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Step 1:  Create School Year
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Step 2:  Create New School Calendar
Check previous Calendar

Use to create new calendar
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Use Wizard to Roll Calendar
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Give Yourself Rights!
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Assign yourself calendar rights!



Calendar Set-Up
• Check each heading for content
• Make sure all grade levels needed are present
• Schedule Structure:  Main (need something)
• Set your terms (we call ours terms, some 

quarters, some trimesters)  Need dates from 
administration for this.  The more dates and 
times you have ahead of time, the BETTER it 
is!
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Terms in Calendar
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Periods in Calendar
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Day Reset 

• Once you have terms and periods, you need 
to do a Day Reset

• Do not be concerned about the warning—it 
needs to be done!

• Here is where you should set the calendar to 
the actual start day, first day of school.
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Day Reset
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Calendar Days
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Enrollment Roll Forward
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Enrollment Roll Forward New Look



Grade Level Sequencing



Grade Level Setup New Look



Enrollment Roll Forward 
• There is no limit to the number of times you 

can roll students
• Make sure as students leave, you end their 

enrollments (do not delete)
• After all enrollments are done (usually 

summer), clean up enrollments with 
enrollment cleanup wizard (system 
admin/student)
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Enrollment Roll Forward New Look



Course/Section Set Up
• Make sure all courses needed are present
• Do a search, course section in pull-down
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What if I Mess Up a Calendar?



What if I Mess up a Calendar?



Course Settings
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Course Settings 

• Set from left to right on the heading
• Sections:  check to see right number of 

sections, correct teacher
• Grading tasks:  Make sure these are set—

teachers will be lost without them (be 
especially careful of changes or additions)

• Grading tasks (choose default score group for 
teachers) This is one area I see a lot of errors 
in.  Cannot mix grading scales in a course!
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Course Set Up

• Standards:  depends on school
– Can use built in standards
– Can write your own (Watertown has as “I can 

statements”
– Leave grading/posting open all term or just at 

end?
– Lots of work to do on back side to get set up
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Course Set Up Cont.

• Composite Grading:  Admin set or teacher?
– Works either way, but help staff set up if their 

choice so they understand what they want Vs. 
what they say

• Course rules are for scheduling—may or may 
not have them

• Fees:  if you use them, add them here
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Section Set Up
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If the boxes aren’t 
here, need a day 
reset



Section Set Up 
• Notice the setting—check marks for terms 

very important
• Options:  Lunch count, display name (will 

show in portal and on report cards), room 
number, skinny sequence, new—online over-
ride, max number students
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Section Set Up

• Staff history—use for new instructor or to add more (inclusion, 
team teaching, student teachers, Multi-district, etc)

• Grading by task and grading by student—can help staff here 
with posting if need be

• Roster—shows who is in the course
• Roster Set-up tab (use until school starts)
• Roster Copy can be your best friend
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User Groups

• Why have user groups?
– Giving calendar rights
– Helpful in scheduling
– This can save you TIME!
– Use the groups to build Ad Hoc reports for staff

• Always make yourself a copy and save it to your account

– Edit and view rights
– Membership summary
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Groups 

• Never remove people from Campus
– Only remove their rights

• Are you a Campus Administrator?
– Add yourself to the groups
– Refresh your rights after each update
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User Security

User Groups
User groups can be used to consistently assign rights across the district.  
• Under System Administration, User Security, User Groups, select Create a New User Group
• On the Tool Rights tab, select the appropriate user tools 

Calendar Rights
Calendar rights determine the schools and years a user or group of users can see.  These should 
be assigned to a group that does not have tool rights
• Assign the appropriate calendar year and school on the Calendar Rights tab.  The modify 

checkbox determines read or inquiry only rights for the specified calendar. 

User Accounts
User accounts can only be created after a person record has been created.  Each user should be 
assigned to the appropriate tool groups and calendar groups.  
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Simple Ad Hoc Reports
• What is an Ad Hoc?
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Ad Hoc (Simple)

• Simple Query that allows you to pull 
information out of Campus

• Robust or as simple as you need
• Save to your account or save to groups
• Understanding the data base

– Easier said than done, patience and 
experimentation
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Ad Hoc New Look



Ad Hoc

• Samples Watertown Uses:
– nurses
– Beginning year picture lists for vendors
– Ethnicity, Grant applications, student teacher data
– Lists for elementary admin assistants (call/message lists, perfect 

attendance, etc)
– Student list for ICU Database
– Attendance desk for school calls
– ETC, too many to mention
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Census

• Create Household
• Use Census Wizard
• People
• Address/Contact Information
• Relationships
• Creating New Identity
• Former Student as Staff or Parent
• Staff Employment/Assignment Records
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Create Household

• Census>>Add Household
• Always do a Household Search
• Avoid creating a duplicate
• Then click “New Household”
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Create Household
• Household name and Phone number
• Naming Convention
• Click Save
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Create Household
• Household created
• No members
• No addresses
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Add an Address to Household

• Click on Address tab
• Search for address – then Create New
• Add pertinent information
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Field Definition

Post Office Box Indicates the address is not a physical location but a mailing location.

