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Infinite Campus Grade Book for Administrators

Printable setup guides are available online at training.ccsd.net. After viewing the
online resources, additional grade book technical support is available. For grade .
i

IMPORTANT!

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

book technical support, contact User Support Services at 702-799-3300, submit a
“Quick-IT” request, or e-mail “Gradebook Help” via Gmail.

‘ Campus Tools vs. Campus Instruction

Infinite Campus provides two applications for the user. Campus Tools allows users 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.

‘ Accessing Instruction from Campus Tools

1. Select the Arp SwiTcHER in the upper-right corner. Bl e &ugor
2. Click the InsTrucTION link. >

7 Instruction ¥ Community

Campus Help (?) provides documents and tutorials from Campus Community
relating to the area of Campus where you are working.

‘ Accessing Campus Tools from Instruction

Infinite Campus Grade Book - Administrators

1. The Open Menu icon will open/hide the Infitte o7

Index Menu (using this allows for additional Campus

display area for the Grade Book). e = Instruction Control Center
2. Select InsTrucTiON (APP SwiTCHER) from the Index

menu at the left. Control Center 19-20 CCSD Elementary School

3. When clicked, Instruction expands to display the

APPLICATIONS window.
4. Click the Campus TooLs icon.

PAGE
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Managing the Grading Window

CCSD will automatically open and close the grading window according to the reporting calendars. Principals and assistant principals
have been given the rights to open and close the grading window for the entire school in the event a teacher does not post grades
within the designated window. Please use CAUTION when opening the grading window for the entire school as previously posted
grades can be changed during this time. If you need to make a grade change for just a few students, directions are found on page
12. If you would like assistance with this process, please call User Support Services at (702) 799-3300 or submit a Quick-IT request.

How to Open the Grading Window for the Entire School (Elementary)

©  As a best practice, generate report cards for all teachers and save the electronic file prior to opening the grading window in
the event grades will need to be restored.

' Ask teachers not to access grade books, due to maintenance, until a time designated by you.
Designate a specific time the window will be opened for the teacher(s) to post grades.

19-20 CCSD Elementary School +

inite istrict Editi
Mé‘am%% | District Edition

Index Search

1. From the Index tab, expand - Grading Window

Infinite Campus Grade Book - Administrators

Grading & Standards Search Campus Tools
and select GRADING WINDOW (NEW), | USERLAST FRsT nae | ViemCrdnaWindow Sy
. . » CCSD Custom Reports Grading Tasks  Standards
2. Verify the appropriate school year | cceoomm
and Calendar name. » Student Information Main
. » Census
3. Click SCHEDULE. S !
* Health [ Progress Grade DUB;:;;‘IZ_IUSDQ}:::" :
a o » Attendance :
Color | Grading Window Status - O Overall Grade
Red Closed Fees [ Semester 1
Eradlng & Standards
Green Open Course Masters O Semester2
Auto Grade Sehedule
Blue Scheduled Grading Window
CI_) Grading Window (new) Close Now
Wh|te NO Grading WindoW Course Catalogs
Course Group Delete 7
Credit Groups
Grading Tasks

— PAGE
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4. Select the CaLEnpAr Grours (year/school name). A search feature is provided if multiple schools are listed.
5. Select the Terms (elementary schools are single term).

6. Click Nexr.
Grading Window
Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
Calendars* Terms*

Dependent on Calendar selection

Search for Calendars or Schools

Type Calendar or School Name Grading Window
Calendar Groups Select All Deselect All @ o @ @

Single Term Select Group Deselect Group Terms
19-20 CCSD Elementary School 1 Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
Set Grading Window Dates Via *
Date Range v

Cancel m @ January 2020 - February 2020 TODAY
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

1 2 3 4 1
7. Select a DaATE Rance for the Grading Window (in this example Cose e s 28 as e 7w
the window has been opened after Semester 1). 1 14 15 16 17 18 ® 10 11 12 13 1 15
a. Choose the correct month(s) by clicking the navigation arrows. 1 [z 23@ v s =
3 24 25 26 27 28 29

b. Click the date to open the window. v memnE
C. CIICk the date to Close the WindOW. ;:2::2;20 " B at 12:00 AM © 0"1’:3::;20 " B at 11:59PM [c]
d. Modify the date/times for the window as required (in this
example the window has been opened after Semester 1). R m ‘
NOTE: The Oren/CrLose DATES AND TiMIES can be used to set the

Grading Window

required Grading Window alternatively.
8. Click Nexr. © © s ) O,
9. Select the appropriate GrapinG Tasks (Semester 1 or Semester 2). setfems SeefeedTme Ssedfednoles S fee
10. Click NEexr. Grading Tasks &msum..msam..

Select All Deselect All Expand All Collapse All

Infinite Campus Grade Book - Administrators

Important! Opening the grading window provides opportunity for all @ DProgres bt
teachers to re-post grades to Semester 1 or 2. An abbreviated time of e 2 PAGE

opening the window and a message to staff to exit Infinite Campus is
recommended. Set the date for the SAME day, and the time for a short

number of hours to limit access. Provious | Cancel m
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11. Select the SuccessruL LEARNER BEHAVIORS and Grading Window

TeacHER CommENTS (click to expand for 157 0r 2nD @ @ @ °
TERM COMMENTS) from Standards (ScrO” to the Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
end of the listed items to locate). . e o o et

12. Click NexT. Select Al DeselectAll  Expand All  Collapse All

13. Verify that all SuccessruL LEARNER BEHAVIORS and
appropriate Termv CommenTs will be opened as scheduled
(use the Previous button to change selected items).

14. Click FinisH (use FinisH & STarT Over if additional grading
windows are to be scheduled).

B Readina Note: Multiple sets of subjects may display in the listed

P Standards. Do not select any of these choices. ONLY select

-fgsgt'a";;:"d Listening SUCCESSFUL LEARNER BEHAVIORS and TEACHER COMMENTS for
B Math the appropriate Term (1st or 2nd Term Comments).
Science
B Physical Education
Wl Library
v d B Successful Learner Behaviors
- - [ Observes School Rules
Gradlng Window [ Follows Classroom Rules.
[ Follows Directions
@ @ @ @ o &4 O Accepts Responsibility

[ Works Independently -
Select Terms Select Date & Time Select Grading Tasks Select Standards Preview [ Works Cooperatively
[3 Completes and Returns Homework on Time
D Quality of Work

Yy YvTYTYTYTFVYTYY ¥

Calendar To Preview

19-20 CCSD Elementary School b M Teacher Comments
¥ & 0 1st Term Comments
Existing o [ 2nd Term Comments ]
—_ —
Semester 1 01/22 12:00 AM - -

01/24 11:58 PM

Successful Learner Behaviors
Previous Cancel
01/22 12:00 AM -

Observes School Rules 01/24 11:59 PM
01/22 12:00 AM - . -
Follows Classroom Rules 01/24 11:59 PM Gradlng Window
01/22 12:00 AM - View Grading Window Status By

Follows Directions 01724 1159 PM
Grading Tasks  Standards

Accepts Responsibility 01/22 12:00 AM -
- — 01/24 11:59 PM et
ain
01/22 12:00 AM -
Works Independently Do 12a o

Infinite Campus Grade Book - Administrators

Works Cooperatively glﬁ h?gg -;m = ¥ )
Completes and Returns Homework on Time g:ﬁ ﬁgg ';‘m : O Progress Grade gg‘;;g :‘ﬁgg ?’m ’
Quality of Work g:ﬁ ﬁgg ';‘u - O OverallGrade @

p— oz o

O

Teacher Comments
01/22 12:00 AM -
1st Term Comments 01/24 1159 PM . Semester 2
— —
-

15. Grading Window displays the Grading Tasks: Progress Grade and . IMPORTANT! PAGE
]

Semester 1 OPEN (See Page 2 for Color Key). Close the grading window as soon as
changes have been completed.
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Closing the Grading Window for the Entire School (Elementary)
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Closing the Grading Window is only necessary should the school wish to close the window earlier than previously scheduled (See

Page 3 step 7).
1. From the Index tab, expand Grading &
Standards and select GRADING WINDOW (NEW).
2. Verify the appropriate school year and calendar name.
Click CLose Now (the display automatically changes to

Step 1: Select Terms).

Select the CaLenpar Grours (year/school name). A
search feature is provided if multiple schools are listed.

