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Infinite Campus Website https://ic.wpcsd.k12.ny.us/campus/wp.jsp
Available from home, school or anywhere with internet access

Infinite ka Transforming K12 Education®
Campus

District Edition

Morcinn: T 4547 7

Username

“ 'S~ Enter username and password.

Password

<« Same as for the school computer network.
i Sign In >)) Logged off

Trouble accessing your account? Contact your administrator.

E2003-2015 Infinite Campus. Inc.
wwnninfinitecampus.com

There is also a shortcut on your desktop computer screen and a link on
the district website.

NOTE: You do not need to use the District’s Remote Access Portal to access the Infinite Campus
website. Website is available 24 hrs/day.

If you any problems or issues with Infinite Campus, please contact your teacher coach (Dept
coordinators, etc.), building coach (usually office manager or AP) or email ic@wpcsd.k12.ny.us .



mailto:ic@wpcsd.k12.ny.us
https://ic.wpcsd.k12.ny.us/campus/wp.jsp

Main Screen of Infinite Campus
— I

AL || L4 Infinite Campus » | [#] Campus Instruction

n~

s/campus/mainas|

Year [14-15 ~|  school [White Plains High School v| 88
Index Search Help - District Announcements
+ [06/25/2009 ]
[ White Plains Public School
5 Homeside Lane, White Plains, NY 1

» Student Information 914-422-2000

- Instruction Welcome to Infinite Campus

v Instruction-Grades-Attendance Any problems, please contact your school buging coach.
" cent Or email White Plains Infinite Campus Suppor ic@wpcsd.k12.ny.us
gssage Lenter Click here for teacher training manuals
Flanner FY1 - To access Infinite Campus at home or of mpus, use this URL:
Attendance https://ic.wpcsd.k12.ny.us/campus/wp.js|
Gradebook Please check your Process Inbox below for any ndance or Grading tasks.
Post Grades

For Secondary Teachers-
Assignment Overview ‘When entering comments for progress reports - if you noRge that the comment dialogue box is moving around the screen - try right clicking anywhere on the
Seating Charts screen (ignore the menu that opens up) and then go back Y selecting the comments (right clicking stops the comment box from moving all over the screen).

Foster School Announcements
Account Seftings No school announcements at
. » Scheduling
Campus Instruction Screen —
. + Ad Hoc Reporting Datz R |to| | Display [Al Pmcesse\vH Find Messages
Instruction, Gradebook and Attendance Acsount setngs
Access Log
\ |Postza Date| e Date

nfinite Campus. x Campus Instruction
B @ # 06/12/2015  06M2/2015

bty
n

= O ™ 8 /apps/teacher/teacher.html|

pps  White Plains Public . % VMware Horizon Vi.. [ Chrome

Infiite L7 Atiendance Reguir
Infini -’ Y = - I
Einiiss | Campus Instruction | Kimberly White Plains High School 1415 g Aftendance Reauired

senencsmes msncter) - |Jnder Instruction-Grades-Attendance
PR [ Sotra | [ Romore | [ Semoh | Sortby: [swy ] Clicking on any of these links will open a new

tab for the Campus Istruction screen at the

District Announcement White Plains Public Schools

Aftendance B ’ 5 Homeside Lane, White Plains, NY 10805 top of your browser

©14-422-2000

More
Foster M‘SANDBD}(-N&TWBHEE on 05/14/2015 05142015 .
On the Campus Instruction screen, the same

Seating Charts e MoTe Archive

[] Infinite Campus Improved Contest Selestion Options 3131720
The options for selecting the context of the Grade Book and many other Campus |nmrucM . .
links will appear on the left menu (plus

Main Infinite Campus screen

< Message Center P

Student Groups These options now function like fitters, with ach dropdown list dependent on the previous oneis)
For example, selecting a Term of Quarter 2 causes only sections that meet in Quarter 2 to be available in the Section dropdown list
3ss Serve e More Delete H
Class s [] Infinite Campus Meet the new Campus Instruction 70220 add|t|0na| tOOIS and reports)'
Action Required in Campus Tools
Post Grades Delete
Assignment Overview You can toggle between the browser tabs to
Regors (Atendance) go back and forth between the Infinite
Reports (Grads Bok) Campus screen and the Campus Instruction
Reports (Planner) screen.
Reports (Roster)
4

Account Settings




Campus Instruction Screen

Attendance



Atte n d a n Ce Verify the period you are taking

attendance for.

Click Seating Chart if you want to take

attendance using the seating chart.

C * = - But you need to setup Seating Chart
o “ = 2 first —click on “Seating Charts” link on
Sncent oo = I left menu.

Clasa Sre - “ -

Poal Gracen o “ .

o % En -

AR Cud e o n Y

anendl C CE o

Ricerm (Gvace Boct : - If student istardy— enterthe

Aasars (Farrar) . = = numberof minutes (onlyuse
o i

Hegarty (Reaer . Ex - minutes)the studentistardy

RT— . KX - here. Precede the number of

minutes by aU forunexcused

‘_\ or E forExcused,

Click on the appropriate button to mark the

Usethe Wif the student does
student Absent (A) or Tardy (T). not have an official school

By default all students are marked Present (P). note/pass or other official
notificationfrom school staff,

Example: if astudent was 15
minuteslate and hada late
pass from Principal’s office,
thenyouwouldenterElSin
the comment field,

NOTE: Teachers can only take/edit attendance for the current
school day. Any changes after the current school day need to be
resolved by the main office.




