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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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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.

# 4+, 16 -
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

— The curve 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 curve, they usually remove rights from teachers to view/edit it,
so each class is consistent.

{3 R " (1) * — 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 1
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Vocabulary continued

I # — 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%).

$8*)"" )& — 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.

2 Lesson Planner & Gradebook
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Description

Prior to setting up the Lesson Planner, Curves need to be established. They determine 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+). Curves can be set up as Alpha, Numeric, or Pass/Fail. Many
districts set up the Curves on a school or district level and do not allow teachers to create
their own curves. 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 curve.

The Composite Grading feature can be used to calculate the course grade based on the
quarter (and, if needed, Final Exam) 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 Curves

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

2. Click on the <New> button.

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

4. Type the Name of the first score — it is usually named the same as the score (i.e.,
‘100’ for score 100, ‘B’ for score B).

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 receives at least a 99.5 to receive the 100 score)
b. 99 —98.5 (the student receives between 98.5-99.4 to receive the 99 score)
c. A —90 (student receives at least a 90 to receive the A score)
d. B — 80 (student receives between 80-89 to receive the B score)

7. Type the Sequence number. All grades should be sequenced so they display in
order from the highest score to the lowest.

Curves and Composite Grading 3
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8. Click on the <AddCurveListIltem> button to add another curve item.
9. Click on the <Save> button.
-III#’ !/I) LB %++

Curve Group Detail

*Mame

|Numeric |

Curve List tems Detail

Mame Score iin Percent  Sequence
¥ o | 100 EEE | [ |
* e | Jos | |s5 REE
¥ e R | |a75 [z ]
* o7 | a7 | loes | |4 |

U, 1) T HOT 4

Curve Group Detail

*Mame
Alpha Grades |

Curve List Hems Detail

Mame Score Min Percent  Sequence
| | oss |
A | lais
|- | la7s

|

| |
| |
[ | 855 |
| |
| |

B | |a15
B- | |775
755

Fi ]

67.5

B6.5
| less
| l6as

o

[ ]3¢ 20 3¢ ok o o o o 5 ol Bt o

Add Cunvelisthem |

If a curve needs to be removed, click on the delete button () to the left of the curve
name, and it will be deleted when the changes are saved.

4 Curves and Composite Grading



(USTOM COMPUTER (>

SPECIALISTS, INC.
Right People. Right Results) Camp\us

Set Up Composite Grading

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

2. Choose the Course/Final Grade.

Composite Grading
Composite Grading Task Children Grading Tasks

Guarter Grade
Guarter Grade
Quarter Grade
Courze Grade
Final Exam

Guarter Grade

3. The !1""#1$k " (1) * 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 Detail

Composite Grading Task
Term Q4 - Course Grade
| Grading Task
a1 Quarter Grade

21 Progress Report
G2 Quarter Grace
Q2 Progress Report
Q3 GQuarter Grade

23 Progress Repoart

Q4 Guarter Grade

24 Progress Feport

4. Click on the <Save> button.

Curves and Composite Grading
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Description

The lesson planner provides the teacher with a way to organize assignments and set
different weighting options for different 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.

Set up the Grading Tasks

1. Navigate to: Instruction > Lesson Planner.

Lesson Plan Lesson Plan
' Term 21 Quarter Grade Term @1 Progress Report

Term 1 Progress Report Term @2 Progress Report
Term G2 Cuarter Grade Term &3 Progress Repart
Term 22 Progress Report =¥ Term ©d Courze Grade
Term i3 Quarter Grade L Term o1 Quarter Grade (25%)
Term i3 Progress Repart L Term 22 Quarter Grade (25%)
Term Q4 Guarter Grade ] Term 23 Quarter Grade (25%)
Term Q4 Course Grade LT Term 24 Quarter Grade (25%)
Term 24 Progress Report L |Ia Term G4 Progress Repart

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 Course/Final Grade; if not, they will list separately.

3. The $§1) ,") / )+ 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.

6 Lesson Planner
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6.

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

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

Click on the <Save> button.

