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Infinite Campus

How to See the Schedule (Status Bar Information)

1. Instruction > Attendance

2. Click the Index tab to get to the home page of the Campus
Grade Book.

3. District and High School Notices will be listed.

Sefpol | Neenah High Schok| | Calendar | 05-06 HS | Section | (1) 20800-1 YWEB PAGE DESIGH 1 v
Term T
Indey/|[Search | Relp District Notices " 01) 20800-1 WEB PAGE DESIGH 1
[Hris Labbus & |8 Ny sistict natces/A tis tine. 01) 208051 I3 WEB PAGE DESIGN
|ﬂ| Student Information 03 21410-1 FINANCE
Cupr School Notigks Tergszm 410-2 FINARCE
_ @%Geg.era' Mo schoal rftices at this tine 02) 20800-2 WEB PAGE DESIGHN 1
1'?1, ::l 'DE'; 03) 21410-3 FIMANCE
iy endance
LY = Studeyf AddsDrops e e
@ Gradebook Torm 3
B Grading By Task 03} Z1410-1 FINANCE {17 20300-2 B KEYBOARD
[ Grading By Student 12 Porowski, Benjarnin M #61 g2y 20810-1 WEB PAGE DESIGN 2
Roster 03) 21600-1 PERSON & BUSIN LAW
E Diaily Planner | Process Inhox 05) 21600-2 PERSOM & BUSIN LAV

Schedule—click on the “Section” pull down menu
Semester/Quarter schedules.

Attendance—-click on “Attendance under “Instruction. Attendance

can be taken in alphabetical (no student pictures), alphabetical (with studen
pictures), or using the seating chart created under “Admin."

Year —click on the “Year” pull down menu to see other
past school year information in the gradebook.

School—click on “School” to access the gradebook from another
school.



Infinite Campus

How to Change the Password

1. Instruction > Account Settings | Index | Search | Help

=l o Instruction
-:I:i:— Aftendance
-:I:i:— Positive Attendance
£ Gradshook
[#% Grading By Task
[# Grading By Stucert
Roster
E Draily Planner
[ Leszon Planner

+| (L satmin

2. Type in the old password.

User Settings

Change Password

Enter your old passwoard in the fiyst field and your ney # ] Reports
= Ad Hoc Reporting
/ SF Fitter Designer

Ol Pagsword [tk Report Designer
Repott Builder

Mew Passward Data Export
Account Settings
] Access Log

(@] Log Off

Yerify Mewy Pazsword

ra

Hidle Banner D

[ Siye rerges |

3. Type in the new password.
4, Verify it.

5. Click Save Changes.
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How to Take Attendance

1. Instruction > Attendance
a. Present is default.
b. The Attendance Office enters the excuse. Excuses do not

need to be entered.

C. Comments—enter a comment if relevant and appropriate.
l.e. “student is tardy for the third time in a row”, etc.

d. Click Save to submit. Infinite Campus will give a pop-up reminder
after attendance has been saved two times.

e. Take attendance ASAP—preferably within the first 20 min.

of each class. Please do not wait to take attendance until the end
of the day or two hours later. Attendance should be taken every period.

f. Take Attendance by Seating Chart—Click “Display

Standard Seating Chart.” To have the seating chart be the
default in attendance, click Admin > Preferences > Use Seating
Chart for Attendance > Save.

([ " 1| period 034 T 10T

n Save HP0isplay Standard Seating Chart
21410-1 FINARCE

Mo Irmage Available 12@“' ialle
Mo Image Available i BT

Index | Search | Help
e

General
—

1 Attendance

[#+ Grading By Task
[#+ Grading By Stucert
Roster
E Daily Planner
[F Lesson Planner

= L Admin
ﬁ Composite Grading
ﬁ Curves
[F Sesting Chart Setur
B’ Preferences
_] Reports
=] .@ Ad Hoc Reporting

—

12 Gagnon, Arthony L




Infinite Campus

How to Set Up a Seating Chart

10.

11.

Instruction > Admin > Seating Chart Setup

Three ways to create a seating chart:

a. Auto Fill-Alpha
b. Auto Fill-Random
C. Display Lab Chart

Note: Up to two seating charts for the same class may be created—1)
Classroom seating chart; and 2) Lab seating chart.

Custom seating charts can be set up by choosing the number of
rows and columns for the classroom or lab.

Click on each pull down menu to choose the name of the student
for a particular seat.

Click Save Dimension to save seating chart layout.

Making Seating Changes—delete the student from his/her
current seat (scroll up to the top of the student list to find the “blank” for
that particular seat). Click where the new student should be placed.
Delete the student that is currently placed there. Now insert the
new student by clicking on the pull-down menu and re-selecting
the new student.

Click Save.

Print student pictures in the seating chart—Check (V) Print
students’ pictures.

Select the picture height and font size needed. (This will assist in
making adjustments for having the seating chart print on one page.)

Click Save.

Click Print in the Seating Chart Setup panel,

ﬁSeating Chart Setup

Errint [ save ¥ Clear B2 Auto Fil-2lpha B2 Auto FilRandom B2 Display Lak Chart

Enter dimension of seating chart.

Toggle Help OnaCff

Report Options {"case save modifications before printing)

Errt T | Tt W

Ot rm amimlt | 4 O W



Infinite Campus

How to Set Up the Grade Book

1. Click the first class to be set up by selecting it up on the status
line.

2. Click the pull down menu for Section.

3. Instruction > Admin. A list for various settings should appear.

Index | Search Help -

:_jj kris Labbus ”~
= Iﬂj Student Information
[ PLP
[l General
=1 {4 Instruction
Lk Attendance
£74 Gradebook
[#% Grading By Task
[#8 Grading By Studert
Roster
E Daily Planner
ET' Le==zon Planner
< L aemin
|:;[' Composite Grading
|:;[' Curves
[ sesting Chart Setug
Ef Preferences

# [ Reports =

4. Composite Grading-- will not be used in our district
5. Grading Scales —will need to use one of the choices
6. MChart Setup—create seating charts for use in attendance

and/or labs and classrooms.

7. Preferences—set up how the gradebook is to be controlled.



Infinite Campus

How to Set Up the Grade Book—Groups

Groups are established so that assignments can be entered into them. Examples include:
oral presentations, homework, participation, projects, tests, etc.

**When entering and setting up for groups for the first time, make sure to select the
appropriate grading period for all the groups/grades.

1. Instruction > Lesson Planner I
= (€% Student Informeation
2.  Click New Task Group—— | g —
=l r" .
. TrAEndance ‘
3. Type in the Group Name; {3 oradebook e TTr————

i.e., projects, tests, etc.

4. Type in the Group Weight; i.e.

B Gracing By Task LT Term 1 Trimester Exam

[F+ Grading By Studert
Roster
5] D

projects — 40%; participation =

10%, etc. Please note: if this line is not appearing on the screen, click
once on the Term on the left-hand side of this screen (Term 1 Trimester
Grades, etc.) and Click on Use weighting on groups, select the Grading Curve,
and click Save. Then come back and click on New Group to continue setting

up the groups.

