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Grading

FY1. Teachers need to be in Campus Instruction (same as Attendance), not Campus Tools to work
on report cards.

Infinite (.~ | Campus Instruction  Lucinda

Campus
Description
If teachers are not using Grade Book to calculate the
Message Center grades for each quarter, they will enter the grades by
clicking on <Post Grades>.
Pl . .
annet If teachers are using Grade Book, they will post the
grades in the <Grade Book> and navigate to these
Grade Book modules to add Report Card comments.
Aftendance E After selecting <Post Grades>, you may get a blank
screen (see below), please be patient. The screen will
Roster pop up
Seating Charts
]

Student Groups

Class Serve
If you get a blank screen like this...

Be Patient. The information will load.
Fost Grades

Assignment Overview

Lockers

Standardized Test




e Grading by Student will display all the grading tasks for the Student chosen (i.e., all the
grades for James Abbate).

Section | 1) 0207-1 Language Arts & ~| Term [ 01 | Task | Lang Arts: LA.6 Reading Effort -

| Save | | Pest by Student | | Fill Percent, Grade, Comment |

Student: Percent Grade Report Card Comments

I:Il:l‘

After selecting <Post by Student>, select section, term and student name.

= 1

= 2 3
Section | 1) 0207-1 Language Arts 6 w| Term | @1 | Student | Select a Student v

| Save | | Post by Standard/Grading Task | | Fill Percent, Grade, Comment |

Please select a student

e Grading by Task will display all the students for the Grading Task chosen (i.e., Q1 —
Quarter Grade, Q2 — Quarter Grade, Q3 — Quarter Grade, Q4 — Quarter Grade).

1 2 3
Section | 1) 0207-1 Language Arts 6 ~| Term | a1 | Task | Lang Arts: LA.6 Reading Effort -

\ Save | | Post by Student | | Fill Percent, Grade, Cemment |

Students Percent Grade  Report Card Comments

Don't forget to SAVE!
Student 1 1 E| ‘

After selecting <Post by Standard/Grading Task>, select section, term and task.

Special Note:

Regardless of which module is chosen, grades can only be entered or updated when the
grading task is active. Our district will activate a grading task according to our current
schedule to allow the grades to be posted. Then, we will close the task and print the
final report cards. If grades need to be changed after the task has been closed, only staff
members with special user rights will be able to make those corrections. Teachers will
be able to view the grades, but not change them.




Entering Grades (Teacher Task)

1. Choose the correct section from the list (on the top toolbar).

*S&ntian | 1) 0207-1 Language Arts 6 v| Term [ 1 | Student | Student Name

Save | | Post by Standard/Grading Task | | Fill Percent, Grade, Comment |

Don't forget to SAVE!

Term Standard/Grading Task Percent Grade Report Card Comments
o Lang Arts: L& 6 Reading Effort

-
o Lang Arts: L& 6 Engages in independent silent reading

-
o Lang Arts: L&.6 Uses word recognition skills

-
o Lang Arts: L& Uses strategies to extend vecabulary knewledge

|
o Lang Arts: L&.8 Reads with comprehensicn

|
o Lang Arts: L&.6 |dentifies purpose and adjusts rate for reading

|

Note: Section lists will vary per teacher/grade level.
2. Select the student to be graded.

3. Choose the correct Score for each student from the dropdown list (box under the Grade
column). The grades appearing in the list are the grades that will print on the report card.
Do not enter grades in the Percent boxes. You may want to have a copy of the report card
handy to refer to the rubrics.

4. The teacher can enter comments in the 10 (20, 30 or 40) Week Comment field. Do NOT
enter comments after each standard (unless instructed differently from building
administrator). There is a 1200 character limit in the comment field.

2) Campus Instruction - Mozilla Firefox

File Edt Wew History Bookmarks Tools Help

|@Campus Instruction =2
€ ) @ fttps:feampus. cortlandschonls. orgicampus/appsfteacher teather html#/ TeacherApp. Assignments.
finite <70
Campus
~l=
Message Center Section | HR) 0107-2 Grads & HR v | Term Student |

Planner [ Post by Standardicrading Task | | Fill Percert, Grace, Com
/ Term StandardiGrading Task ]
- @ Personsl PG Cooperstive
5. Click on the <Save> button. oR— —



If using Grading by Task, the teacher will choose the Task (Standard) and grade all students for
each Task. The teacher will have the ability to post the same grade for all the students.