Campus Instruction Screen

Rosters



% < Roster

nfinite Campus ampus Instruction

- > C | & ttps://ic.VM/teacher/teachel‘htm\W/TeacherApp.Students‘Rosler

i Apps  White Plains Public.. @ VMware Horizon Vi.. [ Chrome

White Plains High School 14-15 ‘

Notifications

Planner Ciick on the bell to open Notifications and

Click to print roster report. | EHir-E 5
Grade Book . again. A nnmcatp‘n wil be automatically
N s 11, e Note: The printed roster oo st

Gender Grade  DOB

reports have the option
display parent/guardian

M 0 04/27/2000

Seating Charts

F o9 114272000
e Tooom e contact information.
Class Serve M L) 07/26/2000 =
Post Grades F 9 05/23/2000 @ *
Assignment Overview M 03 05/17/2000 @
Reports (Attendance) M 09 12411599 @
Reports (Grade Book) F o 020112000 @
M 09 03/23/2000 @
Reports (Planner)
F 09 O7/14/2000 l@
Reports (Roster) i
F 09 11/28/2000 .@
Account Settings
F 09 10/20/2000 .IE@
Click on the student name to display
student info (see below). Common Flag Symbols

| s— | | ' Home Language = Spanish

Student Details - To Student Information < SIICk % SpEl:ial Ed ors04
Gonder: To Student l::
Birth Date:
Student Number: Information” link Current LEP
Nickname:
Grade:
S to open all the {;}'

Former LEP—Yearl1lor2

student

#* |27

information tabs
and/or to view
an |EP.

Contact Information

Former LEP >=Year 3

Email:
Preferred Language:

Primary Household: Alle Guardian/Custody issue

Household Phone:

Address(es):
Members:

Medical Alert

Non-Household Relatiol

Other Contacts:




Looking up student information and viewing an IEP
Note: Same process can be achieved by clicking on a student name on the
teacher roster screen from page 8

Click on the main Infinite Campus tab

ps/ncwpesd k12nyus/campus/main.sl

252 Anps Whiite Maing Public .. %y Vibware Horizen Vi, [ Chrome

infioite L7 | Disirict Edition  Sandbox Test Site

Campus

Year | 14-15 v School | White Plains High Schood * Saction | 01) 311100-2 Bilingual ¢

C||Ck SearCh In:lex>< Saarch ) Help n‘nhlr:mnmumll

Enter a few letters of the

student’s last name and click Go.




Click on the student name from the left side.

Student information tabs will then display. Click on a particular tab for specific information.

Infinite ;

Em'_ﬁf;; Detrict Edition  Sandbox Test Sile A ‘ 55 [ Log OFf

Year  14-15 " Schoal | White P
I Search Hitlp n
Sudent " e Graduation AdHoc LaSers
welez E Schadule Amendance
Advanced Seanh i pooitwrPicthurg  [ag Priril Maiing LN EF‘r fit Emodlope

I

Search Results: 5

Click the “Student Network
Account” tab to look up
student network username
and default password.

/

If student has an |EP— Click “Document” tab.

A new browser tab will open called IEP Portal. Click Open IEP Document.

IEP will openin separate browser tab (which cannot be printed).

(difinteCampus @€ 157 P ) Warning: Be careful that a classroom projector
4 10.70.0.172/iep_portal/default.aspx?client=whiteplains8 . . . . .
SR o2 e is not in use while viewing an IEP.
i Apps White Plains Public .. Ry VMware Horzon Vi. |} Chrome
< ] open "’@ Close the IEP window when done.
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Student/Parent/Guardian Portal

The student/parent/guardian portal provides access to parts of their child’s information that is stored
inIC.

The student/parent/guardian portal where they are able to access the portal using the same username
and password they have for the computer network.

This means that anything entered into the IC gradebook is viewable by the students/parents in real
time, including assignments entered for future quarters.

Inform students in writing of the grading criteria for each course during the first week of school.

Post grades for tests, quizzes, and assignments in their IC gradebook no later than 10 school days after
the assignment due date (with the exception of assignments submitted past the due date).

During the 10-day window, teachers may assign any of the following comments prior to posting actual
grades:

T=Turned In
M=Missing
L=Late
I=Incomplete
Ch=Cheated Parent/Guardian Portal Website

X=Exempt www.whiteplainspublicschools.org/k12portal
Abs=Absent

Dr = Drop (score will be dropped from the in-progress grade calculation)



http://www.whiteplainspublicschools.org/k12portal

Campus Instruction Screen

Gradebook

Combines the former Assignment and
Gradebook module under one place.



Gradebook

Always verify that you are working in the correct
Quarter, Course/Section and Task.

White Plains Public —

%y VMware Horizon Vi, [ Cheome

""J'E";:‘g; Campus Instruction

Message Center

Planner

B e B Al g | 80S g | D000 g ) TR g B A40 g ) UK .g-uu.g.'ﬂ‘r ¢:g.=.?|1 .g
Seqr 100 | Seq 900 | Seq 100 | Seq100 | Seq 1000 |Seq1D) | Sex 100 | Seq1.00

P Duec 0522 | Dwe:0430 | DuecO414 |Due:0S06 | Duec0S18 | DuecO420 | Due 0425 | Duec(408 nu.ncuw nucnim
4 Bi-Weekly Ass Bi-Weskly As3 Independent { Presentations Presertations Ressarch Res Ressarch Res Research Res Ressarch Res Ressarch

Ponls: 100 | Poirts: 100 | Ponts1 | Pontc50 | Pomisi 100 |Poiix1 | Fonts4 | Pontk2 | Poiis1 | Poits: 1

- rarill

Anendance

Roster
Seating Charts es 1
Student Groups 100 1
El
Class Serve
100 &8 1 50 1 1
Post Grades

Click Settings to setup your Gradebook.
See next page.

13



Click Settings to open or close this section.
Settings are where you setup your Gradebook.

Merkaagm Canter
Prancd
i ok
ASira el & |
L
Seatng Charts
Sucent Grours
Gl Setew
Post Grades.
FosaF ol Colorrg i Geaces o
Aessigrumani Cwerview P ll Colormg b Scarms
S 2ot -
Fapors (ABendarce) i Gt Cinrnants -
hasrerts Pes Page ]
Aeports (Grace Book)
ﬁ'ﬂ'ﬂﬂﬂiu'mnd’ 201500 12 OR300
Reports (Flanner Frodenpnd et L bocifed 01508 12 DEAI00.0

HEHHRSEE%E?