ELesson Planner

Lesson Plan

r: e
! Term 1 Trimester Grade
=) Aoy

Lt 4son Plan Preference
Use weighting on grougps
Use egch score's percent vall
than pairts)
Curve

| Bus. Ed -Lablus v

[ Lesson Planner

ESave W Delete D Mewy Graup D Mewy Assignment D Mewy Activity

Lesson Plan Im Em_
L Term 4 15t 6 waeks *hlame

"] Term 1 Trimester Grade | |

[] Term 1 2nd B weeks Weight
L] Term 1 Trimester Exam

Sequence
1

I

D Hide from view in portal
D Exclude this group from calcluation

D Drop lovwest score
Curve

I

*Select TermiTask Combination
[CTerm 1 - 1st 6 weeks
DTErm 1 - Trimester Grade
Cdmerm 1 - 2nd & weeks

[Ierm 1 - Trimester Exam

a. Sequence -- if the appearance order of the groups needs to
be changed, this also determines how the groups will appear in the

gradebook and on printed reports.
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How to Set Up the Grade Book—Groups (cont)

b. Hide from Gradebook preview-- only if a particular Group
doesn’t need to be displayed to parents or students via the
portal.

C. Exclude this group from calculation-- if a grade/assignment

needs to be entered into this group, but should not be

calculated in the current grade. For example, keeping track of
bringing gym clothes to school everyday, or goggles to lab, etc.

d. Drop lowest score-- if you wish to do this within your
grading system.

e. Select Term/Task Combination for what grading
period/term needs to be set up.

f. Click Save.

g. All Groups created should appear in a list.
a. Change the order of groups by changing the sequence
numbers.
b. Groups are printed on reports in the order they appear on
the list.

5. Groups must be set up for each class. At least one group needs
to be set up even if the intended use is straight points. cCall the
group Total Points.

6. Other notes:

a. Click Delete to get rid of a group that is not needed.

b. Click New Activity for any kind of un-graded venue that
needs to be included in the gradebook.
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10

How to Set Up the Grade Book—Groups (cont)

C. Click New Assignment to begin entering assignments into
the gradebook.
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How to Set Up the Grade Book—Preferences

Preferences have to be set up for each class, and cannot be copied.

1.

2.

9.

10.

Instruction > Admin > Preferences

Hide Dropped Students—check (V) hide dropped

students on the class list. If this is not “checked”, dropped
students will appear in red in the gradebook.

Show Student Numbers— [ Preferences

Check (V) to have Student ID s
numbers listed on all student
and gradebook printouts. O] Shorw Studdert Numbers
] Showy Student Pictures
Show Pictures—If Checked (V), - 'S:ZZf;?:gif:jfjiﬁ;:i:i?:m e
student pictures will appear in g e Ceer EnmEE
both the gradebook and the Teacher Weh Ste URL
roster. |

Invert Seating Chart Auto-Placement (Begin from the bottom)—
Check (V) if seating chart needs to be inverted (or reversed).

Use Seating Chart for Attendance—Check (V) to see the seating
chart come up as the default for taking daily attendance.

Use Canned Comments—Check (V) to use the computer-
generated comment list for reports cards

Teacher Web Site URL—enter the exact web site address for your
own teacher web site.

Remove percentage and calculations when using Standards - will
not need unless using standards based grading.

Mass Assign to multiple classes - click to check all classes to apply

these settings to.

Click Save to save your Preferences.
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Lesson Planner: How to Enter and/or Delete An

Assignment

Enter an Assignment

1.

2.

3.

Lesson Planner > New Assignment

Click New Assignment at the top of the screen.

WLesson Planner

[Hsave ¥ Delete | ] Mews Grifup | ] Mew Assignmert ] Jlesw Activity
Les=on Plan

Zasignment Detail

Term 1 1=t G weeks A |*hame *&pbreviatic
erm 1 Trimester Grade B | | | |
Parent/Teacher Information (0% *Craupis]
[ 1) Parerts Teacher Informat - |
[ Participation (10%) Parent/Teacher Information (0%)]
----- [ 1) Books Covered [Opts] | 7 |
D)0 ooy e | TS
----- D (7)1 Company Research--wh |:
_____ D (9) Warkbook, pp. 105-106 [ *Due Date Azzigned Date
----- [ 117 Saving For Your Fin. Fu_ l:lll
----- D (13) Company Research wh Active Hide Portal
----- [3 115) Guest Speaker Quast - O
----- D (17] Erokerage Firms Interne *uttiplier SequUEnce
----- D (19) Collectibles on the Inter 1
Ma cmas o, aaas . o ra

Fill in assignment information. Anything in red is required to be filled
in.

_ _
a. Assignment Name—this name *ame %8 bhbrerviation

will appear on all grade book | \ |

printouts and will be present ki .
when it is moused over in the e —
gradebook. 3
*Total Paint=s Curve
b.  Abbreviation—Type one that | | v
describes the assignment and fanaties ciimad DiElE
; 100352005 [0 e
that is short—max 5 characters. %—'
This abbreviation will appear as the ]
heading for each assignment in your *Muttiplier Sequence

grade book. For example: Tstl0. E

C. Groups--Click on the pull-down menu and select the Group

intended for that particular assignment. For Example:
Tests/Quizzes, Homework, etc.
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Lesson Planner: How to Enter and/or Delete an

Assignment (cont)

Enter an Assignment (cont)

e.

g.

Total Points—Enter in the total points available. Handling
Extra Credit: Enter “0” in the total points box of the Lesson Planner
when creating a group for Extra Credit. When the grades are being
entered into the Gradebook, enter points just for those students who
have earned extra credit. If a zero is entered for those who have not
earned it, this will cause the grade to go down, so leave those blank.

Due Date—Enter in the appropriate due date by either
typing it in or clicking on the calendar icon to select the

date. This can be changed at any time. If sequence numbers are not
being used, all assignments will be listed according to the due date.

Assigned Date—Enter in the appropriate assigned date by
either typing it in or clicking on the calendar icon to select
the date. This may be changed at any time.

Active—Check (V) the box if the assignment needs to be
active and calculated into the gradebook grade. If the
assignment should not be active within the gradebook, un-
check it.

Hide Portal—Check (V) the box if the assignment should be
hidden from the parent portal. It will still calculate in the
grade, but will not be shown.

Multiplier—Leave this at “1” if “Weighted grades” is

chosen when the term is clicked. (See page 9 for group
weighting.) If straight points are being used, grades may be weighted
individually. For example: If each of the daily assignments is worth 10
points, and tests should be weighted so that each one is worth 30
points (or 3 x’s what a daily assignment would be worth), change the
weight to 3. Or leave this at “1” and calculate everything normally.
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Lesson Planner: How to Enter and/or Delete an
Assignment (cont)

4. Sequence—Leaving this at “1” will list the most current
assignment in the grade book within each group according to

due date. If the assignments should be listed so that the most current is at
the end of your grade book, change/ increase the sequence by one. For
example, 1, 2, 3, 4...etc.

