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Infinite Campus and Custom Computer Specialists, Inc.

About Infinite Campus

Infinite Campus is the nation’s most advanced Education Process Management System
(EPM), powered locally by Custom Computer Specialists, Inc. Infinite Campus is more
dynamic than traditional Student Information Systems, combining the features of
multiple data management programs into a single, integrated application.

Infinite Campus is the result of more than 10 years of market research, product
development and real-world experience. Designed from the ground up to be completely
web-based, district-wide, and fully integrated, Infinite Campus has set a new standard for
education process management solutions.

Infinite Campus uses a single district-wide data warehouse. Its robust Relational
Database Management System (RDBMS) provides shared information across the district
in real time without having to perform tedious import/export procedures. Since the
information is being shared throughout the district common data elements such as student
demographic and enrollment information only need to be entered once, thereby
improving data accuracy.

About Custom Computer Specialists, Inc.

Headquartered in Hauppauge, NY, Custom Computer Specialists, Inc., is the leading
privately held Long Island based technology solution provider. Celebrating its 27" year
in business, Custom delivers a wide array of technology services including: project
management, on-site staffing and outsourcing, networking and wireless solutions,
desktop installation, service and support, professional development and product sales and
procurement. Custom has been the recipient of a host of recent industry awards and
recognition including Top 200 Private New York Metro Companies (Crain’s NY
Business), #1 Technical Consultant (LIBN) and a prominent ranking on the
VARBusiness 500.
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LESSON PLANNER AND GRADEBOOK

Description

The Lesson Planner is a tool for creating the gradebook parameters to be used in
calculating the grades for students. The user will create Groups (i.e., Tests, Homework,
Quizzes, Projects) and Assignments within the Groups.

The Gradebook is a tool for entering and viewing assignment scores, adding assignment
comments, and keeping a running calculation of the grades that will eventually be posted
to a section’s grading tasks for each student.

All information entered in the Lesson Planner and Gradebook can be viewed by School
Staff (depending on user rights) through the student’s Schedule or Grades tab.

&5 Special Note:
When working with any of the tasks in this manual, the first step is choose the
class/section needed on the top bar.

Section | 047 0400-1 Math Moments A

Target Audience
This manual is intended for Teachers.

Objective
The purpose of this manual is to assist Teachers in setting up and maintaining their
Gradebook.

Vocabulary

Grading Scale — The Grading Scale is used to translate the result of the gradebook
calculation into a score (i.e., for a numerical score — the result of 87.63 will equal an 88,
for an alpha score — the result of 87.63 will equal a B+). This can be set up by either the
District or the teacher. If the district creates the Grading Scale, they usually remove
rights from teachers to view/edit it, so each class is consistent.

Composite Grading — The Composite Grading feature calculates the Course (or Final)
grade based on Grading Tasks chosen and their % value (i.e., Q1 Grade — 23%, Q2 Grade
—23%, Q3 Grade — 23%, Q4 — Grade 23%, Final Exam 8%). This can be set up by either
the District or the teacher. If the district enters it on the courses, they usually remove
rights from teachers to view/edit it, so each class is consistent.

Lesson Planner & Gradebook 2006 Custom Computer Specialists, Inc. All Rights Reserved 1
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Vocabulary continued

Group — The group is used to organize the assignments within the gradebook (i.e., Tests,
Quizzes, Projects). Groups can be weighted differently if needed (i.e., Tests = 50%,
Quizzes = 30%, Projects = 20%).

Assignment — Assignments are used to create the fields in the gradebook where the
teacher will enter individual grades (i.e., American Revolution test, Civil War test, Final
Project). If needed, individual assignments can be set up to count differently toward the
score.

Activity — Activities are entered into the Lesson Planner as ‘non-graded’ events.
Activities are frequently used by Elementary instructors (who may not be using the
Gradebook) to communicate homework assignments, instructional activities, trips and
events to the parents (through the Portal).

2 © 2006 Custom Computer Specialists, Inc. All Rights Reserved Lesson Planner & Gradebook
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GRADING SCALE & COMPOSITE GRADING

Description

Prior to setting up the Lesson Planner, the Grading Scale needs to be established. It
determines the Grade posted to a student by converting the Gradebook calculations to a
score (i.e., for a numerical score — the result of 87.63 will equal an 88, for an alpha score
— the result of 87.63 will equal a B+). The Grading Scale can be set up as Alpha,
Numeric, Rubric, or Pass/Fail. Many districts set up the Grading Scale on a school or
district level and do not allow teachers to create their own. If this is the case, the teacher
will not see the sub-module listed under the Admin module and will not be able to set up
a unique Grading Scale.

The Composite Grading feature can be used to calculate the course grade based on the
quarter (and, if needed, exams) grading tasks (i.e., Q1 Grade — 23%, Q2 Grade — 23%,
Q3 Grade — 23%, Q4 — Grade 23%, Final Exam — 8%). Many districts set up the
Composite Grading by course, lock it to ensure consistency, and do not allow teachers to
create their own composite grading. If this is the case, the teacher will not see the sub-
module listed under the Admin module and will not be able to set up a unique composite
grading calculation.

Set up Grading Scale

1. Navigate to: Instruction > Admin > Grading Scale. All Grading Scales set up by
the district (or the teacher) will display.

2. Click on the <New> button.

3. Type the Name of the Grading Scale. It is recommended to use names that define
the type of grades being calculated (i.e., Alpha, Numeric, MS Numeric, HS
Numeric).

4. Type the Name of the first score — it is usually named the same as the actual score
(i.e., ‘100’ for score 100, ‘B’ for score B). The Grading Scale score names must
match the names in the school’s score group. For example, a teacher can’t create
an ‘A+’ if the district hasn’t set up an ‘A+’ score to print on the report card.

5. Type the Score (grade received).

6. Type the Min Percent. This is the minimum percent calculated that will post the
score (grade) to the student. For example:
a. 100 —99.5 (student has at least a 99.5 to receive the 100 score)
b. 99 —98.5 (the student has between 98.5-99.4 to receive the 99 score)
c. A —90 (student has at least a 90 to receive the A score)
d. B - 80 (student has between 80-89 to receive the B score)
These must be entered in order from highest score to lowest.

Grading Scales & Composite Grading © 2006 Custom Computer Specialists, Inc. All Rights Reserved 3
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7. Type the Sequence number. All grades should be sequenced so they display in
order, with the highest grade first.

8. Check the Passing checkbox for all scores that are considered passing scores.
This will highlight the non-passing grades in the Gradebook.

9. Click on the <Add Grading Scale Item> button to add another grading scale item.

10. When finished, click on the <Save> button.

Example of Numeric Grading Scale

Grading Scale Detail
*Name

|Numeric

Grading Scale ltems Detail

Example of Alpha Grading Scale

Grading Scale Detail
*Name

Alpha Grades |

Grading Scale ltems Detail

Name Min Percent Sequence Passing|

* A 95.5 |
x A |[915 |
x [a |[57.5 |
X 8- |[es:5 |
X s |[e1.5 |
X |- |[775 |
¥ e+ ||[7s5 |
|

|

|

|

|

|

X |[71.5
®|c |[67.5
X o ||65.5
X o ||es.5
* |0 |[64.5

O [ = & R EE EDEER] E] R

X [F o
[ Add Grading Scale tem |

If a grading scale item needs to be removed, click on the delete button (X) to the left
of the grading scale Name, and it will be deleted when the changes are saved.