5. Select the TeErms (elementary schools are single term).

6. Click Nexr.

7. Select the appropriate GrabinG TAsk (Semester 1 or Semester 2).
8. Click Nexr.

Infinite (L~ =i -
nfé'amgs | District Edition e

Index Search

Search Campus Tooks

USER LAST, FIRST NAME
» CCSD Custom Reports
CCSD Datalab
» Student Informaticn
» Census

» Behavior

Color | Grading Window Status .
» Attendance
Red Closed * Scheduling
» Fees
Green Open Erading&slandams
Course Masters
Blue Scheduled Auto Grade
Grading Window
White | No Grading Window G Grading Window (new)
Course Catalogs

Course Group

Credit Groups

Grading Tasks

- Grading Window

“  View Grading Window Status By

Grading Tasks  Standards

Progress Grade
Overall Grade

Semester 1

| or R e e )

Semester 2

19-20 CCSD Elementary School v

a

01/22 12:00 AM -
01/24 11:59 PM

Note: User MUST click the drop-down
arrow to choose Close Now. If the Schedule
button is clicked, Grading Window steps
default to scheduling a grading window.

08/12 12:00 AM -
05/22 11:59 PM

Schedule
Delete

Close Now
Schedule v

P Feedback

Select Terms

Grading Window

O

Select Grading Tasks

Calendars *

O

Select Standards

Terms*

Dependent on Calendar selection

Grading Window

© @ ) O,

Select Terms Select Grading Tasks Select Standards Preview
Grading Tasks Include Children on Selection
Select All Deselect All Expand All Collapse All

[ Progress Grade

[} Overall Grade
¥4 D Semester 1

[) Semester 2

Search for Calendars or Schools

Type Calendar or School Name

©

Calendar Groups
Single Term
19-20 CCSD Elementary School

Select All Deselect All

Select Group  Deselect Group

Cancel

O,

Terms

— @

Preview

Infinite Campus Grade Book - Administrators
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9. Select the SuccessruL LEARNER BEHAVIORS and TEACHER Grading Window
Comments (click to expand for 157 0r 2nD TERM COMMENTS) @ @ o @
from Standards (ScrOII to the end Of the IISted |tems Select Terms Select Grading Tasks Select Standards Preview
to locate).
. Standards Include Children on Selection
10' CI ICk N EXT. Select All Deselect All Expand All Collapse All
11. Verify that all SuccessFuL LEARNER BEHAVIORS and appropriate
. > 3 M Reading Note: Multiple sets of subjects may display in the listed
Term Commvients will be opened as scheduled (use the »D W writing P ! v aspay
) » ") B Speaking and Listening  Standards. Do not select any of these choices. ONLY select
PREVIOUS button to change selected items). s Pmrguage SUCCESSFUL LEARNER BEHAVIORS and TEACHER COMMENTS
12. Click FinisH (use FinisH & STtarT Over if additional grading  Zmscience for the appropriate Term (1st or 2nd Term Comments).
. > ysical Education A
windows are to be scheduled). > mLibrary - w
v \d B8 Successful Learner Behaviors N
Grading Window [ Observes School Rules 8
[ Follows Classroom Rules S
@ @ @ o [ Follows Directions h
[ Accepts Responsibility K
Select Terms Select Grading Tasks Select Standards Preview [ Works Independently - E
Calendar To Preview [ Works Cooperatively o~
[ Completes and Returns Homework on Time E
19-20 CCSD Elementary School o [ Quality of Work ]
Y E I Teacher Comments <
2 e [ 1st Term Comments !
—_ pre — d [ 2nd Term Comments - =
01/22 12:00 AM - 01123 1200 AM- (=}
Semester 1 01/24 11:59 PM 01/23 01:00 PM =
Successful Learner Behaviors ?)
Observes School Rules glgﬁ ﬁgg ';m : g:g ;1233 Q:: : Previous Cancel m .g
01/22 12:00 AM - 01/23 12:00 AM - ~
Felgus @krrerm Rl 01/24 1159 PM 01/23 01:00 PM Grading Window )
- 01/22 1200 AM - 01/23 12:00 AM - “
Follows Directions 01/24 1159 PM 01/23 01-00 PM View Grading Window Status By a
Accepts Responsibility ,@.- glg ﬁgg ';‘m . g:g; ;1233 th: ) Grading Tasks  Standards §
- - 0123 1200 AM - Main
Works Independently glg mm 01/23 01:00 PM e
) 01/22 12:00 AM - 01/23 12:00 AM - 4 3
okalioopeatiay 01/24 11:53 PM 01123 01.00 PM N =
08/12 12:00 AM - S
Completes and Returns Homework on Time O Progress Grade 05/22 11-59 PM “E
Quality of Work 01/22 12:00 AM - 01/23 12:00 AM - [ Overall Grade @ -~
01/24 11:59 PM 01/23 01:00 PM 3 Semestor 01723 12-00 AM -
Teacher Comments 01/23 01:00 PM
15t Term Comments ] @ R . I | D Semester2
Previous  Cancel | Finish ® Fecdback
13. Grading Window displays the Grading Tasks: Progress Grade — OPEN and Semester 1 CLOSED (See Page 5 for Color Key). PAGE
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How to Open the Grading Window for the Entire School (Secondary)

©  As a best practice, generate a Grades Report for all teachers and save the electronic file prior to opening the grading
window in the event grades will need to be restored. See the Reports section of this guide for assistance in generating the
Grades Report. Principals and assistant principals can open the grading window.

O Ask that teachers not access grade books, due to maintenance, until the designated time that you set. Designate a specific

Grading Window

4. Select the CaLenpar Groups (year/school name). 0 @ @ @
A Search featur‘e |S pr‘oV|ded |f mult'ple Schools are I|Sted_ Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
5. Select the appropriate Terwvis (1, 2, 3, or 4). N Terma

. De; Calendar selection
6- CI |Ck N EXT- Search for Calendars or Schools
Type Calendar or School Name

NOTE: Only ONE term should be selected when opening the

time the window will be opened for Hgee> | st aton e T -2
the teacher(s) to post grades. : ]
1 ndex Search . .
Grading Window
Search Campus Tools
. Main
1. From the Index tab, expand Grading USER LAST, FIRST NAVE = - - - -
» CCSD Custom Reports
& Standards and select GrRapING ooe Grad 09/03 12:00 AM - 11/06 12:00 AM - 03/01 12:00 AM - 04/0112:00 AM - o
W, ( ) CESD Datalab rogress Grade 09/1211:50 PM 1148 11:59 PM 03/2011:50 PM 04/20 11:50 PM 8
INDOW (NEW). » Student Information
2. Verity the asoropriate school year and | = S— woren.  wmemw  mmese oeow | B
" penaer O Quarter Final 10/07 12:00 AM - 12/1712:00 AM - 02/03 12:00 AM - 05/1512:00 AM - )
calendar name. * Health e e 10/17 11:59 PM 01/0811:59 PM 02/12 11:59 PM 05/26 11:59 PM S
» Aftendance
; 12/1712:00 AM - 05/1512:00 AM - g
3. Click SCHEDULE. » Seheduiing 5 Sxm=tmlEm 01/08 11:50 PM 05/26 11:50 PM S
T O Semester Grad 12/17 12:00 AM - 05/1512:00 AM - <
Color | Grading Window Status pooins & Stenaeres e 00D 0 52 /2 DTS :
Course Mesters E) @ 10/07 12:00 AM - 12/17 12:00 AM - 02/03 12:00 AM - 05/1512:00 AM - %
Red Closed Auto Grade HepsE) 10/17 11:59 PM 01/08 11:59 PM 02/1211:59 PM 05/26 11:59 PM o
Grading Window - m
1 > Grading Window (new) Q
Green Open C Course Catalogs Close Now .g
Course Group 1 .
Blue SChedUIed Credit Groups Delete w
)
. . . Grading Tasks :
White | No Grading Window SO ... - @ ot 3
S
(9}
Q
)
-~
=
S
£

. . . . . Calendar Groups Select All Deselect All '_I_|
grading window during a grading period. el Terms
. ( 4 19-20 CCSD Secondary School TN
If a SECOND term must be opened to correct previous term

PAGE
grades, remember to check BOTH terms before clicking Next.

