
 

 

 

 

 

   

 

Prepared by: 
Custom Computer Specialists, Inc. 
Professional Development Team 
 

 

Prepared by: 
Custom Computer Specialists, Inc. 
Professional Development Team 
 

Standards Based Report 
Card Manual 



 

  



   
 

 

 

Version E.1849 

This manual created by  

Custom Computer Specialists, Inc. 

70 Suffolk Court 

Hauppauge, NY 11788 

www.customonline.com 

 

Copyright © 2017 

Custom Computer Specialists, Inc. 

All rights reserved 



  

 

 

Infinite Campus and Custom Computer Specialists, Inc. 

 
About Infinite Campus 
Infinite Campus is a comprehensive, Web-based K-12 student information system (SIS) 

with real-time access to administration, instruction, communication, curriculum, 

reporting and analysis, data warehousing functionality and more. For more than 20 years, 

Infinite Campus has successfully implemented its solutions for customers of all sizes. 

Managing 7.8 million students in 45 states, Infinite Campus is the most trusted name in 

student information. Infinite Campus customers range from school districts with fewer 

than 100 students to those with more than 600,000, as well as regional consortia, state 

departments of education and the federal government. 

 

About Custom Computer Specialists, Inc. 
Headquartered in Hauppauge, NY, Custom Computer Specialists, Inc., is a leading 

privately held Long Island based technology solution provider. Custom delivers a wide 

array of technology services including: project management, on-site staffing, managed 

services, networking and wireless solutions, desktop installation, and service and support. 
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STANDARDS REPORT CARD 

Description 

Standards based report cards can be created in Infinite Campus.  These types of report 

cards allow teachers to report on students’ abilities and progress towards achieving the 

standards rather than subject grades (i.e., Participates in class, Understands Math 

concepts). 

 

Target Audience 
This manual is intended for District and School administrators who determine the 

standards requirements for grades. 

 

Objective 
The purpose of this manual is to assist administrators in creating and maintaining 

Standards Based Report Cards. 

 

Vocabulary 

 

Active Mask – Standards must be ‘activated’ in order for the teachers to post grades.  

Usually they will be activated for a short time, and then deactivated. This will prevent the 

teachers from changing the grades after the report cards have been printed. 

 

Grading Comments – This is a list of pre-determined comments that can be added to the 

report card.  They are set up at a School Level. 

 

Rubric Score Group – The Rubric Score Group is used to create the list of grades to be 

posted to each standard (i.e., 4 – Exceeds Standards, 3 – Meets Standards). The Rubric 

Score Group is set up at a District Level. 

 

Standards – These are the abilities/goals that the student is graded on (i.e., Verbally 

expresses ideas clearly, Participates in Math Class).  The standards are usually set up at a 

District Level. 

 

Standards Bank – In Infinite Campus, all Standards are created and stored in the 

Standards Bank. 

 

Power Law - Power law is a mathematical calculation that determines a student's 

proficiency on a standard based on the trend shown by the scores a student has earned. 
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SET UP RUBRICS 

Description 

The Rubric is the list of grades to be posted to each standard (i.e., 4 – Exceeds Standards, 

3 – Meets Standards, etc.). The Rubric is set up at a District Level. 

1. Navigate to Grading & Standards > Score Groups & Rubrics. 

2. Click on the <New Rubric> button. 

3. Type the Name of the Rubric.  It is recommended to use names that define the 

type of grades being calculated (i.e., Standards, Effort). 

4. Type the Sequence – this will determine the order that the scores display.  Rubrics 

must be in order of highest grade to lowest grade. 

5. Type the Name of the first score – this can be viewed by the teacher when grading 

and can print on the report card in a legend (i.e., Exceeds Standards, Needs 

Improvement).  This field has a 30-character limit.   

6. Type the Score – this is the score that will print on the report card (i.e., 1, 2, 3, 4) 

and the rubric scores teachers will use to grade assignments.  

7. Check the Passing checkbox for all scores that are considered passing scores.  

This will highlight the non-passing grades in the Grade Book.  It is recommended 

to check these boxes after the Rubric is completed.  

8. Click the <Add> button for additional rubric items.   

 

If a score needs to be removed, click on the  to the left of the score name, and it will be 

deleted when the changes are saved. 