Lesson Plan Preference
Lize weighting on groups
Uze each score's petcent value for calculations (rather

than points)
Curve =
Mumetic W

Repeat all steps for each Grading Task needed (including Course/Final Grade, if
using Composite Grading). Progress Reports usually do not need to be included
in the Lesson Planner as this grading task is usually not 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
Course/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.

3.

Click on the <New Group> button. The ! # &"}, 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 %

Lesson Planner
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should equal 100% (the system will ) 1§ display a warning if the total does not
equal 100).

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 there is at least two
assignments in the group and you plan to drop the lowest score. If you only have
one assignment in the group, it will drop that grade.

N
v

! The Drop lowest score checkbox should only be checked 1 /! entering
any grades. Ifitis edited after grades have been posted, it will produce
unexpected results.

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 ) 14 use this feature.

8. Select Term/Task Calculation — 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.

Group Detail

*nlame
Tests

Wit Sequence
B0 1

D Hidle: fram wigw in portal

D Excludle this group from calcluation

D Drop lowest scare
*Select TermiTask Combination

Term @1l - GQuarter Grade
[ rerm @ - Progress Repaort
Term G2 - Guarter Grade
D Term G2 - Progress Report
Term Q3 - Quarter Grade
[CI7erm @3 - Progress Report
Term G4 - Quarter Grade
[1erm @4 - Course Grade
[ 1erm 4 - Progress Repaort

Lesson Planner
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9. Click on the <Save> button.

10. Repeat all steps for all Assignment Groups needed. If using weighting on groups,
be certain that the total equals 100 (the system will not display a warning if under
or over 100).

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’, etc.).

Le=son Plan

The current quarter
will automatically

b? opeqed, 7 The groups

displaying all the =L Term 1 Quarter Grade (25%) display with

groups. [C] Tests (80%) their weighting
£ Guizzes (30%) percentage.

Other quarters can (23 Projects (10%)

be opened by

Term @3 Quatrter Grade (25%)

clicking on the +.
Term G4 Guarter Grade (25%)

iy F Term @2 Quarter Grade (25%)
Fs
5]

@ Term G4 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.

# 4", 16 2 Ol &+ &

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 $$*)*" )& &%, screen will
display.

Lesson Planner 9
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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.

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.

# +h", 14 -
More than one group can be selected if grade for the assignment is used in more
than one calculation. However, this is used rarely.

One example might be if the school only provides one grade for the student, at the
end of the course, but reports a ‘Progress Grade’ at the end of each quarter. A test
in the first quarter will count in all 4 quarters toward the Course/Final Grade. The
Quarter 1 Progress report will calculate all assignments in Quarter 1, the Quarter 2

Progress report will calculate all assignments in Quarter 1 and Quarter 2, and so
forth.

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

6. Total Points — This field defaults to ‘100°. Enter the correct number of points for
the assignment.

7. Curve- OW$4$ & ( ° ,341),3/1 $# +", +h + "8 )+ $ ") ( 50 )
$*") " T+ 6 When entered on an assignment, it has the opposite
result from entering it on the Term/Task. For example, if using a numerical curve,
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 curve 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 curve below, a grade of ‘A’ in the gradebook, will result in
a 91.5 being used in the calculation.

Curve List kems Detail

Min Percert  Sequence

935 1
91.5 2
gr.3 3

Lesson Planner



(USTOM COMPUTER (>

SPECIALISTS, INC. 3
Right People. Right Reslts’ Campus

8. 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. In addition,
this date will display on the Parent Portal and can be a valuable tool in keeping
the parents apprised of their child’s assignments.

9. Assigned Date — Enter the date the assignment was given to the student. This date
will display on the Parent Portal and can be a valuable tool in keeping the parents
apprised of their child’s assignments. This will not be relevant until the Parent
Portal is turned on for the District.

10. 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.

11. Hide Portal — Click to place a checkmark in the box if this assignment 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.

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

13. 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.

14. 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 and are not relevant until the
Parent Portal is turned on for the District.