paneel @
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. . . . Grading Wind
7. Select a Da7e Ranae for the Grading Window (in this example racing Tndow
the window has been opened after the Progress Report for Q2). () (- ] () (+)
. . . . Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
a. Choose the correct month(s) by clicking the navigation arrows. ’
Set Grading Window Dates Via *
b. Click the date to open the window. Date Range . O
c. Click the date to close the window. November 201 - December 2019 ToDAY
d. Modify the date/times for the window as required (in this Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr sa e
example the window has been opened after Semester 1). e r e s e
3 4 5 6 7 8 9 9 0mMm 12 13 14
NOTE: The Oren/CLose DATES AND TiMES can be used to set the o oW owme 156 vt omom |
required Grading Window alternatively. @ 2 om w2 ow
8 C“Ck NEXT ® 25 26 27 28 30 29 30 31 ©
. . »
Open Date and Time Close Date and Time 3
Important! Opening the grading window provides opportunity for all tierne B =t 1z004M © 1172072019 et 1159PM ® g
teachers to re-post grades to Semester 1 or 2. An abbreviated time of 2
opening the window and a message to staff to exit Infinite Campus is Cancel m @ E
recommended. Set the date for the SAME day, and the time for a short - h <]
number of hours to limit access. Grading Window <,:
X
_ , ® © o (+) (=) S
9_ CI'Ck the grad|ng taSkS to be opened: Select Terms Select Date & Time Select Grading Tasks Select Standards Preview [«a]
. . )
a. Term 1 - Progress Grade, Quarter Grade (Q1) and/or Citizenship. | cuingmse Include Chidren on Selection 'g
b. Term 2 - Progress Grade, Quarter Grade (Q2), Quarter Final, L R T - @) ]
i . "
Semester Exam, Semester Grade, and/or Citizenship. 0 Progrss orade Note: Choices will vary according to g
c. Term 3 - Progress Grade, Quarter Grade (Q3) and/or Citizenship. QQuarer vl @ Term and School Type. Only select g‘
d. Term 4 - Progress Grade, Quarter Grade (Q4), Quarter Final, Qsemestar Grade those that are being edited. S
Semester Exam, Semester Grade, and/or Citizenship. ]
i s
10. CIICk NEXT. Previous Cancel m ;;
11. Click NexT. Grading Window £
Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
Standards Include Children on Selection

Select All Deselect All Expand All Collapse All

There are no tasks found associated to courses in the selected terms

Previous Cancel Next @

PAGE
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12. Verify the GrapivG Task(s) will be opened as scheduled  [Grading Window
(use the Previous button to change selected items). @ @ @ @ e

Select Terms Select Date & Time Select Grading Tasks Select Standards Preview
Color Grading Window Status Calendar To Preview

19-20 CCSD Secondary School v
Red Closed

Q2
Green Open Existing After
11/06 12:00 AM 11/19 11-00 AM -

Blue Scheduled Progress Grade @ 1HE 1159 PM /20 0B:00AM
White | No Grading Window

Previous Cancel Finish Finish & Start Over

wv
L.
13. Click FinisH (use FinisH & START OvER if additional Grading Window .g
. . Main
grading windows are to be scheduled). - — 0 = = .u‘:;
. . . - S
14. Grading Window displays the Task: Progress Grade OPEN. B Progress Grade 1007 12004M- 1119 110t CaEiie | S =
O Quarter Grade 10/07 12:00 ANI - 12/17 12:00 AM - 02/03 12:00 AM - 05/1512:00 AM - ~§
10/17 11:59 PM 01/08 11:59 PM 02/12 11:59 PM 05/26 11:59 PM q
10/07 12:00 ANI - 12/17 12:00 AM - 02/03 12:00 AM - 05/1512:00 AM -
IMPORTANT! O Quarter Final 17 11:50 PU 01/08 11:50 PM 02/12 11:50 PM 05/26 11:50 PM ¥|
Close the grading window as soon as — 71200 A8 . o
# | changes have been completed. o SemecterBram 01/08 1150 P 05/2611:59 M =
D semes °
O cii h 10/07 12:00 ANI - 12/17 12:00 AM - 02/03 12:00 AM - 05/1512:00 AM - E
=y 10117 11:50 P 01/08 11:50 PM 02/12 11:50 PM 05/26 11:50 PM G}
g — B )
=
Q
 Fecdback &
(S}
o
[
g
S
=
=
=
—

PAGE
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Closing the Grading Window for the Entire School (Secondary)

Closing the Grading Window is only necessary should the school wish to close the window earlier than previously scheduled (See
Page 8 step 7).

. infiste 22 pistrict Edition e 19.20 CCSD Secondary School v @A $§ @ - LogOf
1. From the Index tab, expand Grading & P B
naex e Grading Window
Standards and select GRADING WINDOW (NEW).
Main
2. Verify the appropriate school year and e —— : @ a @ o
; 0o e Grad 10/07 12:00 AM - 11/19 11:00 AM 03/01 12:00 AM - 04/01 12:00 AM - -
calendar name. CCSD Datalab fogress Brace 10A1711:50 PM 1120 08:00 AM 08/20 11:50 PM 04/20 11:59 PM
3. Click CLose Now (the display automatically changes | ‘e D QuaterGrade WEEL | REETE | @WEDT. | SR
. p y y g > Census 10/17 11:59 PM 01/08 11:59 PM 02/1211:59 PM 05/26 11:59 PM
» Behavior
to Step 1: Select Terms). 0 Qoo SO R memn | hEw
4. Select the CaLenpar Groups (year/school name). S I Ta17 4200 A1 0515 12.00 A0
A search feature is provided if multiple schools B e s
p p rading & Standards d 12/1712:00 AM - 05/1512:00 AM -
are ||Sted Courss Hasters D Semester Grade 01/08 11:50 PM 05/26 11:59 PM
Auto Grade : - ! - y - | -
5. Select the appropriate TERMS. C> g i B Cutzenshp Frel B el B el B
. 1 Grading Window (new) =
6. Click NEexT. Course Cataogs ' Note: User MUST click the drop-down arrow to choose |
7. Select the appropriate GRADING TASKS. — osetow Close Now. If the Schedule button is clicked, Grading
8. Click NexT Grading Tasks Delete Window steps default to scheduling a grading window.
* * Score Groups & Rubrics o —

Grading Window Grading Window
Select Terms Select Grading Tasks Select Standards Preview Select Terms Select Grading Tasks Select Standards Preview
Terms*
*
Calendars Dependent on Calendar sclect Grading Tasks Include Children on Selecti

Infinite Campus Grade Book - Administrators

Search for Calendars or Schools
Type Calendar or School Name

ion
@ Select All Deselect All Expand All Collapse All m

(Y Progress Grade

Calendar Groups Select Al Deselect All O Quarter Grade
Single Term Select Group Deselect Group ITerms I D Quarter Final
[) Semester Exam
19-20 CCSD Secondary School 1N 3| 4 [)Semester Grade

[ACitizenship

Cancel Next Previous Cancel Next e
@ ‘ pAcE
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Grading Window

©

Select Terms

9. Click Nexr.

10. Verify the open GrapivG Task(s) will be closed (use the
PREVIOUS button to change selected items).

11. Click FinisH.

Grading Window

©

(+)

Preview

©

Select Grading Tasks

Select Standards

Standards Include Children on Selection

Select All Deselect All Expand All Collapse All

© © o

There are no tasks found associated to courses in the selected terms

Select Terms Select Grading Tasks Select Standards Preview
Calendar To Preview Previous Cancel m @
19-20 CCSD Secondary School v
Qz
isting After

@ 11/19 11:00 AM 1119 12:00 AM - -
11/20 08:00 AM 11/19 11:10 AM
et @ rieh

Grading Window

Progress Grade

12. Grading Window displays the Task:
Progress Grade — CLOSED.

Rev E - October 2079

[3 Progress Grade

[ Quarter Grade

[ Semester Exam

Schedule v

ai

10/07 12:00 AM -
10/17 11:39 PM

10/07 12:00 AM -
10/17 11:59 PM

Q2

11/19 12:00 AM -
11/19 1110 AM

12/17 12:00 AM -
01/08 11:59 PM

12/17 12:00 AM -

a3

03/07 12:00 AM -
03/20 11:59 PM

02/03 12:00 AM -
02/1211:59 PM

Q4

04/07 12:00 AM -
04/2011:59 PM

05/15 12:00 AM -
05/26 11:59 PM

COIor Gradlng WIndOW Status [ Quarter Final 10/07 12:00 AM - 12/17 12:00 AM - 02/03 12:00 AM - 05/15 12:00 AM -
1 259 PM 01/08 11:59 PM 02/12 11:59 PM 05/26 11:59 PM
Red Closed -

05/15 12:00 AM -

@ Feedback

2
]
L)
S
£
)
£
g
<
<
]
x
)
)
Q
Q
<
S
L .
(G
(%)
S
Q
g
S
Q
Q
=
S
1S
—

Green Open 01/08 11:59 PM 05/26 11:59 PM
12/17 12:00 AM - 05/15 12:00 AM -

Blue Scheduled D Semester Grade 01/08 11:50 PM 05/26 11:59 PM
White No Grading Window O Gitizenshi 10/07 12:00 AM - 12/17 12:00 AM - 02/03 12:00 AM - 05/15 12:00 AM -
P 10/17 11:59 PM 01/08 11:59 PM 02/12 11:59 PM 05/26 11:59 PM

—
' PAGE
7
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Changing or Entering a Grade for One or More Students

The principal and assistant principal have the Infinite Campus rights to add missing grades and/or adjust grades.

only one student.