Number
House Number of the address, or Box number if the address is a P.O. Box address. 
In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only 
enter the number of the address.

Prefix
Direction of the street in the address. 
In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.

Street
Name of the street. 
In the address 7750 South Barstow Street NE, My Town MN 55555, Barstow is the street name. 
Enter only the name of the street.

Tag
Label of the entered street - Avenue, Street, Blvd., etc. 
In the address 7750 South Barstow Street NE, My Town MN 55555, Street is the tag. Enter only 
the tag in this field.

Direction
Direction indicating the placement of the street within the city limits. 
In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter 
only the direction in this field.

Apt
Apartment number if this address is for an apartment building location. 
In the address 7750 South Barstow Street NE, Apt. 101 My Town MN 55555, 101 is the 
Apartment number.

City Postal city for the address.
State Two-digit state code for the address.
Zip Code Postal zip code (plus 4 if available).
County County in which the address is located.
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Add an Address to Household

• Add a Start Date on the next screen and click 
Save
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Add Members to Household

• Click on Members tab
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Add Members to Household

• Click on Members tab
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Add Members to Household

Click Members tab

Then click Find New 
Member
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Note:  Always search
before creating a 
new person



Add Members to Household

• Do a search – only last name is required
• Click on person to add or Create New Person
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Add Members to Household
• If adding existing person
• Add start date and other information
• Click Save
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Add Members to Household
• If Create New Person
• Add required and other information
• Click Save
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Add Members to Household
• Still must add start date
• Click Save
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Add Members to Household

• Need to set up relationships
• Census>>Person   do a search
• Click on Relationship tab
• Check boxes for communication
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Relationship Shortcut

• See step 3 in Census Wizard
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Add Person to a Secondary Household

• Census>>People   do a search
• Click on Households tab
• Click New Household Membership
• New Window – Search for household or Create New
• Be sure to mark as Secondary or it will replace the Primary
• Set Relationships
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Census – adding individual items
• The next section explains adding items to the 

Census prior to creating a Household. You can 
then use the Census Wizard to create the 
Household and add the Address and People to 
that Household
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Add Person to Census

• Census>>Add Person
• Always search BEFORE you create new
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Add Person to Census

• Add required and other information
• Click Save
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Add Person to Census

• Repeat as needed
• For students and future students

– Add Birthday during process

• Does not connect with Household yet
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Add Address 
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Notice: We do a 
search first

If no results click
New Address

Census>>Add Address



Add Address

Fill in information and click Save
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Note: Check box if number is PO Box



Field Definition
Post Office Box Indicates the address is not a physical location but a mailing location.

Number
House Number of the address, or Box number if the address is a P.O. Box address. 
In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only 
enter the number of the address.

Prefix
Direction of the street in the address. 
In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.

Street
Name of the street. 
In the address 7750 South Barstow Street NE, My Town MN 55555, Barstow is the street name. 
Enter only the name of the street.

Tag
Label of the entered street - Avenue, Street, Blvd., etc. 
In the address 7750 South Barstow Street NE, My Town MN 55555, Street is the tag. Enter only 
the tag in this field.

Direction
Direction indicating the placement of the street within the city limits. 
In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter 
only the direction in this field.

Apt
Apartment number if this address is for an apartment building location. 
In the address 7750 South Barstow Street NE, Apt. 101 My Town MN 55555, 101 is the 
Apartment number.

City Postal city for the address.
State Two-digit state code for the address.
Zip Code Postal zip code (plus 4 if available).
County County in which the address is located.
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Address Notes

• Do not delete Addresses
• End date instead to preserve historical data
• Mark additional addresses as Secondary

– If you do not, it will end date primary address
– Necessary if household has 2 or more residences
– Necessary if household has PO Box and street

• Mark Private if address should not be given to 3rd party mailing 
lists
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Census Wizard

• Census>>Census Wizard
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Census Wizard
• This wizard will walk you through the process of creating a new 

household or editing an existing household. Start by searching 
for a household, people or addresses. To Edit a household, 
simply click on the Household name in the search results.

• To Assemble a new household, select people and/or addresses 
in the search results.

• If you enter a first and last name, you can create and link a 
new person into the household. If you enter a house number 
and street you can create and link a new address into the 
household. 
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Census Wizard

• Search by Person, Address, or Household
• To create new household you must add 

people to the census first
• If unsure about household name, search that 

first

63



Census Wizard

• Search for person 
• People listed on the left
• Click any to include in new household
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Census Wizard

• Clear Name and Search for Address
• Click to add to New Household
• Click Continue – Step 2
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Census Wizard
• Add Household Name/Phone Number
• Add Start Date for Address and All Members
• Mark Address for Private, Secondary, and Mailing as appropriate
• Click Save & Continue – Step 3 
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Census Wizard