Lesson Planner 11
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Assignment Detail

*Marme *Abbrevistion
|Test - fractions |71 |
*Groupis]

i Tests - Term Gl Quarter Grade

Test Strand

[ &

Assigned Dé_te

[n9r222006 [ 7= =)

Active Hicle Portal

|

f_MurtipIier ) Sequencz_e
E | L]

Description

— i Tm~ dy- i ElSouce

15. Click on the <Save> button.

16. Repeat all steps for all assignments within the groups.

Term 21 Progress Report
Term 22 Progress Report
Term 23 Progress Report
: Term @4 Course Grade
- Term @1 Quarter Grads (25%)

-2 Tests (50%)

[ Test- fractions [100pts]

: [ Test- souare roots [100pts

=[] Quizzes (30%)

i u Gz - equations [10pts]
P u Gz - calculations [Fpts]
¢ =2 Projects (10%)

: ‘[ Project [100pts]

17. 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-grading 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 +& %3  &"%, 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.

12 Lesson Planner
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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.

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. This will not be relevant until the
Parent Portal is turned on for the District.

8. 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 and are not be relevant until the
Parent Portal is turned on for the District.

Activity Detail

*Mame Abbreviation
| Vist to Petting Zoo
*Start Date _Em:l Date

1120172006 [ 73] | =

Sequence Hide Portal

[+ ] O

De=cription

IR 7 U |i= ic |&E
JLE s

Visit to LI Petting Zoo on January 15th.

Permizgion =lips are due by Dec 3th.

9. Click on the <Save> button. The activity will display in the bottom of the tree
underthe ) ,"$% +8& % $ section.

Lesson Planner 13
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Lesson Plan

07 Term 4 Understands social studies ¢

0 Term 4 Math remedistion

0] Term 4 Reading remediation

[ r! Term 4 Comes to school prepared
Term 4 Completes classwark
Term 4 Completes homewark
Term 4 Demonstrates self-control

Term 4 Wirites legiblyneathy

S Term 4 Comments
=[] In-Class Activities
] wistt to petting zoo

10. Repeat for all Activities.

Copy Features

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

e I#3 I #$— 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 I#3 $81) ,")) - 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 1#3 1 # feature can be used to copy individual
assignments.

I#3 1 #
1. Using the Lesson Plan tree, click on the group you want to copy. The ! #
&"4, screen will display.

2. Click on the <Copy Group> button.
3. The $81) ,") 1 # I# 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.

14 Lesson Planner
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4. 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.

5. 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.

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

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

Lesson Plan Group Copier

Thiz tool will copy the Azsignments you select from lizt and copy them to the groups
you select from other Sections you teach.

Pick the Azsigniments yaou want 1o

copy.

Tests

Togohe Assiphimnents
Test - fractions
Test - square roots

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

Pick the Groups you swant to copy the Assignments

to.

05-06 Darin MS
1 0100-13 English for Al

H 0300-3 Science Scenarios
*q090-1 Drama - Directing

06-07 Darin Middle School

' 0300-1 Seience Scenarios

= 0400-1 Math Maornents
Term )

LUQuarter Grade
ﬁ Tests
|:| D Quizzes
|:| ﬁ Projects
Term 02
|I!Guamer Grade

i Tests
= Quizzes\
|:| D Projects

Term 23
lI]Quar‘ter Grade
D Tests
|:| !:I Quizzes
|:| D Projects
Term 04
|I!Guamer Grade
L Tests
|:| D Quizzes
|:| D Projects

*9090-1 Drama - Directing

[ Copy Aszignments to Selected Groups ]

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).

7. 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.

8. Repeat for all Groups to copy.

Lesson Planner
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Lessun Plan

Term 3 Progress Report
Term G4 Course Grade
(] Term @1 Quarter Grads (25%)

| = -|:| Tezts (B0%)

R R _'| Test - fractions [100pts]
Assignments copied /——V [ Test. et roits [0
from: j L[] Quizzes (30%)

Tests in Term Q1 to ; [ (2] Projects (10%)
Tests in Term Q2 : Q;l Term 22 Guarter Grade [25%)

o =[] Tests (60%)

: [ Test - fractions [100pts]
- [] Test - snuare roots [100pts
e[ izzes (30%)
[ Projects (109

I#3  $1) ,%))
1. When the Lesson Plan is complete, you can copy the entire plan to another

course/section or from year to year. Click on the <Lesson Plan Copier> button.
The $$1) ,") 1  screen will display.