Preferences (check boxes)

& Display Spark line Graph (teacher option)

s Pass/Fail coloring for Grades (teacher option)
See below for more information

s Pass/Fail coloring for Scores (teacher option)
See below for more information

¢ Save Alert (required to be checked)

s Use Canned Comments (requiredto be checked)

* Assignments per page (teacher option)

Spark line Graph

Grade Book Colors

Green indicates passing.

Red indicates failing.

calculation.

Assignment grades are entered here.

Similar to a spreadsheet.

White indicates "Pass/Fail" is not applicable or could notbe determined.

Dark grey indicates the student is exempt and the score does not affect the in-progress

14



Grade Calc Options

o P = g ¢ L .
@] Infinite Campus x ¥ [ o Infi npus X Campus In

Bodes N el <

€ - C 8 bhttps://icwpesd.kl2.ny.us/campus/apps/teacher/gr
White Plains Public... %y VMware Horizon Vi...  [] Chrome

Campus Instruction  John

Message Center = Term | Q4 (04/13/15- 06/25/15) ¥ | Section | 01) 030200-

+Add Sort Fiter

Planner
Settings

R B Grade Book Setup
Assignment List
Attendance g —
Ed R
Fiter Defaults
Grading Scales
Seating Charts Coplers
Assignment Copier
Category Copier
Student Groups Other
Heip
VWeb Ste Address

Mlace Qarva



Term Grading Task Composte

rogress Keport

Calculatan

Type:

REVIEW FOR EVERY COURSE

Progress Report — No Calculation

Quarter Grade — select Calculate in Progress Grade;

Grading Scale = Alpha;
Check Weight Categories for weighting
grades for each category (required).
Use Score’s % Value
(Unchecked — uses choice A on pages 19-20)
(Checked — uses choice B on pages 19-20)
*Note- if your course is approved to be graded as
Satisfactory/Unsatisfactory, then
select Grading Scale=Satisfactory/Unsatisfactory

Mid Year Exam - select Calculate in Progress Grade;
Grading Scale = Numeric

Regents - select Calculate in Progress Grade;
Grading Scale = Numeric

Final Exam - select Calculate in Progress Grade;
Grading Scale = Numeric

Final AVG - select Calculate in Progress Grade;
Grading Scale = Alpha

*Note- if your course is approved to be graded as

Satisfactory/Unsatisfactory, then

select Grading Scale=Satisfactory/Unsatisfactory

16




Continued from previous page

a Cuprinr G nde
=] Ersinss Rapat
= I B
=2 Regenty

o4 Final Esam

(=) Firasl 243

0

i Peogiess Drsde
“Oradiey Seale

[ Weight Calegories
Bu-&aun!m

] Trpe:

)

a
Typs:

In Progress Grase
“aaars Goae
aphe =l
[ Wagnt Categored
Eunsua-nh-.m
O
Typs:
"G ading Siak
| Mument (Regents. RCT, SLP, Wi ear & Final Exama ook) -1'0

[ omighz Catagrins
] Woe Soores % Vakiw

m|
Typ:

Gradng Stak

| Houarmmric (Rgarns, RCT. S0P, Wifvear & Firal Exama sel) v{“
[] Weeight Cadegories

(] wse Secre's % e

Type:
In Progress Gisde w|
"Grnding Soalke

= -0

=
[153 Guaries Grace -
[0 Guarten Grae =
[ Corier Grace -
[z wrvew Eam ~| [(ao0d
[[@4 Feegents v [toxd
[e4 FrsiEaam -

Click Save when done

Eel]

2000

4D

L)

Verify the FinalAVG is calculating
correctly for Q2 and/or Q4. If thisis
incorrect, please inform your school
scheduler (asit can't be changed by a
teacher).
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Gradebook

Categories



Weighting on Categories

Each teacher is required to maintain their gradebook categories and associated weights
per the agreed upon percentages as decided by the department.

Example of Quarter Grade Calculation of Weighted Grades

Scenario 1

Category Homework (25%) Projects (25%) Assessments (50%)
(must total to 100%)
Assignment Name: Worksheet 1 (Worksheet2 |Worksheet3 |Essay 1 Essay 2 Test 1 Test 2
Total Points Possible: 6 100 8 200 50 100 100
Doe, John #36723 5 67 3 150 45 100 80
Choice A calculation - total points Homework (25%) Projects (25%) Assessments (50%)
=Total points achieved / Total points possible (5+67+3) / (6+100+8) (150+45) / (200+50) (100+80) / (100 + 100)
for all assignments combined in each category 75 /114 =65.7 195 /250=97.5 180 /200 =90
Category Calculation 65.7*.25=16.42 97.5%.25=24.37 90*.50=45
Category Score 16.42 24.37 45
Quarter Grade (Sum of all category scores) 85.79
Choice B calculation - averages of assignment scores Homework (25%) Projects (25%) Assessments (50%)

Worksheet 1 | Worksheet 2 (Worksheet 3 Essay 1 Essay 2 Test 1 Test 2

=5/6 =67 / 100 =3/8 =150 /200 =45 /50 =100 / 100 =80/ 100
Assignment Scores 83% 67% 38% 75% 90% 100% 80%
Average of the assighment scores (83+67+38) /3 =62.6 (75+90) /2 =82.5 (100+80) /2 =90
Category Calculation
=Average of the assignment scores * category % 62.6 * .25 = 15.65 82.5 * .25 =20.62 90 *.5=45
Category Score 15.65 20.62 45
Quarter Grade (Sum of all category scores) | 81.27|
Note: The is no advantage is using either Choice A vs Choice B. Grades are not consistently higher or 19

lower based on either choice. See Scenario 2 on next page.




Weighting on Categories

Each teacher is required to maintain their gradebook categories and associated weights
per the agreed upon percentages as decided by the department.