• Set Relationships, Start Date, Guardian, Mailing, Portal, etc.
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Note: Guardian, 
Mailing, Portal, 
and Messenger 
are NOT Sibling 
to Sibling

Click Save & 
Done



What about those boxes?
• Guardian – authority to make decisions on behalf of the student
• Mailing – receive addressed reports to his/her attention
• Portal – access to portal information of person being viewed
• Messenger – considered a messenger contact for person
• Private – contact information will not be printed in reports
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Non-Household Relationships

• Census>>People   do a search
• Click Relationships tab
• Click New Non-Household Relationship link
• Search by last name or Create New
• Set up Relationships, Start Date, check boxes
• Examples Grandparents, Babysitter
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Foreign Exchange Student

• Census>>Person or Student Information>>General
• Enrollment tab
• State Reporting Fields
• Citizenship drop-down menu
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New Identity
• Never delete an identity unless it is 

completely wrong and NOTHING is attached 
to it

• Census>>People   Identities tab
• Marriage, adoption (changed last name)
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Former Student now Staff or Parent
• Find the students state ID number and copy and paste that into the Comments 

Section on the Demographics tab.  This way you will have it for your records.
• Go to their census page and take out the Student number and save. If the State ID 

number is grayed out, you will need to submit a ticket to Support so they can 
updated on the backend.

• Go to their enrollment record to see when their end date was for graduation and 
make that the end date as a  member to their parents household.

• Go to the relationships tab and uncheck all parent/guardian information to the 
former student and their guardians.

• Delete any dr. or emg contact relationships from when the former parent was a 
student and no longer needed.

• You can keep the history of the parent household and the relationship history of 
parents/grandparents/siblings.

• If the former student has a new name I go to the Identities Tab and click on New and 
type in the new name and comment as to why.

• Make a new household for this former student and their new child and setup like any 
other household.
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Staff – Employment/Assignment
• Census>>People
• District Employment Tab – Start Date
• District Assignment Tab – School, Start Date, 

and Title for each assignment (high school, 
middle school, elementary school
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Campus Community

• https://kb.infinitecampus.com/help 

• To find information on any part of the Campus 
Tools section
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Enrolling Students
• First time enrollment
• Using the Student Locator
• Creating New Student
• Enrollment Roll Forward
• Enrollment End Batch
• Enrollment Cleanup Wizard
• New Enrollment History
• Foreign Exchange Students

75



First Time Enrollments

• Potential student is under a Household in the Census
• Click on student name
• Click on Enrollment tab
• Click on New 
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Student Locator

• Student Information>>Student Locator
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Student Locator

• Provide first and last name and gender
– Avoid nicknames

• If you know State ID use that.
• Mouse-over each result to see last enrollment
• Match birth dates
• Be sure of identity – avoid duplications
• If match use – if not Create New Student
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Create New Student

79

• Student Number – locally generated   State ID – state assigned
• At minimum include all information marked red



Create New Student

• Include all necessary information
• When complete click SAVE at the top
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Enrollment Roll Forward
• Do this during prep for new year
• Create new calendars before you roll
• Roll multiple Grades of students
• Roll from one calendar to another

– Middle School to High school

• Can do multiple times
– Repeat if new students enroll
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Enrollment Roll Forward

• System Administration>>Students>>Enrollment Roll Forward
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A district should have rolled their calendars using the Calendar Wizard before using this tool. This tool is safe to run repeatedly. If a 
student has already been promoted into the next calendar, it will not roll them again. It is assumed that each student should be 
rolled only once. Where the student is rolled is determined on the logic described below.  Run this in test mode to preview which 
students will roll and where. 

1.) The new enrollment start date will be the first instructional day in the calendar unless a date is specified.

2.) Only students without an End Date on their enrollment in the source calendar/grade will roll into a new calendar/grade unless 
the option to roll students whose end dates match the last day of the last term is selected. With that option, if an enrollment end 
date matches the last day of the term in any term schedule, the student will roll. It is always best to roll your students before ending 
their enrollments. Dropped students will not roll.

3.) If the destination calendar has multiple schedule structures with the same grades, the destination will have to be selected 
manually.

4.) Any students that have Future Enrollment information in their enrollment will be rolled directly into the calendar and grade 
specified. Use this to retain or demote students. These students will be excluded from any of the following logic.

5.) Sequence numbers must be assigned to all grade levels in all calendars. A student will be promoted to the next number in the 
sequence: Grade 09 with a sequence of 9 will be promoted to Grade 10 with a sequence of 10. Grade Levels with sequence 0 will be 
ignored. Students are assumed promoted unless flagged as retained or demoted on their enrollment. The tool will increment the 
grade sequence and look for next year's calendar in the same school.

6.) If a student needs to be promoted to a new building and the student's address contains a School Boundary mapping, the new 
building will be selected from the mapping information.

7.) If the student does not meet any of the conditions above, they will not automatically roll forward without a destination calendar, 
structure, and grade selected. These include 0 sequenced grades, and building promotion where multiple schools provide the 
promotion grade. These students should be rolled independently of a district-wide roll.
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Enrollment Roll Forward

• I do a separate roll for students changing 
calendars.

