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Grading Scale
Setup

Departments
Room Numbers

Score Groups &
Rubrics

Credit Group
Setup

Used by Campus grade book to convert numeric percentages to In Progress
grades. Values in the Score Column must match the Score Group in order to post
grades.

Defines the different types of classes or area where classes are offered. Users
can search for courses by dept. and run schedule-related reports.

Houses all rooms in the building. Rooms are attached to sections for scheduling
purposes, and the room number will then appear on the student schedule.

The ways to determine the scores that make up the basis of grading (Score
Groups for traditional: A, B, C, etc- Linked to Grading Tasks; While Rubrics are
more subjective: Pass, Fail- aligned to tasks/standards). Used by teachers to
score students work.

Define how credits earned are counted on the student's transcript and are used

in tracking their progress toward graduation. Credit Group does not include the

number of credits earned by a student (Grading Tasks), instead organizes credits
earned.

System Administration > Grading
& Standards > Grading Scales

System Admin > Resources >
Resources > Departments

System Administration >
Resources > Resources > Rooms

Grading & Standards > Score
Groups & Rubrics

Grading & Standards > Credit
Groups
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Creating a Adding a Section
Course

Adding Grading Adding Grade Additional
Task Calc Options Course Additions
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To use the course, ensure Active is

checked and there is information .
in the Number and Name fields. Classic Path: Schedule > Add Course
New Look Path: Scheduling & Courses > Courses > Course Information

= Course Information

*Number *Name Standards-based  Active Exclude from State Reporting External LIMS Exclude

12345 | Training Course | ] (] (]

Course-Only Curriculum
)
Subject Type Core Academic Class
| Core Academic Subject Area (CORE) v | | English (ENG) v |

State Code _Department

| 010110: Communications and Leadership x ﬁ” English v

Schedule Load Priority  Max Students Terms Schedules Periods  Sections io Build Preferred Room Type

2 J[r [t [ o |
Section Template Group

GPA Weight Bonus Points Advisory Transcript Required
- 0 0 0

Type
| RG: Regular v

Honors Responsive Activity
| v O | v |

Homeroom Allow student requests Allow teacher requests/recommendations Hide Standards On Portal Repeatable Attendance Paositive Attendance High School Credit
U U U
CORE Area For Credit
| ENG: English

Items in yellow are required for EMIS Reporting

The item in orange is required for Attendance

The item in green is required Transcripts The
Exclude from State Reporting

checkbox, effects both
EMIS and Attendance.




. ForEWiReporting s

State Code Select the applicable State Code, Type and Area for Credit from the various
Type dropdowns. Ensure Exclude from State reporting is UNCHECKED.
Note: For attendance only courses leave the State Code Blank.

Core Area for Credit State Code descriptions can be found in EMIS Manual 4.7

Should equal the credit of the course.

The maximum number of students in the sections of the course

Indicates the number of terms one instance of the course will cover.
(Should equal the number of terms your district has)

Should always be 1.

Indicates the number of periods in one day a course is taught

Attendance Checkbox | Indicates if attendance will be taken during this course.
Note: To report always present (such as CCP courses on College Campus),

leave Attendance box unchecked

S Joga
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Program Provider IRN: Reports the IRN when the course is associated with

a Program Code Sl
Program Code: To report a Program Code through Courses Program Cade
Delivery Method: Identifies how instructions is provided (If blank reports FF). e —— g
Subject: Used for Testing Pre IDs Subject -
Test Mode: Used for Testing ID. If blank pulls as Online ﬁmmm v
Educational Option: If blank reports NO EcaBonal Gton
Semester Code: States when the course will be taught Semesie Cote
Location IRN: The IRN where the course is held ot s i High Shos g

* Must be indicated for off campus CCP & PS courses R ReguimtBonra Sens .12 =
Student Population: The student group the course is intended for (If blank (e v

CTE College Credit

reports RG),

Credit Flexibility: If the student can earn credits in a nontraditional way

CTE College Credit checkbox: Check if it’s a CTE course that earns college

credit

Length of Scheduled Instruction: The hours per year a teacher spends in

instruction for the course/subject / N
= No decimal can be entered A

Curriculum: Reports type of instruction. If blank, reports OT m%m

ount

Length of Scheduled Instruction

Staff Provider IRN: For Contracted Staff At
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Classic Path: Schedule > Courses > Search Course > Section Tab
New Look Path: Scheduling & Courses > Courses > Course Information

Create a new Section

This tool will create a new section.

