to sskians... [ =]

~

(1-3): W/supp. use detaiks to

er questions ; retell stories w/

unknown words; D text type; define
auth.fillus. 9

RLK.(1-3): Wisupp. use defaits fo askians... | a|

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

=
O
4~
=
S
o
=
O
o
=
x
1
x
o
)
Q
V
S
S
S
)
(%]
3
Q
S
Qo
Y
=
=
g
—

Rev G -June 2079




Grade Book Health Checklist

Clark County School District
Employee Business Training

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.

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.

O

O

Q  Grade Calc Options are currently preset at the District level. Verify the settings for each section you teach.
O Categories are determined by the site administration.
Q  Categories have been associated with all applicable sections.
QO Category Weights are not applicable when a rubric system is used; the default weight of 0.0% is appropriate.

MY ASSIGNMENTS HAVE BEEN PLACED AT THE STANDARD/CLUSTER LEVEL

O Assignments placed at the Grading Task Overall Grade will not be included in the section’s trends.

©  Assignments can be moved from a grading task to a cluster/standard if needed.
@ Overall Grade MUST be checked for any of your Assignments placed in the "Does Not Count Towards Grade
category.
QO Assignment Overview can help you check where your assighments are located: by Term, Task, and Category.

@ Assignment Overview is located on the Index Menu on the left.
©  Assignments in the wrong location can be recognized easily and moved appropriately.

| HAVE SELECTED THE CORRECT SCORING OPTION FOR MY ASSIGNMENTS (Rubrics only)

©  The Rubrics scoring option is for use by kindergarten teachers and SBRC schools only.
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