• Check and double check to make sure you are 
sending the correct students to the correct 
school

• Be sure you do your final roll BEFORE you end 
date students!
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Enrollment End Batch

• Done at end of school year
• After all other actions (grades, attendance)
• Will NOT change already populated data
• Process graduating students separately
• End date for seniors is last day of school calendar NOT 

their last day
• Diploma date can be last day or graduation day
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Enrollment End Batch

• System Administration>>Student>>Enrollment End Batch
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Enrollment End Batch

• All Students – End Date, End Status, End Action
• Graduates – Diploma Date, Diploma Type, 

Diploma Period
• Can change individual students under their 

Enrollment tab
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Enrollment Cleanup Wizard

• Will remove next year’s enrollments created 
with the Enrollment Roll Forward tool

• If previous enrollment was ended prior to last 
day of school   OR

• If student fails to meet Student Assignment 
requirements for next year’s enrollment

• New Options – Delete or Update
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Enrollment Cleanup Wizard
• System Administration>>Student>>Enrollment Cleanup Wizard
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Enrollment Cleanup Wizard - Update



New Enrollment History

• Under Student Enrollment Tab
• Manually insert enrollment records from 

other schools
• Such as 9th Grade

– Must have to trigger the NCLB Cohort End Year
– Check with previous school for verification of date
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New Enrollment History
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New Enrollment History

• Calendar Name = Previous School Name
• Grade and Start Date, End Date if appropriate 
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Student Transfers

• Initiating a student records transfer
• The process Inbox
• Student Records Transfer
• Completing the process
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Student Transfers

• Student Information>>General>>Records Transfer Tab
• Click “New State Transfer Request”
• Information sent directly to previous school 
• Must be exact student match
• Contact school as a courtesy
• Everything you wanted to know about records transfers:
• https://kb.infinitecampus.com/help/student-records-transfer/ 
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Process Inbox
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Requesting 
District

Receiving 
District



Completing the Process
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When District 
is ready to 
approve the 
release



Completing the Process
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You may print 
documents or 
run the import 
wizards



Student Records Transfer

• System Administration>>Data Utilities>>Student Records Transfer
• Find all transfers in and out
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Moving Students Mid-Year - Process

• DO NOT DELETE
– Loss of data (grades, attendance, etc.)

• Add student to new section using Roster Setup
• Use Walk-In Scheduler to apply Start/End date

– End previous on today’s date
– Start new on tomorrow’s date

• Newly enrolled appear Green for a time
• Dropped appear Red
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Attendance

• Admin Setup
• Daily Attendance – Teacher
• Daily Attendance – Office
• Finalizing Attendance
• Attendance Letters
• Attendance Messenger
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Admin Setup
• Attendance Office->Settings->Attendance Code Setup

– Add more attendance codes
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Admin Setup
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Admin Setup on Course
• Scheduling & Courses->Course Information

– Check box for Attendance
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Side Note – Lunch Count
• Scheduling & Courses->Section Information

– Checkbox for Lunch and/or Milk count allow teachers to mark these 
options for 
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Attendance - Teacher
• Instruction

– Teachers can only mark students as absent, 
present, or present.  They cannot apply an excuse 
code.  If an absence excuse has been added by 
office staff, the excuse code will display in the 
teacher attendance module.
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Attendance Office Classroom Monitor
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• Attendance Office->Classroom Monitor
Classroom Monitor shows which teacher have recorded 
attendance for a course and section.  It allows for quick 
navigation and attendance entry.  Sections in pink highlight have 
not had attendance recorded.  Click on the section number to 
navigate to attendance entry.  



Daily Attendance Processing
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• Attendance Office->Daily Attendance Processing
• Allows staff to process individual attendance for students marked absent by 

teachers. Enter or update an excuse code by clicking on the attendance mark.
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Individual Student Attendance
• Student Information->General->Attendance

Add Attendance Codes, Present Minutes and Comments by clicking on an 
existing attendance code or by selecting New
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Attendance - Office
• Add Attendance prior to an event
• Student Information>>General>>Attendance Tab
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Attendance Entry Wizard
• Attendance Office->Attendance Entry Wizard

– This tool allows attendance to be entered for a group of students 
• Search for students using the options below, select students from the 

returned results
• Enter attendance for day or period specific
• Additional instructions appear after students have been selected
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Attendance Letters
Attendance Office->Attendance Communications->Attendance Letters

113

Attendance Letters 
Workflow in Campus 
Community
https://kb.infinitecampus.c
om/help/attendance-
letters#attendance-letter-
workflow 

https://kb.infinitecampus.com/help/attendance-letters#attendance-letter-workflow
https://kb.infinitecampus.com/help/attendance-letters#attendance-letter-workflow
https://kb.infinitecampus.com/help/attendance-letters#attendance-letter-workflow
https://kb.infinitecampus.com/help/attendance-letters#attendance-letter-workflow


Attendance Messenger
Attendance Office->Attendance Communications->Attendance Messenger

114

1. Choose Grade, Status (Absent/Tardy, Excuse (Excused/Unexcused, and Minimum Periods 
2. Apply Ad Hoc Filter if appropriate
3. Add Date
4. Language Preference
5. Inbox and/or Email
6. Create message
7. Save template



Attendance Messenger Scheduler 
• Attendance Office->Attendance Communications->Attendance Messenger Scheduler
The Attendance Messenger Scheduler tool sets the date and time for automatic delivery of attendance 
messages for a template first created in the Attendance Messenger Tool.
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Behavior Management
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The Incident Detail Information editor stores data specific to the incident. That data is viewable on the 
student's Behavior record for all participants of the incident.