4

© 2006 Custom Computer Specialists, Inc. All Rights Reserved Grading Scales & Composite Grading
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Set Up Composite Grading

1. Navigate to: Instruction > Admin > Composite Grading.

2. Choose the Final Grade.

Compaosite Grading

Composite Grading Task Children Grading Tasks
Progrezs Report

Quarter Grade

Progress Report

Quarter Grade

Progrezs Report

Quarter Grade

Progrezs Report

3. The Composite Grading screen will display with all the Grading Tasks. Type
the weight (%) to be used in the calculation for each task. The total % should
equal 100% (or close to 100). If the weighing does not divide evenly into 100,
input the closest number (i.e., 6 tasks, 16.66 for each = 99.96 — the system will
multiply each task evenly to calculate the final grade).

Composite Grading Task

Term Q4 - FINAL GRADE

Weight | Grading Task

[ag [ Q1 Quarter Grade

Q1 Progress Report

Q2 Quarter Grade
Q2 Progress Report
Q3 Quarter Grade
Q3 Progress Report
Q4 Quarter Grade

Ci4 Progress Report

4. Click on the <Save> button.

Grading Scales & COI’IlpOSitC Grading © 2006 Custom Computer Specialists, Inc. All Rights Reserved
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LESSON PLANNER

Description

The lesson planner provides the teacher with a way to organize assignments. Teachers
may also set different weighting options for different assignment groups, if that type of
grading method is preferred. For example, a teacher may want to organize assignments
into four different groups, each with different weight calculations — Daily Assignments
(20%), Notebook (10%), Tests and Quizzes (40%), and Projects (30%). When
assignments are added to these groups and grades are given, the overall percentage is
calculated based on these group weights. The lesson planner also provides a tool for
copying these assignment groups from one term to the next, or from one class section to
the next. Changes can be made at anytime.

Teachers can also input non-graded Activities as well as assignments to communicate
classroom information to parents via the Parent Portal.

In addition, teachers can set up Student Groups and create different assignments for each
group. This can be used for teachers who are teaching advanced students in the same
class and need to create different assignments for them.

Set up the Student Groups
1. Navigate to: Instruction > Student Groups.
2. Click on the <New> button.
3. Type the Name of the group.

4. Click on the <Save> button.

ﬂ}stndent Groups l
Q Save

Student Groups Editor
Name Active

Student Group Detail

iAdvanc:ed

5. Repeat for all groups needed. A group does not need to be created for all
students, only those receiving additional assignments.

6 © 2006 Custom Computer Specialists, Inc. All Rights Reserved Lesson Planner
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6. The students will display with a dropdown box. Choose the group needed from
the box and click on the <Save Students> button.

Active Students: 27

Name Student # Student Group
0% Abbate, James J G54370028 Advanced

02 Block, Douglas C 4100

b
w
0% Bono, John K 20738 w
A
b
w

02 Castoro, Samara M 235916 Advanced

0% Clark, Gregory J 30335
(% Cuddy, Carolyn M 42789 Advanced

Set up the Grading Tasks

1. Navigate to: Instruction > Lesson Planner.

Lesson Plan
Term Q1 Progresz Report
Term (2 Progresz Report
Term Q3 Progresz Report
Term 24 FINAL GRADE
Term Q1 Quarter Grade (25%)
Term (12 Quarter Grade (25%)
Term 3 Quarter Grade (25%)
Term Q4 Quarter Grade (25%)
Qa Term Q4 Progresz Report

Le=z=zon Plan

Term Q1 Quarter Grade
Term Q1 Progress Report
Term (2 Quarter Grade
Term (12 Progress Report
Term 13 Quarter Grade
Term Q2 Progress Report
Term 14 Quarter Grade
Term 24 FINAL GRADE
Term Q4 Progress Report

Example of Lesson Plan tree without Example of Lesson Plan tree with
Composite Grading Composite Grading

2. Choose the Grading Task (i.e., Term Q1 Quarter Grade, Term Q2 Quarter Grade)
from the Lesson Plan tree. If Composite Grading has been set up, the system will
display all tasks under the Final Grade; if not, they will list separately.

3. The Lesson Plan Preference screen will display. Fill out the fields as needed.

4. Use weighting on groups — if weighting on groups for the grade calculations is
needed, click to place a check in this checkbox.

5. Use each score’s percent value for calculations (rather than points) — if the
calculations should work on the percent rather than points, click to place a check
in this checkbox.

Lesson Planner © 2006 Custom Computer Specialists, Inc. All Rights Reserved 7
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6.

7.

8.

Example of how a student’s grade might be different when using percent rather
than points.

Points:

6/10 +7/10 + 16/20 = 29/40 = 72.5%

Total points divided by Possible total points

Percents:

60% + 70% + 80% = 210/3 = 70%
Percentages divided by number of Grades

Grading Scale — Choose the Grading Scale needed from the dropdown list. The
list will include all the District-created Grading Scales as well as any created by
the teacher. A Grading Scale must be chosen for the gradebook to work properly.
If composite grading has been used, choose the Final Grade Grading task and
apply the Grading Scale to that as well as the Quarter Grades. This will allow the
instructor to view the most current calculated ‘Final” Grade for the students.

Click on the <Save> button.

Use weighting on groups
Uze each score’s percent value for calculationz (rather

than points}
Grading Scale

Numeric -

Repeat all steps for each Grading Task needed (including Final Grade, if using
Composite Grading). Progress Reports only need to set up if they are calculated

from the Gradebook. If using Composite Grading, Final Exam & Midterm Exam

might need to be set up in the Lesson Planner for automatic calculation of the
Final Grade.

Set up the Groups

Groups are needed to create assignments. There is no limit to the number of groups a
teacher can have; however, if a group will not be used, it should be removed. Assignment
groups are simply a location or a folder by which assignments are categorized.

1.

2.

Click on the <New Task Group> button. The Group Detail screen will display.
Name — Enter the name of the group (i.e., Tests, Quizzes, Projects).

Weight — If using weighting, enter the weight for this group. Weights account for
how much value scores in the group receive in the overall tallying of grades. If a
group was weighted at 20%, the weight would be entered as 20. The total %
should equal 100%, but this is a true ‘weight’ and does not have to equal 100.

2006 Custom Computer Specialists, Inc. All Rights Reserved Lesson Planner
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4. Sequence — Enter a sequence number, if needed. The sequence number
determines the order that the groups display in the Lesson Plan tree and the
Gradebook. Otherwise, the groups will display in alphabetical order.

5. Hide from view in portal — Click to place a checkmark in the box if the group (and
all its assignments) should not be seen by parents/students using the Parent Portal.
This will not be relevant until the Parent Portal is turned on for the District.

6. Exclude this group from calculation — Click to place a checkmark in the box to
exclude the assignments in the group from contributing to the Task grade (used
infrequently).

7. Drop lowest score — Click to place a checkmark in the box if you plan to drop the
lowest score.

A
-
v

I The Drop lowest score checkbox should only be checked before entering
the last assignment’s grades. If it is edited after all the grades have been posted, it
will not drop the lowest grade.

In addition, a grade entered with a comment of ‘Cheated’ or ‘Missing’ will utilize
a zero in the gradebook calculation. If the Drop lowest score checkbox is
checked, the ‘zero’ will be dropped by default and not count toward the grade. If
you anticipate using these comments, do not use this feature.

Finally, if the box is checked before entering any grades, the first grade entered
will not calculate since it is the ‘lowest score’. As soon as a second grade is
entered, the system will start calculating (without the lowest score.)

8. Select Term/Task Combination — Click to place a checkmark in all the term/tasks
that will use this group. You can check as many Term/Task Combinations as
needed; most common ones chosen are Quarter Grades for each Term.