5. Description—Optional—Use this to enter an assignment
description, a reminder to yourself or students, or for extra

credit. For example: Includes Extra Credit 3 points. The more descriptive
an assignment is, the more parents understand it when read in the parent

portal.

6. Objectives—Optional—can be used to list course objectives.

7. References—Optional—can be used to list course resources and
references.

8. Click Save.

Delete an Assignment

1. Instruction > Lesson Planner

2. Click on the assignment that should be deleted from the
gradebook.

*Abbreyistic
Svbs |

\:{’) ‘fou are about to delete this LessonPlandctivity, are you sure?

(o] 4 l [ Cancel
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Lesson Planner: How to Enter and/or Delete an
Assignment (cont)

Assignment Detail
*Mame *Abbreyistic

Sybs |

hus Returned |

*Eroupls)
Participation - Term 1 Trimester Grade

[+ ParertTeacher Information (0%
o be[3 o) ParentTeacher Informati
[=]- (] Participation (10%)

\:\.’) ‘You are sbout to delete this LessonPlanfckivity, are vou sure?

o4 J [ Cancel
h

3. Click on the “Delete” command at the top of the Lesson Planner

window. IC will ask if to see if this assignment needs to be deleted. It will
also warn that if this is done, student scores that are with listed that

assignment will also be lost.

4. To carry out the deletion, click OK. Click Cancel to exit this process
and stop the deletion.
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Infinite Campus

Lesson Planner: What is the Difference Between a New

Assignment and a New Activity

1.

Instruction > Lesson Planner

ELesson Planner

[ save ¥ Delete | ] New Groffa ] Mew Assignment | Mew Sctivit

Lesson Plan Activity Detail

ol ] Term 1 15t 6 weeks *Mame Abbrevigtion
: Term 1 Trimester Grads y w|l | | |
[C] Parent/Teacher Informatian ( *Thart Date End Date
Sequence Hide Partal
4 Syllabus Returned [Spt=] EI D
D (5] Company Research--wh Desctiption
[7 (7 company Research--wk === == s s
[ (9 wiorkbook, pp. 105-106 [ BIUS=E=SEEFEE T
[ 117 Saving for your Fin, Fut — &3 ] <>
a. New Assignment—a graded event/assignment to be seen

in the lesson planner, gradebook, and on the parent portal.

b. New Activity—An nongraded event/activity that will be

taking place over a range of dates. For example: doing library
research for a week. An activity would be added in the same way a
new assignment would be added. It would appear with the group to
which it was attached (only if one group is being used). If many
groups are used, the activity will appear only in the Lesson Planner.
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Infinite Campus

What Is The Difference Between Lesson Planner
And Daily Planner?

1. Lesson Planner is the place where groups, assignments, and
activities are entered into the gradebook.

@ Kriz Labbus M I?Lesson Planner
=1 (#%] Student Information [ ] Meww Group | ] Meww Assignment |_] Mew SciGity B3| esson Plan Copier
S|PLP
Lessnn Plan
[T General - T—————
= £ Instruction = BRI
¥¥ attendance 7 Term 1 Trimester Grace
Granshook El [:| Parert/Teacher Infarmation (0%
Grading By Task P [ 1y Parerts Teacher Informst
(5 Gracing By Student [C] Participation (10%)
= (1) Books Covered [Opts]
Roster 0

D (3 Syllabus Returned [Spts]

Crily Pl
E ally Flanner D () Company Research--wk

[ Les=on Planner

= K D (73 Company Research--wk
%Admln D 93 Wharkbook, pp. 105-108 [
E- REpDHS Lo MY Savinn For Yoor Fin Fi
2. Daily Planner can take the place of the Lesson Plan Book.

It plots all the assignments and activities entered
into the Lesson Planner on a weekly calendar according to due
dates. It also plots students who have been tardy or absent so

they can be seen visually when a student was absent from the
class and for what reason.

M
Q Date: +

Legend: ',L:l\' Attendance Event Excused BUnexcused [ Exempt Unknown
Term 1

AE Dalan, . Stanelle, . Stanelle, Justin . Stanelle, Justin . Stanelle, Justin D
01) 20800-1 WEB | Heather Justin D AFE Lepsch, Micole B

PAGE DESIGH1 | AE Rusz, Cory M . Harriz, Ted v
Bl =tanele,
Justin D

01) 20805115 (5] Chapter 4

WEB PAGE Flash &nimation

DESIGH 0

3. By changing the Date at the top of the Daily Planner, information
can be found by going forward and backward to find and use
information for the lessons and grading.
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Infinite Campus

GradeBook: How to Enter and Edit Student/Class Scores

1. Instruction > Gradebook

2. Enter / Edit Scores—Find the assignment to be scored in the
gradebook. Assignments will be listed along the top section of

the gradebook. If weighted groups are being used, the weighted groups
will be listed. The assignment entered will be located within the
specific group set up in Lesson Planner.

3. Click on the appropriate row for the student name and the
column assignment. Where the row and column intersect is
called a cell and will be highlighted in yellow. Begin entering or

editing student scores. Notice that the gradebook can be scrolled left to
right and top to bottom to see student grades. Weighted groups can also be
expanded or condensed to see even more of the gradebook by clicking on the

“+” or “-* for each group. \

mKriS Labhus ~ -| Parent/Tea..| -

= 7 Studert Information

[=PLe Show Grade Totals| | _ S (R R | [
= L= 2 L= =z g
[ zeneral @ 2 - o P o =
. =3 .
= & Instruction 1 - Trimester Grade - | £ &| 8| 8| /&
=, Student |

@Gradebook
| RSl ey Task 11 Biadarmann, Patrick & - a9z 0 u] D/D 10
(25 Grading By Student 12 Dworachek, Sarah B - 10357 | 5 | & | & | 15 | 10
Roster
[E] Dsily Planner 12 Ebben, Amanda R - 0516 | & & s | 185 | 10
|Z’ Lez=on Planner 12 @lennon, Kristin C - 87.70 <] & <] 15 10

Grades can be “locked in” by either pressing Enter or clicking on another

column to enter a grade. Press Enter after the last student grade is entered.
Failure to do so will result in the last grade not being recorded. Do this whether scores
are entered individually or by fill.

4. Click Save.
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Infinite Campus

GradeBook: How to Enter and Edit Student/Class Scores
(cont)

5. Additional Codes L, C, M, | can be found by right-mouse clicking
on a student’s point grade.

Late—marks the grade box with a blue triangle in the lower right
corner of the grade box and the grade showing in red. The

grade box will also be shaded gray. Any number grade can be entered
here depending on the grading philosophy for late work.

Exempt—shades the student assignment grade box gray,and no

colored triangle in the corner. Note: Entering an “X” or right clicking
and selecting Exempt will cause the assignment to be totally taken out of
consideration and will not have a score. This will have not effect the grade
and will not be printed on the grade report. Entering “XX” or “EX” will
Exempt the grade from being calculated, but will allow it to be printed on the
grade report.