Example of Quarter Grade Calculation of Weighted Grades

Scenario 2
Category Homework (25%) Projects (25%) Assessments (50%)
(must total to 100%)
Assignment Name: Worksheet 1 (Worksheet 2 |(Worksheet 3 |[Essay 1 Essay 2 Test 1 Test 2
Total Points Possible: 6 100 8 200 50 100 100
Doe, John #36723 5 53 7 150, 45 100 80
Choice A calculation - total points Homework (25%) Projects (25%) Assessments (50%)

=Total points achieved / Total points possible

(5+53+7) / (6+100+8)

(150+45) / (200+50)

(100+80) / (100 + 100)

for all assignments combined in each category 65 /114 =57 195 /250=97.5 180 /200 =90

Category Calculation 57*.25=14.25 97.5%.25=24.37 90*.50=45

Category Score 14.25 24.37 45

Quarter Grade (Sum of all category scores) 83.62

Choice B calculation - averages of assignment scores Homework (25%) Projects (25%) Assessments (50%)
Worksheet 1 | Worksheet 2 |Worksheet 3 Essay 1 Essay 2 Test 1 Test 2

=5/6 =53 /100 =7/8 =150 / 200 =45 /50 =100 / 100 =80/100
Assignment Scores 83% 53% 88% 75% 90% 100% 80%
Average of the assighment scores (83+53+88) /3 = 74.66 (75+90) /2 =82.5 (100+80) /2 =90

Category Calculation
=Average of the assignment scores * category %

74.66 * .25 = 18.66

82.5 * .25 =20.62

90 *

5=45

Category Score

18.66

20.62

45

Quarter Grade (Sum of all category scores)

84.28|

Note: The is no advantage is using either Choice A vs Choice B. Grades are not consistently higher or
lower based on either choice. See Scenario 1 on previous page.

20




Category Copier

Allows you to copy your categories from one course to another (including from

a previous year).

' (4 Infinite Campu: % ¥ [ Infinite Campus X [ campusn
€& = C' B https//lcwpcsd k12.ny. us/campus/apps/teache:/gr

it Apps White Plains Public .. %y VMware Horizon Vi.. [ ] Chrome

tnﬁnm 7> ohn
Camsts | Campus Instruction

Message Center = Term | Q4 (04/13/15- 06/25/15) v | Section | 01) 030200-

|+Add][$on|[Flter]

Planner
Settings

Saade Book Grade Book Setup
Assignment List
Attendance Assignment Marks
n Categores
Fiter Defaulls
Roster Grade Calc Options
Grading Scales
Seating Charts Copiers
Student Groups Other
Help
Clace Qania VWeb Ste Address

To create new categories — see page 23
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Select the Year, the Course and the specific categories from the left side

and then select the course(s)/section(s) on the right side that the
categories are to be copied to.

Category Copier

The Category Copier is used 10 copy assignment categories from one section to another

Copy trom: [ 13-14 ] Copy to

Adee o bi— - ) White Plains High School 14.15 (1/3/57) a

White Plains High School 13-14 (1/3/5/7) = 01)030200-3LM\9£MWHW: wE
©1) 030200-3 Living Environment Honors 02 OL-2 Living Enveronment Honors Lab

02) 03020L-3 Living Environment Honors Lab
03) 030200-2 Living Environment Honors

04) 03020L-2 Living Environment Honors Lab
05) 030100.82 Living Environment

Q';-_‘ r“fr vwonment Honors Lab
03) 030200-2 Living Emvomnt Honors
0s) O3DIOO~7 Lmng Emwronment

06) 03010L-7 Lsving Emwronment Lab
05) 13010782 Living Enviconment 071 030“00-6 u.wg Emironment Honors
08) 03010L-52 Living Envircnment Lab 08} 03020L-5 Living Emironment Honors Lab =
on G,;O1w-"l‘3 U'\g Enveonment = S PR

Sy -

Number of Categories: 4
Number of Categories 4

Category
Name
/| Category Nome
Homework
(A Homework -
(L4 rm Lab
[+ Labs Quit/Test
| am
4 Tests'Quizzes - &
-
B

oA
@ Cancel |

Click Next




Confirmation window

Categories always go with the Quarter Grade only.

Click Copy

Category Copier

Copy From 030100-52 (N - -

Category Namss Standard Grading Task

(o] TestaMDuizzes W P — -
-]

[+ Labs X | cuarter Grade -
ad |

[ B.m Cancel |
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To create (add) or edit a category

Click Categories

gcl x[q - %V [&] Campus In
€ - C 8 https://icwpcesd.kl2.ny.us/campus/apps/teacher/gr
White Plains Public.. %y VMware Horizon Vi.. [ Chrome

it Apps

infigite L~ Campus Instruction ~ John

Campus

Message Center = Term | Q4 (04/13/15- 06/25/15) v | Section | 01) 030200

| +Add | | sort | | Fier |

Planner
Settings

O{RIS.E 0% Grade Book Setup
Assignment List

Attendance . o

a

Roster Grade Calc Options
Grading Scales

Seating Charts Coplers
Assignment Copler
Category Copier

Student Groups Other
Help

MNlace Qania Web Ste Address

24



Click Add to add a category or click the category name link to edit.

Categories and their weights must comply with the Department policy.

If you need assistance contact your Department Coordinator.

All weights MUST add up to 100%.

Click Save when done

Category List

a  Catego Drop Lowest (%)

Sequence

QuirTest

e, *Exam
4 "Exam
9 “Exam

See next page
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Adding or Editing a category

Category Detail

*MName
|H omework

“Weight

[ od<—

Enter the Name and the weight

Sequence
[] Exclude from Calculation

D Drop Lowest Score (%)

Category Placement

Select which Sections will use this category

Teachers Section

_ 030200-2 nors
030200-3 nors
030200-6 nors

Select which Grading Tasks will use this category
Grading Task

Progress Report

Cuuarter Grade

Midv'ear Exam

Regents

Final Exam

Final &VG

Term

a1, Qz2, 02,04

a1, Q2,02 04

a1, Q2,02 04

Click Save when done

& & &

Oo0O oo e dgrg

Check the course(s) the
category applies to.

