Course Setup/Honors Type Reference Guide


KDE User Documentation for Infinite Campus Course Setup

Honors Type and Grading Score Group – Credit Coefficient
Introduction
In assisting districts KDE has discovered errors on course setup and grading score groups. As a result a comprehensive review has been undertaken of all Kentucky districts. Three problems were identified: the honors type (i.e., difficulty level in Infinite Campus) is not marked for Advanced Placement (AP) and International Baccalaureate (IB) courses, failing grades are being assigned a credit coefficient, and passing grades have a zero credit coefficient. These errors will affect the accuracy of student transcripts—and for the honors type issue—the KEES report, which may cause students to receive less scholarship money than they deserve.
Report Criteria

A set of reports were sent to district DPPs in early December 2009 with a list of courses that were missing the honors type on the course setup. The courses were identified by the state valid course noted as IP or AB and being active courses. Districts should review all their courses (inactive and active) as well as those in the district course catalog to ensure courses are correctly marked.
The following instructions will assist districts in correcting these errors. As always the Infinite Campus manuals and training materials and KDE’s IC data standards should be referenced for more detailed information.
Honors Courses

The correct setup must be given for AP/IB courses. KEES scholarships are calculated on a weighted GPA based off the transcript: AP/IB courses are assigned a weighted GPA value in the calculation. If the course is not correctly marked as AP/IB then the students’ transcripts will not reflect the correct honors type designation.

Correcting this will involve changes to the district’s course setup. Instructions will be given for both a traditional course setup and a course catalog.

Grading Score Setup

The grading score groups are located under Grading & Standards>Score Groups & Rubrics. The score groups and rubrics are listed alphabetically. A typical setup is shown below:
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The credit coefficient acts as a multiplier and should be marked as a 1 for any passing scores that receive course credit. Districts should review their credit coefficients:
· All passing grade scores should have a credit coefficient >0 (typically a 1) to receive credit on the transcript

· All failing grade scores should be assigned a zero
After correcting these click the ‘Save’ button at the top of the screen.

Traditional Course Setup
The course setup affects all sections assigned to that course and correcting the honors type will affect all students enrolled in that course. Districts without a course catalog can directly modify the course setup. The course setup will need to be modified for each school the course is offered at.
1. Select the appropriate school and calendar from the top dropdown menu.
2. Go to the Search tab and select Course/Section. Key in the course number or portion of the course name. 

3. Select the course from the list of courses.
4. Choose the appropriate ‘Difficulty Level’ from the dropdown menu:
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5. Click ‘Save’ when finished.

Course Catalog
In a course catalog users are only allowed to select courses as compiled by district administrators. Changes made to the course catalog may also need to be made (as above) in the course setup for each school, depending on the setup of the course catalog. 
1. Locate the course catalog under Grading & Standards>Course Catalogs.

2. Select the course catalog from the list.

3. Important! The setup of the district catalog will determine how corrections will need to be made.
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Locking elements of the course catalog prevents school staff from making changes to the areas selected.  As such please see the flowchart below on how to proceed with course corrections based on the selections chosen.
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4. Click on the ‘+’ sign to open the course catalog and then locate the course.

5. Mark the course as AP or IB as appropriate.
6. Click ‘Save’.

7. Important! If the difficulty level is not locked (as determined above) each of the schools with the courses attached must be changed as well. Courses may be easily located across schools by creating an ad hoc report (see Appendix A).
Additional Steps
KDE only identified active courses with a state course code associated with an IP/AP course. Districts are encouraged to perform additional review through the ad hoc in Appendix A to identify other potential courses that did not meet these criteria shown in the reports generated by KDE (e.g., inactive courses, missing/incorrect state course code, etc.).  
Resources
Infinite Campus Manuals (http://support.infinitecampus.com) 
Curriculum Setup – 21360_Curriculum_Setup


(Users will need a user id and password to access this)
KDE Data Standards (http://www.education.ky.gov/KDE/Administrative+Resources/Data+and+Research/Student+Information+System/Data+Standards/) 

KDE Contact Information:


Brad Blunt (Brad.Blunt@education.ky.gov) or (502) 564-5279
Appendix A
Shown below is the course setup ad hoc report taken from the list of attendance reconciliation ad hoc reports. This report can be used to review course setup across schools. The key field to review would be HonorsCode (i.e., Difficulty Level). This field should have a value of 1 (Yes) for all AP or IB courses. These type courses can generally be recognized by AP or IB in the course name.
Course Setup
Review this report to ensure the course setup is correct. This ad hoc report shows the basic course information for further review.  

Filter Type: Query Wizard

Filter Data Type: Course/Section

	Data Fields
	Sort Order

	Course Information > CourseNumber
	2

	Course Information > CourseName
	3

	Course Information > StateCode
	

	Course Information >  DepartmentName
	

	Course Information > Terms
	

	Course Information > Schedules
	

	Course Information > Periods 
	

	Course Information > GPAWeight
	

	Course Information > Transcript
	

	Course Information > Type
	

	Course Information > HonorsCode
	

	Course Information > Homeroom
	

	Course Information > Attendance
	

	Course Information > TeachingMethod
	

	Course Information > DistanceCode
	

	School > Name
	1


Review Step: Review the course setup report to ensure the following is correctly setup: verify Course Type is correct. In particular, verify that Performance-Based (P) and Virtual (V) classes are marked appropriately. The Attendance field should be a 0 (No). Attendance for these courses will not be counted until the student’s grade is posted.
Attendance should be a 1 (Yes) in order for the teacher to post attendance.

A State Course Code should be associated with all instructional courses.  A list of State Course Codes can be found on the KDE web site: KY State Course Codes  (http://www.kde.state.ky.us/KDE/Instructional+Resources/Curriculum+Documents+and+Resources/Kentucky+Valid+Course+List.htm) 

The GPA Weight should be reviewed for high school courses to verify a GPA weight is assigned for all courses that will be considered in the GPA calculation.
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