*Section Number Teacher Display Name
7. Select: i [ChsThawe, rRSTNARE ]

A. A grading task from the Please Select a Task

1. Select the SearcH tab. infigte cl | District Edition
2. Change the drop-down menu to COURSE/SECTION. Year[1818 ] School [CCSD Elmentary or Secondary School <]
3. Click Go or click the Abvancep SEARCH link to identify - cearen TS
a specific Course/Section. (0407120181
. Online Registration is no o ooreh -
4. Click on the Course from the search results to expand. ° [Course/Section —
. . . iscripeion por Interne [CoumseSacion - 200
5. Click on the Section where the student’s grade will be [writng 2 | EX o = .
. Ad ed 5 b~
added or adjusted. vanc }Dh\ Advanced Search -8
Search Results: 1 Courses E
@ 8
6. Click on: ;$ﬂ§¥ TP AT T .§
A. GRADING By Task to add or adjust grades & Yok Tt T oS £
. Ju g 5. TLAST, TFIRST MAME TMI rme7 3
3 6. TLAST, TFIRST NAME TMI rm 72
for more than one student in the 7.TLAST, TFIRST NAME THl 2.0 )
. . . X
section (this choice allows users to see 021410-1 Writing 2 9
ALL of the students in the section), or TEATET AT TR . =)
. Section Staff History Roster Attend @ Grading By Task Grading By Student @ Setup Roster Batch Edit %
B. GRADING By STUDENT to work with [ s Delots S
L}
(%}
S
Q
g
S
o
Q
=
S
5
—

drop-down menu when using GRADING By TAsK, | 021410-1 Writing 2
. Teacher: Last Name, First Name
Q Make the approp”ate Change(s)‘ Section Staff History Roster Attendance Grading By Student Roster Setup Roster Batch Edit
O Click SAVE.
B. The student’s name from the [Plosse Select A Tos "

**Please Select a Student** drop-down 021410-1 Writing 2

. Teacher: Last Name, First Name
menu When US|ng GRADING BY STUDENT' Section Staff History Roster Attendance Grading By Task Roster Setup Roster Batch Edit
©  Make the appropriate change(s). PAGE
G Click SAVE “*Please Select A Student™
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Guest Grade Book Access

An option is available for users to access a section of a teacher’s grade book. This will assist administrators to review past grade
books, troubleshoot current grade books, and review grade book usage. (Tool Rights- CCSD administrators will be given read-only
rights and no changes can be made.) A video resource is available at http://tinyurl.com/gradebookguest.

Access is located in two areas and either can be used by elementary or secondary administrators.
Guest Access by Course: Search > Course/Section > Sections > Grade Book
Guest Access by Teacher: Search > All People > Schedule > Grade Book

2
S
Guest Access by Course S
2
=
1. Select the SeaArcH tab. ‘"’E‘.—‘,f,‘,,‘,%“ | District Edition _§
2. Change the drop-down menu to COURSE/SECTION. =T " School CCSD Elementary or Secondary School - <f
3. Click Go or click the Abvancep SearcH link to identify a — Search istrict Announcements g X
specific Course/Section. O g
Course/Section -

)
Search :JCL.rae-‘Sec,ti:r‘;h‘I dH g
E ance earc w
(%}
S
3
4. Select the Course from the e Search - 002510 Mathematics 01 3
Index Menu on the Ieft, not Course Sections @\ng Tasks Standards Grade Calc Options Course )
. . 2
the teacher display name. Course/Section - s
5. Se|eCt the SECT'ONS tab Search Course/Section ﬂ Section Teacher Room Term Schedule Period Seats Taken Scheduling Group Guest Access| “E
—

6. Click the GrapE Book link in Advanced Search Eal 1 SAEWS” |01 Y | 1 Ma| () | Salsbury02 [ Grade Book

. VINEYARD,
the Guest Access column esl 2 uneraap, |2 v 1 wa| o | 6 Grade Book
: M g : WARDNAIR .
A Ed 3 ' Y 1 Math Ward 14 Grade Book
for the section. © 001810 Speaking and Listening K |r| e ath | (24) ardnair 14 | Grade
@ + 002510 Mathematics K 5
1 URRY, JI ”
2} VINEY. - A D
DNAIR, ALISION PAGE
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http://tinyurl.com/gradebookguest

7. Guest access is noted in the URL for the page. The grade book opens to the section selected in step 3 only (no other sections

Clark County School District
Employee Business Training

are available).

A TMLhtm

(0 hitpsy//campus.cesdnet/campus/appd questeeess lag 7
-

¥ (081318 - 05/2219) [, | Section | math) 0325102

|| Task | 3.0A; Operations and Algebraic Thinking

|+ﬁ.dc|||50rt||F||'her|

Math) 032510-3 Mathematics 3

Y

Elementary grade books will open to the grading Term (Y). Secondary grade books
will display terms Q1, Q2,(Sem 1) or Q3, or Q4 (Sem 2).

8. Changing to a different standard for
the specific section is available with
the guest access.

9. Changing to a different grading task
is available with the guest access.

Guest Access by Teacher

(i) @  httpsy/campus.cosdunet/cam pus/apps/ guesthooess (gradebookH TMLAtmI

Term [ (08/13/18 - 05/23118) [, | Section | Math) 032510-3 Mathematics 2

[] Tesx

_wdd | [son ] [ e |

Settings

03

03 A

03 A

03 At

03 B

03 B

03 Bi

03 Ce

03 Ci

03 D

Posted

Students ~

Grade Totals
A

3.0 O and Algebraic Thinking [l

3.0A: Operations and Algebraic Thinking
3.04.4: Represent and sclve problems invelving ..
3.04.B: Understand properties of multiplication...
3.04.C: Multiply and divide within 100,
3.04.0: Solve problems invelving the four opera...
3.MET: Numbers and Operzstions in Base Ten
3.NET.A: Use place value understanding/properti..
3.NF: Numbers and Operations - Fractions

3.NF.A
.MD: Mas Elementary Grade Boo
3.MD.A ONLY

3.MD.C: Geometric mezsurement: understand conce...
3.MD.D: Geometric mezsurement: recog. perimeter...
3.G: Geometry
3.5, A: Rezson with shapes and their asttributes,
Grading Tasks
Progress Grade
Overall Grade
Semester 1

il

Semester 2 W

S_—

Infinite Campus Grade Book - Administrators

1. Select the SEArcH tab.

2. Change the drop-down menu to ALL PEOPLE.

3. Type the teacher’s name and click Go.

Rev E - October 2079

infinite L7 pigtrict Edition

Campus

-

Advanced Search

Search Resuth

LAST NAME, FIRST NAME (300123198)

Year School CCSD Secondary School -

nch -
All People -
LAST NAME, FIRST NAME ﬂ

PAGE
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4. Select the ScHEDULE tab to Year 1819 ] Sehool CCSD Secondary Schost -
displav ALL ti [ Secondary School View ]
isplay ALL sections. o Sonrch n LAST NAME. FIRST NAME
A. Secondary displays by Gendar P
terms and by periOdS. All Peopie 1 Demographcs Kemoes Househokds Relstorstvps s Distnct Empicyment
LAST MAME, FIRST MAME n DT ASSONTTS Fees 10 Hisiory ARC Encors Schedule

B. Elementary displays by
yearlong and by section.

Advanced Seanch

Term Q1 Term Q2 Term Q3 Term Q4
(08113/18-10112118) (1015/18-12/21118) (01/07119-03115119) (03118/19-05/23119)

EMSTY EMPTY

100000013 Lagliah 12 (12) 10000001 9 English 12 (12:85) | t — 108000029 Eoglish 12 (1264)
Primary Teachie  Crade Book  Prary Tescher  Crace Bock e | Geace Book | Priovry Teacher  Ovads Boon
10200001 2 Eaglish 10 (13) | 90300001 2 English 40 (1IETES) 8 st 99 { 10000002 3 English 18 (12ETES)
Primary Teachie  Grade Book | Priesary Teacher  Geada Bock Pumdcy Teacher  Geadé Book  Primary Tescher  Grade Book

Search Resuts 1

[LAST MAVE, FIRST NAME (300123198)

5. Click the Grape Book link for
the Section being viewed.

Elementary School View

6. Guest access is noted in the URL for the page. The grade book opens to the section e
selected (Step 5). No other sections are available. w0 HomeroomIAM

TLast, TFirst TMI, Team:
Rm: 82

038520-2 Hom
TLast, TFirst Grade Book]
Rm: 92

031210-3 Reading 3
TLast, TFirst TMI, Team:  Grade Book
Rm: 92
031810-3 Speaking and Listening 3
| TLast, TFirst TMI, Team:  Grade Book
Speakilis [TEFCL
031610-3 Language 3
TLast, TFirst TMI, Team:  Grade Book
Language Wy

I® a https://campus.ccsd.net/c‘ 6 gueﬂAumss/bradEbOOkHTMLhTm|

Q2 (10/1518 - 12/2118) "Section 01) 10800001-9 English 12 (1) + Task Progress Grade ~
Q1(08(13/18 - 10/12/18)
Q2 (10/15/18 - 12/21/18)

Elementary grade books have only one term. The
SHIENtSES grade book will always open to the Term (Y).

