
Posting Grades in Infinite Campus as a CEVEC School Teacher  

  

The following information will assist you with the process of posting grades for your students as well as 
using the canned comments feature.   

  

Posting Grades for CVOG: CEVEC Overall Grade and CEVEC standards (CV01: Professional Appearance 
through CV16: Flexibility)   
  

1. Open your Infinite Campus Grade Book.   

  

2. Using the Task drop down box choose what grade you would like to post first. You can either 
select CVOG: CEVEC Overall Grade or which standard, CV01: Professional Appearance through 

CV16: Flexibility.   

  

3. In the “In Progress” section of the Grade Book you will see a Post button in the Grade column.   

  

4. Click the Post button.   

  

5. Once you have clicked the Post button make sure in the “Post Grades” pop UP window that the 

Term is QTR1 and the Task is either CVOG: CEVEC Overall Grade or the power standard, CV01 

through CV16, you are working in.   

  

6. Click OK in the “Post Grades” pop up window.   

  

7. Upon clicking OK you should now see a grade and percent in the “Posted” section of your grade 

book.   

  

8. If you would like to add a Canned Comment for the standard see the using Canned Comments 

directions below.   

  

9. Click Save when finished posting grades/inserting comments.   

  

10. After clicking Save move on to the next standard and repeat the above steps.   

  

Using Canned Comments   

  

1. Click the settings tab in your grade book.   

  

2. Under preferences check the box next to use canned comments. You do not have the option to 

enter comments on students posted grades any other way. THIS IS DIFFERENT THAN 

COMMENTING ON AN ASSIGNMENT.   

  

3. Click the settings button again to hide the settings.   

  



4. Look at the “Posted” section of your grade book.   

  

5. You should see a column for Percent, Grade, and Rpt Crd Comments (Report Card Comments).   

  

6. In the Rpt Crd Comments column you should see a blue CC. If you don’t go back to your settings 

and check the box next to use canned comments.   

  

7. Click the CC. The Canned Comments pop up window will appear. Check the boxes of the 

comments you wish to use or enter the code and hit Add. Click the Add Comments button in the 

bottom right corner of the pop up window.   

  

8. You will see the comments appear in the Rpt Crd Comments column.   

  

9. Click Save.   

  