 

For most Elementary Report Cards, the next fields are not necessary.  Only 

complete them if needed. 
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9. Type the Credit Coeff.. This number acts as a multiplier and will take part in 

determining the amount of credits that will post to the Transcript for a particular 

standard based on the rubric score the student receives. For example, if a student 

receives a score of 4 for a standard that ‘Posts to transcript,’ and the course is 

worth 3 credits, he/she will earn 3 credits for that standard on the transcript.  

 

10. If needed, type the Minimum % (Percent).  The Minimum Percent does not need 

to be populated if teachers will be subjectively assessing students at the end of the 

grading period. This does need to be populated if teachers want to create 

assignments aligned to Standards and have Campus auto-calculate rubric scores 

based on a minimum percent. 

11. Enter the Minimum % (Percent) value for the score in the Rollup % (Percent) 

Value field. This is used for automatic rollup calculations for parent standards. 

This cannot be lower than the scores entered minimum percent.  

12. Type the GPA Value.  This is the Weighted GPA score that will be used in the 

GPA calculations (both Term and Cumulative).  If entering a ‘non-grade’ (i.e., 

Pass, Fail, Incomplete), it is recommended to leave this field blank so it is not 

included in GPA calculations.  If the standard is ‘Posting to Transcript’ and 

should be incorporated into a GPA for the student, enter the GPA points for each 

score.  

13. Type the Unweighted GPA Value.  If the GPA Value is being used to create a 

weighted grade (usually for Honors or AP courses), enter the unweighted GPA 

value here. It is recommended to enter the unweighted value in this field 

regardless of whether this rubric is creating a ‘weighted’ GPA since this GPA can 

be used to calculate an Unweighted Cumulative GPA, if needed.  This GPA 

cannot be used to calculate the Term GPA.  If entering a ‘non-grade’ (i.e., Pass, 

Fail, Incomplete), it is recommended to leave this field blank so it is not included 

in GPA calculations. If the standard is ‘Posting to Transcript’ and should be 

incorporated into a GPA for the student, enter the GPA points for each score.  
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14. Type the Bonus Points the student receives for achieving the score. If bonus 

points are not used, leave this field blank. If bonus points are to be used, the field 

must be checked on the Course tab and in the Allow GPA Bonus Points field in 

System Administration > Preferences > System Preferences.  Bonus points will 

add directly to the calculated GPA average (both Term and Cumulative).  

For example, the student received a ‘90’ in a course, and the Term GPA is 89.52.  

If the ‘90’ in the Rubric had Bonus Points of ‘3’, the student’s Term GPA will be 

92.52. 

 

15. Click on the <Save> button. 

If a score needs to be removed, click on the  to the left of the score name, and it will 

be deleted when the changes are saved. 

 

 

 

 

Power Law Rubric 

If using the Grade Book in Infinite Campus, teachers can choose to use Power Law to 

determine a students’ overall proficiency for a standard over time. Campus calculates 

power law by converting rubric scores into numeric values and applying a standard power 

law formula to determine the trend of the student’s proficiency. The Power Law process is 

based on the number of assignments to which the rubric is applied and the student score 

entered. The Power Law can be applied to calculate the trend in a student’s learning if there 

are at least 3 assignments with fairly equal intervals between assignment due dates. In order 

for this to function, the rubric must be set up to calculate power law. 

1. Navigate to:  Grading & Standards > Score Groups & Rubrics. 

2. Click on the <New Rubric> button. 

 Special Note: 

It is not recommended to make changes to a rubric after grading has occurred.  

Rubrics are not calendar specific, therefore changes made will effect historical 

data, such as legends on a report card.   
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3. Type the Name of the Rubric.  It is recommended to use names that define the type 

of grades being calculated (i.e., Standards, Effort). 

4. Click the checkbox next to the Name to Show Power Law Fields.  Three additional 

fields will display for the rubric (see steps 16 - 18 on page 7). 

 

5. Type the Name of the first score – this can be viewed by the teacher when grading 

and can print on the report card in a Legend box (i.e., Exceeds Standards, Needs 

Improvement).  This field has a 30-character limit.   

6. Type the Score – this is the score that will print on the report card (i.e., 1, 2, 3, 4) 

and the rubric scores teachers will use to grade assignments.  

7. Type the Sequence – this will determine the order that the scores display.  Rubrics 

must be in order of highest grade to lowest grade. 

8. Click on the <Add > button for additional rubric items. 

9. Check the Passing checkbox for all scores that are considered passing scores.  This 

will highlight the non-passing grades in the Grade Book.  It is recommended to 

check these boxes after the Rubric is completed.   

