SECONDARY TEACHER GRADEBOOK SETUP
GRADE BOOK SET-UP

1. Click on Assignments tool in Index Outline (left menu bar)

· Click on the Edit Teacher Preferences link

· Click the checkboxes ‘Hide Dropped Students’, ‘Use Canned Comments’ and any other preference that you are interested in

· Click Mass Assign to multiple sections > click the ‘Check All’ box, this will set preferences to all your classes

· Click Save Teacher Preferences
2. Navigate to the 1st quarter list of classes by clicking on the drop-down menu for “Section” at the top of your Infinite Campus screen (see figure below) and selecting the first class you will work with. You will need to repeat this manual selection for each different course that you teach first semester. 
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3. Click on the Edit Grade Calc Options link
· Click “No Calculation” for all Standards that are listed.  Standards are scored on a 0-8 rubric scale not a grading scale.

· For each of the rows below “Grading Tasks” (this label is on the left side of a grey row)

· Select the radio button to ‘Calculate In Progress Grade’ for ALL
· Progress Reports

· Quarters

· Semester Exams

· Semesters

· Click on the drop down for Grading Scale

· Select Grade Scale (90-100)
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· Click Save

· Repeat these steps for each course section you have
4. Click on the Edit Categories link
· Click on the Create Categories link
· Click in the Name text Box (type in name: such as All Grades)

· Click on the Weight field and enter ‘1’
· Check each of the sections for this course

· Check only the Quarter check box under Grading Task
· Click Save Category

· Repeat for each of the different courses you have (similar course sections are automatically set up by clicking the buttons in the Sections area of this page)
3. Click on the Edit Categories link

· Here you can see a complete list of the categories that you have created
CREATE ASSIGNMENTS
OPTION #1
IN ASSIGNMENTS SCREEN
 (Before you create assignments, you first have to set grading scales and create categories)
· Click on Assignments tool in Index Outline

· Click on the Create Assignment link

· Click in the Name field (enter name; everything in red needs to be filled in)

· Click in the Abbreviation field (enter abbreviation; the abbreviation will show up in the grade book section)

· Check each of the sections for this assignment

· Enter the Due Date for this assignment

· Enter the Seq number as default #1

· Check only the Quarter for Grading Task

· Select radio button for the category of the assignment

· Select radio button for Points

· Enter the point value number for Total Pts for this assignment

· Leave the Multiplier at #1 by default

· Click the Save button

Make Sure That Your Assignments are Set Up Correctly
· Click on Assignments tool in Index Outline (left menu bar)
· When viewing your list of assignments you should see only one place where grades are to be posted and it should only be Quarter (under the Score Alignment heading)   
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CREATE AND SCORE ASSIGNMENTS IN ASSIGNMENTS SCREEN

· Click on Assignments tool in Index Outline
· Click on the Create Assignment link

· Click in the Name field (enter name; everything in red needs to be filled in)

· Click in the Abbreviation field (enter abbreviation; the abbreviation will show up in the grade book section)

· Check each of the sections for this assignment

· Enter the Due Date for this assignment

· Enter the Seq number as default #1

· Check only the Quarter for Grading Task

· Select radio button for the category of the assignment

· Select radio button for Points

· Enter the point value number for Total Pts for this assignment

· Leave the Multiplier at #1 by default

· Click the Save and Score

· Click on the drop down box above Standard name to select a score
· Click the Fill All button to apply to all students (if appropriate)
· Click on the T=Turned In, M=Missing, L=Late, I=Incomplete, Ch=Cheating, X=Exempt (as appropriate)
· Click the Save button
CREATE ASSIGNMENTS
OPTION #2
IN GRADE BOOK
(Before you create assignments, you first have to set grading scales and create categories)

· Click on Grade Book in Index Outline
· Ctrl + click on the gray bar (categories name) above the individual assignments
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· Highlight ‘Add Assignment’
· Highlight ‘Simple’

· A window will appear ‘New Assignment’ – everything in red needs to be filled in
· Name – assignment name
· Category - select the correct category this assignment will go under

· Abbreviation - abbr name of assignment

· Due Date – automatically fill in today’s date

· Sequence – automatically fill in #1

· Scoring Type – automatically fill in with default word ‘Points’