"Hame

|Tests
Weighl Seguence
I | 1

[ Hide from view in portal
D Exclude this group from calcluation
[ Drop lowest score
*Select Term/Task Combination
[¥]Term @1 - Quarter Grade
DTerm Q1 - Progress Report
Term Q2 - Quarter Grade
D Term Q2 - Progress Report
Term 03 - Quarter Grade
D Term Q3 - Progress Report
Term Q4 - Quarter Grade
[J7erm 04 - FINAL GRADE
[ verm 04 - Final Exam

D Term Q4 - Progress Report

Lesson Planner 2006 Custom Computer Specialists, Inc. All Rights Reserved 9
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9. Click on the <Save> button.
10. Repeat all steps for all Groups needed.

11. Groups can be edited by clicking on the group name in the Lesson Plan tree (on
the left side of the screen). However, once the groups are created, they must be
edited individually under each Term/Task used (i.e., to hide ‘Quizzes’ from the
portal, must choose ‘Quizzes’ under ‘Term Q1 Quarter Grade’, ‘Term Q2 Quarter
Grade’).

Term Q1 Progress Report
Term Q2 Progress Report
Term Q3 Progress Report

The current quarter
will automatically

be opened, -] Term Q4 FINAL GRADE The groups
displaying all the . 2] Term 1 Quarter Grade (25%) display with
groups. ¢ NAc[] Projects (10%) their weighting

{1 e[ Quizzes (30%) percentage.
Other quarters can i1 (T Tests (80%)
be opened by =W [ ] Term Q2 Quarter Grade (25%)
clicking on the +. i [E-W[] Term Q3 Quarter Grade (25%)

[+ Term Q4 Quarter Grade (25%)

: QJ Term Q4 Progress Report

Set up the Assignments

Once groups are created, assignments can be created under each group. Teachers enter
grades for each assignment in the Gradebook. Although all fields are not mandatory,
many fields add value to the Lesson Planner when the Parent Portal is open.

All assignments do not need to be entered using the method listed below. Assignments
can be created here for one Term (Quarter), copied to the other Terms, and then edited.
Alternately, Assignments can be created in the Gradebook at any time.

&5 Special Note - Shortcut:

If you choose the Group you want to add the Assignment to before clicking on the
<New Assignment> button, the Group for the Quarter/Term chosen will display in
the Assignment as the default Group.

1. Click on the <New Assignment> button. The Assignment Detail screen will
display.

2. Name — Enter the name of the assignment (i.e., Test 1, Civil War quiz, Final
Project). This field has a maximum of 50 characters.

10 2006 Custom Computer Specialists, Inc. All Rights Reserved Lesson Planner
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3. Abbreviation — Enter the abbreviation for the assignment. This will display in the
Gradebook as the column heading. This field has a maximum of 5 characters.

4. Group — Select the group the assignment should belong to from dropdown list.

5. Student Group — Choose the student group if needed (i.e., this assignment is only
given to the Advanced Students).

6. Test Strand — Some states use this to associate a state test with the assignment.

7. Total Points — This field defaults to ‘100°. If different, enter the correct number
of points for the assignment.

8. Multiplier — This field determines the weighting of the points on this assignment
within the group. This field defaults to ‘1°. Enter a different number if this
assignment will weigh more or less than other assignments within the group.

9. Grading Scale — This is used rarely, only for special circumstances and
NEVER when using a numerical Grading Scale. When entered on an
assignment, it has the opposite result from entering it on the Term/Task. For
example, if using a numerical Grading Scale, a ‘100’ entered as the assignment
score will use the minimum % of 99.5 when calculating the Quarter Score.

When it might be used:

If the teacher is allowed to create a unique Grading Scale and needs to convert an
alpha grade to a numeric for the calculation.

For example — the teacher needs to grade projects with ‘A’, ‘B’, ‘C’, etc. The
gradebook must have a number to equate with the letter score to use in the
calculation. Using the Grading Scale below, a grade of ‘A’ in the gradebook will
result in a 91.5 being used in the calculation.

Grading Scale items Detail
Kin Percent Segquence Passing

|oss IE

e Fa
fezs  Jz |

10. Due Date — This field defaults to current date. Enter the due date of the
assignment. This date will display on the teacher’s Daily Planner and the Parent
Portal.

11. Assigned Date — Enter the date the assignment was given to the student. This date
will display on the Parent Portal.

Lesson Planner 2006 Custom Computer Specialists, Inc. All Rights Reserved 11
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12. Sequence — Enter a sequence number, if needed. The sequence number
determines the order that the assignments display in the Lesson Plan tree and the
Gradebook. Otherwise, the assignments will display in Alphabetical within Due
Date order.

13. Active — When entering assignments, leave this checkbox checked. However,
when copying the Lesson Planner from section-to-section or year-to-year, a
teacher may determine to inactivate an assignment, rather than deleting it. This
will allow the teacher to re-activate it rather than creating it again.

14. Hide Portal — Click to place a checkmark in the box if this assignment should not
be seen by parents/students using the Parent Portal. Many teachers hide
assignments until they are assigned to the students.

15. Description/Objectives/References — These fields are text boxes and the teacher
can use the formatting tools to add colors, underlining, etc. to the text. These
display for the Parent/Student in the Parent Portal.

Assignment Detail

iTest on slements |
_*ﬁbbreviati_an

“Group
| Testz - Term Q1 Quarter Grade M|

At
TestStrand
|

*Tatal Points -‘I-1urtielis_r

100 ]

“Due Date As=igned Date
[o7102007 [75] | I
Active Hide Portal
O

De=cription

leao

| Chapterzs 1-10 Test

16. Click on the <Save> button.

17. Repeat steps for all assignments within the groups.

© 2006 Custom Computer Specialists, Inc. All Rights Reserved Lesson Planner
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r! Term (11 Progrez=s Report

r! Term (12 Progrez=s Report

E Term 13 Progress Report

Term Q4 FINAL GRADE

- =[] Term Q1 Quarter Grade (22%)
B[] Project (10%)

- o[ Quarterly Project [100pt:

B[] Quizzes (30%)

: :I Quiz on Lab rules [7ptz]

¢ e[ Quiz on elements [10pte

B[] Tests (60%)
u Test on elements [100pt
u Test on formulas [100pti—
“-[] Teston structure [100pt

18. Assignments can be edited by clicking on the assignment name in the Lesson Plan
tree (on the left side of the screen).

Set up the Activities

Non-graded Activities can be created in the Lesson Planner. Since these activities are not
graded, their main use is to display in the Teacher’s Daily Planner screen and in the
Parent Portal.

1. Click on the <New Activity> button. The Activity Detail screen will display.

2. Name — Enter the name of the activity (i.e., Field Trip, Show and Tell Day). This
field has a maximum of 50 characters.

3. Abbreviation — Enter the abbreviation for the activity. This field has a maximum
of 5 characters.

4. Start Date — Enter the start date of the activity. This date will display on the
teacher’s Daily Planner. In addition, this date will display on the Parent Portal.

5. End Date — If the activity has an ‘End Date’, enter it here. The activity will
display on the Parent Portal from the Start Date until the End Date.

6. Sequence — Enter a sequence number, if needed. The sequence number
determines the order that the activities display in the Lesson Plan tree.

7. Hide Portal — Click to place a checkmark in the box if this activity should not be
seen by parents/students using the Parent Portal.

Lesson Planner © 2006 Custom Computer Specialists, Inc. All Rights Reserved 13
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8. Description/Objectives/References — These fields are text boxes and the teacher
can use the formatting tools to add colors, underlining, adding links, etc. to the
text. These fields display for the Parent/Student in the Parent Portal.

*HName Abbreviation
\isit to Petting Zoo | [Trip |
_'Start Date= _E nd Date

11M/2006 = | ~a

Sequenoe Hide Portal

]

Description

B I U|i=
e s O

Vizit to LI Petting Zoo on January 15th.