 

For most Elementary Report Cards, the next fields are not necessary.  Only 

complete them if needed. 
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10. Type the Credit Coeff. This number will determine the amount of credits that will 

post to the Transcript for a particular standard based on the rubric score the student 

receives. For example, if a student earns a 4 for a standard that ‘Posts to transcript, 

he/she will earn 1.5 credits for that standard on the transcript.  

 

11. If needed, type the Minimum % (Percent). The Minimum Percent does not need to 

be populated if teachers will be subjectively assessing students at the end of the 

grading period. This does need to be populated if teachers want to create 

assignments aligned to Standards and have Campus auto-calculate rubric scores 

based on a minimum percent. 

12. Enter the Minimum % (Percent) value for the score in the Rollup % (Percent) field. 

This is used for automatic rollup calculations for parent standards. This cannot be 

lower than the scores entered minimum percent.  

 

13. Type the GPA Value.  This is the Weighted GPA score that will be used in the 

GPA calculations (both Term and Cumulative).  If entering a ‘non-grade’ (i.e., 

Pass, Fail, Incomplete), it is recommended to leave this field blank so it is not 

included in GPA calculations.  If the standard is ‘Posting to Transcript’ and should 

be incorporated into a GPA for the student, enter the GPA points for each score.  

14. Type the Unweighted GPA Value.  If the GPA Value is being used to create a 

weighted grade (usually for Honors or AP courses), enter the unweighted GPA 

value here.  It is recommended to enter the unweighted value in this field 

regardless of whether this rubric is creating a ‘weighted’ GPA since this GPA can 

be used to calculate an Unweighted Cumulative GPA, if needed.  This GPA 

cannot be used to calculate the Term GPA.  If entering a ‘non-grade’ (i.e., Pass, 

Fail, Incomplete), it is recommended to leave this field blank so it is not included 

in GPA calculations. If the standard is ‘Posting to Transcript’ and should be 

incorporated into a GPA for the student, enter the GPA points for each score.  
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15. Type the Bonus Points the student receives for achieving the score.  If bonus points 

are not used, leave this field blank.  If bonus points are to be used, the field must 

be checked on the Course tab and in the Allow GPA Bonus Points field in System 

Administration > Preferences > System Preferences.  Bonus points will add 

directly to the calculated GPA average (both Term and Cumulative).  For 

example, the student received a ‘90’ in a course, and the Term GPA is 89.52.  If 

the ‘90’ in the Rubric had Bonus Points of ‘3’, the student’s Term GPA will be 

92.52. 

The next fields are necessary if using Power Law Grade Book Calculations.  

16. Type the Power Law Numeric Values the rubric scores will be mapped to for 

calculation. The field defaults to whole numbers for each rubric score, but can be 

changed as needed. Note: Even if the rubric uses numbers (i.e. 4, 3, 2, 1), these are 

considered symbols to represent proficiency, and numeric values still need to be 

established.  

17. Type the Power Law Minimum Trend for each rubric score. After the students’ 

trend score is calculated, this is the lowest score that will be converted back into 

the corresponding rubric value in the Grade Book.  It is recommended to allow up 

to two decimal places. The lowest minimum trend score should be set as 0.   

18. Type the Power Law Maximum Trend for each rubric score. After the student’s 

trend score is calculated, this is the highest score that will be converted back into 

the corresponding rubric value in the Grade Book. It is recommended to allow up 

to two decimal places. The highest maximum trend score should be set to no more 

than 2 times the highest numeric value to avoid skewed results.  

 

19. Click on the <Save> button. 

If a score needs to be removed, click on the  to the left of the score name, and it will be 

deleted when the changes are saved.   
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Example of a Power Law Rubric 

 

Example of a Teacher’s Grade Book using Power Law Rubric 

 

In the example above, there are several assignments aligned to a specific standard.  

As the teacher enters rubric scores for each assignment for the standard, the scores 

are converted into their corresponding Power Law numeric value. The Power Law 

Trend score is then calculated and displayed under the Trend column in the ‘In 

Progress’ area of the Grade Book. Using the Minimum and Maximum trend 

scores, this numeric value is then converted back into the corresponding Rubric 

Score which can be posted to a report card and/or transcript.   

 

 

 Special Note: 

It is not recommended to make changes to a rubric after grading has occurred.  