Term

Posted

=
Settings

In a secondary grade book, when a Quarter 1 or Quarter 2 term is selected in step 5, the grade book will open to the Quarter
2 term. The user must change the Term to Quarter 1 to view Quarter 1 grades. In the same manner, if Quarter 3 or Quarter
4 is selected in step 5, the grade book will open to the Quarter 4 term.

N

o
Q
)
S
1
o~
2
IS
£
T
<
]
=
Q
=)
Q
)
B
S
Sy
)
(%]
S
Q
g
S
(]
Q
:l:
IS
5
—

8. Grading Tasks can be changed in both the Secondary and Elementary grade books. Section (subject) and Term (Q1, Q2, Q3,
Q4, or “Y”) determine what Grading Tasks/Strands/Standards are displayed.
(i) @ | https//campus.ccsdnet/campus/apps/ guesthcoess /gradebookHTMLAtmI
[ 2r13ne -0523119) [ ) Sedtion | Math) 0225103 ics 2 [ (7= | 2.0A: Operations and Algebraic Thinking |
+ Add m"d:ﬁ:owmmmmmmmmm ~ |.'_-_‘. @  hitpsy//campus.ccsdanet/campus/apps/ guesthcoess /gradebookHTMLAtmI
Posted 3.0A.A: Represent and sclve problems involving ... erm | Q1 (081318 - 10/12/18) | | Section [ 01) 26801001-1 Math Acc 7 (1) Task | Quarter Grade

¥ &
; E Percent  Grade Rpt Crd Cf
Students ~ e
03 4 »

3.0A.B: Understand properties of multiplication...
3.0A.C: Muktiply and divide within 100,

Grading Tasks
Progress Grade

~r
ttings

+add | | Sort | | Filter |

Grade Tetals
=

3.0A.D: Solve problems involving the four opera...
. y P Posted

g
3.NBT: Numbers and Operstions in Bass Ten Quarter Grade
Grading Tasks Citizenship
03 Ce > Progress Grade 3 1 Comments Points + Possible % Pe|
Bo [ Elementary School View ] Oversl Gradz

Semester 1
Semester 2

03 i >|
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Setting Compositing for the Semester Grade (Secondary Only)

With a recent enhancement to Infinite Campus, administrators have an updated process for changing the compositing of grade

books. Please follow the steps provided here closely.
Inde carch - 20200001 Algebra |
N Course Rules Fees Build Constraints J ments
1. From the Search tab, use the Course/ft.ectlon [Course/Seltion "y = Sta@ Grade Calc Options
drop-down menu to search for a specific Agetral p
h
course to set or update the compositing for pvanced Searen —
ain emester (sracge E I:I T)‘PE
beth Semester 1 and/or 2. Soarch Recule.2 Courocs [l Progress Grade
- *Grading Scale
2. Select the GRADE CALC OPTIONS tab. ot a1 (e 0
3. Scroll down to Quarter 2 Semester Grade for + 20200002 Algebral “Chid Task!Standara Wieight  Effectve % v
Semester 1 courses (Q4 for Semester 2 @ X [of Cuarier Graze lsood  sso0 §
courses) and adjust the Weight for X 02 Ouarter Grace Lol 450 5
x | emesier am | - | - Sy
Quarter 1, Quarter 2, and Semester Exam s e S 'S
Add =
ONLY (Q3, Q4, and Semester Exam for IS ook Secion Composies .§
Semester 2). <
. . . . '
Important! Do NOT alter any other settings on the Grade Calc Options tab as it will skew grades. <
4. Click SAvE. 8
Course Rules Fees Build Constraints Assessments )
. b
5. Go to the Coursk tab and click PusH To SEcTiONS. Sections Grading Tasks Standards Grade Calc Options S
)
n Save E Delete Push To Sections e 7
S
Unpushed Data Q
6. Under Course data to be pushed, REMOVE the selections @) rending grading setup changes are ready to be pushed to sections. §
)
for CATEGORIES and GRADE CALC (?PTIONS. Only Course data o be pushed: @
ComprosITE GRADES should remain selected. T ] categories =
Important! Not removing checkmarks next to Categories and @"3. "é
Grade Calc Options could cause grade miscalculation. L] Grade Calc Options =
Selected course data will be pushed to the following sections:

7. Select PusH. Repeat for each section, as necessary.

. Pusn (7)

Important! Semester Exams cannot weigh more than 20% of the Semester Grade for any class. Second Semester

Compositing has been preset by the district for all courses aligned to the End of Course final exams. Second

Semester Exams for all courses aligned to an End-of-Course exam MUST be weighted per the following schedule: PAGE
e  2019-2020 School Year: 15%
e  2020-2021 School Year: 20%
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Reports

Clark County School District
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Section Audit Report

The Section Audit Report displays category weights and placements as well as assignments that have been incorrectly added to the
grade book. Assignments aligned to the incorrect grading tasks will not calculate into the Section’s overall grade. This report will

produce any errors with incorrect assignment alignment.

Running the Section Audit Report

1. From the Index tab, expand Grading &
Standards, Reports, Grading Setup, and
select SEcTion AuDiT.

2. For Teachers: the choice All Teachers is  Fees
highlighted (select the name of individual Elzra;;”j:j;:r::rfs
teachers as needed).

3. For Courses: the choice All Courses is
highlighted (select a specific course(s) to
display a grade level/department’s data).
Change the “Sort by” to see the courses
listed alphabetically.

4. Determine the Data to report by checking
one or more items:

e Categories (Recommended)
e Assignments (Recommended)
e Composite and Rollup Grade
e Grade Calc Options

5. Select GENERATE REPORT.

infinite L pistrict Edition

Campus

Search Campus Tools

Auto Grade

Course Catalogs

Course Group

Credit Groups

Grading Tasks

Score Groups & Rubrics

Standards Bank

E:{eports
Class Rank
Course Credit
Course Standards
Cumulative Labels
Grade Book Usage
Grades Report

Report Card
Standards Alignment
Student Credits
Term GPA

R

Section Audit Report

This report tracks the setup of teacher grade books and displays Categories, Grading Tasks, Standards and Grade Calc
Optione for the selected Courses. Select one or allteachers and one or all Courses, as well as the data to report.

Reoort generation time decends on the number of teachers and Courses selected.

Erading Setup
O Section Audit

LAST, TRIRST TMI 1
LAST, TFIRST TMI 2

LAST, TFIRST TMI 2
LAST, TFIRST TMI 4
LAST, TFIRST TMI 5
LAST, TRIRST TMI 6
LAST, TRIRST TMI 7
LAST, TFIRST TMI &
LAST, TRIRST TMI 9

CTRL-click or SHIFT-click to select multiple

Courses

SortBy ® number O Name

001210 Reading K
001410 Writing K
001610 Language K

001810 Speaking and Listening K

002510 Mathematics K

003810 Science K

004310 Social Studies K

004810 Humanities K

005310 PEK

008310 Health K

007210 Art K b
CTRL-click or SHIFT-click to select multiple

A sample of a default, a
report with Categories and
Assignments checked
follows.

Infinite Campus Grade Book - Administrators

Data to report:

Categories

Assignments

[ composte and Rollup Grades
[ Grade cale Options

Include Post Onl

Generate Report 5

NOTE: A video discussing this report is part of the Guest Access video at:

http:/training.ccsd.net.

Click GRADE BOOK > Professional Learning > Grade Book Usage Report > Watch Video

PAGE
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http://training.ccsd.net/

Results

The Section Audit Report, an Excel document, displays all courses with categories and assignments. It can be filtered to show

individual categories set up for courses and assignments placed in those categories.

Note for Elementary Administrators: Humanities teachers are the ONLY teacher type who are to place academic assignments in the
Overall Grade category. This report will help determine if an assignment has been placed in the Overall Grade category accidentally.