· Points – # of points this assignment is worth
· Multiplier – default is #1

· Active – this assignment is active and can be seen through the portal

· Click OK

· The new assignment will appear in the list of assignments

· Ready to score
SCORE ASSIGNMENTS in GRADE BOOK
· Ctrl + click on the gray column for an individual assignment
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· A window will appear with options to score in batch or you can click in the blank box for a student and assign grades individually
EDIT SCORES IN GRADE BOOK
· Ctrl + click in the box to edit a score
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· A window will appear with a list of options

· Assignment name at the top

· Check box Edit Comments

· Check box Turned In

· Check box Late

· Check box Exempt

· Check box Missing

· Check box Incomplete

· Cheated

· Check box Dropped

NOTE:  Infinite Campus is a data base.  It is not advised to enter letters in the Grade book score area, just numbers.  Once you checked the box Late, Exempt, Missing etc. a carrot will appear in the corner of the box.  If the cursor hovers over the score, a window will appear with an explanation for the carrot.  If you entered grades through the Assignment screen, and you go into Grade Book, the information you entered in the Assignment screen will reflect in the Grade Book.
POSTING GRADES
POST GRADES FOR PROGRESS REPORTS
At the top of the screen next to the school name, there is a drop down window next to the word ‘Section’, highlight ‘Term Q1’ and the class you want to post grades for Progress Reports.  Some schools like to post grades on a weekly basis.
· Click on the Grade Book tool in Index Outline (left menu bar)

· Under ‘Select a Task’ there is a drop down menu

· Highlight ‘Q1 – Progress Report’
· Ctrl + click under the Grd column

· A window with 3 options will show up 

· Highlight the ‘Post Grades’ (middle option) click once

· Click the SAVE button at the top
[image: image8.png]Hide Grade Totals.

01 - Progress Report

Student

In Progress, Posted
i R ] =
w0 | A
e | c
s | A
@z | A





DOUBLE-CHECK YOUR WORK

The proper way check to see if you have all the Progress Reports grades entered correctly is to do the following:

· Click the ‘Search’ tab at the top of the page next to ‘Index’

· Click the Go button

· List of your students appear

· Click on a student name in blue

· The Summary tabs appear to the right giving you updated information on the student

· Click the ‘Grades’ tab

· View the screen with all the grades that have been entered so far

· You can print a single report card on a student at this screen

POST GRADES FOR QUARTER

· Click on the Grade Book tool in Index Outline (left menu bar)

· Under ‘Select a Task’ there is a drop down menu

· Highlight ‘Q1 – Quarter’ 

· Ctrl + click under the Grd column

· A window with 3 options will show up 

· Highlight the ‘Post Grades’ (middle option) click once

· Click the SAVE button at the top
HINT:  make sure in Quarters that the % and Grd in the yellow and green columns match.  If they do not match, repost and Save.
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POST GRADES FOR SEMESTER 1

· Click on the Grade Book tool in Index Outline (left menu bar)

· Under ‘Select a Task’ there is a drop down menu

· Highlight ‘S1 – Semester 1’ 

· Ctrl + click under the Grd column

· A window with 3 options will show up 

· Highlight the ‘Post Grades’ (middle option) click once

· Click the SAVE button at the top
HINT:  make sure in Semester that the % and Grd in the yellow and green columns match.  If they do not match, repost and Save.
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These 2 columns do not match
POST STANDARD AND BOE

OPTION #1
Click the Grading by Task tool in Index Outline (left menu bar)
· Click the drop down menu ‘Please Select A Task’

· Highlight a Standard or BOE to score

· List of students will appear to be scored

· Save
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OPTION #2

Click the Grading by Student tool in Index Outline (left menu bar)

· Click the drop down menu ‘Please Select A Student’

· Highlight a student

· List of Grading Tasks, Standards and BOE’s will appear (careful which task you are scoring)
· Save
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DOUBLE-CHECK YOUR WORK

The proper way check to see if you have all the grades and rubric scores in correctly, is to do the following:

· Click the ‘Search’ tab at the top of the page next to ‘Index’

· Click the Go button

· List of your students appear

· Click on a student name in blue

· The Summary tabs appear giving you updated information on the student

· Click on the ‘Grades’ tab

· View the screen with all the grades and rubric scores that have been entered from the beginning of the year.

· You can print a single report card on a student at this screen
1