Behavior Management
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Once general incident information has been entered, add Events to describe the individual occurrences and 
the Participants in each event.



Behavior Management
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Once participants have been added, resolutions can be added.  These are added to an incident and then 
applied to the appropriate participants.  



Behavior - Student
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The Student Behavior tab provides a history of the student’s behavior events, both positive and 
negative. This collection of student information can be used to review an individual's participation in 
behavior incidents, such as in a conference with parents. Information about other participants is not 
included in this tab. Behavior records do not lock and can be edited at any time.  Incidents appear in 
date order grouped by the calendar of enrollment.
Use the blue links to navigate to Behavior Management to make any updates to a student’s behavior 
incident.  



Detention Tracker
Designate a Behavior Resolution with a Sub-Type of Detention under Behavior Office->Settings>Resolution Types
 

As students are assigned Detention in the behavior module, the time assigned is added to the tracker under 
Behavior Office>Behavior Management->Detention Tracker.  Detention served can be recorded by either 
selecting the student and entering the start and end time the student(s) served.  
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Requests and Rosters
• Scheduling & Courses->Requests & Rosters
This is a batch tool that allows for schedule request creation and deletion, section rosters setup, and roster 
copy.  Do not use this tool to modify individual student schedules. 
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Requests and Rosters Student View
The Students view will display unsatisfied requests and rostered courses.  Use the Show Details option to see requests and 
rostered courses for each student.  This view does not allow you to modify requests for individual students.
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Requests and Rosters Student View
Use the Filter option to limit the students you are working against.  The calendar options allow users to copy 
rosters from a prior year to the current year request or current year rosters.  

123



Requests and Rosters Student View
Once students have been filtered using the available options, use the Batch Edit Student Requests and Batch 
Edit Student Rosters to Add or Remove student requests or roster assignments.  Choose the course to request 
or the course/section to add students to.  Start and end dates are not necessary when scheduling prior to the 
start of the school year.  Once the school year has begun, start dates should be used.  

124



Requests and Rosters Student View
The Students view will display unsatisfied requests and rostered courses.  Use the Show Details option to see requests and 
rostered courses for each student.  This view does not allow you to modify requests for individual students.
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Requests and Rosters Student View
Use the Filter option to limit the students you are working against.  The calendar options allow users to copy 
rosters from a prior year to the current year request or current year rosters.  
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Requests and Rosters Student View
Once students have been filtered using the available options, use the Batch Edit Student Requests and Batch 
Edit Student Rosters to Add or Remove student requests or roster assignments.  Choose the course to request 
or the course/section to add students to.  Start and end dates are not necessary when scheduling prior to the 
start of the school year.  Once the school year has begun, start dates should be used.  
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Requests and Rosters Roster Builder
Using the Course view, filter or locate the course and section you want to create to create or edit a roster.  
Rostered Students will display under the Roster list.  Use the Roster Builder to add or remove students from a 
roster.  Students can be search by name, grade, or team.  Select the appropriate returned result.  Selected 
students are listed at the end of the rosters without a blue check box.  To add any of the filtered students, click 
on the filtered students.  This will add a blue check mark and place the student on the roster.  
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Locker Setup

129

• School & District Settings->Lockers->Locker Setup
The Locker Setup tool lists the locker numbers, combinations, and locker location.  Lockers can be added or 
removed under Locker Setup.  Locations and combinations can also be changed.



Locker Combination Rotation
• School & District Settings->Lockers->Combination Rotation Wizard
The Combination Rotation Wizard allows a school to designate which locker combination is active for the 
school year.  Combinations can be increments by one sequence or through a custom sequence for locker 
location groups.  
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Locker Schedule Wizard
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• School & District Settings->Lockers->Locker Schedule Wizard
Use the Locker Schedule Wizard to assign lockers to student en masse.  Locker assignment start 
dates should be the same as the enrollment start date.  An end date can be added at this time,  



Locker Batch End Wizard
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• School & District Settings->Lockers->Locker Batch End Wizard
The Locker Batch End Wizard allows users to end or delete existing locker assignments for 
groups, grade levels, or locker locations.  This should be done at the end of the school year and 
prior to assigning lockers for the next school year.  