STEPS:

Section Editor

Course SeCtionS ﬁ E:::d:::ber T:-:::::Lmla NaMn:(Count Adult Count
12345 Training Course @ %mm .%.nmm cgmm.s . Enter a Section Number
g 59 oeroom . Leave Teacher Display Name BLANK
Hide Standards On Portal  Advisory . .
Section Teacher Room Term Schedule O o . Do not enter any overrides unless it
e is required for EMIS Reporting

There is no active primary teacher for this section.

J \ — - Career Tech Courses are mapped
Click the Add a —— 3 here.
Section button. o O N Section Schedule Placement:
The Create a New — ° “* Check the Period and terms
Section editor will auto o > - the course will meet
\ populate / Wf 2 . Click Create Section

Semester Code Override
e
I Section Number

Educational Option Override
-

Section Schedule Placement
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Adding a Staff Membe 8
ACITINEZ & otellT Viermoer
Classic Path: Scheduling > Courses > Search Course > Section Tab > Click Edit next to Section
New Look Path: Scheduling & Courses > Courses > Section Staff History

Section Staff History Roster Attendance Grading By Task

n Save E New Primary Teacher E Mew Teacher E Mew Section Staff

Staff Histo
MName | Assignment Start | Assignment End | Access Start | Acces
There is no active primary teacher for this section.

1. Click on New Primary Teacher
** For Co-Teachers, click New Teacher
Assignment Start and End date fields should remain blank unless staff members start working in the sex 2. Sea rCh for the TeaCherS Name

scheduled term, or stop working in the section before the last day of the last scheduled term.

stntris n iz controlled by Access Start and End dates. To end a user's access fo this sectio 3 . I n C I u d e ro I e Of LT: Lea d Tea C h e r'

e it Assgment e 4. If starting at the beginning of school year,
Baker. Teacher * v Teacher ¥ LT: Lead Teacher ¥
Assignment can leave Start Date blank.

Start Date End Date . .

0302019 [ = 5. To display a teachers, name different
Access to Section Dates
© Unvesricts Strt Date End e than what it in the system, type the
'/ Dalte Range o . .

override in the last radio button text box.
Comments 6. Click Save
e

I‘;A
IMaking a change fo the Teacher Display Mame here will update the value on the Section tab.
' Confinue using the current Teacher Display Name from the Seclion tab: Ms. Baker

| h W) Y eta
SOLUTIONS
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Classic Path: Scheduling > Courses > Search Course > Grading Task Tab

New Look Path: Scheduling & Courses > Courses > Course Grading Tasks

Course Grading Tasks ¥
12345 Training Course

ading Task Editor
| Grading Task | Credit Group | Credit Type | Score Group | Credit | Term GPA | Post-only

|_'| Term High Zchoal Englizh Meta High School 4.0 1.000
|_'| Final High Zchoal Englizh Meta High School 4.0 1.000
|_'| Interim Meta High School 4.0
Feld: lpeserption: | TaskTywels
Grading Task Select the grading task you are creating. The options vary per district but generally consist of --
the following selections: Term, Final, Interim
Score Group Determines the points or letter grades to use when scoring the grading task. All
Term GPA Indicates the weight used when calculating the grade of the student. Term
Credit The amount of credit the student receives upon completion of the course or when the course Final
is posted to transcript.
Credit Type The group of credit the student received when credit is given (used for Academic Planner to Term and Final
determine progress towards graduation plan).
Term Mask Checkmark to indicate hen the task must be graded. Term and Final
Post-Only Indicated a grading task cannot be aligned to assignments and categories in the teacher’s --

Grading Task Grade Book. This is for posting grades only, not aligning student work.