2. 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 to be copied
does not have an active 06-07 Darin Middle School
checkbox.

0400-1 Math Moments
Click on all 0400-2 Math Moments
Course/Sections to be 0400-4 Math Momerts
copied to.

3. Click on the course/section 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.

4. Click on the <Copy Lesson Plan> button. The $$!) ,") I#h 7 & #8
screen will display.

5. 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.

16 Lesson Planner
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0400-2 Math Moments

Tests

Tests
Tests
Tests

Quizzes

Place a checkmark
next to any group

) 1é to be copied to
delete them from the
‘copier’.

Guizzes
Quizzes
Guizzes
Project=s

Projects

Projects

O
O
O
O
O
O
O
O

Projects

Qid TermiTask TermiTask

| Term @ -

Guatter Grads

| Term Q2 -

Guarter Gracde

| Term @3 -

Guarter Grade

| Term 24 -

Quarter Grace

| Term @1

- Guarter Grade

| Term Q2 -

Quarter Grace

| Term @3 -

Guarter Grade

| Term G4 -

Guatter Grade

| Term @3 -

Guarter Grade

| Term &1

- GQuatter Grade

| Term @2 -

Guarter Grade

| Term G4 -

Guatter Grade

6. 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.

(ke *
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 26 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.

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

Lesson Plan
Term @1 Guarter Grade
[Z] ClassworkMHomeweork (10%:)

O] Guizzes (30%)
[Z] Tests (B0%:)
Term &1 Progress Report

Group Detail
*Mame

ECIasswork.ﬂ-lomework |
\i\feighl - S_equenc_n_a
2| o

Hide from view in pottal

Click on the item to be
edited in the Lesson
Plan tree (i.e.,
Classroom/Homework
Group), make the
changes and <Save>.

:| Exclude this aroup from calclustion
:l Drrop lowest score
ask

=rin Gl - Gluarter Grade

|

Lesson Planner
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, 8)*
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 26 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.

18 Lesson Planner
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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, for
example, inputting comments on grades that can be viewed in the Parent Portal and 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.

90 ) "Ti)*+07)* 4140 (AR +1TTTTYC (R T 1R )E

Layout

1. Navigate to: Instruction > Gradebook.

The layout of the Gradebook is arranged in four sections.

[ Save view Help

Barbieri, Christina = = Quizzes
Froject [100]

Hide Grade Totals

Q1 - Quarter Grade

Student

02 Barbieri, Christina D

02 Bilfinger, lan C

08 Branreuther, TrevorJ

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

Quizzes
Groups
Assignmftnt Fields to enter student
information grades/scores.

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’

Gradebook 19
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name as well as the number of points possible [in brackets]. Under each Assignment are
fields for each student where grade scores are entered. 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.

Student

02 Barbieri, Christina [r

02 Bilfinger, lan C

02 Branreuther, Treword

02 Lamianos, Rachel [

02 Geiger, Jason 5

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

\ 01 - 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.

| ee| ros] ] oo |

267.00 | 340,00 8375 B S2.50 B

20 Gradebook
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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.

View Help

“adams, William # 555
Quizi [30]

Q1 - Quarter Grade

Hide Grade Totals

hd

Student

o] _ros| | o s S

12 Aadams, Wfilliam
11 Abbett, Karen R
12 Che, Sandy §

12 Cullen, Geri

12 Geyer, Philip H

W80 (. W$

26700 | 31000 8375 B 8250 B an.00

Grade Totals and Individual Assignments Displayed

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.

