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ALL ABOUT GRADE BOOKS
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Objectives

At the end of this lesson, learners will be able to:
Navigate to the Lesson Planner
Create groups to organize assignments.
Create assignments.
Copy Lesson Plans from one section to another using the
Lesson Plan Copier.
Copy particular assignments from one section to another
using the Copy Group function.
Navigate around the Grade Book
Enter Scores, comments and codes in the Grade Book.
Save the Grade Book.
Post Grades from the Grade Book
Learn a few basic tips
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Administration of Teacher Instruction

There are five tools with the administration section of the
Instruction module that aid in the setting up and calculation of

student grades. Three of these tools need to be set for proper
calculations of students grades.



Teacher Preferences

Preferences are established basic items for how student grades
are calculated, how student information appears, and
how attendance Is recorded.

The preferences that are set in the Instruction module affect
how each section taught by the teacher behaves. This only
applies to the section for the specified teacher.



Grading Scales

Grading Scales determine how student grades will be
calculated and displayed. When using grading tasks, Grade
Book functions require that a grading scale be selected, as
does the grading task, or else grades will not be recorded.

*Grading scales can be created by the district or created by the
teacher using a grading scale.



Composite Grading

Composite Grading is needed to calculate where a combination
of two task equal the student's grade at the end of a term
(. e.,semester grades) to reach a final score for the student.

For example, if the Semester Grade were an equal combination
of Quarter 1 and Quarter 2, a percentage of 50% would be
assigned to both Quarter 1 and Quarter 2 grades.
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Thiz changes the preferences for the section. If the seclion spans multiple terms, it will affect all terms.
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Remowve percentage and calculations when using Standards
Teacher Web Site URL
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Hide Dropped Students

Hide Dropped Students will remove the student
from a teachers view in the Grade book.
Normally a student that has dropped a class
will appear in the teacher’s grade book in

The scores will be preserved behind the

Scenes.



Show Student

Show student number will include the Student
ID number on the attendance tools.

Show Student Pictures will display the students
picture for attendance.




Seating Charts for Attendance

Invert Seating Charts Auto-Placement: Applies
to both the Standard and the Lab Seating
Chart.

When creating a seating chart the student
names will populate the chart from the bottom
up.

Use Seating Charts for Attendance, changes

the default attendance view to the Standard
Seating Chart.



Use canned comments

Use canned comments when grading by task
of Grading by student this option allows the
teacher to select from a list of canned
comments that were entered in by
Administration.

Teacher Website URL. A teacher can enter the
Url for a class website for display on the portal.



Grading Tasks

Grading Tasks are items to which teachers will
post grades to for report cards, transcripts,
midterms and/or eligibility reports.

Examples of grading task include quarter
grade, mid-term progress grade and semester
grade.

©



Twist on Terms

Grading Task- a grade or mark that is to be
turned into the school reporting a student’s
progress or achievement.

Standard-a performance phrased expectation
of what a student will be able to do, assessed
with a rubric.

Group- a collection of assignments that count
towards a particular grading task or standard.



Moreterms................

Assignment- an event that students are
scored on. Assignments are part of groups in
Campus.

Activity- a non scored event. Activities may be
entered to inform parents of the daily
happenings in a classroom through the Portal



Lesson Planner

The Lesson Planner provides teachers a tool to
set calculation preferences for the Campus
grade book and create groups to organize
assignments in the Grade book.

Assignments can be part of multiple groups,
allowing one assignment to count towards a
term grade and as evidence of mastery
towards a state or district defined standard



. esson Planner

You will need to determine if you want to use a total
points acculmlated system or a weighted category system.

Total points accumulated system scores are calculated based
on the entering scores and accumulating points possible over
the course of the grading period. The student's score Is
calculated by dividing the points earned by the possible points.



Welighting on Categories

Weights account for how much value scores receive in the overall
tallying of grades. Weighted group calculation is based on
defining percentage weights to the group that is composed of several
assignments. The different groups are then combined and the
summary grade Is calculated based on the individual weightings.

Example | - Weighted Categories where assessments have varying values
e Homework 30% e Quizzes 15%

e Tests 40% e Class Participation 15%



Example II- Weighted Categories

Example Il - Weighted Categories where assessments are of
equal value

® Homework 25% e Quizzes 25%

e Tests 25% e Class Participation 25%

The summary score is calculated by averaging each group’s
scores, multiplying the

group average by its group weight and adding the weighted
scores together.
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| esson Plan Preference

* Using each score’s percent value will change the
way Campus calculates grades. The normal
method will add the points earned and divide that
total by the total number of points possible. This
number 1s converted to a percentage. If “Use
each score’s percent value” 1s checked, the
percentages are calculated first and then the
percents are averaged.



Preferences

 Select the Grading Scale that will be used to
convert students percentages to a letter grade.

e Click Save when finished



Task Groups

Task groups are created when the teacher is creating
assignments tied to a grading task.
To create a new group:

1.
2.
3.

4.

Click new group

Enter a name for the group..

If using weighted groups, enter a weight for this group. No
decimal or percentage Is needed.

Select the term/task combination that the assignments in
this group will count towards.

Click Save when finished
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Grade Book

Grade Book allows the teacher to enter scores for the students
In the selected section. As soon as the score Is entered and
saved, the student's grade calculation is updated.

The page is split into two parts. On the left side, teachers will
see the student's names in alphabetical order. The highlighted
student is the currently selected student, which means the
teacher can enter grades for this student.

The yellow indicators on the grid are the calculated grades
based on assignment scores the teacher has entered. The
grades in green are posted scores that have been entered for
report card tasks.