Adding a Grade Calc Options

Classic Path: Scheduling > Courses > Search Course > Grade Calc Options Tab
New Look Path: Scheduling & Courses > Courses > Course Grade Calc Options

Used to determine how In Progress Grades for
grading task/standards calculate in the Gradebook.
Can use the Fill Options to apply a specific grading
setup to multiple tasks or standards.

Course Grade Calc Options ¥
101 Band

3RD Main Interim

O O
4TH  Main Term

O O
4TH  Main Final O

*Child Task/Standard

[ High Schoal ~1 O

[ weight Categories

|:| Use Score's % Value

I:| Limit Assignments to Last I:l

I:| Cumulative Grading Starfing in

Type

[In Progress Grade ~
*Grading Scale
[ High School ~1 O

[ weight Categories

[] Use Score's % Value

I:| Limit Assignments to Last I:l

I:| Cumulative Grading Starfing in

Type

[In Progress Grade ~
*Grading Scale

[ High School ~1 O

[ weight Categories

[] Use Score's % Value

I:| Limit Assignments to Last I:l

I:| Cumulative Grading Starfing in

Type

[In Progress Grade ~
*Grading Scale
[ High School ~1 O

“Weight Effective %

X [1STTerm ~ | [ 25.0000] 2500
XK [2nD Term v | [ 25.0000] 2500
X [3RDTerm ~ | [ 2s.0000] 25.00
X [4THTem ~ | [ 250000 2500

Lock Secfion Composites

10




Additional Tab Sets

Classic Path: Scheduling > Courses > Search Course > Fees or Assessment Tab
New Look Path: Scheduling & Courses > Courses > Course Fees or Course Assessments

Course Rules Fees

n Save

Course Fee Editor

Art Fee $10.00
Field Trip Fee $5.00
Lab Fee $10.00
Parking Fee $15.00
Pep Club Fee $20.00

v

N

Select a fee to assign to the
course, in order to assign fees
through the Course Wizard.

\_

-
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Grade Calc Options Course Rules Fees Build Constraints Assessments
E Save New
Assessment Alignment Editor
[E"Teacher—soored tests @ Read-only tests
| | Standard | Assessment Name | Start Date | End Date | Copies Forward
g AIRS/ELA 9th Grade/Literacy X

*Test

Assessment Alignment Detail
Teacher-scored tests are indicated with an asterisk(*)

| AIRS/ELA 9th GradelLiteracy x ‘ v |

v Copies Forward

v

N

To pull Pre-Ids for testing, link
an assessment to this area

-

S fagia




Push to Sections ’

Classic Path: Scheduling > Courses > Search Course
New Look Path: Scheduling & Courses > Courses > Course Information

[ The Push to Sections option pushes grading setup from an individual course to its sections. ]

Course Sections Grading Tasks Standards Categories Grade Calc Options

n Save Delete Push To Sections

Unpushed Data

o Pending grading setup changes are ready to bg pushed to sections.

8 Course Information
Course data to be pushed:

CourselD 23937
*Number “Nar Categories

3600 AP Composite Grades
Grade Calc Options

Subj  selected course data will be pushed to the following sections:

Cor
State Code Depi 3600 AP Literature
Eng
Schedule Load Priority Max 1) Johnson, Sarah
R 20 | 2) Johnson, Sarah
3) Johnson, Sarah
4) Teacherson, Katie
GPA Weight Bont 5) Williams, Henry
1 E‘ Mote: Pushing modifications to Grade Calc Options or Composite
Type Grades may impact grades.
Honors This process may take several minutes.

AP: Advanced Placement -

meta

SOLUTIONS

Homeroom Allow student  Allov Push Cancel
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Classic Path: Grading and Standards > Push All Courses
New Look Path: Grading & Standard > Grading & Standards Administration > Push All Courses

Pushes grading setup sections for all courses in the calendar selected in the Campus toolbar.
Note: Once a teachers enters 1 assignment, this should not be ran again.