View Help

izt [30]

adams, illiam # 555 =

Show Grade Totals

Q1 - Quarter Grade

|

Student

11 Abbott, Karen R
12 Cho, Sandy 5

12 Cullen, Geri

12 Geyer, Philip H

12 Aadams, William

Grade Totals Hidden

h( &0 BEEF)TT )EE/T T 1 A
1. Click on the Group name to be hidden. The assignments will collapse and the
button will change to a <+>.

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 <->.

Gradebook
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View Help

adams, Willlam # 555 [ auiz] # He

Quizt [30]

Show Grade Totals
Q1- Quarer Grade -

Student

%

12 Aadams, william 80.00 75.00 20.00
11 Abbott, Karen R
12 Che, Sandy 5

12 Cullen, Geri

12 Geyer, Philip H

Grade Totals and Individual Assignments Hidden

Entering Grades

-) w ’ ’3

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.

Barbieri, Christina [
Test - fractions [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.

$1)* 4113
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
Assignment grey
box. %

Test - fractions

Edit
Delete

The full name of
the Assignment

Clear all scores for Test - fractions
displays with all Fill Empty Scores ’

the options. Overwrite All Scores 3

Hew
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1. Clear all scores for xxx — 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

# o+, 16 -

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 24) 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

WD*  ($5RO 1Tt )68
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 > +0 ( , tab 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.

Gradebook 23
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| or | a |l o | &

Christina - Test - fractions

| Edit comment
IJ Late

[0 Exempt

[0 Missing

[J Cheated

[J 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. 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
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.

e. 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.

f.  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.

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

Gradebook
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Comment
Late
Exempt
Missing
Incomplete
Cheated
Dropped

Additional Gradebook Features

((I !IIII )& !)' & ()&
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.

Barbieri, Christina D

Comments:

|Exce|lentwnrker{

| OK || Cancel |

3. The 1"""" )é&$- screen will display. Enter the comments and click on the <OK>
button.

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

Gradebook 25
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(") 88 )&
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 refertothe & #80  $$i*)"" )é&$ section starting on page 9 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 A ASSONET
Group or Assignment
name.

%

2. Click on the <New Assignment> button. The 5 $$*)"" )& 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.

2 New Assignment

*Name ‘Test on axis |

* Group ‘Tests - Term Q1 Quarter Grade
* Abbreviation [T3

‘Duepate  [120872008 |

* Points [fon ]

* Sequence

* Multiplier
Active

0K ‘ | Cancel

4. Click on the <OK> button.

(! D I i) R 1
Assignments can be edited or deleted in the Lesson Planner, or the Gradebook. If editing,

please referto the & #4680  $$*)"" )&$ section starting on page 9 for field
descriptions.

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

26 Gradebook
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Right click in the

Assignment grey

box. &
Test - fractions
Edit

Click on the i

<Edit> or Clear all scores for Test - fractions
Fill Empty Scores 3

<Delete> button. Ouerwrite All Scores r
Hew Assi

2. To edit, click on the <Edit> button. The Edit Assignment screen will display.

23 Edit Assignment @

* Name Test- fractions |
* Group |

*Abbreviation [T1 |
‘DueDate  [0@222006 |
* Points [lao ]
* Sequence ’1—

* Multiplier

| 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
should 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.
U
o e ofoo mmmenn |

287.00 | 350.00 s2.40 B 50.00

01 - Quarter Grade

Post Grades

Paost Grades to other task »

Gradebook 27
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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. 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.

0F Abbate, James A L aten [an [ | 000 | 20
Q1 - Quarter Grade

02 Branreuther, Trewor J 05.00 24

07 Clank, Michael M B Post Grades 10000 5

Post Grades to other task ¥ 02 - Quarter Grade

07 Ii Vona, Rebecca

Q3 - Quarter Grade
- - Gra
08 Jain, Guy o050 oo ea || Q4 -Quarter Grade
04 - Course e
\ ks aat | g Q4 - Course Grad
04 - Final Exam

- ngress_R'epur'tk

07 Ehrlich, Michael J 74.00 7T 71

02 Joy, Awi L

08 Magaio, Wen ¥u 8250 a1 a4

.PQ‘I
02 Malvey, Kathleen X 72 L

a1 - i’r_qgress Report

Student

0% Abbate, James J

0% Branreuther, TrevorJ

a7 Cladi, Michael b

07 DiWona, Rebecca D

The final result will display in the Progress (or Interim) Grading Task.
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D* 1% ¢ (S
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.