Grade Book continued

On the right side, the assignments and scores are

displayed. The assignment group, created in Lesson Planner,
IS located at the top with assignments underneath.

The assignment group names are collapsible. Click anywhere
In the group name's cell to toggle the group information.




Additional Preferences and Options

Options-An option to display cut scores color coding Is
available. This will highlight posted grades in red and green
based on the grading scale and the scores marked as passing.

Grade Totals--To hide the yellow columns of grades in the
Grade Book, click Hide Grade Totals option. At any times
these can be displayed again by clicking the Show Grade
Totals button.



Important Tip

To ensure all grades are saved every time a score Is entered,
the Save icon will be highlighted in . When a user navigates

away from Grade Book , a warning message will appear
reminding the user to save.



Creating Assignments

To create a new assignment, click New Assignment. The
assignment detail will open.

Fields in red with an asterisk are required fields.

Enter the name of the assignment.

*Enter total number of points.

*Create an abbreviation for the assignment. This 5-character
field is seen by the teacher in the grade book.

*Enter the number of points possible on the assignment.
Enter a due date for the assignment, or use the calendar icon
to select the due date.



Creating Assignments continued

» |If the assignment should be included in the
student grade, check active.

« Hide Portal will hide the assignment from the
Portal, but the impact of the student’s score on
the assignment will still be seen in the overall
grade.
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Lesson Plan Copler

The Lesson Plan copier can be used to copy the group
structure, assignments and activities from one section to
another.

It may also be used to copy from one calendar to another
making it possible to copy forward last year's gradebook to the
next year.

Select the source section in the section dropdown menu.

Click Lesson Plan Copier

Select the destination section (s).

Click Copy Lesson Plan

On the second screen, if any groups should not be copies,

select them.

Click Update Groups



Group Copy Assignments

The Lesson Plan Group Copy Assignments tool will allow users
to copy assignments from one section to another, once groups
have been created in the destination sections.

***The Lesson Plan Copier can only be used to copy into a
section that has nothing set in the Lesson Planner, in order to
avoid the possibility of overwriting assignments that have
grades attached. If the destination section has groups or
assignments, the Copy Group utility should be used.



Additional commands on an
assignment

Clear all scores will erase all scores for that assignment

Fill emtpy scores will give studens who do not have a score
a user-selected value.

Overwrite all scores will mass change all students' scores to
a user-selected value.



Entering Individual Scores

Entering scores in Grade Book is like entering values in a
spreadsheet. Select the cell and enter the value.

Use the enter key or down arrow to move the cursor to the next
student, while Tab will move right.

As scores are entered, the students running total grade (in the
yellow area) will automatically recalculate to show the current

grade.



Select a task
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Right click to post
grades
This area iIs the
posted grade for the
task selected in the
Select a Task
dropdown.
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submitting a

progress mark such
as a midterm .
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Grade book Colors

The Grade books’ colors mean the
following:

Y=lloyw = current grade

Grezarn = shows posted task grades (blank except
for end of the term)

Gray = where individual scores/grades are
entered.

Reacl = Inactive students



Flags

In addition to scores, a series of codes may also be entered In
the gradebook for a student by right-slicking on the cell for a
student's score.

Late-- any work that is flagged late will appear with a red
score. There is no formula for late work, the Late Flag is
simply an indication the assignment was late.

Exempt- an exempt assignment will be grayed out and will
not count for that student.

Missing- missing assignments count as ZERO points

earned.



Flags Continued

Cheated- an assignment flagged cheating will count as
a ZERO. "Cheated" will appear on the portal.

Dropped- the dropped flags is automatically marked if "drop
lowest score" was set on the group in the Lesson Planner
As scores are entered,Campus will analyze each student's
scores and flag the score with the lowest overall percentage.
thus removing the lowest grade calculation.

Incomplete-assignments to not harm (nor help) the
student's grade.




Posting Grades from Grade Book

The area allows for a fast submission of grades (such as
term grades or midterm progress marks) from the Grade Book.

When the Grading Window Is open, a teacher may post grades
with a three click process.

Right click in the grade totals area. (This area is the
posted grade for the task selected in the Select a Task
dropdown).

Click on the child's posted grade. A drop down will open
showing allowable scores. Select the correct mark.

If using composite grading, the percentage will need to
change as well.

Click SAVE.



Grading By Task

The Grading by Task/Student options give teachers an
opportunity to add comments or modify percentages and letter
grades. Grades can be posted from the Gradebook view as
well.

Grades can only be posted to open ( or active) grading
tasks/standards. If a task is selected that has no visable
dropdown selections, the task is not active for grading at this
time. The district's Campus administrator will need to open the
Grading Window before grades can be posted.

Teachers can assign grades to grading tasks for the entire
class roster (Grading By Task) or for one student at a time
(Grading by Student.).



Exporting Scores

An option exists in Instruction>Reports to export the Grade
Book to a different file type such as a CSV file for analysis.
Expand reports.
Select Grade Book export.
Select the export formart.
Click Generate Report.




Grading by Student Option

After selecting the Grading by Student option from the Index,
select the student to be graded from the dropdown list.

If the district uses the Auto Grader to calculate scores In
composite grading, enter the student's Percentage in the Percent
field.

Select the score to assign to the student by clicking in dropdown
0]0)'¢

Enter any comments to attach to this score in the Comments field.

Click the SAVE icon when finished entering comments or
modifying grades.



Are you ready to get started????

* Resources
« 2009 Infinite Campus-Lesson Planner
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* http://sites.google.com/a/emanuel.k12.ga.us/stud
ent-information-center

o http://k12solutionsgroup.com/docs/catalog.asp
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