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This	
  year,	
  your	
  elementary	
  class	
  is	
  divided	
  up	
  into	
  the	
  following	
  sections	
  (or	
  subjects):

1. Homeroom

2. Math

3. Language	
  Arts

4.Science

5. Social	
  Science

6.Health

7. Visual	
  and	
  Performing	
  Arts

8. 	
  Technology	
  -­‐	
  optional;	
  some	
  schools	
  have	
  a	
  Technology	
  course	
  that	
  is	
  included	
  in	
  their	
  grade	
  book

9. Physical	
  Education	
  -­‐	
  P.E.	
  teachers	
  will	
  be	
  entering	
  those	
  grades

*You	
  can	
  change	
  what	
  SECTION	
  you	
  are	
  working	
  in	
  by	
  using	
  the	
  middle	
  drop-­‐down	
  menu	
  on	
  the	
  
main	
  grade	
  book	
  page.	
  (Term,	
  SECTION,	
  and	
  Task	
  are	
  the	
  drop-­‐downs	
  you	
  see	
  at	
  the	
  top.)

Overview of Grade Book Organization
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Key Points Related to Grading

Here	
  is	
  how	
  assignments	
  are	
  organized	
  in	
  your	
  grade	
  book:

TEACHER

	
   -­‐-­‐-­‐-­‐-­‐-­‐>	
  SECTION	
  (and	
  grade,	
  if	
  you	
  teach	
  a	
  split	
  class)

	
   	
   -­‐-­‐-­‐-­‐-­‐-­‐>	
  CATEGORY	
  (i.e.	
  “Assessments”	
  OR	
  “Key	
  Ideas	
  and	
  Details”)

	
   	
   	
   -­‐-­‐-­‐-­‐-­‐-­‐>	
  INDIVIDUAL	
  ASSIGNMENTS
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Setting It Up 
- The Basics

KEY STEPS

1. Log	
  into	
  Infinite	
  Campus	
  and	
  navigate	
  to	
  the	
  Campus	
  
Instruction	
  homepage.

2. Click	
  on	
  the	
  GRADE	
  BOOK	
  tab	
  on	
  the	
  left	
  side.

3. Notice	
  the	
  three	
  drop-­‐down	
  menus	
  at	
  the	
  top.

4. Click	
  on	
  Settings	
  (vertically	
  written,	
  in	
  blue,	
  at	
  the	
  top	
  
of	
  the	
  grade	
  book	
  itself).	
  Doing	
  so	
  will	
  open	
  your	
  
Settings	
  menu	
  in	
  the	
  grade	
  book	
  (see	
  image	
  below).
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In	
  the	
  Grade	
  Book	
  Settings	
  Menu,	
  click	
  on	
  Grade	
  Calc	
  Options.

*If	
  you	
  see	
  a	
  message	
  in	
  a	
  large	
  white	
  box	
  (see	
  below),	
  simply	
  click	
  Continue.

1. In	
  the	
  drop-­‐down	
  menu	
  labeled	
  “Fill	
  Calculation	
  Type,”	
  select	
  Proficiency	
  Estimate	
  
(Rubrics).	
  

2. In	
  the	
  next	
  drop-­‐down	
  menu	
  labeled	
  “Method,”	
  select	
  Power	
  Law.

3. Save	
  and	
  close	
  this	
  window	
  once	
  you’ve	
  made	
  all	
  desired	
  adjustments.

MOVIE 1.1 Grade Calc Options

KEY STEPS (Grade Calc Options)
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In	
  the	
  Grade	
  Book	
  Settings	
  Menu,	
  click	
  on	
  Categories.

1. Click	
  the	
  box	
  that	
  says,	
  “Add.”

2. Type	
  a	
  Name	
  for	
  the	
  category	
  (see	
  following	
  pages	
  for	
  support	
  with	
  this	
  piece).

3. IGNORE	
  the	
  Weight,	
  Sequence,	
  Exclude,	
  and	
  Drop	
  options.

4. Check	
  the	
  box	
  on	
  the	
  far	
  right	
  to	
  place	
  the	
  category	
  in	
  the	
  section.

5. Check	
  the	
  box(es)	
  to	
  place	
  the	
  category	
  in	
  the	
  correct	
  standard/sub-­‐strand/domain	
  area.	
  

   Name
   Term
   Standard

KEY STEPS (Categories)



KEY STEPS (Adding Assignments)

There	
  are	
  two	
  ways	
  to	
  add	
  assignments:

1. Click	
  “Assignment	
  List”	
  in	
  the	
  Settings	
  menu,	
  then	
  click	
  Add	
  Assignment.

2.Click	
  +ADD	
  under	
  the	
  Term	
  in	
  the	
  grade	
  book	
  window.



KEY STEPS (Adding Assignments, Cont.)

Once	
  you	
  are	
  in	
  the	
  Assignment	
  Detail	
  Window:

1. Type	
  a	
  Name	
  for	
  the	
  assignment.

2. Type	
  an	
  Abbreviation	
  for	
  the	
  assignment.

• In	
  this	
  part,	
  you	
  may	
  wish	
  to	
  use	
  acronyms	
  for	
  the	
  type	
  of	
  assignment	
  it	
  is	
  (i.e.	
  
Classwork	
  =	
  CW)	
  or	
  content	
  addressed	
  (i.e.	
  Key	
  Ideas	
  and	
  Details	
  =	
  KID).

3. Leave	
  all	
  of	
  the	
  Section	
  Placement	
  and	
  Scoring	
  Alignment	
  Detail	
  boxes	
  
checked.	
  

4. Change	
  Date	
  Assigned	
  and	
  Date	
  Due,	
  if	
  needed,	
  and	
  leave	
  GB	
  Seq	
  
(grade	
  book	
  sequence)	
  alone.

5. Place	
  the	
  assignment	
  in	
  the	
  appropriate	
  standard(s)	
  area.

1. When	
  you	
  check	
  the	
  box	
  by	
  the	
  task,	
  a	
  list	
  of	
  your	
  categories	
  should	
  appear.	
  Select	
  
the	
  appropriate	
  category;	
  you	
  can	
  only	
  select	
  one	
  at	
  a	
  time.	
  

6. Select	
  a	
  Category	
  for	
  the	
  assignment	
  and	
  a	
  Scoring	
  Type	
  (which	
  
should	
  be	
  RUBRIC	
  if	
  you	
  would	
  like	
  the	
  score	
  to	
  be	
  “postable”	
  to	
  the	
  
report	
  card).

7. At	
  the	
  bottom,	
  you	
  can	
  click	
  “Score”	
  to	
  add	
  student	
  scores.	
  

  Name

  Abbreviation

  Dates

  GB Seq

  Standard

  Category

 Scoring Rubric
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Sample Grade Book #1: ELA - Reading Literature
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Sample Grade Book #2: Mathematics


