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Posting Grades is the process of sending grades to the progress report or report card. 
You will also have to post grades at the end of the nine weeks for the report card.  
 
1. Logon to Infinite Campus. 
2. Open your Gradebook. 
3. Change the section to the class that you want to post. 
4. Change the task to 3rd nine weeks. 
 

Choose Section 

If you do not see 
the yellow 
column, click 
here. 
 

Change to the 
Correct Nine 
Weeks 
 

 

Yellow Column is 
the Current 
Average – Right 
Click 

5. Right Click in the yellow column area. 
6. Choose Post Grade to other task. 
7. Choose Progress Report. 
8. Choose the active progress report period. (In this example it is 3rd nine week 

progress.) Click Save. 
 

Depending on the class, you may 
not see as many choices as this 
class or none. Just make sure that 
you choose 3 – Progress Report at 
the end. 

 

 
Another example. 

 
9. You probably will not see anything happen. To see the grades that have been 

posted, change the task to 3 – Progress Report. You can post the grades as many 
times as you want while the grading window is open. You will be informed of 
these dates on the first page of IC under district notices. 

Student 
Names 
would be 
here. 
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Change the task to 3 – 
Progress Report in this 
example. 

 
10. You can make adjustments to the grade by using the drop down arrow in the Grd 

column and changing the % grade. You will have to double click on the % score to 
be able to change it. When you change a grade, make sure that you save the 
gradebook. 

 

 
 

 

 

To change the % grade, it 
has to be highlighted. You 
can double click on it to 
highlight it.  
 
 
SAVE after making 
changes to grades. 

 
Once all the progress reports have been posted, you can view a student’s 
progress report in the Grades tab for the student. Just change the report card 
format to Progress Report. 
 
After the grading window is closed, you will not be able to change the progress 
report or report card grade. The front office will make any changes after the 
window has closed. 

Student 
Names would 
be here. 