With the Section Audit Report generated and opened in Excel:
HS-

File

Y BB s

Insert

sectionAuditReport [Read-Only] - Excel

2 Tell me what you want to do...

Home Page Layout

Clark County School District
Employee Business Training

u) &8 Group ~
i i

- &8 Ungroup ~
What-If Forecast e
Analysis - Sheet E@S“bt"tal

Forecast

L v M

[‘ F D.Show Queries ITI\ [=] Cannections 4 c{a Y Clear “V  [E FlashFill B+o Cansolidate
IS
= DFrom Table = Properties = Reapply B+ Remove Duplicates Relationships
Get External  New Refresh 4 Filter Text to
Data - Query - D@ Recent Sources All - Edit Links bs Advanced | columns %"'@ Data Validation - @ Manage Data Model
Get & Transform Connections oIt oo er Data Tools
51 v fe | Weight Categories
A Il B Il C Il D Il E Il F Il G Il H Il l Il J Il K' Il Il Il Il
1 |z| Course Name |z| SectiE Teacher Name TenE Grading Task{'Sta@ CategoB Sequel‘lﬂ CategoB Excluda Drop Ldi‘ Right tE Assigm{z‘ Assign@

1. Choose DaTa from the Excel Ribbon.
Click the FiLTER tool to enable drop-down arrows.

N

3. Elementary Administrators: Find the title for the column Grading Task/Standard and click the drop-down arrow. Remove
the check for Select all and add a check next to Overall Grade. Doing this will allow only the grading task of Overall Grade to

be listed.

4. Elementary Administrators: Find the title for the column Assignment Name and click the drop-down arrow. Remove the
check for the item “(Blanks).” The remaining data will show the Course Names that have assignments placed in the “Overall

Grade” category. (See NOTE above.)

This example highlights assignments incorrectly aligned to the Overall Grade Grading Task for an elementary school.

Infinite Campus Grade Book - Administrators

Th ey Course Mame ESeETeacher Name ETeﬂZ‘ Grading Sample Report : Elementary E RE Asle‘ Assignment Mame
e Humanities courses are Humanities 3 8 Teacher1 Y Overall Grade Summativ 0 90 No No Yes 1 Typing With Two Hang
placed correctly. The Math, Humanities 3 9 Teacher 1 Y Cverall Grade Summativ. 0 90 No No  Yes 1 Typing With Two Hang
Reading’ and La nguage Math 3 1 Teacher2 Y Overall Grade Formative 2 10Mo Mo Yes 1 1 and 2 digit Multiplic;
. Reading 3 3 Teacher 2 Y Overall Grade Formative 2 10Mo Mo Yes 1 The Good Deed Quiz
aSSIgnments should be moved Humanities 4 1 Teacherl Y Overall Grade Summativ 0 90 No No Yes 1 Creating a Poster in M
to the correct standard/cluster. Humanities 4 2 Teacher1 Y Overall Grade Summativ. 0 90 No No Yes 1 Creating a Poster in M
Language 4 4 Teacher 3 Y Overall Grade Formative 2 10 Mo Mo Yes 1 Getting to know you
Math 4 6 Teacher3 Y Overall Grade Formative 2 10 Mo Mo Yes 1 2 digit Division
Reading 3 7 Teacherd A Overall Grade Formative 2 10 Mo No Yes 1 Word meaning Quiz
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Grade Book Usage Report
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This report provides a list of all assignments
entered by teachers, including due dates and
points possible for each assignment. It also
shows the percentage of assignments graded,

inite oL~ istrict Editi
W&m%gg | District Edition

Search

Search Campus Tools

The Grade Book Usage Report is designed to track how well teachers are maintaining their grade books. Report

generation time will depend on the date range and number of teachers or courses zelected.

NOTE: The total number of scores anticipated on an assignment is the number of active students on the assignment's
due date which are not marked as Exempt in the grade book.

» Fees ~
score codes/flags added to assignments, and Eracing & standarcs Assignment Due Date Range
. . “Start Date 0s/06/2018 7=
allows comparisons of common assignments Course Masters “End Date vemamots = |_®
and assessments. Auto Grade *Percent Scored is
Course Catalogs EBlEmar EIEIE Use 100 for all assignments due in the range. This will limit your resutts to only Assignments
where the percent of students scored iz less than or equal to the percent entered.
Course Group )
[ Exclude grade books that have no assignments
. Credit G
1. From the Index tab, expand Grading & redteroes @ Teachers A
AoSTSOn e
Standards, Reports, and select Score Groupe & Rubrice S L
BARNES, JEAN
GRADE BOOK USAGE. Standards Bank BEASLEY, JADA M
. . BELLIS, SABRINA J
2. Select the *Start Date and *End Date Bleports BRADFORD, LAUREN W
i Class Rank BROWN, WILLIAM J
desired. ass han BRUGGER, KIMBERLY J
0, Course Credit BUTLER, DAVID W hd
3' Set Percent Scored to 100/0' c Standard CTRL-click or SHIFT-click to select multiple _ @
. . . ourse =tandards OR
4. Select Teachers or Course, identifying et Labele O coures ot By ® Numbor O Name
. e e . "
A” or SeIeCtlng them IndIVIdua”y' @ Grade Book Usage 16000001 English 6
16000002 English
5. Select GENERATE REPORT. Grades Report 16005001 English
16005002 English
= Grading Setup 16101001 English Acc 6
18101002 English Acc 6
Report Card 16205001 English LA 6 Block
) 16205002 English LA 8 Block
Standards Alignment 16206001 English LA 6 Block
16206002 English LA 6 Block
Student Credits 16301001 EESIEAG BToc:koffc:c: v
Term GPA CTRL-click or SHIFT-click to select multiple
v 5 Generate Report | | Submit to Batch
Sample Report Dt
17-18 J Grade Book Usage Report
CCSD High School Start Date: 0205/2018  End Diate: D3/05/2018
1234 E. Flamingo, Las Vegas NV 88121 P S d iz bess th | to: 100% .
0 101 SR Srored s an o s Features of this Sample Report:
A. Teacher name and course/section
. i % B. Last date assignments and grades were added
ast Updated JAssignment Due Date  Poss. | Graded || Graded Late
[Last Name. First Name C. Assignment titles, due dates, and points possible
10800002-1 English 12 05/24/2018 07:50 fResearch Essay - GT1 02/05/2018 100 25/25 100% 2 3 1] i) . .
o ve Annotating - GT1 ozo7zme 20 | 265 | 100% 2 o 0 ] D. Number of students with graded a55|gnment(s)
1884 ch 1-4 75 - GT1 02/092018 20 25125 100% 4 ] o i} . .
Story Notes - GT1 ozoezote 20 | os2s | 100w | e 1 0 0 E. Percentage of students with graded assignments
BgErerSichng you Arsys QA0 2 s awn )@@ 00 F. Number of assignment flags set for students
Grammar Quotes - GT1 0212112018 i0 25/25 100% 1 0 1] i) j
Suppaorting Statements & The Q21232018 20 28125 100% 2 1] 1] o
Opposition - GT1
Grammar, Quote Dialogue - GT1 03/02/2018 20 2525 100% 1 1 0 0

Rev E - October 2079

2
S
-
S
a2
2
=
=
S
<
1
x
o
o
Q
Q
S
S
)
(%)
S
<Y
=
S
o
Q
=
=
£
—

PAGE




Clark County School District
Employee Business Training

Missing Assignments Report

This report, which generates as a PDF document, shows flagged assignments (Missing, Late, Incomplete and/or Exempt), for a
specific Date Range or Term and/or Comments for particular Student(s), Course(s) and Teacher(s), Ad Hoc Filter, or Grade Level. It
can be used to monitor teacher use of these flags. Using Ad Hoc Filters, this report can be generated for identified student groups.

Best Practice in Grading: Using the Missing flag calculates as a zero (0) and is punitive to students as well as an inaccurate reflection of student progress.
Teachers should instead use the Late flag to better communicate with parents and students about assessment data not yet collected.

