Elementary Curriculum Coordinator Responsibilities
Infinite Campus
1. Open/Close the Grading Windows

a. K-2 Term Grade – This window will stay open the entire term. It should be open now for Term 1. It should be CLOSED after you have verified that all K-2 teachers have graded all of the standards. Then you should immediately OPEN the grading window for Term 2, etc.

i. Grading & Standards > Grading Window 

ii. Beneath SELECT STANDARDS, click on the first standard (Primary Overall Performance) Scroll down to the last standard listed. Shift-click to select all standards. 

iii. Click NEXT.

iv. Select TERM 1 (or appropriate term) 
v. Click UPDATE ACTIVE MASKS.
b. Progress Report for Grades 3-5 – The window for Progress Report should stay open the entire term. It should be opened at the start of the term and closed at the end of the term right before opening the Grading Window for the Term Grade.

i. Grading & Standards > Grading Window 

ii. Under SELECT GRADING TASKS, select PROGRESS REPORT.

iii. Click NEXT.
iv. Select TERM 1 (or appropriate term)

v. Click UPDATE ACTIVE MASKS.

c. Term Grade for Grades 3-5 – This grading window should be opened shortly after the term ends. Leave it open until all teachers have posted grades. (See #2 below)
i. Grading & Standards > Grading Window 

ii. Under SELECT GRADING TASKS, select TERM GRADE.

iii. Scroll down to SPECIALTY CLASSES. Click SPECIALTY CLASSES. Shift-click the last choice (Arts & Humanities).

iv. Click NEXT.

v. Select Term 1 (or appropriate term)

vi. Click UPDATE ACTIVE MASKS.

2. Run Grades Report   - This report shows teachers who have not posted grades. This must be done before you close the Term Grade grading window.
a. Grading & Standards > Reports > Grades Report

b. To check for grades 3-5, select click on 3, 4, and 5.

c. For Terms (Main), select 1 (or the appropriate term)

d. For Teachers, select ALL.

e. Group by Teacher

f. Take the checkmark away for ALL. Check MISSING.

g. Grading Tasks – Scroll down and select TERM GRADE

h. Click GENERATE REPORT.

i. Touch base with the teachers to find out when they will have grades posted so you can run grade reports.

j. DO the same for Grades K-2. This time pick grades 00-02. Select ALL GRADING TASKS.

3. Close GRADING WINDOWS  
a. Progress Report – closed at end of term

b. Term Grade – closed after grades are posted and verified through the Grades Report (#2)

4. Open Next Grading Window  (See #1)