Check Quarter Grade
only.

N\
Delete Close 2 6




Assignments



Add or Edit an Assignment

[

€« > C ﬂ https://icwpcesd.k12.ny.us/campus/apps/teacher/qgr
1 Apps  White Plains Public .. ‘%) VMware Horizon Vi..  [) Chrome

infinite 72 - ‘
Camﬁi:s Campus Instruction  John

Message Center = Term [ 04 (041315 0625/15) v | Section | 01) 030200-

Planner

Grade Book

Attendance

Roster

Seating Charts . &
Category Coper

Student Groups Other
Neo

Cisce Canve Web Ste Address

Click +Add or Assignment list to add
an assignment.
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Assignment List

Assignment List: Ulﬂ?{:ﬁ_ Honors

n Subenission Alowed | Online Assessment | Aligned 1o Grade Book | Unaigned |

"GB Seq Score  “Assigned “Due =

[ 1od e Eozn:  |FR EezE | ER
[ e St pamnoid @R pe=eoid | B
[ 100 oe Gmcos BB eoe | ER
[ 100 e paaina  |@R eeEood | ER
[_10a e T | T [
100 Store Bz |§R EEzE R
e e N T | R e |
[__10d R =TT | I T |
[ 100 Seore pozzona |fR  hoveeoie | EE
[_10d N T | T |
[ 100 Seore poozzona | R Doveeoie | @R

Click the assignment

mumumumummumg

m&m&mumuumumg

L]

N

name to edit.

| Acd assignment | Lrskcate Assignenents | | Save | | Close

Click Add Assignment to
create a new assignment
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Adding a new assignment

Assignment Detall

Enter Name of Assignment

Check Quarter Grade only

Select the category the
assignment is to be placed
into.

|
1
1
| =
| )
| e Enter Abbreviation of Assignment
1
| Aoa Moes
| Section Placement
| = Tom actve SRR op s e v mamems | Check off the Course(s)/Section(s)
| D v & | -~ B ] . . . . .
e this assignment is being put into
1 Hanory.
e ;s B = i g e a5 e Mo Gy i .
| o e < Indicate the Assigned and Due Date
Scoring Abgaman Dt and GB Seq (Gradebook display
T e R s sequence). Note: Leaving all
Girating Tasks assignments with a GB Seq = 1, will
Select which gracing twias get this sssignment A A A
ey Took| g v ok P “Vlipler display the assignmentsin alpha
Brogens Rt . ..
> Gowr __: - : order by category, then individual
S assignment.
| —7 O
et Select Points
Yo Enter Total Points the assignment is worth
Regents
e Enter Multiplier
Final Exam.
LL. (recommend to leave the default=1)
- I
A Descripton

PR <—————————— QOptional:

e S— Add Description, Add Objectives, Add References

Student Wark Product

& Mo

Add Files (can attach files that students can see and
download from the portal). Recommended.

Erstie Shotert Cobrmr

Esurus, it S ansirt

I If youwantyour studentsto submitafileto
you for thisassignment:

Click Enable Student Submission

Check Editor

Check Enable student submission

Note: Studentscan submitup to 5 files per
assignment. 30MB for each file.

If you leave the None option selected,
students willnot be able to submit files for
thisassignment, but students could stillview
any filesthatthe teacherattached above.

W

mwmm

Click Save when done
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Grading an Assignment

Click the arrows to open and close the assignment expansion (optional)

~ ~
g"’ f-= » [] ] ]
PR oo e 1 113 ey 100 Seq VO Sew 100
p— 0§ o0 pogg wekw £ i Gk G| e
- n-od prsap-p e R
R

- - - - N "
@ w - # " = "
Fre ™ s " 4 "
I ™ = o ] "
Po « - a = "
™ Ll a " ) ]

i T
“ - « w n "

Repom (ameraiance
A “ - L] " £ "
[ —— -- “ ] "
R - ® " n ]

Enter the assignment scores

Optional: Assignment commen
WARNING: this will display in the portal

If you have
enabled student
file submission
on the
assignment from
page 29, click on
the time stamp
link to view the
student
submission.

Assignment quick codes — click on a quick code for it to display in the portal andas a
carrot note in the gradebook.

NOTE: Click on the any quick code at the top row and it will fill in the quick code in for
all students (click again to remove it).

Codes:

T=TurnedIn (recommendedtouse as much as possible)

M=Missing

L=Late

I=Incomplete

Ch=Cheated

X=Exempt

Dr = Drop_(score will be dropped from the in-progress grade calculation)

**When the Missing (M) or Cheated (Ch) comment is used, the assignment is automatically setto a
score of zero (0) in the quarter grade calculation,**
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Assignment Copier
Allows you to copy your assignments from one
course to another (including from a previous year).

Click Assignment Copier

Campus In

€ - C 8 https:/icwpcesd.k12.ny.us/campus/apps/teacher/gr

% Apps White Plains Public .. '@y VMware Horizon Vi.. [} Chrome

infigite L7 Campus Instruction = John

Campus
Message Center = Term | Q4 (04/13/15- 06/25/15) v | Section | 01) 030200-
| +Add | | sort | | Fter |
Planner
Settings
SRS SOPK Grade Book Setup
Assgnment List
Attendance n Assigament Merks
Categories
Fiter Defaults
Roster Grade Calc Options
Grading Scales
Seating Charts Copiers
Assignment Copee
Catego opIer
Student Groups Other
Help
MNlace Qarua \Web Ste Address
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In the first screen of the Assignment Copier, select the source section in
the Copy From list and use the Type dropdown list to indicate if you want
to copy assignments with Grade Book alignments, assignments that are not
aligned, or all. Based on these selections, assignments available to copy are

listed.