1. From the Index tab, expand Grading &
Standards, Reports, and select MISSING

Yoar | 18-19 v School | CCSD School (ES, MS. HS)

ASSIGNMENTS. Index I Search n g

. This report wil find assgnments flagged as incomplate, iate, missing, andior exempt during a specifed term or date range
2' Verlfy the Calendar Year for the SearCh. The réport can be organized by Student, Course and Teacher, Ad Hoc Filer, or Grade Level §
3. Setthe Date Range or Term of the assignments [raons & sncares =
. Course Masters Trchide assignments due from o
to include. puoorsse P G) © Date Range 04022016 |3t 04272016 |3 E

. . . ourse Lalalogs
4. Select which assignment flags to include. S Course and Teacher s S
5. Select comments and/or page breaks to included. Credit Groups ®_ :":’“‘L | Dl <
. Grading Tasks rade Leve
6. Select the “Population” for the report. Score Groups & Rubrity _“"' =
A. Student: Search for the student(s) by LAST ﬁ”““’””" Goemes, Soctve, v Tescter Cexamt a
X . . eports ® TOOSO001 Adv Study Art-5 TLNAME, TFNAME TII | [IE—
name to add them to the single/multi-select list. Class Rank AT e e R :I—@ 3
) Course Credit ' [J a4 page breaks S
B. Course and Teacher: Search Course, Section, or Course Standards 10050001 A Souy art ET IS
. . . . . . Cumulative Labels 5) TLNAME, TFNAME Generate Report
Teacher, with individual sections listed below by Grade Book Usage 2 TLUAIE, TUAME T 2
teacher's name Gr;deds Re:”:‘ 3) TLNAME, TENAME THI g-
. * Grading Setup I

C. Ad Hoc: Search using an Ad Hoc filter from p— L. @ S
the list of those available to you, which includes _g
. . <
filters you have created and the ones assigned to your User Group. =y
S
—

D. Grade Level: Search for all students in a specific grade level.
7. Select GENERATE REPORT.

Pro Tip! Use the Late Assignment Report to Sample Report with multiple flags checked Ji

communicate with parents and students. This Student Name J(G,mos) Count 3

report is available in the Infinite Campus Colirse Taacher Asslgnment e Towbes| |

Instruction Menu: Custom Links and Reports > 052510-1 Mathematics 5 s e J RCC - Lesson 6 Divide Whole 8 owi4zois  Late PAGE
Late Assignment Report. 052510-1 Mathematics 5 S l :S:\ ;e':'sest - Adding & Sub. Decimal 19 oonamor  Incomplete 20

Late

052510-1 Mathematics 5 TR NBT.7 RCC Adding & Subtracting 14 —
Decimals
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Grades Report

Clark County School District
Employee Business Training

This report verifies all grading tasks have been completed for the correct grade reporting periods. It can help to monitor posted
grades for interventions and recognition, particular classes or teachers for grades, and can also be generated by the teacher.

The provided screenshot is for a secondary school. Additional details will be provided, as needed, for elementary schools (ES).

1. From the Index tab, expand Grading & Standards, Reports, and select GRADES REPORT.

Select the desired Grade level(s).
Choose the Grading Term(s) (ES will choose “Y”).

In Select Teachers, choose appropriately.
Determine Group By for the report’s
arrangement and details to display.

6. Select the desired Standard/Grading Tasks
(SBRC and Kindergarten reports show Standards’
posted grades, all other ES types will not).

7. Three report types can be generated:

a. All Grades/Scores — displays all posted grades
and scores for the selected grading
task(s)/standard(s).

b. Missing Grades/Scores — displays students
with missing grades/scores. An additional

vk wn

choice to Show Dropped Students is available.

c. By Grade/Score — displays grades and scores,
selected by the user, by checkmarking listed
grades.

8. Select GENERATE REPORT.

inite o~ strict Editi
W&mﬁ  District Edition
Search

Search Campus Tools
El;racing & Standards
Course Masters
Auto Grade
Course Catalogs
Course Group
Credit Groups
Grading Tasks
Score Groups & Rubrics
Standards Bank
Blepurls
Class Rank
Course Credit
Course Standards

Cumulative Labels

Grade Book Usage
1 } Grades Report
¥ Grading Setup

Section Audit
Report Card
Standards Alignment
Student Credits
Term GPA

Transcript Audit

Secondary school view

e Grades Batch Report

This report will katch print students’ grades. There is an option to print the report grouped by student, teacher or course.
There is an optien to set a page break for each student or course, suitable for handing out. The grades report group by
Teacher wil always set a page break for each teacher. This is a very complex report, so try to limit the number of

students run per batch. Checking the page break option will make the report run faster.

Which students would you like to include in the repnrt‘?

®) Grade ml Students.

) Ad Hoc Fiter
Grading Terms I a1 DQZ Oas Mas I
Select Teachers
TLNAME, TFIRST MI-1
TLNAME, TFIRST M2
TLNAME, TFIRST M2
TLNAME, TFIRST M4
TLNAME, TFIRST M-S
TLNAME TFIRST MI-B w
Group By O stugent ® Teacher O Course/Section
Display term dates
Display section dates
Select Standard/Grading Tasks

Progress Grade
Quarter Grade
Quarter Final
Semester Exam

Citizenship

O Al Grades | Scores
® Missing Grades / Scores how Dropped Students O
O By Grade / Score

Infinite Campus Grade Book - Administrators

NOTE: A video discussing this report is part of the Guest Access video at:

http:/training.ccsd.net.

Click GRADE BOOK > Videos > Grades Report > Watch Video
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Clark County School District
Employee Business Training

Marks Distribution Analysis Report

This report, generated either as a PDF or in Excel, allows users the ability to see the number and percentage of marks distributed by
section or by teacher.

Secondary School View

Iofnitec | District Edition 1819 CCSD Secondary HS MR 55
1. From the IndeX tab, expand CCSD Custom Search Marks Distribution Analysis by Course
. . This report produces a list grouped by course and details the number and percentage of marks
Reports, Grad’ng, and SeIeCt MARK Search Campus Tools '{';:J' distributed across each section.
D|STR|BUT|ON ANALYS'S BY COURSE or MARK E’JCSD Custom Reports ~ Grading Task and Term Selection lists are based on marks and terms where grades have posted.
) ‘Select Grading Task:
DISTRIBUTION ANALYSIS BY TEACHER. - Aeeouning - @
2. Select a Grading Task (ES will choose AaultEe "
= Assessments ) N
from Overall Grade, Progress Grade, _ Quarter Final S
S t 1 s t 2 » Athletic Citizenship S
emester 1, or Ssemester ) + Attendance Progress Grade E
3. Select a Term. (ES will choose “Y”) Behavior Semester Exam =
4. Select the report format (PDF or Excel). » Counseling Semester Grade S
T
5. Select GENERATE REPORT. Courses <
Employment [
. . . . . » Enroliment %
NOTE: A video discussing this report is part of 3
q » General
the Guest Access video at: E Q
. radin
(http://tinyurl.com/gradebookguest) ’ %
Mark Distribution Analysis by Cours (<3
o
Mark Distribution Analysis by Teache Q)
7
» Graduation Please select the report rendering format S
» Health Services ©PDF o g
O Excel
Household S
o S
Q
=
; . Sample Report S
Features of this sample report: ) | 06.13-2019 MARK DISTRIBUTION ANALYSIS BY COURSE =
A. By course title, teacher last name, and period 0999 _CCSD Secondary School =
B. Columns for each letter grade A-F and NM (no 04 03118115 _ 05123115
mark) A B C D F NM P
. Course ID  Course Title Teacher Per o ofal ofal 01 ofal ofal C1 otal
C. Total count of each grade type for the period 26300002 Math 6 LAST FRSTNAWEST1 01 0o 0 1 588 2 1176 6 3529 6 3820 0 0O 0 0
D. Percentage of grade type to all grades issued =i I A - S S
E. Grade and percentage sub totals for each % — I
teacher’s similar course / st rrsThavesT2 01 | 4 1667 6 2500 8 s 4 ser 1 4w o o o o
02 1] o 9 30.00 1 3667 T 2333 2 6.67 o 1] 0 o
04 3 1000 10 3333 10 3333 5 16.67 2 6.67 o o 0 o PHGE
05 1 5.88 7 4118 3 17.65 5 20.41 1 5.88 0 0 0 0
06 0 0 22 6111 7 19.44 3 8.33 3 8.33 o 1] 0 o
LAST, FIRST MAMES T3 01 3 1.1 15 5556 4 14.81 1 3T 3 1.1 o 1) 0 o
LAST, FIRST NAMES T4 02 2 714 B 21.43 4 1426 12 4288 4 14.29 0 4] 0 0
14 392 100 28.01 96 2689 87 2437 60 16.81 1] o
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Transcript Auditing Report
This report compares the grade on the transcript with the grade in the grade book, providing the opportunity to correct errors for
graduation or promotion.

