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Learning. Leadership. Service.

Step 1: Create School Year

v | school | All Schools v | Calendar Al Calendars v
Search School Years
School Year Setup 7 Scheduling & Courses > Calendar Setup > School Year Setup
[ Save Delete New
Related Tools v ools
School Year Editor
New school Year Setup on Label | Start Year | End Year | Active
s ua w o x
Label StatVear  |Endear | Adtive . Senvice =
2425 0t s Calendar Wizard 2122 2021 2022
nA 2623 224 X rmation 20-21 2020 2021
»n 222 A7 ;
nn 2021 e Calendar Information 1920 2019 2020
2021 2020 2021 18-18 2018 2019 -
1920 219 2020 4748 201 012
port o0 by v Schedule Structure -
Setup School Year Detail
“Label Active
Grade Level Setup 22-23
*Start Year *End Year
2022 2023
Temsetp
: Start Date End Date
Period Setup -
istration
Day Setup School Year | v | Load Preference From Previous Year ‘ | Reset Default Preference
y
i Instructional Minutes Preference
Calendar GPA tandards Exclude non-instructional periods
Calculation Setup
Exclude non-instructional minutes
g:‘\igdar Overide min Exclude time gaps between periods
orting School Day Minutes Preference
Copy Section _
Placements unication Exclude non-instructional periods
(") Exclude non-instructional minutes E Max non-instructional minutes per period
Delete Calendar Wizard B
linistration [_] Exclude time gaps befween periods l: Max non-instructional minutes for period gaps
ance
9
At | an

o}
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Learning. Leadership. Service.

Step 2: Create New School Calendar

Use to crea tenewca en

Check previous Calendar

_+| School | Campus High School |

Help 13-14 Campus High School

ds Calendar Grade Levels Schedule Structure Terms
sar| 13-14 #| School | Campus High School :|
Save dex | Seeh Hep CaboncarWiarsd |
| Calondarinfo | s b bone oo o o o
Grading & Standards ‘This wizard will walk you through the ereation of new school calendars by roling data forward, or cepying an e
Calendar ID School Vedicaid schedule names in the new calendar.
190 546 Campus High School (schoollDi52) cal Note: Creating calendars is a database intensive procedure. It can take a long time to complete, and may slow
*Mame Number Programs
13-14 Campus High School Ad Hoe Reporting Edit Calendar Atributes for new Calendars Select Calendars to Roll
ion “Sfart Date “End Date Summer zam:w Year SEEER 1514 Campas Hlom KG
. - - — ser Gommunication Name Template | Iyearllschoolname] 13-14 Gampus Middle Schaol
0910372013 j 08/26/2014 j Ll Assesement - = 1314 Campus High School
- 13-14 Campus K-&
. Student Day (instructional minutes})  Teacher Day (minutes) Exclude System Adminisration “Start Date: I 13-14 Atomative Learning Cen
ition 335 0 g - 13-14 Campus University
L » Attendance ] 12-13 Campus Middle School
Wheole Day Absence (minutes) Half Day Absence (minutes)  School € » Audting 1313 o an Schoe!
- 12-13 5 Day Rotation
320 120 = > Batch Queue 1213 Campus University
12-13 Modified Block
e — e SR * Calendar 12.43 Molipis Torms
] | I Instructional 2o - ] Galendar Campus Elem: 1 -5
_— — - ‘Campus Elem: KG
Require Student Assignment Calendar Wizard CTRL-click and SHIFT-ciick for mutiple
- School Years [ <Back | Next> |
Comments e
y rolling O7/15/2013 07:49 AM
Wizard 9
ars
¥
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Learning. Leadership. Service.

Use Wizard to Roll Calendar

Scheduling & Courses > Calendar Setup > Period Setup | | | |
‘ear | 13-14 : School | Campus High School :

Copy, Rollforward, or Create new Calendar-linked Data

Related Tools v

School Year Setup 1dex Search Help

Calendar Wizard

Calendar Information

Schedule Structure

+ Grading & Standards
- Medicaid
+ Programs

- Ad Hoc Reporting

This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an &

schedule names in the new calendar.