Reports Roll Forward Wizard
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• System Settings->System Preferences->Reports Roll Forward Wizard
The Reports Roll Forward Wizard takes selected reports created in Report Preferences and copies them 
from a selected calendar to another calendar.



Report Setup
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• System Settings->System Preferences->Report Setup
Report Setup allows schools to create Report Cards, Transcript, and Schedule reports with chosen 
preferences.  The Available In options allow the reports to be available in Instruction, Portal for the active 
year, and Portal for historical years.  



Portal Display Options
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• System Settings->Portal Preferences->Portal Display Options
Display Options allows schools to determine which tools are available to parents and students.  Options 
are managed by creating templates for a school and assigning calendars to that template.  



FRAM Eligibility
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• FRAM->Application Processing->Eligibility
The Eligibility tool shows a student’s eligibility.  New records can be added manually or imported using the 
Eligibility Import Wizard.  



Campus Instruction Control Center

Use the Campus Instruction Control Center to quickly take attendance or score assignments for 
sections

Clicking on the student icon will allow you to quickly take attendance for students.  

  

Clicking on the tablet icon will allow you to navigate to assignments that need to be scored.  
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Grade Book
Creating Categories
• Click on the Settings chevron (expansion arrows) directly to the right of the Control Center.  
• Click on Categories.
• Click on the Add button. 

• Type a descriptive name for the new category 
in the Name field (example: Assessments).

• Enter a weight for this group in the Weight field 
(optional). If you do not weight your groups, leave 
it at 0. No decimal or percentage is needed.

• Enter the order in which the category should appear in the Sequence field. (Optional) This number will 
determine the order in which the groups and assignments appear on reports.

• Select the checkboxes to activate the following choices (Optional) 
– Exclude this category from calculation: This means the assignments in this group will not count for the overall grade. This may be 

an option if you want to enter student’s assignments or daily work but you do not want to calculate the assignments in the 
student’s overall grade.

– Drop lowest score: This will automatically exclude the lowest score (by percentage). As you enter scores, the lowest score will be 
dropped. Important: If using this option, it must be checked at the beginning of the term; the calculation begins on the date the 
box is checked. 

• Select the Section(s) in which to place the category.
• Click Save.
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Grade Book continued
Setting Grade Calc Options

Grade Calc Options determine how the student’s in-progress grade or proficiency estimate is 
calculated.  Calc options are different for grading tasks and standards.    

• Select Composite to set weights on each grading task to calculate the overall grade.  
For example, quarter 1 and quarter 2 each weighted at 50% to arrive at a semester 
grade.  This should be used only for grading tasks, not standards.  

• Select Rollup to calculate a grade for a parent standard based on the scores for child 
standards.  This option is used for standard based grading.  

• Select the Type of grade the student will receive.  In-Progress Grade is typically used 
for grading tasks.  Proficiency Estimate (Rubrics) is used for standard based grading.  

• If grade Type is In-Progress, select an appropriate Grading Scale.  Then chose any 
optional setting.  

– Weight Categories – this weights the values entered for the category in the calculation. 
– Use Scores’s % Value – this calculates the grade based on the percentage of points earned rather than the raw point 

value.  
– Limit Assignments to Last - Limits all In Progress and Proficiency Estimate calculations to the most recent scores of a 

specified number of assignments.
– Cumulative Grading Starting - Calculates In Progress and Proficiency Estimates across multiple terms in the school 

year, beginning with the selected term.
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Grade Book continued
Setting Grade Calc Options Cont. 

• If grade Type is Proficency Estimate, select an appropriate Method.  
– Power Law - The Power Law calculation approximates a student's proficiency by taking their scores and determining a trend line 

through a linear regression to the model y = m*x^b. 
– Highest Score - Highest Score reports the student's estimated proficiency as the highest score entered.
– Mode - Mode reports the student's estimated proficiency as the most frequently occurring score amongst scores. Enter a value in 

“Limit Assignments to Last” to specify how many scores to calculate the mode from.
– Most Recent - Most Recent reports the student’s estimated proficiency as the score from their most recently graded assignment.
– Mean - Mean reports the student's estimated proficiency as the average score amongst scores. Calculations are based on the 

Mean % Value entered on the rubric.
– Decaying Average - Decaying Average reports the student's estimated proficiency as the average score amongst scores by giving 

recent scores more weight than older scores. Calculations are based on the Mean % Value entered on the rubric.
– Limit Assignments to Last - Limits all In Progress and Proficiency Estimate calculations to the most recent scores of a specified 

number of assignments.
– Cumulative Grading Starting - Calculates In Progress and Proficiency Estimates across multiple terms in the school year, beginning 

with the selected term.

– Chose any optional setting using the checkboxes to activate the following choices (Optional) 
• Limit Assignments to Last: This limits the grade calculation to the most recent x number of assignments.  
• Cumulative Grading Starting : Calculates the proficiency estimate across multiple terms in the school year, beginning with the selected term.  
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Creating Assignments
• Click on the +Add button located in the top menu bar of Campus Instruction 

under Gradebook.

• In the Assignment Name field, enter a descriptive name for the assignment (50 
characters or less).