Select a destination section in the Copy To list to view the assignments

already in that section

Assignment Copier

The Aszsignment Copier is used to copy Assignments from one section to another.

Copy From:

Copy To:

13-4 Buchanan Hementary (Reg)
PM) 300-0-456 Math
13-74 T F Riggs High School (Reg)
01) 11001 Pre-Algebra
01) 580511-1000 AP Calculus {A)
02) 580511-1 AP Calculus {A)
03) 541011-3 Latin {A)
05) 580301-12 Advanced Mathematical Conc {A)

13-14 Buchanan Hemerdary (Feg)
PM) 200-0-456 Math
13-14 T F Riggs High School (Reg)
01) 1100-1 Pre-Algebra
01) 580511-1000 AP Calculus (&)
02) 580511-1 AP Calculus (&)
03) 541011-3 Latin | (&)
05) 580301-12 Advanced Mathematical Conc (A) -

Type
w [3]

Number of Assignments: 2 of 3

Number of Assignments: 13

|:| Assignment Name Due & _P Assignment Hame Due &

BTA: Blue Team 12118/2013
Assignment

0A: Online Assessment  02/27/2013
Test1: What do you Know  12M0/2013

= Test2: Test2 1211142013

GTA: Green Team 121872013
Assignment

T1: Test 1 121972013
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The next screen allows you to choose the alighments (categories) and dates of the
copied versions of the assignments. The default alignment matches each
assignment's original alignment in the source section, which may require a new
category.

Assignment Copier

Copy from 580511-1 AP Calculus (A) to 580511-1000 AP Calculus. (A)

Vv Assignment Name Grade Book Alignment *Assigned Date *Due Date &

¥]  OA:Onine Assessment XK [ uarter Grade seq 2 > Assignments® |+ |  [0827012  |EE [oarz7rzo13 |EH

v  Testl:Whatdo you Know X [ Quarter Grade seq 2 > Assignments® |+ | 121102012 |EH [12ro013 |EE

**ndicates that a new Category wil be created.

P
| Back(| Copy |)| Cancel |
N’

Change the alignment (categories) if desired. The Alignment dropdown list includes
all task/standard and category combinations in the destination section. Also update
the Assigned and Due Dates if desired.

Click Copy to finish copying the selected assignments.

NOTE: If the Assigned and Due Dates of the assignments you're copying are still valid
in the destination section (such as copying from one current section to another),
those dates are maintained in the copies. Copying assignments to a section in
another term or calendar sets all Assigned and Due Dates to the last day of the

destination term (always review assignment dates when copying). .



Entering MidYear, Final Exams, Regents, RCT, LOTE or
Secondary Language Proficiency (SLP) exam scores
(if applicable to your course)

Under Task —select the exam

Click Grade Tools to open and close this section.

saabng Charls

Do NOT click Post for

i any of these exams, as
ONLY enter exam scores it will erase your
under the Percent column. scores.

Stutent Groups

Claks. Saras

Pt Grades

The Grade column will update automatically.

If a student is Absent for an exam, enter a “0” in the percent column.

CLICK SAVE WHEN DONE
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Posting Quarter and/or Final Avg grades and adding Report Card comments

Click Grade Tools to open and close this section. Under Task, click Quarter Grade or FinalAvg

:
Uy sy P
™ o MCOE N

P:‘-

Click the “CC” link to add correct Quarter is showing and

Report Card Comments

Click Post Grade. Verify the

comments for an individual the task the grades are going to:

student or click “Fill” link to add Quarter Grade or FinalAvg.

same comment to all students.
Click OK

- Cumter Grem W)

Posted grades will appear under

the posted gradescolumns on the

left. See next page on how to edit.

‘ 0 Gty ,cr«!

Click the comment boxes (up to 3) and click Add Comments

Please remember to post Q2 or Q4 grades before posting FinalAVG grades.

CLICK SAVE WHEN DONE




Editing a Posted Quarter or FinalAVG grade

Wirmmome T

- =+ ¥ | 8 hitpsy/iewpesd kL2 mus/ campus,/apps/teacher gradebook HTRL hitml
F FE Wit Plans Publr . B Whmane Horzea . | Ohwome

i o
NE.ITF;F;!:'- Campus instruclion  John

WG e n =I'-n 08 A - GASL v | e :m_'l'u [ w

Flanne:
Save ]
Grade Book (1] Poat THE TemTaimes  Chiidwor Homewoih | T
Rl e R Codl Coamemils Foisty & Posadble & Percent § e » # " ¥ [
ABandand & [ & | e ] }
i " BLTE % B [Ead0s FLEASURE N CC il 1825 24 TN B 84000 = 8400 ol 6l N
= 2 H
® &1 % n [E3FGA FLEASURE W S il o B3 % n B0 2k L4 )
Haaing Crame w | mms B [ESI00A FLEASURE® CC| 64 18 B B BI0% | W% FMN
Stoaziir Qs 3 2143 % F |Eadoda PLEASURE N CC X5 & Tk F 303 % PLEEw
. £ s - | = Fa.43
P —— » PR % i [Bad0ia FLEASURE N CC B 1358 T [ &0 = B400% i1
" Lo ] n. |EAF0A FLEASURE N GO (L] =] BOES ' B Mm% l==h TERER
Poril (aik |
[ L=
AL NIT T DB I
" =N - |Eags PLEATURE N CC e i) B0 = 00w | t-=1 % 0N
RoAeorts (A elang )

Edit the percent column only.

The grade column will update automatically.
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Gradebook functionality



Gradebook functionality

Click Arrow to open and close the box and whisker

diagram for a student. It's closed by default.

Message Center
Plannes

Grade Book
Anendance [ 6 |
Rossee

Seating Charts

Stugent Groups

Ciass Serve

Post Grades
Assignment Overview

Reports (Alandance)

=
= Term | O (N1M1S.