Infinite (L~  Dislrict Edition 1819 Secondary School A i @ B LogOF

Campus

Search Transcript Auditing Report

This report will compare the transcript data with the source Grading data and lists the differences in score and

Term GPA
‘ 1 Transcript Audit

Sample Report- Grades without Comments

1. From the Index tab, expand Grading & Standards, comments
R t d I T A Eradmg & Standards ~
epor S, andse ect TRANSCRIPT AUDIT. Course Masters Which fields do you want to be audited?
2. Check the fields to be audited (by default grade Auto Grade e W
and comments are checked). Z”“*“"‘ ga‘a‘:gs
A. When grade is checked — a list of students that Grodit Groups g
have a grade in the teacher’s grade book Erading Tosts s
. . . Score Groups & Rubrics =
that is different than the grade on their standards Bank o
transcript record and/or if a transcript record e S
. pe . Class Rank
has been modified on the student Transcript tab. course creat -5
B. When comments is checked — a list of students Course Sfandaros <
. Cumulative Labels
that have a comment in the teacher’s grade book rate B0k Usage =
that is different than the comment on their Grades Report a
transcript record and/or if a transcript record has T Gradine see <
. R Section Audit B
been modified on the student Transcript tab. Repon Gara S
3. Select GENERATE REPORT. Srenasres slanment .
Student Credits :
Q
€
S
Q
Q
=
=
15
—

18-19 Transcript Auditing Report
CCSD Secondary School Audit fields: grades and comments
1234 E. Flamingo Rd Las Vegas, NV 89109 o G o
- rading Score — record from the
Generated on 06/18/2019 02:08:47 PM[ Page 1 of 1 Total Records: 7 __— g
teacher grade book.
Gradin Transcript<€= .
Course Term Student Name(#) Score Comments Score Comments Transcript Score — record posted
183150001 Advanced Art 2 LastName, First Name M| (#12834506) NI Al on the student’s transcript.
83150001 Advanced Art 2 LastName, First Name M| (#19829476) A B
20200001 Algebra | 2 LastName, First Name MI (#19057476) B ¥
20200001 Algebra | 2 __LastMame FirstName MI (#12784976) C B
20200001 Algebra | 2 _LastName, First Name M| (#12819225) A B | PHGE
83850002 Choir M3 4 LastMame, First Mame MI (#12829836) B A
Advanced
83850002 Choir M3 4 LastMName. First Mame M| (#12800993) B A
Advanced
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Activity Eligibility Report

Clark County School District
Employee Business Training

This report monitors academic grades to determine participation eligibility in sports and clubs using In-Progress or Posted grades.

Activity courses must be rostered in order to run this report.

1. From the Index tab, expand Student Information, Reports, and select AcTIvITY ELIGIBILITY.
Select All Students, desired grade level(s), or select an Ad Hoc Filter containing the students participating in the activity.

N

3. Select the Enrollment
Effective Date if different
than the current date.

4. Choose the Grading Term
for reporting.

5. Pick the sport(s) or
activity(ies) for reporting
(multiple activities can be
selected for the report —

Ad Hoc Filter may not apply).

6. Select IN-PROGRESS GRADE
(student’s current grade) or
POSTED GRADE.

7. Sort as desired.

Select the Grading Task(s).

9. Check all Grading Scores

oo

needed for the report. (

10. Select GENERATE REPORT.

Rev E - October 2079

Infinite ¢~ et i+
nré'amﬁs | District Edition

Search

Search Campus Tools
» CCSD Custom Reports
CCSD Datalab
Btudent Information
General
» Counseling
Academic Planning
» Program Participation
CCSD Behavior
» Health
» 504
»PLP
- 8ISP
» Special Ed

Student Locator

Eerorts
3 Activity Eligibility

AgelGrade Level Exceptions
Caseload Summary
Counselor

Duplicate IDs

Duplicate Students Search

Enrollment Loss Report

18-19 Secondary School ‘

Activity Eligibility Report

(%]
L
The Activity Eligibility Report can be used to monitor students academic grades to determine participation eligibility. Fage breaks are <)
inserted automatically for each activity. This is a very complex report, so try to limit the number of students run per batch. -
S
1
S o~
Which students would you like fo include in the report? Grading Tasks '2
Grade All Students All Grading Tasks - .E
Progress Grade E
Quarter Grade
Semester Exam S
Semester Grade <
AdHoc P | e ooy :
Enroliment Effective Date |02(15/2019 7] 8 | Semester Grade | =
| Arts/Hum/CTE ]
' T — 3
Grading Terms I:| a1 ez Mez O ml Q
Electives Q
- | Semester Grade | S
Activity Courses English S
ivil | Semester Grade | o
ACT285 Cheerleaders Freshman Health £d (G)
ACT260 Cheerleaders vV Semester Grade
ACT330 Culinary Club Mathematics v g
ACT335 Dance Club —
ACT360 ELL Club Grading Scores L4 Q
ACT425 Homework Club v Scores E
O oo oo S
. * 0 1 2 3
Grade Option @ In-progress Grade O Posted Grade ()
[ R 0 O —
SortOpt s 6 7 8 E
ion -
® student O Activity =
N A B L D E <
@ ! =
F PN NM
4] P RPF S U
O
w

PAGE




Clark County School District
Employee Business Training

Resources

Message Center
The Infinite Campus Message Center is a method of communication for reminders, important updates, and resources.

18-19 CCSD School ~

& Instruction & Community

| Guest Access Webinar Resource

Provides administrators information about the Read Only Access to teacher grade books.
Grade Book Guest Access Admin Video Link: http://tinyurl.com/gradebookguest

| Infinite Campus - Community

News, Forums, and Knowledge Base documents provide Infinite Campus support for this national product.
Infinite Campus > App Switcher > Community

18-19 CCSD School

= Instruction & Community

| CCSD User Support

Technical support can be found at support.ccsd.net.

Topics include:

SUPPORT

Infinite Campus Grade Book - Administrators

e Resetting Passwords
e Workstation/Computer Support | femsswones HenTATIowcoupUTER suprOT e eS|

e Infinite Campus

e Forms
e Training

e Howdol..? PAGE
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Request Forms (IC Additional Rights, Accounts, or System Access)

Go to support.ccsd.net/forms-technical-support to request additional Infinite Campus Rights, Active Directory (AD) Account Request,
CCSD WiFi Request, SAP/Shopping Cart and SAP/C5 Access, DP403 for Mainframe Access, VPN Remote Access, SEMS (Encore)
Access, SBT Role Request, and Telecommunications/Phone FAQs.

NOTE: Form(s) must be sent from the site Administrator’s or APPROVED Administrator’s representative CCSD e-mail to be
processed. E-mail address/location to send the e-mail is included with the form.

‘ Request for Infinite Campus Assistance through Quick-1T

A help icon called “Quick-IT” is available on user Desktops with Windows 7 (or higher) or Mac OS 10.10
or higher (Yosemite) to request assistance with many issues, including Infinite Campus.

i

Quick-T

‘ Grade Book Guides

Up-to-date setup guides are available at: s T
,,,,,,,, CCSD GOES GOOGLE COURSES QUICK VIDS RESOURCES GRADE BOOK SERVICES
training.ccsd.net > GRADE BOOK

GRADE BOOK
By default, the Administrators tab is displayed. Click the

grade book type or the Videos link.

Administrators Checklist for Withdrawing and Transferring Students

ES Attendance, Progress Report & Report Card Calendar

Infinite Campus Grade Book - Administrators

Kindergarten

ES Grade Correction - Transcript Change Form
SBRC
Grade Book Guide - Administrators

Secondal
Y Grading Setup Audit Report

Traditional Elerentary Guest Access Grade Book PPT

IC Toals for Administrators

Infinite Campus FAQ PHGE

Secondary Grade Reporting Calendar

Traditional Elementary Humanities

Traditional Elementary Specialists

W Videos
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Grade Book Health Checklist for Administrators

VERIFY TEACHER SETTINGS ARE CORRECT (Grade Calc Options, Categories, and Assignments)

O Ensure teachers are aware of the location of the updated Grade Book guides. These resources can be found at
training.ccsd.net > GRADE BOOK.
O Generate the Section Audit Report (See Pg. 13).

Grade Calc Options with an incorrect setup may prevent grades from calculating properly. Grade Calc Options are currently
preset at the District level. Teachers should verify the settings for each section.

© At the Elementary level, Grade Calc Options are locked and cannot be changed at the site.

© At the Secondary level, Grade Calc Options can be modified by the teacher except for the Semester’s Composite Grade
percentage if locked by the site.

O

O Categories and their Weights are determined by site administration.

VERIFY TEACHERS HAVE PLACED ASSIGNMENTS IN THE PROPER AREA
O Assignment Overview can help teachers locate assignments by Term, Task, and Category.
Q  Assignment Overview is located on the Index Menu on the left.
@ Assignments that are in the wrong location can be recognized easily and moved appropriately. For more information,
teachers may be directed to the section Creating Assignments in the appropriate Grade Book Guide.

VERIFY TEACHERS HAVE SELECTED THE CORRECT SCORING OPTION FOR ASSIGNMENTS — GUEST ACCESS
O Assignments using points or marks must have a Total Points value set.
©  Marks are only for teachers who have created Assignment Marks in their grade book. When using Assignment Marks, all

Infinite Campus Grade Book - Administrators

assignments must also have a Total Points value set.
©  Rubric scoring is for kindergarten teachers and SBRC schools ONLY. Grades must be manually posted in these grade books
since automatic calculation does not occur.
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