Mote: Creating calendars is a database intensive procedure. It can take a long time to complete, and may slow

Setup Edit Calendar Attributes for new Calendars Select Calendars to Rall
+ Transcripts —_— y T
e e D Year (1518 -] 1314CampusEIem:1 5
srade Level Setup o —_— 13-14 Campus Elem: KG
+ User Communication Mame Template | [year]ischoolname] : |

13-14 Campus Middle School

13-14 Campus High School

Term Setup . Mumber
v Assoaement 13-14 Campus K-8
Period Setip r System Administration *Start Date 08/D1/2015 ] 13-14 Alterative Learning Cen
*End Dat 13-14 Campus University
» Attendance e S 06/10/2016 75| 12-13 Campus Middle School
Day Setup . 12-13 Campus High School
» Auditing 12-13 Campus K-8
Calendar GPA 12-13 5 Day Rotation

Calculation Setup

= Batch Queue

12-13 Campus University
12-13 Modified Block

S v Calendar 12-13 Multiple Terms
3 ol Campus Elem: 1-5
Setup Calendar Camgus Elem: KG
. Calendar Wizard CTRL-dlick and SHIFT-click for multiple
Copy Section
Placements School Years | < Back || Next= |
» Census

Delete Calendar Wizard

4
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Y

Learning. Leadership. Service.

Scheduling & Courses

DEPARTMENT OF EDUCATION

Give Yourself Rights!

ar | 13-14 :| School [ Campus High School ]
fex Search Help User: admin1
Person: Admin, Chris
Iser User Account User Groups Tool Rights Calendar Rights
Amint New Save Delete
Advanced Search Rights Editor
Name

arch Results: 1 users

min, Chris empioyee #300217

admint

Access Log

| 15-18 |

15-16 Campus High School _:

Madify Rights

Close School Months

User Management X
School & District Settings
User Accounts User Account Administration User Groups Reports Settings
School Store Add User Account User Account Batch Import Tool Add User Group Ad Hoc Runtime Security Report  Account Security Preferences
. User Account Information User Account Batch Wizard User Group Information Audit Log E-Signature
System Settings
Access Log User Account Letter Builder Calendar Rights Client Statistics LDAP Certificate Management
User Management Calendar Rights User Account Letter Designer Membership Summary Product Security Role Report LDAP Configuration
Membership In User Groups User Account Messenger Tool Rights Tool & Calendar Right Access Login Page Preferences
Tool Rights User Account Messenger User Account Automation Log Login Security Settings
Scheduler User Group Report SAML - SSO Service Provider
User Account Type Wizard Configuration
User Session Manager Support Contact Information
C
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Learning. Leadership. Service.

fredrickson

1-1 of 1 results

Fredrickson, Debra
11/01/1958

Add User

fredricksond

Assign yourself calendar rights!

Calendar Rights v User Management > User Accounts > Calendar Rights
df015a Fredrickson, Debra Related Tools v
New Calendar Rights Summary Add User Account

A
07-08 Garfield Elementary Scho User HCC.OUM
07-03 Home School Information
07-08 Jefferson Elementary
07-08 Lincoln Elementary Schoo
07-08 McKinley Elementary Scho
07-08 Mellette Elementary Scho
07-08 Out of District

07-08 Roosevelt Elementary
07-08 Watertown High School
07-08 Waterfown Middle School rehin Ir -
08-09 Garfield Elementary Scho Membership In Use
08-09 Home Schocl Groups

08-09 Jefferson Elementary

08-09 Linceln Elementary Schoo

08-09 McKinley Elementary Scho

08-09 Mellette Elementary Scho

08-09 Out of District

08-09 Roosevelt Elementary

08-09 Watertown High School

08-09 Watertown High Schoal (&Il Calendars) hd

Access Log

Calendar Rights

Tool Rights

doe.sd.gov



EDUCATION

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!

doe.sd.gov
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Learning. Leadership. Service.

Terms in Calendar

il School | Watertown High School 3| Calendar | 14-15 Watertown High School + |
Help 14-15 Watertown High School
Term Setup ¥ Scheduling & Courses 5 Calendr Setup  Term Setup Calendar Grade Levels Schedule Structure Terms Periods Days Overrides

Reatd Toos v Save Term Schedule/Terms New Term Schedule/Terms Delete Term Schedule/Terms
Save Term Schedule/Terms New Term Schedule/Terms Delete Term Schedule/Terms.