-

Permizsion slips are due by Dec 8th.

Pleaze click on this link to view the website:
ww w . longislandgamefarm.com/

9. Click on the <Save> button. The activity will display in the bottom of the tree
under the In Class Activities section.

Term 4 Understands social studies
] Term 4 Math remedistion
Term 4 Reading remediation
Term 4 Comes to school prepared
Term 4 Completes classwork
T Term 4 Completes homewwork
T Term 4 Demonstrates self-cortral
Term 4 Listens and follows direction
Term 4 Rezpectz others
Term 4 Uzes time constructively
T Term 4 wiorks independently
] Term 4 Applies speling skills to writi
Term 4 Expresses ideas clearly
Term 4 Spells assigned words corre
] Term 4 Use of mechanics
] Term 4 Wirites legiblyinestly
i Term 4 Comments
\q[j In-Clazs Activities

D isit to petting zoo

10. Repeat for all Activities.
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Copy Features

There are two ‘copy’ features in the Lesson Planner.

o Copy Assignments — This feature allows the teacher to copy all (or some)
assignments from one Group to another Group or Term, or to a different Lesson
Planner (sections). For example, the teacher creates several assignments under Term
1 “Tests’. The teacher can copy those assignments to ‘Quizzes’, or to Term 2
‘Tests’. Once copied, the assignment can be edited (i.e., changing the names,
abbreviations, due dates).

e Lesson Plan Copier — This feature allows the teacher to copy the entire Lesson
Planner from one course/section to another. It can be used if a teacher is teaching
multiple sections of the same course. The Lesson Planner can be set up completely
on one section and copied to the rest. In addition, the Lesson Planner can be copied
from one school year to the next. Before using this feature, the Lesson Planner
should be as complete as possible as the entire Lesson Planner cannot be re-copied if
changes have been made. The teacher will have to make the changes in all the
groups/sections, or the Copy Assignments feature can be used to copy individual
assignments.

Copy Assignments

1. Using the Lesson Plan tree, click on the group you want to copy. The Group
Detail screen will display.

2. Click on the <Copy Assignments> button.

3. The Lesson Plan Group Copier screen will display. The group chosen will
display on the left with its assignments. All the course/sections for all years will
display on the right.

4. Preserve Active Assignments — the copied assignments will not be made active
unless this checkbox is selected.

5. On the left side, in the Pick the Assignments you want to copy section, all the
assignments for the chosen Group display pre-checked. Un-check any assignment
you don’t want to copy.

6. On the right side, in the Pick the Groups you want to copy the Assignments to
section, click on the + next to the course/section you want to copy the group
assignments to. Then click on the Group(s) you want to copy the assignments to.
Any course with a Lesson Plan created will display in all school years the user has
access to.

Lesson Planner 2006 Custom Computer Specialists, Inc. All Rights Reserved 15
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Campus

The Group you
chose to copy
displays with all
its Assignments.

7. Click on the <Copy Assignments to Selected Groups> button.

Lesson Plan Group Copier

This tool will copy the A=z=zignments you =elect from lizt and copy them to the groups
vou =elect from other Sections you teach.

By default copied az=zignments are not made active. If you want as=ignments to
remain active select the Preserve Active Assignments checkbox.

Preserve Active Azsignments

Pick the As=ignments you want to

copy.

Tests

[ 7 ggle Assignments
Test on elements
Te=t on formulas
Test on structure

All Course/Sections
(for all years, if
applicable) displays
on the right. Click
on the + to display
the lesson planner.

07-08 Darin Middle School

=
Term Q1
Quarter Grades
11 project
O Ll Quizzes

C7ests
Term Q2

Q]Quarter Grade
11 project

[F1 L] Quizzes
C Tests

Term Q3
Q] Quarter Grads
1 project

O L] Quizzes

[#] (O reste «— |

Term Q4
Quarter Grads
1 C project
O L Quizzes
(O Tests

[ Copy Assignments to Selected Groups ]

0300-1 Science Scenarios

Pick the Groups you want to copy the Assignments to.

Click on the Groups you want
to copy the Assignments to.

This feature can be used to
copy assignments within the
same Lesson Planner
(section) or to other Lesson
Planners (sections).

8. Assignments can be edited (names, due dates) by clicking on the assignment
name in the Lesson Plan tree (on the left side of the screen). Assignments can
also be edited in the Gradebook.

9. Repeat for all Groups to copy.

from:

Assignments copied

Tests in Term Q1 to
Tests in Term Q2

Term Q1 Progress Report

7 Termaz Progress Report

Term Q3 Progress Report
Term Q4 FINAL GRADE
(] Term @1 Quarter Grade (22%)
- (2 Project (10%)
[C1 Quizzes (30%)
=] (2] Tests (50%)
[ Test on elements [100pt
Test on formulas [100pt:

i Project (10%)
T Quizzes (30%)
=[] Tests (80%)
i-[q Test on elements [100pt
Teszt on formulas [100pt:
“-[] Test on structure [100pt

| ] Test on structure [100pt 3
=] Term @2 Quarter Grade (22%)

16
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Lesson Plan Copier

1.

When the Lesson Plan is complete, you can copy the entire plan to another
course/section or from year to year. The Lesson Plan can only be copied to a
section without groups or assignments (i.e., a Lesson Plan hasn’t already been set
up). Click on the <Lesson Plan Copier> button. The Lesson Plan Copier screen
will display.

All the course/sections for all years will display. The Lesson Plan can be copied

to other course/sections within the same year or to the following year (when
privileges are granted).

Lesson Plan Copier

Lesson Plan to be copied
does not have an active
checkbox.

Click on all
Course/Sections to be
copied to.

Thiz tool will copy the entire Lez=on Plan from thiz ection to all of the =ectionz you
select.

The Lesson Plan Copier is used to copy an entire Lesson Plan from one section
to other sections that have no groups or assignments. Only sections with no
groups or assignments can be selected below.

If you want to copy a couple new assignments, use the Copy Group function
available when editing a group.

By default copied assignments are not made active. If you want assignments to
remain active select the "Preserve Active Assignments"” checkbox.

Preserve Active Assignments

Pick the Sections you want to copy this Les=on Plan to.

07-02 Darin Middle School
f 0300-1 Science Scenarios
0300-3 Science Scenarios
0315-1 Biology
[] 03293 Chemistry |

Copy Lezson Plan

3. Preserve Active Assignments — the copied assignments will not be made active
unless this checkbox is selected.

4. Click on the course/section(s) you want to copy the lesson plan to. The original
lesson plan will not have an active check box, and neither will any other
course/section where a lesson plan has already been created. This is to prevent
the teacher from accidentally copying over an existing plan.

5. Click on the <Copy Lesson Plan> button. The Lesson Plan Copier — Step 2
screen will display.

6. All the Course/Sections you chose on the previous screen will display. The
Groups for each Term will be listed with a checkbox to the left (the ‘Delete’
column). If a group is not needed, click on the checkbox to place a check to
delete that group from copying. All groups will automatically copy unless a
checkmark is entered.

Lesson Planner
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Place a
checkmark
next to any
group not to
be copied to
delete them
from the
‘copier’.

Lesson Plan Copier - Step 2

Campus has copied forward the Groups, Assignments and Activities to the Sectionz you selected.
Below are the Groups listed for each Section. Each Group has a droplist that needs to be matched to the
appropriate TermTask combination you want the Group associated with. Each Group MUST be
aszociated with a Term/Task combination. If you'd like to delete a Group, check the delste box to the left
of the Group you want to delste.

Groups with the same name assigned to the same Term/Task combination will be combined into
one group when you select Update Groups.