1. Choose the Task. The Tasks will display in order by Term. They will display with the
Description entered in the Abbreviation field in the Standard to assist the Teacher in
identifying the Standard.

2. Choose the correct Score for each student from the list. The grades appearing in the list
are the grades that will print on the report card.

Alternately, the teacher can choose to mass-fill the scores for the student by choosing
the <Fill: Percent, Grade, Comment> button. Once selecting <Fill Percent, Grade,
Comment>, you can check the Grade box and select a grade from drop down menu.
The program will fill all boxes with your selection. You may then go in and change the
few that need adjustments. You can fill the comment field by following the same
procedure. If you wish to remove all grades/comments, check the box and leave blank,
click the <Fill> button.

Fill: Percent, Grade, Comment
Applies the same value to muliiple studerts

[] Percertage

3. Do NOT enter comments after each standard (unless instructed differently from
building administrator).

“) Campus Instruction - Mozilla Firefox

Fle Edt View Hstory Bookmarks Tools Help

‘@Campus Instruckion 1L+

€ | @ hitps:jicampus cortlandschools.orgjcampus/appsiteacher teacher. itmi# Teacherpp Assignments.|

;.,..;urf/;’
Campus

~=

Message Center 7 Section [HR) 0107-2 Grads 6 HR v | Term Studert |

Elanner | Post by Standard/Grading Task \ | Fill Fercert, Grads, Com
arade B Term Standard/Grading Task Perce
. @1 Personat PG Cooperative
4. Click on the <Save> button. - — -




Comments

1. The teacher can enter comments in the 10 (20, 30 or 40) Week Comment field. There is
a 1200 character limit in the comment field.

) Campus Instruction - Mozilla Firefox

Fle Edt View Hstory Bookmarks Tools Help

[ campus tnstruction +
€ ) & hitps:fcampus cortlandschools. orgjcampus/appsfieacher fisacher. html TeacherApp Assignments.
~=
Message Center Section [HR) 0107-2 Grads 6 HR ~| Term Studert |

Elanner [ Post by stanvaraeracing Task | | Fpercert, Grade, con
M Term Standard/Grading Task Perce
- a1 FPersonat PG Cooperative
2. Click on the <Save> button -7 . -

Editing Grades when Grading Window is Closed

Occasionally, we will need to edit grades after the grading window is closed. This process
requires user rights to Course/Section. Contact Cindy Dann for editing.

Print Report Cards
You need to switch back to Campus Tools to print report cards.

N

Campus Campus

- Tools Community

Report cards can be printed for a batch of students or for an individual student. Batch printing
requires user rights to Grading & Standards. Each building secretary can batch print report cards.

Teacher Rights...
Print report card for a single student:

1. Navigate to: Student Information > General.

2. Search for student.



3. Click on the Grades Tab.
4. Choose a Report Card Format — choose a report card from the list (appropriate grade).

The report card for the individual student will display in Adobe Acrobat format. It can be saved or
printed, but not edited.

If the report card does not fit on a single page, it will continue on a second page. Do NOT run
report cards two-sided. (As comment fields fill, the report cards may roll over to three or four pages.)

Sample Landscape Report Card first page:
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Sample Landscape Report Card second page:
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Secretary/Administrator Rights...

Print report cards for a batch of students:

1.

7.

Navigate to: Grading & Standards > Reports > Report Card.

Report Options — choose the report card to print from the list. All the report cards
created for the school will display on the list. Choosing Display Options will allow the
user to create a report card for this one time only.

Ad Hoc Filter or Grade — choose an Ad Hoc filter or a grade to limit the number of
students’ report cards printing. This is a very complex report, so it is suggested to limit
the number of students printing in a batch. However, All Students for the school can be
chosen as well.

Active Only — click on this checkbox to choose only active students’ cards.

Effective Date — enter the effective date of the report cards.

