Adding Canned Comments for report Cards in Infinite Campus

On this document, you will be able to set up your grade book to enter Canned Comments and be able to
assign Canned Comments to both whole class and individual students. There are many ways to be able
to enter Canned Comments. Here are a couple ways to do this. If you have found a different way that
works for you, please do it..

1. Login to Infinite Campus
2. Make sure you are on the “Gradebook side” of Infinite Campus.
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3. Inorderto be able to able to assign a Canned Comment to an individual student or whole class,
you need to make sure the Canned Comment check box is checked for every section you wish to
be able to assign a comment.

4. Click on Grade Book along the left side of Infinite Campus.
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5. Choose any section in the gradebook that you wish to add Canned Comments for students. Then
click the settings tab.
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6. Inthe settings area, make sure a check mark is in the Use Canned Comments check box.
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7. Repeat steps 5 and 6 for any Section you want to be able to add Canned Comments to.



8. Here is where you have a couple options in where you put the comments.

a. Option 1- You can insert a comment in specific subjects area, just place the comment as
part of the last standard listed in that subject area so all comments are listed after the
standards.

b. Option 2- In AM Homeroom, the very last standard says “Teacher Comments”. The

purpose of this last standard isn’t for you to enter a score of 1,2,3,4, but for you to be
able to put all comments for any subject area or standard in one spot so
parents/guardians can easily find the comments.
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Please select a grading task/standard:
Standards

EL.WH.01: Listens attentively
Fil EL.WH.0Z: Follows directions

dcomn  ELWH.03: Paticipates in class activities

EL.WH.04: Demonstrates congistent effort

EL.WH.05: Completes daily work

EL.51.07: Follows classroom and playaround rules

EL.51.02: Cooperates with others

EL.51.03: Works independenthy on task
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9. Once the setup is complete, you will begin to enter Canned Comments by going to Post Grades.
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10. In Post Grades, click on the section you want to add a Canned Comment. Your class roster
should appear. If not, where it says Term, choose the correct Quarter, and where it says Task,
choose the standard you wish to add a Canned Comment for.
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11. Once you have chosen the task, click Fill Percent, Grade, Comment
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12. Once you click Fill Percent, Grade, Comment, a new box opens. To give a common Canned

Comment to all students, put a check box in the box next to Comment and put a check in the
check box next to the Comment(s) you wish to give to all students in your class. Click fill at the
bottom of the screen.
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Choose Comment(s):

|:| 001: Applies Decoding Skills

|:| 002: Applies Skils and Strategies

[T] 003: Reads Independently

|:| 004: Good ldeas & Supporting Details
|:| 005 Uses the Writing Processes

|:| 006: Capitalizes and Punctuates

13. After you click fill, it takes you back to the Post Grades screen. All your students now have the
Canned Comment that you assigned. Click save towards the top right before you do anything

else.
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14. If you wish to give additional Canned Comments to individual kids, in Post Grades click on the
section you want to add a Canned Comment. Your class roster should appear. If not, where it
says Term, choose the correct Quarter, and where it says Task, choose the standard you wish to
add a Canned Comment for.
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15. Once your class roster appears, at the end of the row for each student, there is an Add button.
Click it to add an individual comment to a student. Put a check in the box for the additional
comment(s) you wish to use for individual kids. At the bottom of the screen click Add
Comments.
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Selection Method

Enter Codeis): | | | Add |
Cheose Commentis):

001: Applies Decoding Skills

002: Applies Skills and Strategies

003: Reads Independently

004: Good ldeas & Supporting Details

005: Uses the Writing Processes

008: Capitalizes and Punctuates

007: Writes Legibly and Neathy

002: Uses Speliing Strategies

009: Masters Speling Lists

010: Completes Daily Activities

011: Applies Knowledge in Testing

012: Shows Knowledge of Basic Facts
013: Applies Problem Solving Strategies
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014: Use Research and Reporting Information
015: Demonstrates Aporeciation ]
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Help
If you are looking for a print out of the 195 Canned Comments, on your desktop, click on the
Helpdesk icon. When the helpdesk website pops up, in the “How can we help you today? box,
type in Numbered Comments. Click on the link that pops up and download the document. At
the bottom of the document, choose if you are elem, middle, or high school.