]
O
O
O
O
O
O
O
O

Science Scenarios

ame Old TermTazk TermTask
e T?Fm04 & ﬁu ﬁlll'ter'é-ra.él'e
o Terrnm _ Quarter Grads |
e TermD.Z- Quarter Grade
s TeerS- Quarter Grade ]
i T?me = ﬁu ﬁlll'ter'é-ra.él'e -~
i [Term 02 - Quarter Grade |
i Termus Quarter Grads ]
Sz eoe T rm Q4 - Quarter Grade
et Termm Quarter Grade ¥
s TeerB- Quarter Grade v
s TerrnQ4 _ Quarter Grade |

Tests TermO.Z— dl.l a.l.'ter.(_B-ra-ﬂ.e ~

7. Click on the <Update Groups> button. The entire Lesson Plan will be copied to
the new Course/Section.

Editing and Deleting Tasks/Groups/Assignments/Activities

Tasks, Groups, Assignments, or Activities can be edited at any time. Groups,
Assignments or Activities can be deleted at any time. However, if Assignments have
been created under a Group, they should be deleted before deleting the Group.

Editing

Tasks, Groups and Activities must be edited in the Lesson Planner. Assignments can be
edited in the Lesson Planner or in the Gradebook (refer to page 29 for more information).

1. Click on the Task, Group, Assignment, or Activity — the system will display the
screen on the right where the information can be edited.

18
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(-~
Campus

2. Make the change(s) and click on the <Save> button.

Deleting

-- Term Q1 Progress Report

Group Detail

*Name
.. Term Q2 Progress Report IPro}ect |
Weight - SBquenqa

o | b

Term Q1 Quarter Grade (22%) i = al
& from view in portal

(2 Project (10%)

[C1 Qwizzes (30%)
[ Tests (60%)

D Exclude this group from calcluation

1 Drop lowest score

rmiTask
rm Q1 - Quarter Grade | ¥ |

Click on the item to be

edited in the Lesson
Plan tree (i.c.,
Classroom/Homework
Group), make the
changes and <Save>.

Groups and Activities must be deleted in the Lesson Planner. Assignments can be
deleted in the Lesson Planner or in the Gradebook (refer to page 29 for more

information).

1. Click on the Group, Assignment, or Activity — the system will display the screen
on the right.

2. Click on the <Delete> button. The system will display a warning, click on the

<OK> button.

Lesson Planner
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GRADEBOOK

Description
The Gradebook is used to enter the scores for the assignments created in the Lesson

Planner. In addition, it has several features to display the contents differently, or change
the calculation (for example, inputting comments on grades that can be viewed in the
Parent Portal, or entering comments that can affect the student’s grade.)

Assignments can be edited, added, or deleted in the Gradebook. Often, it’s easier to
make those changes here rather than the Lesson Planner.

When making changes to the Gradebook, it is recommended to Save often.

Layout
1. Navigate to: Instruction > Gradebook.

The layout of the Gradebook is arranged in four sections.

& Save Student Groups Options

“bbate, James J
Test on structure [100]

Hide Grade Totals

Froject = Quizzes

QP1 [100]

Q1 - Quarer Grade

Student

o
h

09 Abbate, James J

09 Block, Douglas ©

09 Bona, John K

The right side of the Gradebook displays a gray spreadsheet-like grid, into which actual
assignment scores are entered/viewed.

= Froject = Qujzzes = Tasts

Groups

= || ‘= o = || = - -

. 8| e | 2 2| 8| 2 Fields to enter student
Assignment % =NR= % = | = % =| =| = des/
. . o | T o = | o | o rades/scores.
information | 5 = ] IR Sy £
/
9250 | 90 | @5 | @41z | 7 | @ o400 | 95 | og | =

The first row displays the Groups created in the Lesson Planner. Under the Groups are
all the Assignments created for the Group. The Assignments display the ‘Abbreviation’
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name as well as the number of points possible [in brackets]. The Assignment being
entered displays in yellow. Under each Assignment are fields for each student where
grade scores are entered. The grade that is being entered displays in yellow. Along with
the scores of individual assignments, each Group also has a column for a percent
calculation of all of the Group’s assignments, updated each time a new assignment score
is entered. The Groups display in sequential order as determined by entries in the Lesson
Planner. The Assignments display in due date order or sequential order as determined by
entries in the Lesson Planner.

The extreme left column of the Gradebook displays the names, in alphabetical order, of

the students in the section. The student whose grades are being entered displays in
yellow.

Student

09 Abbate, James J

08 Block, Douglas C

09 Bona, John K

08 Castoro, Samara

09 Clad, Gregony J

Directly above the student names is a dropdown list, where you select the grading task to
work on. This is where scores can be viewed, entered and edited. Above the dropdown
is a yellow toggle button for hiding or showing the Grade Totals section.

Hide Grade Totals

\ 21 - Quarer Grade - |

Grading Task

In the center of the Gradebook, the Grade Totals section displays a running points total,
percent calculation, and grade in the columns with yellow headings. When all
assignment grades have been entered (and the Grading Window is opened), the grade
totals under the yellow headings can be posted to the Grading Task, which will be
displayed under the columns with green headings.

[ eon] o] o

267.00 | 310.00 8275 B 22.60 B
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Customizing the Gradebook Layout

There are several ways in which to customize the items that get displayed in the
Gradebook. As mentioned before, the yellow toggle button above the student names
functions to hide or show the Grade Totals section. Additionally, the individual
assignments can be collapsed into their parent Groups by clicking on the Group heading.
By hiding the Grades Totals or individual assignments, the teacher can display only the
Group/Assignment he/she is working with when entering scores.

[ Save Student Groups Options

&hbate, James J =] Project ] Quizzes
Test on structure [100]

Hide Grade Totals

Q1 - Quarter Grade

QP4 [100]

Student

o
Ll

09 Abbate, James J

09 Block, Douglas C

08 Bono, John K

08 Castore, Samara M

09 Clad, Gregony J

Grade Totals and Individual Assignments Displayed

Hide the Grade Totals:
1. Click on the yellow <Hide Grade Totals> toggle button. The grade calculation
fields will be hidden, displaying the assignments closer to the students’ names.
The button will change to <Show Grade Totals> so it can be clicked on to toggle
back.

2. To re-display the Grade Totals, click on the yellow <Show Grade Totals> button.

[ Save Student Groups Options

“bbate, James J = Project
Test on structure [100]

Show Grade Totals

P4 [00]

01 - Quarter Grade

Student

o
h

09 Abbate, James J

09 Block, Douglas C

09 Bono, John K

09 Castoro, Samara b

09 Clat, Gregony J

Grade Totals Hidden

Hide the Assignments for a Group:
1. Click on the Group name to be hidden. The assignments will collapse and the
button will change to a <+>.
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2. To re-display the Group Assignments, click on the Group name to be re-
displayed. The assignments will re-display and the button will change to a <->.

& Save Student Groups Options

Abbate, James.J i+ Praj...
Test on structure [100]

Show Graie Totals

01 - Quarter Grade |v

Student

09 Abbate, James J

08 Block, Douglas C

09 Banao, John K

08 Castoro, Samara M

09 Cladk, Gregony J

Grade Totals and Individual Assignments Hidden

Show Specific Student Groups:
1. Click on the <Student Groups> button (refer to the Set up the Student Groups

section of this manual, p.6).

2. Choose the group you want to display (All Students will display all the students).
Only the students in the group chosen will display on the screen.

[ save| Student Groups | Options
#bbate, Ja| O All Students = Project

Quarterl
”"—e':;i ® Advanced

Quizzes

QF1 [100]

Q1 - Quarter Grade

Student

o
i)

08 Abbate, James J

08 Castoro, Samara i

09 Cuddy, Carolyn b

Show Cut Score Color Coding:
1. Click on the <Options> toggle button.