Rubrics are not calendar specific, therefore changes made will effect historical 

data, such as legends on a report card.   
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SET UP STANDARDS 

Description 

Standards are the abilities/goals on which students are assessed. They must be set up 

under a group (or Parent) heading (i.e., Reading, Mathematics, Work Habits). They will 

print on the report card under that group name. A district can choose to create Major (or 

Grandparent) groups as well.  When the Campus report card is printed, only the highest 

group (or grandparent) will print as a shaded header. 

1. Choose the school using the Standards in the header toolbar.  If multiple schools are 

using the group (two Elementary Schools), choose one here and activate the 

Standards on the others (refer to the section ‘STEPS TO ACTIVATE THE 

STANDARDS’). 

2. Navigate to Grading & Standards > Standards Bank. 

3. Click on the <New> button.  A pop-up will appear asking what to create. 

 

4. Select <Create a New Group>. Click <Ok>. 

5. Type the Group Name of the group (50-character limit). This name will display on 

the report card as the Header for the group. The groups will display on the report card 

in sequential order. If no sequence is given, groups will display in alphabetical order.  

Groups will print on the report cards in all upper case letters, even if they were 

entered here in lower case. 
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6. Choose the ‘Scoring Rubric’ from the dropdown list. All of the Standards attached to 

this Group will use the same Scoring Rubric. Therefore, if different Scoring Rubrics 

need to be used within the same group, the user must create a ‘child’ group (or sub-

group) using the different Scoring Rubric. 

7. Type the Sequence number for this group. Groups will display on the report card in 

sequential order. If no sequence is given, groups will display in alphabetical order.   

8. Check ‘Accept Credit Overflow’ if this standard will be used if the district allows the 

excess credits earned to be applied to this standard. It is used to roll credits when the 

current credit type has met its credit requirements. The credits from the course will 

first try to roll to the override credit type. If that credit type has met its requirements, 

it will then look at the overflow setup for the course's credit type. 

9. If creating a ‘child’ group (or sub-group), highlight the immediate Parent 

Group/Standard before selecting <New> to place it in that ‘parent’ group or use the 

<Select Location> button to search for the ‘parent’ group. 

10. Enter Comments and Description if needed.  These do not print on the report card and 

are for informational purposes only. 

11. Click on the <Save> button. 

12. Repeat for all groups. 

13. To add the standards, click on the <New> button. A pop-up will appear asking what 

to create. 

 

14. Select < Create a New Standard >. Click <Ok>. The Standards Detail box will 

display.  
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15. Type in the Display Name of the standard. Standards must have a unique name, so if 

they need to be included under several parents (i.e., Participates in class), the name 

can be changed subtly to create different standards. (i.e., Participates in Math class, 

Participates in Science class). 

16. Type in the Abbreviation of the standard (10-character limit). This field will display 

when scoring items in the Grade Book and Post Grades tools. This field can be used 

as a Search when associating standards with a course.  

17. Type in the Number if necessary. This is a pre-defined number by the State if 

required. The number will display on the report card set-up page however the number 

will not display on the report card.  

18. Type in the Code if necessary. This is a pre-defined code by the State if required. 

19. Type in the Seq of the standard. This will determine the order that the Standards 

display for the teacher when grading and the order they will print on the report card 

under their parent group.  For organizational purposes, it is not recommended to reuse 

sequence numbers for standards. It is recommended to skip numbers when 

sequencing to allow for flexibility of adding standards in the future (see the Special 

Note for sequencing suggestions). 

20. Posts to Transcript – click on this box to place a checkmark if the standard should 

post to the student’s transcript. 

21. Power Standard – this field can be used to flag certain standards for the Course 

Standards report or to create Ad Hoc reports to filter scores for these standards. It is 

generally used if the district creates standards above those required by the state. 

22. State Reported – this field can be used to create Ad Hoc reports to filter scores for 

these standards.   

23. Choose the Parent Group/Standard by searching using the <Select Location> button.  

The Standards will print on the report card in order within the Parent Group selected 

(if Seq was not entered, the standards will print in alphabetical order). Users can 
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avoid searching for the parent group by highlighting the immediate parent group in 

the Standards Bank before creating a new standard.  

24. Enter Full Standard Description or Comments if needed. 

25. Aligned Assessments – Use the dropdown to add an aligned ‘Assessment’. 

Assessments are added in Assessment > Test Set Up. This will allow the district to 

report on this information. 