# ", 16 -

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 Course/Final Grade, and that will not
change by using this method.

0 /1 4RI +17 ) (RTH0T)* 40 ) UL B0 % /(DS "

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 )$& +41) *) *,.
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Posting Final Grades for a Course

If a course’s Course/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 Course/Final Grade in the Select a task dropdown list on the Gradebook,
the teacher can view the Gradebook page for the Course/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 27).

Hide Grade |otals

- Quarter Grade vl

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

T

If a course’s Course/Final Grade is ) !¢ 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 )$& +1) ") *,.
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Description

This section will cover the most common mistakes experienced when setting up the

Lesson Planner and the Gradebook.

- In the Lesson Planner, I input weights in my groups and I don’t see them. When I
click on the group to edit it, I don’t even see a field for the weight.

Lesson Plan
= ' Term @1 Guarter Grade
No Weights O ClasaworkMamework
0 0] Quizzes
(%0) a,r N O] Tests
ShOWIHg' Term @1 Progress Repart
-l ] Term Q2 Quarter Grads

Term 22 Progress Report
- Term @3 Guarter Grade
Term 23 Progress Report
- Term G4 Guarter Grade
Term Q4 Course Gracke
Term @4 Final Exam

Term 24 Progress Report

Group Detail

o When clicked
|Classwork.ﬂ—|omework on to edit’ no
|Sequence field for

1 | i

L weight

D Hide fram view in poral

displays.

D Exclude this graup from calclustion

D Drop lowest score
*Task
| Term @1 - Quarter Grade %

- 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).

Le==on Plan Preference
dl

Les=son Plan

Usze weighting on grougps <
Use each score's percent value for calculations (rather
than points)

Curve
WAmeric

=]

Term 21 Quarter Grade

[ ClamzweorkHomeweork (109
[ twizzes (30%)

(7] Tests (60%)

FAQs

31



5 o e >

Right People. Right Results)

In the Gradebook, I’m inputting my first grades for a group and they are all grey
with a blue triangle and nothing is calculating.

Clazanom/Hamevak

tdarando, Ronald .
Hormewerk 1 [10] No calculations and all scores are grey

Hide Grade Totals| (with a blue triangle).

21 - Quarter Grade |v K
Student | Grd

02 Brode, Kyle P

028 Caszsorla, Yuk Choi

02 Damianos, Rachel D

You chose to drop the lowest score. If only one score is entered, it %$ the lowest
score. As you add more scores, the system will start calculating the % and

continually look for the lowest score in the group.

As more scores are entered, the system [ e —

Freda, Robert R . .
Homent 3 [10] will start calculating, and the

Hide Grade Totals ‘dropped’ score might change.

Q1 - Quarter Grade

Student

02 Brode, Kyle P

02 Cas=zorla, Wuk Chai

02 Damianos, Rachel @

In the Gradebook, the percentages are calculating, but not the grade (in the yellow

area).

No grade is displaying. ] ClasswoHom ewak

Edwards, Jodi
Quiz 1 [100]

Hide Grade Totals

Q1 - Quarter Grade

Student

02 Brode, Kyle P

08 Cassorla, Yuk Choi

08 Damianos, Rachel I

The Curve 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 curve.
Click on the <Save> button. Now you will see the grade calculating.

Lesson Plan Preference
D Use weighting on groups
Uze each score's percent value for calculstions (rather

than points)

Curye
Mumeric L
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Description

Infinite Campus help articles are 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.

Infinite Campus has provided articles for all parts of the Campus product. Districts also
have the opportunity to enter their own help article text.

Many areas of the help have a Related Links section that allows users to access a PDF
Quick Reference document that they can save or print out for future use. Most articles
provided by Infinite Campus have a sentence or two describing the area in the product
and then detailed steps about additional features of that area. These steps are listed in the
Related Articles area of the Help tab.