2. Click on the Show Cut Score Color Coding checkbox. Any student with a
calculated failing grade (as designated by the Grading Scale) will display in red
and passing grades in green.

[ Save Student Groups | Options |

abbate, James J ¥ Show Cut Score Color Coding =l Fraject = Quizzes = Tests

Quarterly Project [100]

About | = -1 -
Student has a ﬁ « | 218 « [E[E] » [E|E]E
failing grade. v > -3 2B E|l |
t= Fosz | Grd
09 Abbate, James J

09 Block, Douglas C
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Entering Grades

Manually

When clicking on a field to enter grades, the student’s name and the Assignment
description display in the upper left corner of the screen, just above the <Hide Grade
Totals> button. In addition, the Assignment, Student and Assignment Grade box will all
be highlighted in yellow as a notification to the teacher.

“bbate, James J /
Test on structure [100]

Hide Grade Totals

1. In the upper left hand corner of the Gradebook screen, click on the Select a Task
dropdown box. Choose the task (i.e., Q1 — Quarter Grade, Q2 — Quarter Grade).
If the course has ‘Default Gradebook Task’ set to the most used task (usually the
Quarter Grade), the correct Term/Task will display automatically.

2. Click on the first student’s score field (box) for the assignment needed.

3. Enter the points achieved and press the <Enter> key. The system will
automatically move down to the next student for the same assignment.

4. If Student Groups were used, the assignment for the group will only be applied to
students in that group. All other students will have the field grayed out.

::::;Z:da:rﬁ:ct (1o0] = A Only James Abbate
Hide Grade Totals = and Samara Castoro
z are in the group for
01 - Ouarter Grade | i the AP Project. All
Student other students have
09 Abbate, James J a5 the box ‘grayed
00 Block, Douglas © out’.

03 Bono, John K

08 Castoro, Samara b

24 © 2006 Custom Computer Specialists, Inc. All Rights Reserved Gradebook



5 o e >

Right People. Right Results)

Using tools
There are 3 tools in the system for entering/updating grades. They are accessed by right-
clicking in the grey box displaying the Assignment abbreviation.

Right click in the - Quizzes - Tests
Assignment grey ]
box E| Z g1 8|3
: % = s % = F =R =]

2 E E| R

Quiz on Lab rules

Edit

The full name of

. Delete
the Assignment
displays with all Clear all scores for Quiz on Lab rules
the op tions Fill Empty Scores »
’ Overwrite All Scores »

Hew Assignment

1. Clear all scores for... — this will allow the teacher to clear all the scores for the
assignment chosen.

2. Fill Empty Scores — this will allow the teacher to enter a specific score for
multiple students for the assignment chosen. This is typically used when a large
number of the students all receive the same score.

1. Enter the scores for the students receiving ‘different’ scores (i.e., the quiz
has 10 points, most students scored a ‘9’, enter the students who did not
receive a ‘9’).

2. Right-click on the assignment. Choose ‘Fill Empty Scores’.

3. Choose the correct method. There are 3 options for this tool:

a. 0 (zero) — will post a ‘0’ in all empty fields

b. With this value... — will post the value entered in all empty fields

c. Total Points Possible — will post the total points for the assignment in
all empty fields

&5 Special Note:

The Fill Empty Scores can also be used to fill all empty scores with an ‘M’ to
mark the student’s grades as missing (refer to page 26) for more information on
missing grades.

3. Overwrite All Scores — this will allow the teacher to overwrite all scores with a
specific score for the assignment chosen. There are 3 options for this tool:
1. 0 (zero) — will post a ‘0’ in all fields
2. With this value... — will post the value entered in all fields
3. Total Points Possible — will post the total points for the assignment in all
fields
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Editing Grades with Comments

Grades can be edited to add Campus comments (i.e., Missing, Dropped, Cheated), or
teacher entered comments (i.e., Failed to expand on essay questions, Did not show work).
These comments can be viewed on the Parent Portal and through the Student Information
> General > Schedule or Grades tabs by staff with user rights. The boxes will display
with either triangles or in grey to notify the teacher that a comment has been added.
Hovering over the grade field (box) will display the comment.

1. Right-click on the grade. If entering a comment on an assignment without a grade
(i.e., missing, exempt), right-click on the field (box) where the grade should be
entered. The screen to choose comments displays. It will display the student’s
first name and the description for the Assignment. There are several choices.

Douglas - Quarterhy Project

Edit comment
[0 Late
[ Exempt

[J Missing
[0 Incomplete
[Z Cheated
2 Dropped

a. Edit comment — click on this option to enter a ‘teacher’ comment for the
assignment. A box will display with the Assignment abbreviation and a
field to enter a comment. When finished, click on the <OK> button. A
red triangle will display as a notification.

Comments:

[Good work

b. Late — click on the checkbox to mark the assignment late for a student.
This checkbox does not affect the grade. An ‘L’ can be entered in place of
the student’s grade in the box. The box will turn grey, the score will
display in red and a blue triangle will display as a notification.

c. Exempt — click on the checkbox to mark the assignment exempt for a
student. This grade will be excluded from the calculation. The box will
display in grey as a notification.

d. Missing — click on the checkbox to mark the assignment missing for a

student. This checkbox will use a 0 (zero) in the calculation.
Assignments marked with this comment will display on the Missing
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Assignments report. An ‘M’ can be entered in place of the student’s grade
in the box. A blue triangle will display as a notification.

Incomplete — click on the checkbox to mark the assignment incomplete.
This checkbox does not affect the grade, but whatever score is entered will
be used in the calculation. A blue triangle will display as a notification.

Cheated — click on the checkbox to mark that the student cheated on the

assignment. This checkbox will use a 0 (zero) in the calculation. A ‘C’

can be entered in place of the student’s grade in the box. A blue triangle
will display as a notification.

Dropped — click on the checkbox to mark that this assignment is being
dropped for a student. This grade will be excluded from the calculation. A
blue triangle will display as a notification.

Comment
Late
Exempt
Missing
Incomplete
Cheated
Dropped

Additional Gradebook Features

Add a Comment on a Student

Comments can be added to the student (in addition to, or in place of adding a comment to
a grade). These comments are only visible on the Parent Portal or on Gradebook reports.

1. Right-click on the student’s name.

2. Click on the <Edit Comment> button.

3. The Comments: screen will display. Enter the comments and click on the <OK>

button.

Gradebook
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Barhieri, Christina D

Comments:

|Exce|lent workeﬂ

4. A red triangle will display by the student’s name as a notification that there is a
comment.

Add an Assignment

Occasionally, a teacher will add a non-scheduled assignment (i.e., pop-quiz).
Assignments can be added directly into the Gradebook using this feature. Not all the
Assignment fields display, so if they are all needed, enter the assignment in the Lesson

Planner. Please refer to the Set up the Assignments section starting on page 10 for field
descriptions.

1. Right-click in the grey box displaying the Group or the grey box displaying an
Assignment. The <New Assignment> button will display.

Right-click on the New Assignment
Group or Assignment
name.

%

2. Click on the <New Assignment> button. The New Assignment screen will
display.

3. Fill in all fields needed. You may need to choose the group from the list as the
system doesn’t always display the group that was right-clicked on.

* Name Teston formulas |
* Group Tests - Term Q1 Quarter Grade | = |

* Abbreviation |T4
* Due Date 05M 852008

* Points

* Sequence

* Multiplier

Active v

4. Click on the <OK> button.
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Edit or Delete an Assignment

Assignments can be edited or deleted in the Lesson Planner or the Gradebook. If editing,
please refer to the Set up the Assignments section starting on page 10 for field
descriptions.