26. Click on the <Save> button. ‘Add Assessment’(s) as necessary. 

27. Repeat for all standards. 
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 Special Note: 

 

When Creating Standards, consider creating a similar sequencing to allow for flexibility:  
 

Example of Grade Level/Subject Level Standards: 

Grade Subject Sequencing Examples 

Kindergarten  0-999  

Kindergarten Reading 10-99 10,20,30 

Kindergarten Writing 100-199 100,110,120 

Kindergarten Math 200-299 200,210,220 

Kindergarten Science 300-399 300,310,320 

Kindergarten Social 
Studies 

400-499 400,410,420 

First Grade  1,000-1,999  

First Grade Reading 1,000-1,099 1000, 1010, 1020 

First Grade Writing 1,100-1,199 1100, 1110, 1120 

First Grade Math 1,200-1,299 1200, 1210, 1220 

Second Grade  2,000-2,999  

Second Grade Reading 2,000-2,099 2000,2010,2020,2030 

Example of Subject Level Standards (Not Grouped by Grade Level): 

Subject Sequencing Examples 

Reading 1000-1999 1000,1010,1020 

Writing 2000-2999 2000,2010,2020 

Math 3000-3999 3000,3010,3020 

Science 4000-4999 4000,4010,4020 

Social Studies 5000-5999 5000,5010,5020 

 

 

If a district does not want to use the Sequence numbers to organize standards, they can 

sequence in the Name of the standard (ex. 1.1 Reads on Grade Level), however the 

number will display on report cards.  
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STEPS TO ACTIVATE THE STANDARDS 

Description 

Curriculum Standards Groups will be automatically activated for the school that was in 

the header toolbar when they were created. If Curriculum Standard Groups are to be used 

in additional schools (i.e., additional Elementary, Middle or High schools), they must be 

activated in order to be attached to a course. All the Curriculum Standards Groups set up 

for the district will display (in addition to the School Credit Groups).   

1. Choose the Year and School needed in the header toolbar. 

2. Navigate to System Administration > Resource > Resources. 

3. Click on the School Standards tab. 

4. Click on all the Curriculum Standards Groups (parents or grandparents) created 

that are needed at the school.   

5. Click on the <Save> button.  Repeat for all schools as needed. 
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ADDING THE STANDARDS TO COURSES  

Description 

The Standards must be added to each course in which they will be used.  In most 

Elementary schools, the courses are set up as their grade level/subject area.  In addition to 

adding the standards to the course, the Homeroom checkbox must be checked (on the 

Homeroom course) in order for the teacher’s name to display on the report card. 

1. Navigate to Scheduling > Courses.  Search for the Course. 

2. If this is the homeroom course, click on the Homeroom checkbox on the Course 

tab.  This will display the teacher’s name for this section on the report card.  

Then, click on the <Save> button. 

 

3. If the course will only be graded using Standards (not grading tasks), click on the 

Standards-based checkbox. 

 

4. On the Standards tab, add all of the Standards needed for the report card. 
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a. Click on the <Add> button. 

b. A Search box will display along with a list of all activated standards for 

the school. Use the Search to type the abbreviation of the standard or 

choose the Standard from the list. As text is entered in the Search box, the 

list will filter to results that contain what has been typed.  
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a. Click on the Standard (s) to associate them to the course. 

 

b. Check each term the standard will be needed in the Term Mask section.  

This defines when the teacher is supposed to assess students on the 

standard(s). All terms are automatically checked as the default.   

c. If needed, check the term to activate the standard in the Active Mask 

section. When the term is active, the teachers can post the grades for that 

standard. Although the standard can be activated (or deactivated) on each 

course individually by checking the box here, the Active Masks are 

usually controlled en masse by using the wizard in Grading & Standards 

> Grading Window.  

d. Click on the <Save> button. Repeat for all Standards and all courses. 
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SET UP GRADING COMMENTS  

Description 

Grading comments can be set up at a school level and used by all teachers in that school.  

They are used to keep comments consistent throughout the school.   

1. Navigate to System Administration > Grading & Standards > Grading 

Comments. 

2. Select the school in the header toolbar. 

3. Click on the <New> button. 

4. Type the Comment – maximum of 200 characters.   

5. Code – type in the code if used by the district. The code allows the teacher to 

choose comments by typing in the codes needed as well as choosing from a list. 

6. Click on the <Save> button. 

7. Once saved, the comments will display in the Grading Comment Editor. Repeat 

for all comments needed. 

 

 

 

 

Periods can 

be added to 

end of 

Comment 

Name, but 

are not 

necessary. 
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 Special Note: 

1. The comment field can be ‘spell-checked.’ Misspelled words will 

appear with a tell-tale red line. Right-clicking on the word will reveal 

possible word choices.  