Missing—calculates as a zero in the grade book and is marked
by a blue triangle in the lower right corner of the grade box.

Incomplete—calculates as a zero in the grade book and is
marked by a blue triangle in the lower right corner of the grade
box.

Cheating—calculates as a zero in the grade book and is marked
by a blue triangle in the lower right corner of the grade box.

Dropped—indicates a darkened box for the student’s grade.

| 11 14
Zachary - (6) Guest Speaker Quest.--Kim 1

Edit comment
O Late

[0 Exempt

[0 Missing

[J Incomplete
[J Cheated

[0 Dropped

r

th O h | th | Ch h | Ch | th | O

th h | th | th [ Ch h | Ch | Gh

th O th | O Ch h| Ch | th | Ch
=4 I h | h [ Cho | h [ D h

More than one code may be entered for the same student.
6. Click Save.
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The Difference Between the Yellow and Green Columns in
the Gradebook

1. Yellow columns—Indicate the student’s current cumulative
grade in a class at that time.

I

Hide Grade Totals 5| B

% = [

1- Trimester Grade V| DE_ nE.

Student | Ptz = % &rd

A0 Appel, Stephen R 360.00 | 397.00 89.08 B+ E
12 Belling, Brittany b 266.00 | 347.00 65.87 o] E
12 Crolan, Heather 37200 | 297.00 a0.7o A E
12 Dorschner, Matthew A 255,00 | 207.00 95,20 A E
A0 Lrurecher, Clay R 321.00 | 367.00 g91.21 A E
11 Febo, Melissa 5 360,00 | 327.00 90,55 A E
11 Harriz, Ted W/ 288.00 | 367.00 7666 E E
A0 Hoglund, Kewin hd 23300 | 367.00 5902 F E

2. Green columns—Indicate the student’s grading period grade

(1%'5 weeks or Quarter) grade. There should not be a grade in
these columns until the posting process has taken place.

3. Hide Grade Totals—Click on the Yellow “Hide Grade Totals” bar
To hide the yellow and green columns and expand the student
gradebqok.

cppel, Stephen R # &ﬁf =l * Parent'Teacher ..} -] Paricipaton =
IShnw Grade als| | % % % % g g %
: % £ @ % A w o % = g
1- Trimester Grade vl © E - % E g g
Student
10 Lichtfuss, Ryan A E I 94,29 il 3 25 a5.15 20 23
11 Loos, Mathan K E X a7 .14 il El 10 a0.31 20 24
11 Oshefdo, Joshua J E 100.00 G g 25 TE.65 20 10
11 Roehde, Daniel J E 102.26 < Eal 26 y 63,449 20 15
11 Russ, Cory bl E 14.29 5 1} u] 20.849 20 1}
11 Schott, Eric A E 100.00 5 5 25 25.89 20 25
10 Skarlinski, Jardan R E 100.00 5 5 25 92.07 20 25
12 Stanelle, Justin @ E o 14.29 u Fl a 30.84 20 25
11 Wismans, Joshua J E | X | 100.00 il il 25 63.88 20 22
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How to Copy All Assignments and Groups to Another

Section/Class (Lesson Plan Copier)

Lesson Plan Copier is used to copy an entire lesson from one section to other
sections that have no groups or assignments. Only sections that have no
groups or assignments will be available to be selected from the list.

To copy only a few lessons, use the Group Copier function.

1.

2.

Instruction > Lesson Planner.

After an assignment has been created, copy it into other

sections of the same class that will be taught later. For example,

an assignment created in a Semester/Quarter 1 class can be copied into a Sem/Qtr 3
class so that the grade book for Sem/Qtr 3 will be set up with the same
assignments, groups and points that are being used in the Sem/Qtr 1 class.

The only change that needs to occur is changing the assigned and due dates.

Click on New Assignment and enter the new assignment
information.

Click Save.
Click on Instruction > Lesson Planner again.

Lesson Plan Copier should be available on your screen.

| |4 Lesson Planner \
L] Mewe Group | ] Mew Assignment | ] ke Adiv'rt- Lezzon Flan Copig

Lesson Plan
L] Term 1 15t B weeks A
] r! Term 1 Trimester Grace
= [:| ParentiTeacher Information (0%
L1 (11 Parent! Teacher Informat
=]+ Participation (10%)
L] 1) Books Covered [Opts]
L] 03 Syllabus Returned [Spts]
L] 05 Company Research--wh
L] () Company Research--wh
L] o wWorkbook, pr. 105-106 [

P e T SR
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How to Copy All Assignments and Groups to
Another Section/Class (Lesson Plan Copier) (cont)

Lesson Plan Copier

This tool will copy the entire Les=zon Plan from this section to all of the sections you
=elect.

7. Click on only the sections that
need to have assignments copied
into them. Please note: be sure to
pick the correct school year and sections

that need to be copied to. This process
can only be used one time.

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.

Pick the Sections you want to copy this Lesson Plan to.

04-05 HS

09975-1 COMP CAREER DEY
20300-1 B KEYBOARD
20800-1 WEB PAGE DESIGH 1

QAN SR DAAE RECIeK 4
1 05.06 HS
203001 B KEYBOARD
20300-2 B KEYBOARD
20500-1 WEB PAGE DESIGHN 1
20500-2WEB PAGE DESIGHN 1
20805-1 15 WEB PAGE DESIGHN
20810-1 WWEB PAGE DESIGH 2
214101 FINARCE
21410-2 FINARCE
21410-3 FINAMCE
I:‘ 21600-1 PERSOM & BUSIM LA
[l sdeo speesnh) & BUSIH LAY
Copy Lesson Plan )

———

8. Click Copy Lesson Plan. Scrqll
down to find this.

0. All the groups from the previous
class appear and are ready to be
copied forward into the new class.

If all groups should be copied into the
new class along with their
corresponding assignments, do not
check anything.

The term/task should state the new
Term being are copying to. If it does
not, click on the pull-down menu arrow

and select the
new term. Lesson Plan Copier - Step 2

Sqmpus has copied forward the Groups, &zsignments and Activities to the Sections you selected.

10. Click U pd ate isteLermiTazk combination you want the Group azsociated with, Each Group MUST be
=J2rmTask combination. If you'd like to delete a Group, check the delete box ta the left
Groups. g delste.

11. Check the
sections to be
sure everything

Groups with the same name a¥signed to the same Term/Task combination will be combined into
one group when you select Update Ups.
\ 20300-2 B KEYBOARD

Delete Mame Ol TermiTazk TermiTazk

] ParentTeacher Information Tetm 3 - Trimester Grade |

was COpied | (e Term 3 - Trimester Grade
cO rrectly . il ey i Term 3 - Trimester Grade |
ks Term 3 - Trimester Grade
dl VesisituETEs Term 3 - Trimester Grade |+

e —
E _pte o D
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How to Copy Individual Assignments to Another
Section/Class (Group Copier)

Use to copy the assignments selected from the list and copy them to the
groups selected from other Sections being taught.