• In the Abbreviation field, type an abbreviation for the assignment (5 characters 
or less). 

• Under Section, chose the section this assignment should be associated with.  
Additional sections can be added using the Add/Remove button below the 
section listed.  

• Choose the appropriate category to align the assignment to under the Category 
drop-menu.   

• Choose the Standard/Grading Task that applies to this assignment.  Additional 
tasks or standards can be added using the Add button below.  
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Scoring Assignments
Assignment scoring can be accessed through the Control Center, Gradebook or the Assignment Overview.

Enter scores for an assignment in the appropriate column, based on the scoring options selected for that 
assignment, such as points or rubrics. Use the Arrow, Tab and Enter keys to navigate among the score cells.
• Flag Assignments 

– Assignments can be flagged as Turned In (T), Missing (M), Late (L), Incomplete (I), Cheated (Ch), Exempt 
(X) or Dropped (D).

• Enter a comment to attach to the score in the Comment box (optional). Comments can be up to 255 
characters in length. If you enter a comment on a score, a red indicator displays in the top right corner of the 
score grid. Hovering over the score displays the comment.

• Fill Options: Use the fill options for an assignment to save time entering scores or proficiency levels. Click the 
Fill Scores/Comments link. This will open the Fill Scores/Comments window.

• Indicate whether you want to fill Scores, Comments or both using the checkboxes. Enter the score and/or 
comment to add. Then select which students should be given the score and/or comment. 

• Click Fill to fill scores and/or comments.
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Posting Grades in Grade Book
• Open the Grade Book and select the desired section (course) from the Section drop down box.
• To post grades, review the In Progress portion of the Grade Totals. Click the orange Post button to open the post 

grades window.

• The Post Grades window shows the source and destination of the grades you are posting. The 
current Term and Task appear in the from (source) section. If the to (destination) is different, select the 
destination Term and Task from the dropdown lists. You can only select a task as the destination if the grading 
window is open for the grading task or standard. The grading window does not need to be open for the source 
term and task to post grades. Change the destination term and task if you want to post the grades to another 
task, such as a Progress Report task that is used to report grades but doesn't have any assignments.

• Click OK to copy grades from the In Progress columns to the Posted section, if the In Progress grade is a valid 
option in the score group.  If you posted grades from one task another, the destination task opens.

• Review the Posted grades and make modifications as desired, such as a grade that could round up to the next 
letter grade. Options in the grade dropdown list are based on the score group aligned to the grading task, rather 
than the grading scale which determined the In Progress grade. 

• Enter any comment in the Report Card Comments column or click the CC (canned comments) link to open the 
comments window. Canned Comments are only available if you enable them in Grade Book > Settings.

• To give comments to all students or students who do not have any comments, click Fill, enter your comments as 
described above, select who should receive these comments (All or Empty) and click Fill.

• Finally, Save the Grade Book to post grades.
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Posting by Task or Student
Posting by Task

• Open the Post Grades tool.
• Select the Section and Term from the dropdown lists at the top to populate the Task and Student 

dropdown lists with available options.
• When posting by task, select a Task from the dropdown list. If you see a Student dropdown list instead, 

click Post by Standard/Grading Task and then select a task. All students in the selected section are listed.
• Enter a Percent (if you're grading a task) and select a Grade from the score group or rubric aligned to 

the task or standard.
• Enter any Comments for the report card using the text box or by clicking Add to access the canned 

comments window.
• Click Save when finished to post grades.

Posting by Student
• Open the Post Grades tool and select the Section and Term from the dropdown lists at the top to populate 

the Task and Student dropdown lists with available options.
• When posting by student, select a Student from the dropdown list. If you see a Task dropdown list instead, 

click Post by Student and then select a student. All standards and tasks assigned to that section appear.
• Enter a Percent (if you're grading a task) and select a Grade from the score group or rubric aligned to 

the task or standard for each standard or task.
• Enter any Comments for the report card using the text box or by clicking Add to access the canned 

comments window.
• Click Save when finished to post grades.
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Campus Instruction Messenger
Teachers can use the Message Center to send class messages, missing assignment messages and failing grade 
messages to their class. 
To create a message, select  New within the Message Center.  Follow the prompts within to create a message 
to either parents/guardians or students.  
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Grading Window

146

• Grading & Standards->Grading & Standards Administration->Grading Window
The Grading Window determines when scores can be posted from in-progress to Posted grades.  The Grading 
Window setup is a four-step process that includes selecting calendars and terms, choosing opening and closing 
dates, and selecting the appropriate tasks and standards.  



Grading Window Exception
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• Grading & Standards->Grading & Standards Administration->Grading Window
Grading Window Exceptions provide a way for administrators to schedule a grading window for a specific courses 
and sections or teachers without opening the grading window for all teachers.  Use the Exceptions options on the 
Grading Window editor to select the teachers or courses to create the exception for.  Just like the Grading Window 
setup, terms, open and close dates, and grading tasks or standard are selected to create the exception.  