 

2. Many districts need the comments to display ordered by type (i.e., 

positive, negative, improved, behavior).  This can be achieved by 

using the code field and assigning specific codes for positive 

comments (e.g. 1-50) and other codes for more negative comments 

(e.g. 51-100).   

 

3. Many teachers will choose more than one comment to display on the 

report card.  If periods are not included in the comment, the system 

will automatically add them when applied to a student (in order for 

them to be separated on the report card).  If periods are included, the 

system will recognize them and not add an additional period.   

 

4. If the district is using a custom report card, there will be a character 

limit on the comments entered based on the size of the field.  If the 

district is using a Campus report card, there is a 1200-character limit 

on the comment field.   

 

5. Comments can be district or school specific. This is determined by the 

selection in the School dropdown in the Campus toolbar.  
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SET UP STANDARDS REPORT CARD  

Description 

A basic report card consists of Standards for the terms needed. Comments can be added 

by term or for all terms. 

The following must be set up before configuring the grades to print to the report card and 

transcript correctly: 

 Rubric (see page 2) 

 Standards (see page 9) 

 Adding Standards to Courses (see page 15) 

Report cards must be created before they can be used. While many districts choose to 

have a customized report card created for them, most still need to create a standard report 

card using the options provided by Campus so “canned” report cards can be printed any 

time during the year for parent meetings.  

1. Navigate to System Administration > Preferences > Reports. 

2. Click on the <New> button. 

3. Type in the report Name (i.e., Grade 1 Report Card, Second Grade Report Card). 

4. Choose ‘Report Card’ from the Type list. 

5. Click on the ‘Publish to Portal’ checkbox if this report card should display on the 

Campus Portal. Grades will display on the portal as soon as they are posted, so it 

is recommended to uncheck this box when the Grading Window is open and 

teachers are posting grades. 

6. Type in a Description if needed. This is for informational purposes only and will 

not display on the report card. 

7. Click ‘Available in Campus Instruction’ to make it available to teachers for 

printing. 

 

8. Report Display Name – This is the name that will appear on the Report Card. 

Example: Quarter 1 Report Card. 
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9. Report Type – Click on the <Standards-Based Report Card> button. 

 

10. Display Grades – used to display either Posted Grades or In-Progress Grades. 

                                            

11. Standards Display Options – This is used by schools who grade a student on a 

standard multiple times (similar to an Assessment that is re-taken by a student).  

Those districts have the option to print <Display All Scores>, <Display Best 

Score Only>, <Display Most Recent Score Only> (would display the current term 

score only).  The Default is <Display All Scores>, and this is the option used by 

most Elementary Schools.   

 

12. Placement and Signature Options – This is used to place lines on the report card 

for the teacher to fill in the next year’s grade, as well as various signature lines. 

 

13. Page Layout –  

a. Click on the layout needed – <Portrait>     or <Landscape>        . 

b. Check <Additional space for terms> if all Standards Groups included in 

this report card should be printed in a single column.  

c. Check <Prepare report for duplex printing> to format report card printing 

for the back and front side of a sheet of paper. This will also apply if 

parents print the report from the portal.  

14. Display Options –  
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a. Header Options – These items, if checked, will print in the header of the 

report card. 

i. <Student ID> - student number  

ii. <State ID> - state number  

iii. <Student Counselor> - student’s guidance counselor 

iv. <Homeroom Teacher> - student’s homeroom teacher 

v. <Date/Time Stamp> - date and time the report card was generated 

 

b. Attendance Summary – Check to print the attendance on the report card.  

Choose one of the following options to display the attendance: 

i. <Period> – attendance by period 

ii. <Course> – attendance by course 

iii. <Daily Exact Term> – exact daily attendance (with decimal 

values) 

iv. <Daily (Half/Whole Day) Term> – attendance by half and whole 

days 

 

c. Standards Based report cards generally do not utilize <Cumulative GPA>, 

<Class Rank>, and <Term GPA> checkboxes. 

 

d. Click on the <Period> checkbox to print the period of the courses on the 

report card. 

e. <Score Comments> – Check the Score Comments box on the report card.  

Click on the Terms to print – for all terms, mark all boxes. 
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f. <Show Report Comments> - allows districts to add customized text that 

will appear on printed student reports. These comments can be school or 

district specific, or even state specific. Any number of comments can be 

created and marked and unmarked active as needed.  

g. School Comments (printed on all) – Comments entered here will print on 

all report cards. 