082415}

Comments (Appears on Portal

Box & Whisker Diagrams

[Box and Whisker Diagram

Positive Statistical Qutliers

Quartile 4

Quartile 3 O

Cuuartile 2

Cuartile 1

Megative Statistical Outliers

4— Maximum Value of Q4

€= Student’ Score

€— Median Value

= MinimumValue of Q1

Box & Whisker diagrams allow you to easily visualize a
student's performance in relation to the rest of the section.
The center black line of the box is the median score. 50% of
the students did equal to or better than this score and 50% did
worse. The top of the box Q3 represents the top score of
Quartile 3 or the 75th percentile. The bottom ofthe box Q1
represents the top score of Quartile 1 or the 25th percentile.
The top and bottom whisker are drawn at the minimum and
maximum scores or 1.5 times the distance between Q1 and
Q3 which is also known as the Inter-Quartilerange (IQR). A
score placed in the whiskers show either the upper 25% of
the class or the bottom 25% of the class. This lets statistical
outliers fall outside the whiskers to show exceptionally good
and exceptionally bad scores.
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Quartile Values — move mouse over an assignment to view

- . y

- 2 8 hopeicwpesd k12 my.us/can

258 Aped Whaie Flans Pubhs Qa Vidwate Boraon Vi, Chroeme

—
Wessage Coember STerm | ek 0N WS QRTINS T Seciion | D8} OOETC0RT Livng Erewpmmend Honory L] Tosk | Cusprier Gopcs L

Planfiss

CULIT. MRS - RS LT

Seey 1.00
Girathe Bl Duonc QU5 CoooDDooD
Moo
Pt 50 Pty 40 1
Raser p
Ssabng Charls

Quartile Values

Several statistical values are calculated for you when you expand the assignment header.

Points - is the points possible for this assignment.

Range - lists the minimum and maximum values that student's scored on this assignment followed by the
count of scores in parenthesis. Only honestly completed work is counted in all statistic numbers so Missing,
Cheated, Exempt are filtered out.

Mean - is the average score for the class.

Std Dev - is the Standard Deviation and it shows how much variation there is in the scores away from the
mean.

Median - is the middle score that separates the top 50% of the scores from the bottom 50% of the scores.
Median is less affected by Os and statistically exceptional scores than mean.

Q3 - represents the top score of Quartile 3 or the 75th percentile.

Q1 - represents the top score of Quartile 1 or the 25th percentile.

IQR - Interquartile range is the difference between the Q1 and Q3 and is a measure of statistical dispersion.
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Message Cenler = Term | 048 (0471315 - 052515) 7 | Secton | 01) 030200-3

[ +saa | [ Sort | | Fiter |

Flanner
Grade B ook

Anpndance | & |

Riogter

Seating Chans

i ol i e

Sparkline Graphs

A sparkline is a very small chart that presents the general shape of the vaniation of student scores overtime in a condensed way.
This gives an easy way to visualze the student's performance at a glance. The sparkline will draw assignment scores in order of
due date, so this might vary fromthe order of assignments in the gnd. An exempt or blank score will appear as an empty spot in the

graph.

D

For point/assignment mark based scoring, the sparkline is drawn as a line chart normalizing the point values to percentage.

Note: Sparkline graphs can be turned off via the Preferences on page 14.
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Gradebook Keyboard Navigation & Shortcuts

Arrow keys move to the score cell in the direction of the arrow, Tab moves to
the right, Enter moves down.

ALT+> changes to the next task within the currently selected term.

ALT+< changes back one task within the currently selected term.

ALT+A expands or collapses the Assignment detail panel for entering comments,
statuses and mass filling values.

ALT+S expands or collapses the Student detail panel to see more student
demographics and a graph of student performance.

ALT+E edits the current assignment.

ALT+N adds a new assignment.

ALT+T expands or collapses the grade totals.

ALT+G expands or collapses the settings panel.

ALT+R opens sort modal.

ALT+Y opens filter modal.

ALT+ENTER saves Grade Book.



Filter Defaults (optional)

Allows you to select how assignments are displayed on your screen

E Infinite Campus @ Campus In

€« — C' G https://ficwpcsd.kl2.ny.us/campus/apps/teacher/gr

E Infinite Campus

i:: Apps White Plains Public ... % VMware Horizon Vi... [ Chrome

Infinite L~ .
Campus Campus Instruction = John

Message Center = Term | Q4 (04/13/15 - D6/25/15) ¥ | Section | 01) 030200

| +add | | Sort | | Fiter |

Flanner

Grade Book
Grade Book Setup
Assignment List
Abttendance Aszsignment Marks
Raoster TETETEIE Upticns
Grading Scales
Seating Charts Copiers
| Assignment Copier |
Category Copier
Student Groups s
Help
Mlace Soro Web Site Address
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Click the options that you want to use.

If you leave the choices unchecked, all assignments will display
on the screen.

Filter Defaults

Assignment Specific Filters
[] Due Last Week
[] Due This Week
[] Due Next Week

Save | Close |

Click Save when done.



Web Site Address

) Campus In

nfinite Campus

€ = C 8 bttps//ficwpesd.kl2.ny.us/campus/apps/teacher/gr
1= Apps White Plains Public .. % VMware Horizon Vi.. [ Chrome

infinite 70

Campus Campus Instruction  John

Message Center = Tem | 04 (D415 - 06/25M15) ¥ | Section | 01) 030200

[ <209 | [ sont | [ Fer |

Flanner
Settings

Grade Book Grade Book Setup
asaignment List

Aftendance Asalgrimest Merks

“ Categories

Fiter Defaulls.

Roster Grade Calc Optines
Grading Scales

Seating Charts o
Assignment Coper
Category Copier

Student Groups Other
Help

Flase Sarna

If you have a teacher webpage in Schoolwires, copy/paste the full URL here.

Link will display in the portal.