1. Instruction > Lesson Planner

2. Click on the Group that contains the individual assignments to be
copied. (Click the folder to expland)

I?Lesson Planner

| ] Meww Group | ] MNew Assignment | ] Mew 2

Le=s=son Plan
L Term 1 1zt 6 weeks
NG ] Term 1 Trimester Grade

+-- (] ParertiTeacher Infarmation (0%

=[] Participatan (10%:)
L] o) Syllabus Returned [Spts]
L] 3 web Site Evaluation [Spts]
L] 5 Planning Site Mavigstion [25]

[ Daily Wiark (20%)

=[] Projects (30%)
L] 1) Mission Stmt., Phaze 1, Thu
L] 3 Desion Template [20pts]
L] (5 Design Plan pages [S0pts]

+- [ Testa/Quizzes (40%)

Now click on "Copy Assignments"

3. Click on Toggle Assignments to de-select all assignments within
that group.
4. Select the assignments on the left side of the list to be copied by

clicking in the box in front of each.

5. Select what year, classes/sections to be copied to by clicking on
the “+” sign in front of those sections.

Pick the Assignments you want to copy. Pick the Groups you/swant to copy the
Aszignments to.

Pagticipation

Togale Assignments

(1) Books Covered

04-05 HS
+ 09979 COMP CAREER DEY

3
(s e s T
() Company Research--wk: 1 * EDSDD-Q WEB PAGE DESIGN 1

Company Research--wk. 2
pary + 20800-3 WEB PAGE DESIGN 1
(90 Workbook, pp. 105-106 F 20806-1 1S MEDIA
(1171 Saving Far “Your Fin. Future--Int. [+

act ¥ 20806-2 15 MEDIA
(13) Company Research whs 3-4 + A5 U3 =D
(15) Guest Spesker Quest -.im . 20810-1 WEB PAGE DESIGH 2

rartral 21410-1 FINAMCE
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How to Copy Individual Assignments to Another Section/
Class (Group Copier) (cont)

05-06 HS

= 20800-1 WEB PAGE DESIGM 1
Term |

6. Click in front of the group of Lvimester orade

. . IF1 | ParentTescher Information
the _aSS|gnments needing to be  $ I Partcipaton
copied to. ity wrk
"] _| Projects

7.  Click the Copy Assignments A E e b
+30805-1 1S WEB PAGE DESIGHN

to Selected Groups button. 5 34410-1 FINANCE
' 21410-2 FINANCE
8_ CheCk tO see that the [ Copy Assignments to Selected Groups ]
Assignments were copied
into the correct sections and
groups.
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How to See and Use Roster Information For Students in a

Particular Class

1. Instruction > Roster

ShPrint
. [Active Students:z1 |
2. Click on the name of the student ‘e b riend

for additional information it

11 Casperson, Adam C

3. A new screen appears 12 Dietz, Jake R
displaying a series of tabs. 12 Eake, Rachel J
11 Ertl, Michael K
Tl summary {HF e = 1 1 f | 10 Fredrick, Michael S
Sprin 11 Harvey, Mindy

Person Information

EﬁrlD

Mame

ﬁwder

I%‘.‘mber
|

Baldauf, Katherine M

Birth Date A?e: 17

12 Hedman, James R

Mickname 12 Holeomly, Cory M

Face Ethnicty

Please note: this is for information purposes only. Teachers will not be
able to edit information on these screens.

a.

Schedule—A student’s schedule is displayed. There are various ways to print
and organize the schedule information.

Attendance—See a student’s attendance for all classes. Various color-coded
attendance codes are also displayed.

Grades—See student term grades for each grading period. Click on the notepad
icon beneath each teacher’s name and class to see the current gradebook for
that student.

Transcript—A copy of the student’s transcript for each year of high school is
displayed. Choose a format in which to display and print an unofficial
transcript for a student.

Assessment—Used for standardized test results and other district testing
information.
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How to Get Printed Reports

1. Instruction > Reports
2. Select the type of report needed.
3. Select the type of information and fields needed. (Available
depending on the type of report selected.)
4. Click Generate Report.
5. A pdf version of the report should appear in a separate window.
Check to make sure it is correct report and information printed.
6. Click the Print Icon.
7. Click Ok.
Index | Search Help Display Details @ Show Student Mames
+ ﬁ ;\\:,:1;; T O Show Student Mumbers
|_1| Reports Assignment Properties Descrigtion
Juammestime | soresnee G s
[ 7 Blank Spreadshest O student Numbers
] Miz=ing Assignments O Random
] Roster Lakel
L] Section Summary |
_'I Student Summary
L] Teacher Schedule
= [if A Hoe Reporting Select Students Select Assignments
r?&’. ;irter rEtJEEjsigljer Togole Students Seiect dssignments
epott Designer
E:tp':': E'”i:fer appel, Stephen R 450053 Term 1
Ed A-:ou:t ;;Engs Belling, Brittany M #E00355 Trimester Grade
[ Access Log Dalsn, Hesther #7011 L paily itk
(3] Lo ort v Darschner, Matthew & #6016 L (1) wieh site evalustiones--pink st

8. Click Print.
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How to Post Progress Report Grade and Add Comments
(Grading By Task and Grading By Student)

First 5 Weeks Grading

1. Make sure all grades in grade book have been filled in if they are
supposed to be zeros; otherwise leave them blank.

a. Grades do not need to be entered in each assignment for each
student. Infinite Campus will calculate the grade based on whatever
grades are recorded. If the assignment is left blank, it will not count
against the student. This is good if you are doing self-paced units
and/or students are all at different levels.

2. Right Click anywhere in the yellow columns of the gradebook.
A pop-up window appears.

3. Click on Copy % and Grid to other task or Post Grades.

Hide Grade Totals

Frain [0]
PimSI 3]

1- Trimester Grade -

Student Pts Poss | Grd

10 Appel, Stephen R 37500 | MT00 | S9.08 B+

12 Belling, Brittany b 316.00 | 1M7.00 TIET

12 Dolan, Heather 39000 | 700 | 9040 A

12 Dorzchner, Matthew A 37300 | M700 | 9570 A

10 Duracher, Clay R 336.00 | 41700 | ET.74 | B+

11 Feho, Melizza 5 38000 | <1700 an &5 e

14 Harris, Tad Wi an7on | 41700 | 7a7s | @
10 Hoglund, Kevin M 222.00 1- Trimester Grade

m|im| m|m|m|m|m|m|m

12 Kain, Davis A 219.00

11 Lee, Feng 342.00 Copy % and Grd to other task »)) 1- 1st 6 weeks

12 Lee, Phengzong 207.00 | 7] IVES

A0 Leone, Joshua [ 27300 | 1700 &7.51 D+

re— T

4. Click Post Grades again. Click Save.

5. The grades will now appear in the green columns. These
columns will not change again until the new grade is posted at
the end of the quarter.

As soon as this is completed, the grades have been posted and can be
immediately accessed by students and parents on the parent portal.
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How to Post Progress Report Grade and

7. Comments can be added and any grade changes made. Click

Instruction > Grading By Task.