1. Right-click in the grey box displaying the Assignment.

Right click in the
Assignment grey
box.
Test on elements
7 Edit
Click on the =¥ Detete
<Edit> or Clear all scores for Test on elements
<Delete> button. PR e :
Overwrite All Scores 4

* Hame Teston elemerts |

* Group
* Apbreviation  [T1
*Due Date 0741 Dr2007

* Points

*Sequence
* Multiplier
Active

‘ OK Cancel |

3. Enter any changes needed. Click on the <OK> button.

4. To delete, click on the <Delete> button. A warning will display, click on the
<Delete it> button.

Posting Grades

When all of the assignment scores for a term have been entered into the Gradebook, the
grades that have been calculated (in the yellow Grade Totals area) need to be posted to
the Grading Task so they will appear on the students’ report cards. Right clicking on any
part of the yellow or green areas produces a popup menu in which the Post Grades item
can be chosen. The teacher can only ‘Post Grades’ when the grading window has been

opened by a Building Administrator. Otherwise, the option will be grayed out and cannot
be chosen.
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%

82.50

%| Grd
80.00 i

B

Q1 - Quarter Grade

Post Grades

Post Grades to other task »

Posting the grades causes the calculated total grades from the yellow area to be copied to
the green area.

Posting Grades to Other Task

Grades can be posted to ‘other tasks’ as well. This is generally used when a school
reports ‘Progress’ (or ‘Interim’) Report grades in the middle of the Term based on the
student’s grades in the gradebook at that time. The following must be in effect to use this
function:

1.

an | 7354 | a0

The Grading Task must be in the course with the same Score Group as the Term

(i.e., If the ‘Quarter Grade’ Grading Task is on the course with the ‘Alpha’ Score
Group, ‘Progress Report’ Grading Task must also be attached to the course with
the ‘Alpha’ Score Group)

2. The Progress (or Interim) Report Grading Task window must be active.

08 Abbate, James J

| caon | an [ &

02 Branreuther, Trewor J

Q1 - Quarter Grade

20.00 20

07 Clan, Michael M

Post Grades

05.00 24

100,00 8

07 Ii Vona, Rebecca

Post Grades to other task »

07 Ehrlich, Michael J

74.00 7T

71

08 Jain, Guy

98.50 00

=t}

02 Joy, Awi L

87.50 a6

29

08 Magaio, Wen ¥u

\92.50 a1

=L

- Quarter Grade
- Quarter Grade
04 -
- Course Grade
04-

Quarter Grade

Final Exam

03 Malhvey, Kathleen

1 - Progress Report

Student

S0 T2

02 Abbate, James J

MQ‘I.—

Progress Repur't&

02 Branreuther, Trevord

OF Clam, Michael b

07 DiWona, Rebecca [

The final result will display in the Progress (or Interim) Grading Task.
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Editing Posted Grades

Occasionally, a teacher will need to override the posted grades for the quarter. This step
should be done after ‘Posting the Grades’. If the grade is overridden and the teacher re-

posts, the system will calculate the Quarter Grade again and it will revert to the original

grade.

1. Double-click on the grade listed in the % field in the green area. The field will
display to allow for changes.

Double-click on the
grade to be changed
in the % field.

2. Type in the new grade and press the <Enter> key. The grade will change in the %
and Grd fields.

&5 Special Note:

Grades can also be changed by clicking in the Grd box and choosing the grade
from the dropdown list. However, if Composite Grading is used, the system will
use the number in the % field to calculate the Final Grade, and that will not change
by using this method.

Therefore, it is recommended to change the number in the % field instead.

After grades are posted in the Gradebook, the teacher can add comments that will print on
the report card by navigating to Instruction > Grading by Task. For full instructions on
this module, refer to the Instruction Manual.
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Posting Final Grades for a Course

If a course’s Final Grade is calculated based on the Composite Grading assigned by the
District or the teacher (refer to page 5), the grade can be posted in the Gradebook. By
selecting the Final Grade in the Select a task dropdown list on the Gradebook, the teacher
can view the Gradebook page for the Final Grade. These grades can be posted when the
Grading Window is open using the same method as posting the Quarter Grade (refer to
page 29).

Hide Grade |otals

- Quarter Grade vl

- Quarter Grade
- Quarter Grade
- Quarter Grade
- Quarer Grade
- Final Grade

T

T

If a course’s Final Grade is not calculated based on Composite Grading, the grade is
posted to the report card by navigating to Instruction > Grading by Task. For full
instructions on this module, refer to the Instruction Manual.
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FREQUENTLY ASKED QUESTIONS

Description
This section will cover the most common mistakes experienced when setting up the
Lesson Planner and the Gradebook.

Q: In the Lesson Planner, I input weights in my groups and I don’t see them. When |
click on the group to edit it, I don’t even see a field for the weight.
Lesson Plan Group Detail
Term @1 Quarter Grads HMame When clicked
No weights - [0 ClasswarkHomeswork !CIassworkHomework on to edit. no
0] cuizzes >
(%) are » % o ﬁq_| field for
ShOWlng- AL ] Term @1 Progress Report '—_' . weight
B Term Q2 Guarter Crade [ Hidte from view in portal dlS la S
Term 22 Progress Report D Exclude this graup from calclustion p y :
- Term @3 Guarter Grade [ brop lowwest seore
Term Q3 Pragress Repart *Tazk
] Term Q4 Quarter Grade | Term Q1 - Quarter Grade » |
% Term Q4 Course Gracke
Term @4 Final Exam
Term 24 Progress Report
A: The Use weighting on groups field was not checked on the Quarter Grade Task.

Click on the task (i.e., Term Q1 Quarter Grade) and check the box. Click on the
<Save> button. Now you will see the weights on the groups (and be able to edit
them if needed).

Lesson Plan Le==on Plan Preference
=5 r! Term @1 Guarter Grade Use weighting on groups

Use each score's percent value for calculations (rather
than points)

mumeric bt |

FAQs
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Q: In the Gradebook, I'm inputting my first grades for a group and they are have a
blue triangle and nothing is calculating.
Betts, Gil &
fest3 1100) No calculations and all scores are grey
Hitle Graie Totals . .
(with a blue triangle).
02 - Quarter Frade
Studant Fis|  Po %
02 Abbate, James
09 Adams, Dehbid
08 Bencal, TavlorDr A
A: You chose to drop the lowest score. If only one score is entered, it is the lowest
score. As you add more scores, the system will start calculating the % and
continually look for the lowest score in the group.
Bencal, Taylor D A
Quiz 4 [100] As more scores are entered, the system
Hide Grade Totals will start calculating, and the
er——— dropped’ score might change.
Student Ptz Fosz %] Grd
02 Abbate, James a9 100,00
09 Adams, DebiJ a3 9z.00
0% Bencal, Taylor D A a7 S9.00
Q: In the Gradebook, the percentages are calculating, but not the grade (in the yellow

area).

Edwards, Jodi No grade is displaying. ] ClasamoidHom o
Quiz 1 [100]

Hide Grade Totals

Q1 - Quarter Grade

Student

02 Brode, Kyle P

05 Cassorla, vuk Choi

08 Damianos, Rachel I

A: The Grading Scale was not chosen on the Quarter Grade Task. Navigate to the
Lesson Planner, click on the task (i.e., Term Q1 Quarter Grade) and choose the
Grading Scale. Click on the <Save> button. Now you will see the grade
calculating.

Lesson Plan Preference
Uze weighting on groups

Uze each score's percent value for calculationz (rather

than points)
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Q:

In the Gradebook, the percentages are calculating all wrong. They are much

LESS than they should be.

Student received all ‘100s’,
but it’s calculating a *99.5’.