Sort Options — choose the sort option needed (Alpha, Grade/Alpha, Zip, Teacher).

Click the <Generate Report> button.

Report Card Batch Report

This report will batch print student report cards, 1 page per student suitable for handing out to students. Thiz iz a very
complex report, 2o try to limit the number of students run per batch.

Report Options Grade 1 Report Card | %
OR
Display Opticns

Ad Hoc Filter
OR

Grade R

Active Only

Effective Date 12/22/2010 |9

Sort Options @ aipha O Gradesaipha ) Zip O Teacher
Generate Report

The report cards for all students selected will display in Adobe Acrobat format. They can be
saved or printed, but not edited.



Misc. Reports

1. Navigate to: Instruction > Reports > Grades Report.

2. Select students. Select Grading Task. Click on

listing all students and standards.

Generate Report

| “vear|10-11 + | School | Atten 8. Parker Eementary School % | Section | 1) 0107-2 Grade & HR ~|

Index | Search | Heip |

a1 ausuwun

2% Grading By Task

2% Grading By Student

Roster

[E] Daily Planner

€7 student Groups

[ class serve

[ Lesson Planner

[ Newsletter

[ Teacher Course Reque

Admin
= [ Reports.
[7 Aligned Assessmer
[7 Assignment Analys.
[ ] Assignment Standa
[ ] Attendance Registe
[ Attendance Summa
[ 7 Blank Spreadshest
Gradebook Export

D Missing Assignmen
[ Portal Usace Roster

This report wil batch print student's grades.

Grades Batch Report

Select Students

[ sates, J
[1 Bates, Joseph #

Benjamin, Parker

Brewer, Savannah M
Burleigh, Michael T #
Clark, Kelsey L #510319104

Conlen, John P #

Esslinger, Zachary A #5103
Gilg, Michelle L #5710

Select Grading Tasks

20 Week Comment
30 Week Comment

0 Week Comment
PG Cooperative
PG Respects others
PG Respects property and rights of others
PG Shows self-control
WS Accepts constructive suggestions
WS Contributes to activities and discussions
WS Follows directions
WS Organizes self and materials
WS Practices good listening skils
WS Solves social conflicts appropriately
WS Stays productive and focused in class
WS Takes responsibilty for homework
WS Works neatly and accurately

. A report will print

[E | vear|10-11 +| School | Atton 5. Parker Elementary School v Section | 1) 0107-2 Grade & HR

|

Index ‘ Search | Help |
e @ auzuwun,
% Grading By Task
[ Grading By Student
Roster
E Daity Planner
€7 Student Groups
[# Class serve
[* Lessen Planner
[ Newsletter
[*f Teacher Course Reque
Admin
= [} Reports
[ Aligned Assessmer
[ ] Assignment Analys
[ Assignment Standa
[ ] Attendance Registe
[ Attendance Summa
[] Blank Spreadshest
[ Gradebook Export
Grades
[ Missing Assignmen
[] Portal Usage Rostel
[ ] Roster Label
[7 section Summary
[ ] student Assessmer
[ student Summary
[] Teacher Schedule
=B, census
My Data
Reports.
= Iid Ad Hoc Reoortin >
< >

Brewer, Savannah M #510207214
Burleigh, Michael T #510318205
Clark, Kelsey L #510318104

Conlon, John P#510298187

Esslinger, Zachary A #5103

Krueger, Emily M #

Lee, Robert S #510305
Marsted, Samantha #510317738

Miller, Dakoatah #5102

Morey, Mckenzie #51021

Murray, Michael A #5

Russell, Anthony #5103156

Sprague, Jordann | #510225
Suffredini, Nicholas A #510221

‘Vaden, Brandon J #51033

10-11
Alton B. Parker Elementary School
£2iscn St Contmd NV 1 4
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Teacher Grades Report
Courses: 1 Sections: | Stadeats: 21
T QL Q2 Q2.0

Courss/Saction: 0107-2 Grads & HR.

@l

Humber of Studsnts: 21
Term

[

@

[

G Respecs

Follows drecion

WOk nedtly ano acourmey.

Tor homework