Index | Search Help -

BRI O NTLRTE L

s
Related Links:

L1 Guick Reterence -
Student's Schedule

L1 uick Reference -
Walk In Scheduling

Related Articles:
3 Adding a Class to
an Empty Period [Edit]

3 Adding Starting
Dates to a
Section [Edi]

3 Dropping a Student
from a Course [Ed]

3 Deleting Sections
from a Schedule [Edi]

P Printing the
Student’s
Schedule [Edit]

Context Sensitive Help

1. To access Infinite Campus context sensitive help - From the ) ( ., 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 onthe ) I,,"" )é&s tab.

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

Abbate, James J  rickname: Jimmy @Corﬁad éDDcument ?Medical-.&llergy

M| Grade:08 654370028 DOB10/10/1993 Gender:M

District

Viewing

Enrollments [Edit] D

L District l @ PO5 Depusitl School Choice l'

S

Path: Student
Information = Geneval =

Envoliment Edit | Grade

graphics [

| oz

&Prin{ Enrolment History j e J Mewy Enroliment History
Enroliment Editor

Type Calendar Start Diate End Diate

E]

The Enrollment tab wil

list all occurrences of a RIS

Start Statws: 0011 Enraliment in buliding or grade

P 06-07 Darin Middle School 071032006

studerit's enrollment in Ef o7
the district. Because this

is & historical view, this Endd Status:

Start Status: 0017 Envoliment in busiding or grade

P 05-06 Darin MS 090652005 06/30/2006

F os

list could be rather long.

By default, the list of Endf Status:

Start Status: 0011 Envoliment in building or grade

P 04-05 Love Elementary 09072004 062452005

enrollments iz by grade H 05
level first, then by

enroliment start date. To End Statws:

Start Status: SN

P 03-04 Elem1-1 09/0352003 062552004

rearder the list of
enrollments, click the
bilue bryper-linkec

I

Enhol Status:

Start Status: SN

P 02-03 Elem1 090452002 062712003

EY

headers in the
Enrollment Editor list.
The list of enrollments

¥ oz

Encl Statua:

Start Status: SN

P 01-02 Elemt 09/05,2001 OB25/2002

EY

can be zorted by Grade,
Calendar, Start Date or
End Date.

EEE

Enct Status:

Start Status: SN

P 00-01 Elemt 09/06/2000 06222001

EY

F o

The enrollmert can be
edited if a cliphoard icon

Enct Statua:

Start Status: £

P 99-00 Elem 06202000 062352000

EY

iz listed in the Edit

calumn.

Search Tab Help Option

There are two ways to search
Search’.

1.
screen.

2. Select the

To search for help articles, click the

for Help, using the ‘Quick Search’ and ‘Advanced

* 40 tab on the left-hand side of the

,# 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 far &
| Help

|Enrallment3

Advanced Search ==

Search Resutts: §

..;f Adding hewy Enrolment Recards
...} Adding Mewe Enroliments

-.:/ Deleting an Enroliment

-.;a Detailed Enrallment Infarmation
& Editing Exizting Enroliments

...} Ending Enrolliment Records

-.:/ Student Enraliments

B Vievwing Enraliments
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Advanced Search — Click on the <Advanced Search> button. The advanced search
options will display in the box on the right. Search for the item needed using the options:

1. " +0 7 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. I —searches for the module help is required for (i.e., Gradebook, Attendance
Letters).

3. &" & "& —searches for Help documentation created or modified after this date.

4. )( "& —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 " +0 tab option.
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For more information about Grading and Report Cards in Infinite Campus refer to the
following Quick Reference Guides.

Quick Reference: Instruction — Preferences
Quick Reference: Instruction — Lesson Planner
Quick Reference: Instruction — Gradebook

Quick Reference: Instruction — Gradebook Grade Calculations

Infinite Campus Quick Reference Guides can be accessed via the system Help tab and
Help option under the Search tab or in the Help Library of the Infinite Campus User
Support site.
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