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 Log in to Infinite Campus 
 Click on “Assignments” 
 Select a subject 
 Click on “Edit Teacher Preferences” 

 

 

 Check the preferences you want 
 Default Grading Task is “9 wk Grade” 
 Add a website if you want it to show in the parent portal 
 Click “Mass Assign to Multiple Sections” 
 You can check all or pick the subjects for these preferences 
 Click “Save” 
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 Click on “Edit Grade Calc Options” 
 Next to Grading Scale, click the drop down box and select 

“1-12 Standard Scale” 
 If you weight categories, check the box 
 If you use percentage, check the box 
 If you want these setting for each 9 weeks click the “Fill All” 

button 
 Click “Save” 
 You have to do this for each subject.  Just click the Section 

box at the top. 
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 Click on “Edit Categories”  and then “Create Categories” 
 Enter the name of your category; such as, daily work. 
 Enter the weight- 100     You can change the weights of 

categories if preferred.  
 Check the section box 
 Click on the Grading Task button and Select  “9 wk 

Grade” 
 Click “Save Category” or “Save & Add Assignment” 
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 Click “Create Assignment” 
 Enter the name of your assignment. 
 Enter an abbreviation 
 Enter the Assigned Date and Due Date (calendar) 
 Under Grading Tasks Select “9 wk Grade” 
 Select the assignment category 
 Select Points 
 Click “Save” or “Save & Score”  to enter grades 
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 Enter a grade for each student 
 You can fill all students with the same score or fill 

empty boxes 
 Options on the right side indicate turned in, missing, 

late, incomplete, cheated, or exempt 
 You can also enter comments next to each student’s 

score and CTRL-SHIFT-L to spell check. 
 Click “Save” 

 