Missing Assignment Messenger
• Communication->Messenger Administration->Missing Assignment Scheduler
The Missing Assignment Scheduler allows districts to select a day and time for Campus to send missing 
assignment messages. 
Assignments must be marked as missing in the teacher grade books for messages to be sent.  
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Missing Assignment Report
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• Grading & Standards->Reports->Missing Assignment Report
The Missing Assignment reports allows you to view assignments that have been flagged in the Grade Book as 
Missing, Incomplete, Late, or Exempt.  



Report Card Batch Report

150

• Grading & Standards->Reports->Report Card
The Report Card Batch Report prints student report cards based on the options selected.  The Effective Date field 
should be a date when students are enrolled.  



Grades Report
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• Grading & Standards->Reports->Grades Report
The Grades Report provides a list of selected students and their posted grades for selected tasks and standards.  In 
Progress grades are not included.  



Activity Eligibility Report
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• Student Information->Reports->Activity Eligibility Report
The Activity Eligibility Report can be used to monitor student grades.  This report provides options for in-progress or 
posted grades.  Enrollment Effective Date should be a date when students are enrolled.  



Grade Book Usage Report
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• Grading & Standards->Reports->Grade Book Usage Report
The Grade Book Usage Report is designed to track how well teachers are maintaining their grade books.  This 
report is for administrator use and lists data for selected teachers during a specified date range.    



Transcript Batch Report
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• Grading & Standards->Reports->Transcript Batch Report
The Transcript Batch Report allows users to generate transcripts for a group of students.  



Standard Based Grading
Create a Score Group or Rubric
• Create a scoring rubric under Grading & Standards->Grading Setup->Score Group n& 

Rubric Setup

• Next, add Standards to the Standards Bank under Grading & Standards->Standards Bank
• When doing so, consider how you would like the standards grouped on the report card.  

Use groups to keep the standards for particular courses together.  Select the appropriate 
scoring rubric for each group.



Standard Based Grading cont. 
• Add standards by placing them under the appropriate Standards Bank Location (Parent 

Group/Standard).   



Standard Based Grading cont. 
• Now, add the standards to each course either directly under the course number in the 

school or through the course master record.  Be sure to select the terms that each 
standard will apply to.  

• Lastly, open the standards for grading under Grading & Standards->Grading Window by 
selecting the Standards option, rather than Grading Tasks.  



Accessing Grade Books as Guest
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By Section
Tool Search: Course Sections
Users with rights can also access a section's grade book from the list of a course's sections. Click the blue 
Grade Book link to launch that section's grade book in another window.

https://kb.infinitecampus.com/help/sections


Guest Access to the Gradebook
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By Teacher
Tool Search: Teacher Schedule
View the Teacher's Schedule to access a grade book for a specific teacher. Click the blue Grade 
Book link to launch that section's grade book in another window.

https://kb.infinitecampus.com/help/teacher-schedule1


FERPA Programs
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• Student Information->Program Participation->FERPA
FERPA Programs allows schools to create records indicating permission for information to be shared with US 
Military or SD BOR.  These are created per year.  



Federal/State Program Update Wizard
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• Student Information->Program Administration->Federal/State Program Update Wizard
The Federal/State Program Update Wizard allows schools to add and edit FERPA records en masse.  



• FERPA Program Screen
• Beginning with the 2024/25 school year, information regarding whether the district can share student directory 
information, that is protected by FERPA, is being collected via the FERPA Program Screen in Infinite Campus.  
Districts are required to obtain parental consent on student directory information on an annual basis.  The FERPA 
Program Screen collects the following information:  

• Question 1:  Do you grant permission to allow directory information to be shared for non-commercial 
purposes?  All grade levels. Currently, South Dakota DOE is not utilizing this information for any purpose.  
Therefore, districts are not required to enter data in this field.   

• Question 2:  Do you grant permission for your student’s contact information to be provided to the US Military 
for the sole purpose of informing students of potential career opportunities?  Required for grades 9 – 12 in 
compliance with ESSA/Title 10 (10 U.S.C. 503).

• Question 3:  Do you grant permission to share information with SD BOR/SD Tech Colleges? Required for grades 
7 – 12 in compliance with SDCL 13-28-50.  

What’s New for 2024-25 School Year?



FERPA



State Seal of Biliteracy
To recognize South Dakota’s growing diverse population of students and highlight the importance of 
mastering multiple languages, the SD DOE has developed the SD State Seal of Biliteracy.  While 
participation in this program is completely VOLUNTARY, DOE will provide a specific seal to schools that 
request them for their students’ diplomas.  Additional information regarding eligibility requirements is 
available at:  https://doe.sd.gov/biliteracy/.    

Districts who are participating are required to update the Graduation Endorsements/State Seal field for 
each student who qualifies to received it.  

BOR Transcript

There’s been an update to the SD BOR Transcript, at their 
request, to reflect the student’s legal name and gender NOT 
the student’s preferred name and gender.

https://doe.sd.gov/biliteracy/
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