The Grading Scale was chosen on the Assignment. This will use the ‘Minimum
%’ for the calculation. In the example above, the Minimum % for ‘100’ is *99.5’.
Navigate to the Lesson Planner, click on the assignments (i.e., Test on elements)
and remove the Grading Scale. Click on the <Save> button. Repeat for all
assignments. Now you will see the grade calculating correctly.

Assignment Detail

*Name

|Test on elements

_’Abbr&viatinn
T1
"Grnup

| Tests - Term Q1 Quarter Grade W

¥
Test Strand

*Total Points Muttiplier

100 | 1]

Grading Scale

Due Date E;ﬂ'us.s.ignfzu:l Date

|07/10r2007 [T | []

Active Hide Portal

]

FAQs
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REPORTS

There are several reports available to teachers for the Gradebook. All the reports will be
produced based on the course/section chosen (refer to page 1). They are listed below with
a brief description of their features:

Assignment Analysis: This report prints a bar chart reflecting the students’ grades for a
specific assignment (from the Gradebook).

Assignment Standard: This report lists the Standards associated with Standards-based
assignments.

Gradebook Export: This report allows the teacher to export the gradebook out of
Infinite Campus. File format options include — Comma Separated (recommended) this
format will allow the teacher to save the file into Excel, Tab Delimited, XML, and
HTML.

It is recommended to open the file in Comma Separated format, then click on <File>,
<Save As...>. Name the file and change the ‘Save as type:’ (on the bottom) to Excel.
This will allow the teacher to open the file using Excel and make any
changes/calculations they need. The Gradebook can only be exported out of Infinite
Campus, no information can be imported into the Infinite Campus gradebook from an
outside source.

Missing Assignments: This report displays missing assignments. It will print
assignments that are either past their Due Date (without a grade entered) or marked in the
Gradebook as missing. It prints one (or more) pages per student and is suitable for
mailing home to the parent/guardian.

Section Summary: This report displays the selected assignments with the students on an
X/Y grid. This report shows all the scores for each student on only a few pages. It can
also be printed with the student numbers instead of names so the scores can be posted on
the bulletin board, thus ensuring privacy.

Student Summary Report: This report displays per student, all the grades posted to the
Gradebook by group and assignment. It can be printed as a summary or with detail. If
printing the detail (one page per student), it is suitable for mailing home to the
parent/guardian as a progress report.
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GETTING HELP IN THE INFINITE CAMPUS SYSTEM

Description

Infinite Campus help is provided to give users a basic understanding of the module or tab

that they are viewing and what steps need to be done to modify that information.

Context Sensitive Help

1. To access Infinite Campus context sensitive help - From the Index, navigate to
the area where you need help. If you want more information on enrollments for
example, navigate to Student Information > General > Search. Search for a
student then click on the Enrollments tab.

2. Click on the Help tab. The help tab is the last tab available on the left hand side,
next to Index and Search. The Enrollments help and related articles will appear
under the Help tab on the left side of your screen.

Abbate, James J Hhickname Jimmy @Cuntac{ éDucument vf.\edicai—»\\lergy
~ Grade:09 #G54370028 DOB:101101993 GenderM CounselorHeller, Kerri
Assessment | fliBehavior | (JTransportation | § Fees | jLockers | Athletics | [i{AdHoc Reports |

Index | Search Help

Viewing Student

E‘nrollments ‘—:QSnmmarvl Enrollments | Q’s:lmdulel I¥Attendance | Programs | [[¥Grades | Transcript | Credit Summary |
i print Article

@Print Enroliment History J Mew
Enroliment Editor
Edit | Grade Type Calendar Start Date End Date
09 P 07-08 Darin Middle School 07022007
Start Status: 0011 Enrcliment in building or grade
End Status:
[EKE P 06-07 Darin Middle School 07/03/2008
Start Status: 0011 Enroliment in building or grade

The Enrollment tab will list all
occurrences of a student's
enroliment in the district
Because this is a historical
view, this list could be long

By default, the
enrollments are listed by
grade level first, then by
enroliment start date. To
reorder the list of
enroliments, click the blue
hyperlinked headers in the
Enroliments Editor list. The
list of enrollments can be
sorted by Grade, Calendar,
Start Date or End Date.

When hovering over an
enroliment entry, the person
whe last modified the data
will appear in the hover

End Status:

07 P 05-08 Darin M3

Start Status: 0011 Enrcliment in building or grade
End Status:

08/08/2005

08/3042008

(113 P 04-05 Love Elementary

Start Status: 0011 Enroliment in building or grade
End Status:

0sioTi2004

06/24/2005

05 P 03-04 Elem1-1

Start Status: SN
End Status:

08/03/2003

06/25/2004

04 P 02-03 Elem1

Start Status: SN
End Status: EY

08/04/2002

06/27/2003

03 P 01-02 Elem1
Start Status: SN
End Status: EY

08/05/2001

08/25/2002

02 P 00-01 Elem1
Start Status: SN

08/08/2000

08/22/2001

Help
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3. The Related Articles display at the end of the basic description of the module.
Click on the article needed and step-by-step instructions display. The article can
be printed if needed by clicking on the <Print Article> button.

Index | Search | Help | Index | Search | Help |

Related Articles:
P Definition of
Enrollment ltems [Edit]

# Enroliment Types [Edit]

4 Creating an Enrollmen
History [Edit]

Click on any Related Article
and the Help panel will display
additional help regarding the
subject.

P lotice of Change in
Enrollment [Edit]

4 Impact to Other Areas -
Student : : :
A Th1s grtwle can be prlnteq by

clicking on the <Print Article>
¥ Adding lew button

Enrollments [Edit]

4 Adding a New
Enrollment to an Existing
Student [Edit]

P Detailed Enroliment
Information [Edi]

P} Editing Existing
Enrollments [Edit]

P Ending
Enrollments [Edit]

[Create Mew Article]

Search Tab Help Option

There are two ways to search for Help, using the ‘Quick Search’ and ‘Advanced

Search’.

Related Articles:
P Definition of
Enrollment kems [Edif]

P Enroliment Types [Edif]

e

Creating an Enrollment
History [Edit] é

Print Article

The Enrolliment Higtory option
allows a district to enter all
enroliments a student may
hawe from previeus schools.
Thiz provides a way for the
school to track previeus
grades.

1. Enter the Calendar
Name or scheel
name of where the
student previously
attended school.
Enter the Grade of
the enroliment.
Enter the Start

1. To search for help articles, click the Search tab on the left-hand side of the

screen.

2. Select the Help option from the dropdown list.

3. Quick Search — Enter a keyword that you want to search by. If the search field is

left blank all help articles available will be returned.

Index | Search | Help |
Search for a:

i Help

]

| Go

Advanced Search ==

|enrullment

Search Results: 41 )
Adding a New Enroliment to a
Agdding Graduatien Informatio

Agdding New Enrcliments
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Advanced Search — Click on the <Advanced Search> button. The advanced search
options will display in the box on the right.

HELP Search

T
For i

Start Date |

End Date |

Search for the item needed using the options:

1. Search — choose the Help option from the dropdown list:
a. All of Help — searches for all articles (default)
b. Help Articles — searches for Infinite Campus help articles
c. Documentation/Tutorials — searches for articles that have ‘documents’ or
‘tutorials’ attached
d. Custom Articles — searches for articles marked as ‘custom’
2. For — searches for the module help is required for (i.e., Gradebook, Attendance
Letters).

3. Start Date — searches for Help documentation created or modified after this date.

4. End Date — searches for Help documentation created or modified before this date.

The help articles for some features are not available through context sensitive help,
and can only be accessed using the Search tab option.
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