Ind;:x | Sear.ch | Help

@ Kriz Labbus

= (%) Studenit Information
PLP
General

=1 Instruction

Roster

E Daily Planner
B Lesson Planner

Admin
Reports

[=] L} Ad Hoc Reporting

8. The screen should appear as follows:

Index | Search | Help

(] wris: Labbus [#Grading By Task
= (% Student Information

PLP

eneral |F‘Iease Select & Taszk

= £4 Instruction
-:I:g- Attendance

Gradfebocuk 1 - Trimester Exam
[F Grading By Task 1 - Trimester Grade
[#% Grading By Student

|

0. Click Please Select a Task and choose the appropriate task.
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How to Post Progress Report Grade and
d ; ! | I i |
Student) (cont)

10. After a task has been selected, the screen changes and lists all
students, and the current cumulative grade from the gradebook.
Check to make sure each grade is accurate. If it is not or if
changes need to be made, click the pull down menu next letter
grade and to make the change.

[ Grading By Task
[ save

1-1st 6 weeks

1ﬂﬂtephen R ,W ,ﬁ J =
1% Brittany M ,W ,ﬁl J =
12Iﬁeather ,W m j =
12@““, Matthew A ,F m j =

Adding Comments

Tvyping Your Own Comments

Click next to the student and type in any additional comments that need to

be added. Any comment can be typed in—whether it is on the canned comments list or
not! More than one comment for each student can be made by typing the first comment
and pressing return after the comment has been entered.

A word of caution, since these are comments you may be typing in, please make sure to
check the appropriate spelling, punctuation, grammar, etc.
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How to Post Progress Report Grade and
d ; ! | | | i |
Student) (cont)

Canned Comments

1. Canned comments can be entered. Click the icon to the right of
the Comments Section for the particular student.

2. A list of comments will appear (displayed alphabetically). Scroll
through the list until the appropriate comment is found and place
a check (V) in front of the box(es) that apply.

[®% Grading By Task
E save

1 -1zt 6 weeks ﬂ
Percent Score  Comments

10 Appel, Stephen R [paos  |e+ -]

I

I
12 Belling, Brittany M l_ ,__l \ =
7367 - -

I

| |
12 Dolaanf Heather W |—A- = J =

%= Infinite Campus

12 Dorschner, Matthew & IF ’E

lSelect Comment(s) To Add For : “tephen Appel
[” Abzences affects performance

10 Durocher, Clay R I— ’—_l [ Active and productive member of class
Lk ol ~ [ Comes prepared to class

[ Cooperstive and courteous
11 Febo, Melizsga S [ Course iz modified to meet individual needs
90.55 A
= [ Craftsmanzhip iz strang
—| | Creativity demonstrated in work

11 Harrig, Ted W I— [ Dizplays creativity in work ﬂ
] razs Jlc

Update Comment | Cancel |

AN Hanhnd Eanin b —_— ,_
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How to Post the Progress Report Grade and

Add Comments (Grading by Task and Grading by
Student) (cont)

Canned Comments

3. Click Update Comment.

&= Infinite Campus
Select Comment(=) To Add For : Stephen Appel

4 | Abszences affects performance “~
[ Active and productive member of clazss :
[ Comes prepared to class

4 | Cooperative and courteous

| Course is modified to meet individual needs
[ Craftzmanship iz strong

1 | Crestivity demonstrated in sweork

[ Dizplays crestivity in work

@date CnmmDancel |

4. The comment should appear on the Comments line next to the
student name.

4

To grade individually each student, click on Grading by Student.

5. When the grades are finished being changed and checked, type
or add comments, and click Save at the top of the class book.
The grades should be posted and sent.

6. Verify the grades.

7. Print a copy of the grade book to keep for your records.
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How to Post the Progress Report Grade and

Grading by Student
1. Complete 1- 6 above on pp. 27.

2. Click Grading By Student.

3. Click Please Select A Student. A list of students for the class will
appear.

4. Click on the student that needs to be posted geparately.

@ Kris Labbus - |4 Grading By Student
= (# Student Informeation i

PLP

General *Pleaze Select A Student**
=1§ 4 Instruction *Please Select A Student™

43 aftendance Appel, Stephen R

Belling, Brittany b -

£ Gradebook

- — g

F4 Grading By Studer
[z RO

o1 Mizile Dlarmar Harriz Tad il

5. The student’s individual posted grade will appear.

6. Make any grade/comment changes necessary and Click Save.

H Save
| Belling, Brittany b - W |

Task Percent Score Comments

LLuC el 3w Mo grade has been glven.

Term1
1st 6 weeks

Term 1 %
2nd 6 weeks

Term 1 Mo grade has beeh glven.

Trimester Grade

Term 14 Mo grade has been given.

7. The student’s grade has now been re-posted.
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How to Post the Progress Report Grade and
Grading By Student
8. Make sure to verify the change by checking in the Roster under
the Grades Tab.

0. As long as the posting window is open, this process may be
completed as many times as needed.
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How to Verify Student Grades After Posting

. [of] Kris Labbus ~ [ oS Ter |

1. Instruction > Roster. =/ €7 Student Information Sprirt
FLP - -
Senaral Students: 21

2. Select a student from the class. |=nstrcton e
4k Aftendance

. _— T4 Gradehook 1% Belling, Brittany M

3. Click on the student’s name— [ Grading By Taisk

LRl Shuclent 12 Dolan, Heather

linked in blue.

e 12 Dorschner, Matthew A
4. The screen should change and display a specific student along

with tab choices available.

:;Q Summary [
R print
Person Information

“ersonil

Mickname
Appel. Stephen R

&l |Race Ethnicity

5. Click the Grades Tab.

6. Scroll down until the specific class is found.

T l:'ﬁ o e l:'—_ e
| -.;| Summary | i Schedule | & Attendance (L et 28 | Transcrpt | Assessment

| Choose a Report Card Format... |

Class Task Terms 1 Terms 2
15600-6 *& LIT/COMP 10 1zt B weeks
e Rl Trimester Grade
2nd 6 weeks
TH
61120-2 *2 MOD LD HIST =t 6 weeks A
irikowic Trimester Grade i
2nd 6 weeks
Trimester Exam
531 60-2 *A0Y BIOLOGY 1 1=t B weeks B-
che‘ftle Trimester Grade
2nd 6 weeks
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How to Verify Student Grades After Posting (cont)

7. Verify that the 1%' 5 weeks grade is listed.

8. Click on the notebook icon below the teacher name.

Ill-'-.;'Summary "-;E;I'Schedule {“Wiattendance 50t 00 | Transcript | Assessment

| Choose a Report Card Format... % |

Class Task Terms 1 Terms 2
15600-5 *& LIT/ZOMP 10 1=t B weeks
kwert Trimester Grade