Push All Courses 1w

Grading & Standards > Grading & Standards Administration > Push All Courses

Push All Courses |

This tool batch pushes categories, composite grades, and grade calc options for all courses to sections for
the current calendar year. This tool will not add duplicated categories.

Note: Quartz must be enabled to submit batch jobs. If the job does not appear in the Batch Queue List after submitting, Quartz is likely disabled.

To view a report of all the data being pushed from courses to sections, click the link below:

Course Awaiting Push

Data to be pushed:
Categories
Composite Grades
[“] Grade Calc Options
Advisory

Refresh | Show top tasks submitted between [04/19/2021_[75] and [04/27/2021 |75

Batch Queue List |
Queued Time | School Calendar Status | Pushed Data
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2240CCP-1 Anatomy/Physiology Hocking CCP

Teacher: CCP, Teacher
Step 1_ Ve r|fy Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup Rot

No Students [=] Print options

Active Sudents

Aclive Students: 0 Males:0
Females:0

Mame |Gender |D-0|3 |51mna|e |EndDate |Hurthune,Addressand Guardian(s) |Flags ||-|eam |IEP |PLP

Incoming Students

Incoming Students: 0 Males:D
Females:0

Mame |Gender |D-0|3 |51mna|e |EndDate |Hurthune,Addressand Guardian(s) |Flags ||-|eam |IEP |PLP

Dropped Students

Dropped Students: 0 Males:0
Females: 0

Mame |Gender |D-0|3 |51:nna|e |En|:lDde |HurmPhune,Addressand Guardian(s) |Flags |Healh |IEP |PLP

Step 2- Verify
No
Assignments

Term | 2ND (10/02/19 - 12/21/19) ¥ | Section | 2 Period) 2240CCP-1 Anatomy/Physiology ¥ | Task | ¥ |

| +add | | Lbrary | | Sort | | Fiter |

g
&
E
G

radebook requires a section with a valid
rading Task to be selecied.
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[1 EMIS [} IC [} €TE [] DataCollector

meta.infinitecampus.org says

You are about to delete this Primary Teacher, are you sure?

1| META JR/SR High School ¥ | “ Cancel

2240CCP-1 Anatomy/Physi
Teacher. Mone Assigned

Section Staff History Roster Attendance Grading By Task Grading By Student Roster S

E Save E Delete E New Primary Teacher New Teacher New Section Staff

cdITIPUL OIS L airmg/imain.xsi

s [ 1 [] cTE [] DataCollector

meta.infinitecampus.org says

You are about to delete this Section, are you sure?

v JR/SR High School ¥ | “ Cancel

2240CCP-1 Anatomy/Physi
Teacher: CCP, Teacher

Section Staff History Roster Attendance Grading By Task Grading By Student Roster Set

*Section Number Teacher Display MName

|GCF‘, Teacher |
Max Students Lunch Count Milk Count Adult Count

- "



Step 5- If No 17

Sections
remain
2240CCP Anatomy/Physiology Hocking CCP Uncheck
Course Sections Grading Tasks Standards Categories Curriculum Planner crase 0 Active bOX 25 Fees Build Constraints
ﬂ Save Delete FPush To Sections Copy
R
CourselD 7507
*Mumber *Hame Active Exclude from State Reporting Ex
\Anatomy/Physiology Hocking CCP O O C
- Jim
L
Subject Type Core Academic Class
| Core Academic Subject Area (CORE) ¥ | | Science (SCI) v
State Code ~ Department
| 132330 Advanced Biology " |v || Science i
Schedule Load Priority Max Students Terms  Schedules Periods  Seclions to Build Preferred Room
X o N I R
| Course/Section v |

Course now
— ] shows in Red
Advanced Search
when

Inactive

Search Results: 4 Courses
CCF Alg CCFP Algebra
» CCP Off CCP Off Campus
CCP1400 CCP English
2240CCP Anatomy/Physiology Hocking
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support.

Campus Help Desk for any additional

Please feel free to contact our Inf
infinitecampushelp@metasolutions.net
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