 

15. Grading Tasks – All the standards as well as the district’s grading tasks will 

display. Choose each standard to print on the report card. More than one can be 

chosen by using the <CTRL> or <SHIFT> keys. The user might need to use the 

scroll bar to scroll down to choose all the standards needed. If all standards 

associated to courses the student is enrolled should display on the report card, 

click the <Select all grading tasks> and all applicable standards will display for 

the student.  

 

16. Choose Score Group/Rubrics to be printed – All of the score groups and rubrics 

for the district display. Choose the rubric(s) to print on the report card as a legend. 

More than one can be chosen by using the <CTRL> or <SHIFT> keys. The user 

might need to use the scroll bar to scroll down to choose all the rubrics needed. 

Hold the <CTRL> key to deselect a rubric. 

Print GPA values associated with scores: Check this box if GPA values need to 

be printed on the report card.   
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17. Click on the <Save> button. Repeat for all report card templates needed. 

Rolling Forward the Report Card to Next Calendar Year 

Report cards are created in the current school calendar year. If the report cards are needed 

in the next year, they must be ‘rolled forward’ to each year as it is created. 

1. Select the Year and School where the reports are currently running. 

2. Navigate to System Administration > Preferences > Reports Roll Forward. 

3. Select Source Reports – choose the report(s) needed. More than one can be 

selected by using the <CTRL> or <SHIFT> keys. 

4. ‘Select A Target Calendar’ – choose the next calendar year from the dropdown 

(this can only be chosen after the calendar year has been created). 

 

5. Click on the <RUN> button. 
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6. The system will display the results. 
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GRADE STUDENTS AND RUN REPORT CARDS 

Description 

Prior to running the report cards, the Active Mask on Standards must be opened, and the 

teachers must post grades to the students. 

Activating the Standards 

In order for grades to be entered, the ‘Active Mask’ checkboxes in the Standards must be 

turned on. They are generally turned on by the Grading Window (although they can be 

turned on or off for a specific course using the Standards Tab on the Course). 

1. Navigate to Grading & Standards > Grading Window. 

2. Select the School Year from the dropdown list  

3. Select the Calendar from the list  

 

4. Click on the <Next> button. 

5. Select the Standards for which the Active Mask should be opened (i.e., 

Participates in Math class). More than one can be selected by using the <CTRL> 

or <SHIFT> keys. The user might need to use the scroll bar to scroll down to 

choose all the standards needed. 
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6. Click on the <Next> button. 

7. Choose which Term(s) will be active (i.e., Term 1 for quarter 1, Term 2 for 

quarter 2). 

 

8. Click on the <Update Active Masks> button. 

All the Standards selected will be active for the term chosen. 

 

Activate Canned Comments (Teacher Task) 

In order for the teachers to be able to use the comments entered by the administrators, 

they must activate them. This is only done once per year (for each course/section needed) 

and will remain in the teacher’s account settings until turned off. 

1. Navigate to Campus Instruction. Only Teachers assigned to teach the section will 

be able to change these preferences.  

 Special Note: 

The Active Masks should be turned off when the grading period has been 

completed and before the report cards are printed.  This will prevent the 

teacher from changing the grade after the report cards have been mailed out. 

 

The user will turn them off by completing all the steps above, but leaving all 

the Terms unchecked in step 7. 
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2. Click on the Account Settings located in the top right navigation.  

 

3. Click on the Use Canned Comments checkbox. Select <Save>.   

 

Manually Entering Grades (Teacher Task) 

Teachers can use the Campus Instruction Grade Book to ‘Post’ student proficiency levels 

(see Campus Instruction Grade Book Manual) or manually record grades for report cards 

and/or transcripts.  When recording grades manually, teachers can choose to ‘Post’ by 

standard/task or ‘Post’ by student.   

If Posting by Standard/Grading 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. Navigate to Campus Instruction > Post Grades (Post by Standard/Grading Task 

is the default selection). 
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2. Choose the correct section, term, and standard from the dropdown ‘Task’ list (on 

the top gray toolbar). Note: If the standard has not been activated, the term will 

display but grades cannot be entered.  

 

3. Choose the correct ‘Grade’ for each student from the dropdown list.  The grades 

appearing in the list are the grades that will print on the report card.   

4. Click on the <Manage> button to select comments from the Canned Comments 

list. More than one comment may be chosen. The teacher can enter customized 

comments in the Report Card Comments field in place of (or in addition to) the 

canned comments. These comments can be ‘spell checked’ by right clicking on 

the underlined red word and selecting the correct spelling of the word. 
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5. Alternately, the teacher can choose to mass-fill the Grades and/or comments for 

students by choosing the <Fill Percent, Grade, Comment> button. 