2nd B weeks

Tritnester Exam

28 WMOD LD HIST 15t B weeks A
‘ C'W'C Trimester Grade
A
2nd 6 weeks

Tritnester Exam

55160-2 *aDh BIOLOGY 1 1zt B weeks B-
ettle Trimester Grade

2nd 6 weeks

Toivmm b mae Eosmam,

9.Verify that the correct student grade is listed in the portal.

l.|'--.:'-‘3un1n1ary ;;.-"Schedule & Attendance [P Grade
0 Back to Grades Summary

611202 “A MOD WLD HIST
Teacher: Jirikowic

Grading Tazsk Summary

Legend: | Final Grade || In-Progress Grade | Idrade
Grading Task Terms 1/
1zt B weeks A »

2nd B weeks

Trimester Exam

Trimester Grade A
91 77%
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How to Post Semester/Quarter Grades and Add Comments

1. Make sure all the grades in grade book have been filled in if they

are supposed to be zeros. A grade in each assignment for each student
is unnecessary. Infinite Campus will calculate the grade based on whatever
grades are recorded. If the assignment is left blank, it will not count against
the student. This is especially helpful if self-paced units and/or students are
all at different levels within the class.

2. Right Click anywhere in the yellow columns of the gradebook.
A pop-up window appears.

3. Click on Post Grades.

Fmin |
2 ndin

IH %
1. Trimestar Grade -

Student Ptz Puoss %| &rd
12 Andersen, Martin H 1231900 | 1562.00 To.19 C+ E E
11 Calder, Stephanie K 112000 | 1562.00 .14 C E E
12 Gagnon, Anthony L 1402.00 | 1562.00 91.29 A E E
11 Hanamann, Tasha L 1475.00 | 1537.00 | 9207 He R E
Wde —
12 Harding Ill, Richard F 147200 | 1562.00 9251 A ’/ E
\ Post Grades ]
12 Heeter, Andrew L 144300 | 1552.00 an. 73 A \ E
0 other task » [
12 Hesson, Stephen L 1207.00 | 1562.00 a0.40 B E
12 Hoffman, Julius J 138400 | 1562.00 2877 B+ E E

3. The sem/qtr grades appear in the green columns. These

columns will not change again unless they are re-posted. The
scores should be the same as in the yellow columns since they are
cumulative.

4. The grades have been posted and can be immediately accessed
by students and parents on the parent portal.
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How to Post Sem/Otr Grades and Add Comments (cont)

5. Comments can be added and grade changes made. Click
Grading By Task.

Ind:s:x | Sear.t:h | Help

@ kriz Labbus
= (¥ Student Information
FLP
General
=% 4 Instruction
-;E:l:— Aftendance
?’f S T
[F4 Grading By Studert
Roster
E Diaily Planner
ﬁ Les=on Planner
Addmin
Reports

=1 i 0 Hoe Reporting

6. The following appears:

4 ] Ap=gLy

|F‘Iease Select & Task ﬂ

Fleaze Select & Task
1 -1zt 6weeks
1-2nd 6 weeks

1 = inssts =11l
A - Trimester Grade

7. Click Please Select a Task and choose the appropriate task
Sem/Qtr Grade.
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How to Post Sem/Otr Grades and Add Comments (cont)

10. After the appropriate task is selected, the screen should change
and list all students and the current grade from the

grade book. Check to make sure they are accurate. If they are not or
changes need to be made, click on the pull down menu by the letter grade
and make the change.

iaq By Task
Save
{ d=tE

ceks

10 Appel, Stephen R B J
4905 B Jl%‘
12 Belling, Brittany M - J
I:l 7387 C- Jl%‘
12#2%I1a8r|1, Heather W ,EI j%‘
12#%%Eghner, Matthew A ,F m j%‘
Adding Comments
Typing Your Own Comments
1. Click by each student and type in any comments needed.

If more than one comment is needed for the same student, type the first
comment and press Return. Type the second comment.

A word of caution, since these are comments you may be typing in, please
make sure to check the appropriate spelling, punctuation, grammar, etc.
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How to Post Sem/0Qtr Grades and Add Comments (cont)

Canned Comments

2. “Canned comments” may also be entered. Click the icon to the
right of the Comments Section for the student.

3. A list of comments will appear (displayed alphabetically). Scroll
through the list until the appropriate comment is found and place
a check (V) in front of the box(es) that apply.

[*¥Grading By Task
E Save

1- 13t B weeks

|5a.05

B+ =]

| e e
12|Jo|anj Heather 90.4 A- ']
12 Dorgchner, Matthew & ’F ’m

<= Infinite Campus

[Select Comment{s) To Add For : Stephen Appel
[~ Ahszences affects performance

10 Durocher, Clay R ’— ’—_l [ Active and productive member of class
Ik Call - [ Comes prepared to class

[ Cooperative and courteous
11 Febo, Melissa 5 I Course is modified to meet individual needs
90.55 A
:l = [ Craftsmanzhip is strong
—| [ Crestivity demonstrated in weork

11 Harrig, Ted W ’— ’—_l | Displays creativity in work j
L1 ne e s

Update Comment | Cancel |

AN Maahnd Favin b P |
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How to Post Sem/0Qtr Grades and Add Comments (cont)

Canned Comments (cont)

4. Click Update Comment.

& Infinite Campus
Select Comment(s) To Add For : Stephen Appel

| Ahsences affects performance

[ Active and productive member of class

| Comes prepared to class

[ Cooperative and courteous

| Courze iz modified to meet individual needs
[ Craftzmanship iz strong

[ Creativity demonstrated in work

[ Displays creativity in weark

L~
\Llpdate CnmmD Cancel |

5. The comment should appear on the Comments line next to the
student name.

Ll
| |»

4

ol |

To grade a student individually, click on Grading by Student.

6. When finished changing/checking grades and typing in
comments, Click Save at the top of the gradebook. The grades
should be Posted.

7. Verify the grades.

8. Print a copy of the grade book to keep for record keeping.
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How to Post Sem/0Qtr Grades and Add Comments (cont)

Grading by Student
9. Do Steps 1- 6 above on pp. 35-36.
10. Instruction > Grading By Student.

11. Click Please Select A Student. A list of students for the class will
appear.

12. Click on the student needing to be posted separately.

[] Kris Labbus ~ [ A Grading By Student
= (§% Student Informeation i

PLF

Ceneral *Pleaze Select & Student**
=15 Instruction **Please Select & Student™

43 Aftendance [ ]

£ Gradebook
[Pl CnemtirmeSmhes

(A Grading By Stude
[ RO

B hiail Dlammas Harris Ted W

13. The student’s individual posted grade will appear.

14. Make any grade/comment changes necessary and Click Save.

H Save
| Belling, Brittany M -| W |
Task Percent Score Comments

LLuC el 3w Mo grade has been glven.

Term1
1st 6 weeks

Term 1 %
2nd 6 weeks

Term 1 Mo grade has beeh glven.

Trimester Grade

Term 14 Mo grade has been given.