Web Site Address

Share the web address of this section (appears on the Portal to students and parents)

Click Save when done.
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Infinite ¢~
Campus

Message Center
Flanner

Grade Book
Aftendance
Raostar

Seating Charts

Student Groups

Class Serve

Post Grades
Assignment Overview
Reports (Attendance)
Reports (Grade Book)

Reports (Flanner)

Account Settings
Recommended to check the boxes as shown

kathesinehart

Campus Learning Horme

Lag OFf

White Plains High School 14-15 @ i B Log

Preferences

Account Settings - Preferences

Select the application you would prefer to load on Campus log in.

Campus Tools e d

Select your student display preferences.
[#] Show Active Students Only

Affects display in Student Course Recommendations, Course Reguests, Grade Book, Lockers, Post Grades, Standardized Test, Student Groups

[+] Show Student Mumber
Affects display in Attendance, Class Serve, Student Course Recommendations, Course Reguests, Lockers, Post Grades, Roster, Standardized Test, Student
Summeary, Student Groups

[+] Show Student Picture
Affects display in Attendance, Class Senve, Student Course Recommendations, Course Requests, Grade Book, Lockers, Post Grades, Roster, Seating Charts,
Standardized Test, Student Summary, Student Groups

[[] Jse Seating Chart for Attendance

Click Save when done
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Progress Reports

Progress Reports will automatically be generated by the main office
only for students in danger of failing (<=70%) or currently failing (<65%)
in any course(s) for a marking period, based upon their in-progress
grades from the gradebook.

Teachers will be given the opportunity to review the automated
progress report grades and comments before they are mailed home.

Your school will email out the progress report schedule.



—————> Grades Report © Ad Hoc Fitter

Grades Report Verification Report for Teachers

Under Grading and Standards = Grade Report

E Infinite Campus @ Campus Instruction

&

HH Apps ‘White Plains Public ... % VMware Horizon Vi... D Chrame

g
n

ps://icwpesd.k12.ny.us/campus/main.xs|

Infinite (""" s 25 i
amﬁs District Edition  Sandbox Test Site

Year | 14-15 v School | White Plains High School Section
Index Search Help Grades Batch Report
Thiz report will batch print student’s grades. There iz an option to print the report grouped by student, teacher or course.
John Hughes There iz an option to set page break for each student or course suitable for handing out. The grades report group by
Teacher wil always set page break for each teacher. Thiz is a very complex report, e try to limit the number of
» Student Information students run per batch. Checking page break option will make the report run faster.

* Instruction

* Instruction-Grades-Attendance i § . .
Which students would you like to include in the report?

* Scheduling @ Grade All Students
v Grading & Standards

¥ Reports

Custom Elementary Report C:

» Ad Hoc Reporting

Gredng Terms Har D De: Do« <——— Galect the Quarter
T Select your name
< | Select Course/Section

5

c<c<c<c<<cc

-
Group By O student O Teacher (&) Course/Section &
D Set page break for each Course/Section

Select Standard/Grading Tasks All

Final AV G

e Select “Progress Report”
<] Or “Quarter Grade”

Mid/ear AVG
d

| >

Iid*ear Exam
Progress Report
Quarter Grade

© A Grades  Seares Click Generate Report

O Missing Grades / Scores
) By Grade / Score

Generate Report

~

E1 EF o Trusted sites fa v ®iow -




Progress Reports continued

* Review the PDF verification report that is generated.

* If you feel any of the information is not appropriate, please go back to your
gradebook and update any assignment grades that are missing or incorrect.
Please speak with your administrator if you need gradebook help.

* The in-progress grades of the gradebook are used for the progress reports
grade calculations.



How to Video Resources

Account Settings — 1:49 minutes
http://media.infinitecampus.com/public/learn/Video/CI/06/02/01/CI.06.02.01 1418/CI.06.02.01 1418.html

Setting up Seating Charts — 4:45 minutes
http://media.infinitecampus.com/public/learn/Video/Cl/05/04/02/CI.05.04.02 1418/CI.05.04.02 1418.html

Taking Attendance — 2:42
http://media.infinitecampus.com/public/learn/Video/Cl/03/01/01/CI.03.01.01 1418/CI.03.01.01 1418.html

Grade Book Set Up

Copying Multiple Assignments between Sections (or from previous year’s assignments) — 3:38 minutes
http://media.infinitecampus.com/public/learn/Video/Cl/02/10/04/C1.02.10.04 1418/Cl.02.10.04 1418.html|

Gradebook Settings — 6:09 minutes
http://media.infinitecampus.com/public/learn/Video/Cl/04/01/02/CI.04.01.02 1418/CI.04.01.02 1418.html

Creating an Assignment — 4:11 minutes
http://media.infinitecampus.com/public/learn/Video/Cl/04/02/01/CI.04.02.01 1418/CI.04.02.01 1418.html

Scoring an Assignment — 3:42 minutes
http://media.infinitecampus.com/public/learn/Video/Cl/04/03/01/CI.04.03.01 1418/CI.04.03.01 1418.html
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http://media.infinitecampus.com/public/learn/Video/CI/06/02/01/CI.06.02.01_1418/CI.06.02.01_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/05/04/02/CI.05.04.02_1418/CI.05.04.02_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/03/01/01/CI.03.01.01_1418/CI.03.01.01_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/02/10/04/CI.02.10.04_1418/CI.02.10.04_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/04/01/02/CI.04.01.02_1418/CI.04.01.02_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/04/02/01/CI.04.02.01_1418/CI.04.02.01_1418.html
http://media.infinitecampus.com/public/learn/Video/CI/04/03/01/CI.04.03.01_1418/CI.04.03.01_1418.html

If you have a question or a problem, please start by
contacting your Teacher Coaches (Dept Chairs), Building
Coaches (office manager, APs, etc.) or via support email:
ic@wpcsd.k12.ny.us

Ron Velez
Director of Management and Information Systems

White Plains Public Schools

This manual is available at the following website:
http://www.whiteplainspublicschools.org//site/Default.aspx?PagelD=660



mailto:ic@wpcsd.k12.ny.us
http://www.whiteplainspublicschools.org/site/Default.aspx?PageID=660
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