 

 

 

6. Click on the <Save> button.  

If using ‘Post by Student’ dropdown, the teacher will choose the student from the list and 

grade all standards for that student.   

1. Navigate to Campus Instruction > Post Grades (‘Post by Task/Standard’ is the 

default selection). Select ‘Post by Student’ from the dropdown. 
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2. Choose the correct section, term, and ‘Student’ from the dropdown list (on the top 

gray toolbar). All standards will display in order. They will display with the 

standard description entered in the Standard/Grading Task field to assist the 

Teacher in identifying the Standard. Note: If the standard has not been activated, 

the term will display but grades cannot be entered.  

3. Choose the correct ‘Grade’ for each standard from the dropdown list. The grades 

appearing in the list are the grades that will print on the report card.   

4. Click on the <Manage> button to select comments from the Canned Comments 

list. More than one comment may be chosen. The teacher can enter customized 

comments in the Report Card Comments field in place of (or in addition to) the 

canned comments. These comments can be ‘spell checked’ by right clicking on 

the underlined red word and selecting the correct spelling of the word. 

5. Alternately, the teacher can choose to mass-fill the Grades and/or comments for 

each student by choosing the ‘Fill Percent, Grade, Comment’ button. 

 

6. Click on the <Save> button.  

Editing Grades when Grading Window is Closed 

Occasionally, administrators will need to edit grades after the grading window is closed.  

This can be accomplished in the individual Course Section by using either the Grading by 

Task or Grading by Student tab. The tasks (standards) are always open here. 

1. Navigate to Scheduling > Courses. 

2. Choose the course AND section to be edited using the Course/Section Search 

tool. 

3. Click on either the Grading by Task or Grading by Student tab.   

4. Choose either the ‘Task’ to be edited (i.e., the standard), or the ‘Student” to be 

edited from the dropdown list. 

5. Choose the correct ‘Score’ from the dropdown list.   

6. Click on the notepad icon ( ) to choose comments from the Canned Comments 

list.  More than one comment may be selected. Customized comments can be 

entered in the Comments field in place of (or in addition to) the canned comments. 

These comments can be ‘spell checked’ by right-clicking on words underlined in 

red. 
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7. Click on the <Save> button.  

 

Print Report Cards 

Report cards can be printed for a batch of students or for an individual student. 

 

Print report cards for a batch of students: 

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

2. Report Options – Select the report card to print from the list. All the report cards 

created for the school will display on the list. Selecting Display Options will 

allow the user to create a report card for one time use only. The choices are the 

same as creating a standard report card, (see page 20). Note: Selecting Display 

Options here does not save the report card options for future use. 

3. Ad Hoc Filter or ‘Grade’ – Select 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 selected as well. 

4. ‘Active Only’ – Check this box to choose only active students’ report cards. 

5. Effective Date – Enter the effective date of the report cards. 

6. <Sort Options> – Select the sort option needed (Alpha, Grade/Alpha, Zip, 

Teacher). 
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7. Click the <Generate Report> button. The report cards for all students selected will 

display in Adobe Acrobat format in a separate window. They can be saved or 

printed, but not edited. 

 

Print report card for a single student: 

1. Navigate to Student Information > General. Search for and select the desired 

student.  

2. Click on the Grades Tab. 

3. ‘Choose a Report Card Format’ – Select a report card format from the dropdown 

list. 

The report card for the individual student will display in a separate window 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. 
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Sample Landscape Report Card 

 
 

 
 

Sample Portrait Report Card 
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PRINT NON-RUBRIC GRADES ON REPORT CARD 

Description 

Non-rubric grades do not display on a Standards-Based Report Card. There are two 

options if a school needs to print Quarterly or Final Grades as well as Standards for some 

subjects: 

1. Use the existing Standards/Rubric tools to enter the information: 

a. Create a Rubric with the ‘grades’ needed (i.e., 0-100 or ‘A’, ‘A+’).  

b. Create a Standard (i.e., ‘Quarterly Math Grade’, ‘Final Science Grade’) 

c. Add the Standard to the course, have the teachers grade as needed 

2. Design a Conventional Report Card. This will display allow both Grading Tasks 

and Standards (See the Grades & Report Card Manual for proper set up of 

Grading Tasks). 
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