15. The student’s grade has now been re-posted.
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How to Post Sem/Qtr Grades and Add Comments (cont)

Grading by Student

16. Make sure to verify the change by checking the Roster under the
Grades Tab.

17. As long as the posting window is open, this process can be
completed as many times as needed.
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How to See the Roster Information of Students Not In a
Class

1. Click the Search tab on the left-hand side of the
user outline.

2. Type the Last Name of the student. Type in just a index | Search | Heip [N
few letters of the last name and it will bring up the directory | search fora
list of students in that particular part of the alphabet. Student v
( sm )
3. C||Ck Go. ranced Search =2
Search Resufts: 13 L
4. A list of students matching the search criteria o
Should appears on the left-hand side of the user 10 et Ef:f;it
outline—in blue. It is blue because they are already 12 Srmith, Dani
. 12 smith, Jenni
linked. 10 Srith, Kelse)
12 Smith, Laurd
. . . i 11 Smith, Melis
5. Click on the appropriate student information s smih, Michg
needed. Please note this information is displayed in 12 Smith, Phip
Roster format. Access to any contact, schedule, transcript, L i

or grade information, along with a photo of the student and
ID number can be found.

Search for & :—llsumma“’ y ':I:l:' )
Student w Print
=m Person Information
Advanced Search = Eessolly
Search Resutts: 13 ~ Mickniame
10 Smaby, Megal
11 Smith, Allison E—

10 Smith, Calvin
10 Smith, Crystal
12 Smith, Daniell
12 Smith, Jennifg
10 Smith, Kelsey
12 Smith, Laura

11 Smith, Meliss3
09 Smith, Michag
09 Smith, Mickols
12 Smith, Philip J
AN Srnnk Rrakt
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How to See the Other Grades of Students Both In and

Out of a Class

1. Click the Search tab on the left-hand side of the user outline.
2. Type the Last Name of the student. Type in the first few
letters of the last name and it will bring up the directory list of \
students in that particular part of the alphabet. (| ndex ) searcn | weip [N
Search for a
3. Click Go. Studert -
=m
) . . . Advanced 54
4.  Alist of students matching the search criteria should
H H Search Results:
appear on the left-hand side of the user outline— 10 Stuaby, Megal
. . ; ith, Al
in blue. It is blue because they are already linked. \,Eﬁﬂlih Alzan
10 Smith, Crystal
. . . mith, Danield
5. Click on the student’s information needed. et

Please note that this information is displayed in Roster format.
Access to any contact, schedule, transcript, or grade
information, along with a photo of the student and

ID number can be found.

10 3mith, Kelsey

12 Smith, Laura 3
11 Smith, Melissa FTRTOSTE (08T,
09 Smith, Michael D #3021 2 [05/1
09 Smith, Mickolas 5 #50577 (0771
12 Smith, Philip 3 #60448 [1102/1
10 Smook, Brett R 20082 [10M 8/

'EEISDI:'ID

Advanced Search ==

Search for & Clsummary | A e i
Studert v ShFrint
Sm Person Information

Mame Mickname
. ~
Search Results: 13 Smaby, Megan T
10 Smaby, Meqga
11 3mith, Alison Bars Ethnici

100 Smith, Calvin lﬁfr

10 Srikh, Crysks

12 3mith, Daniell )
—

—

12 Smith, Jennify
Comments

10 Srikh, Kelsey
12 3mith, Laura
11 Smith, Meliss4
09 Sriikh, Michag]
02 Smith, Mickold
12 Smith, Philip

AN Sminnk Reatbe
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How See the Other Grades of Students Both In and Out
of Class (cont)

1. Click the Grades tab. The student’s current and future Trimester
schedules appear. Please note the different ways in which these can
be printed.

Ill-i.;'-‘.'iummanr "-;;.-"Schedule "%’ Attendance [FiGrades "-Transcript (Asse

2. Find the name of the instructor/
class for the student’s grades/

| Choose a Report Card Format...

Class Task Terms 1 Ter
assignments. Scroll down to see a [fsadys = LTicome 10 15t 6 weeks
H Funk .
complete list. Trimester Grade
2nd 6 weeks

Tritnester Exatm

3. Click on the notepad/pencil icon | &i120.s+a mopwio st 126 vk
Located underneath each °W'° Trimester Grade
instructor’s name. 2nd 6 weeks

Tritmester Exam

4. The grade book for the student should now appear on the
screen. Scroll down to see the grades and assignments.

| -.___| Summary | & Schedule ' # Attendance BT E | Transcrpt | Assessment

Grading Task Summary
Legend: [ Final Grade |_|InR rogress Grade || Grade Hot Available Yet
Grading )(ask Terms 1 Terms 2 Terms 3

15t B weeks \ \
2nd B weeks \ \
Trimester Exam \

Trimester Grade \ A
02 .529%
1 Trimester Grade Detail
total points (100%)
Hame N Due Date Assigned Date Weight Pts Poss |Score| % Comments
Vocsh, 156 09072005 10 30.0 30 100
Foudh Draft Check 0901 202005 1.0 10.0 10 100

= e ——
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How to Use the Help Function

There are several ways to use the Help Function.

1. Click on the Help tab anywhere in Infinite Campus to obtain help

with the current function being working with. I.e., Questions
concerning the gradebook can be answered by clicking the Help tab. There
will be a listing of current functions, links, tutorials, and articles concerning
the gradebook, etc.

2. Depending on the location within Infinite Campus, the Help
function may be available as a menu item, such as below.

AN

Wiew ’ﬂelp

Index | Seaigh | Help

Related Links:

1 Guick Reference -
In=truction - Gradebook

% Tutarial - Gradeboak
iy

Hide Grade Totals

1- Trimester Grade

Student | |

Related Articles:
b setting Gradebook
Display Options [Edit]

10 Appel, Stephen B 3750
12 Belling, Brittamy b 266.0

12 Dolan, Heather 0.0
[ 4 Entering Assignment

Scores [Edit] 12 Darschner, bdatth e A 3730

A0 Durocher, Clay R 360
b Additional Features on )
Assignment Scores [Edit] 1 Felbe, liil=n © e
11 Harris, Ted W 207.0

2 Editing Assignment
Hames [Edit]

10 Haglund, Kevin b 2830

3. Click the Search Tab from the user outline.
a. Click the pull-down menu Search for a:

b. Select Help instead of Student.
LIS) | e — i o | e

Ind<x Search H)p
Search

[ save Bz Dizpla

149 0-2 FINANCE

Help L
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How to Use the Help Function (cont)

4. Type in the question or key words that
are pertaining to the area where help is
needed.

5. Click Go. The Help function will access anything
related to the keywords and go to the correct
part of the Help listing alphabetically.

Index @ Search | Help

Search for &

Help

p | Fttendance

&dvanced Search =

Search Results: 40 -
..} Adding Attendance Records

..,’/ Attendance Motes

..,’/ Attendance Wizard Search C
..} Creating a Mew Attendance
..:» Creating a Mew Attendance L
& Definition of Type Options in t
..;» Deleting an Attendance Reco
& Deleting Attendance Codes

¥ Deleting Studert Attendance |