Scheol Year Setup

Term Schedule/Terms Editor

ﬁ:x Calendar Wizard
Calendar Information
Term Scheduie Detail
P"m Schedule Structure AT Sl woh e Datall
Setup
Term Detail
“Hame “SiaiDate  EndDale
X 08242028 |75 102703 [T Grade Level Setup
X2 10302023 [T 0171212024 [Te] = = = =
X[ e e Term Setup Name Sequence *Start Date End Date
X[t JlaJlovasares Ffoseanms x 1 08/20/2014 73] 10/22/2014 75
Period Setup
‘ * |2 2 10/23/2014 [75)| 01/08/2015 "5
T w3 3 01/0%2015 3 03/13/2015 Tn
b 4 03/16/2015 3 05/20/2015 "=
| Add Term |

Nizard

Qo
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Learning. Leadership. Service.

Periods in Calendar

-16 + | School | Campus High School *# |
Search Help 15-16 Campus High School
ing Calendar Grade Levels Schedule Structure Terms Periods Days Overrides
Save Period Schedules New Period Schedule Delete Period Sched/Periods
& Standards
; Period Schedule/Periods Editor
s 1
Reporting
s
mmunication
Tent “Name *Sequence Instructional Minutes School Day
[ —
o . 1 1 380
Administration
endance Period Info
. *Name *Sequence Start Time End Time Lunch Time Nen-Instructional
diting
* o 1 or1sAaM | orssam |D [
toh Queue * 2 08:00 AM | 0BSSAM | D O
lendar 2 3 09:00 AM 08:55 AM 0 O
Calendar w3 4 10:00 AM 10:55 AM o O
Calendar Wizard w4 5 11:00 AM 12:30 PM 30 -
School Years * s 6§ 12:35 PM 01:30 PM o -
X 8 7 01:35 PM 02:30 PM o ]
nsus
i o 8 02:35 PM 02:40 PM 0 ™
tnselng [ Add Period |
rse Codes Instr | Minutes Pref for 15-16 School Year
stom Excllud.e non{ns?mu?ma! ue_nods

o
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EDUCATION

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.

doe.sd.gov
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Learning. Leadership. Service.

Day Reset

sar | 15-16 + | School | Campus High 5chool = |
dex Search Help Auto Create Calendar Days
scneaunng Day Reset
This tool will generate a Day record for each day in the Calendar. If your calendar
Fees dates are year-round, or larger than the days you need to track, enter a smaller date
. range to only create Day records for days that have instructional meaning for this
Grading & Standards Schedule Structure. If this function is performed on an existing calendar, all days and
Medicaid day events will be lost outside the range you choose (Unless you choose 'Fill Missing
Days Only').
Programs “Start Date
Ad Hoc Reporting 08/20/2015 5|
. ints *End Date
ranscri [cemamras =
P 05/26/2016 5|
User Communication Duration
Assessment 0
Fill Missing Days Only

System Administration [,—_,c]

» Attendance M[;]" T["'ge W[;]'d T[%" F[% i 2T

L L
= Auditing | Create Days |
» Batch Queue

2
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\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

Calendar Days

Year | 15-16 + | School | Campus High School # |
Index Search Help 15-16 Campus High School
* Seneauiing Calendar Grade Levels Schedule Structure Terms
» Feas
Day Reset Print Multi Day Event
» Grading & Standards
» Medicaid << Augusl 2015 >
» Programs Sun | Mon | Tue | Wed | Thu | Fri | Sat
» Ad Hoc Reporting o1
» Transcripts
» User Gommunication o2 | o3 | o4 | os | og | o7 | o8
» Assessment
v System Administration 09 10 11 12 13 14 15

» Attendance

» Auditing 16 [ 17 | 18 | 18 | 20 | 21 | 22
» Batch Queue

23 24 23 26 27 | 28 | 28
* Calendar 30 3

Calendar =~ Event on this Day
Calendar Wizard

School Years

12
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Learning. Leadership. Service.

Enrollment Roll Forward

Year | 15-16 * | School | Campus High School + |

Index Search Help
Lockers
Medicaid
Messenger
PLP
Portal
Preferences
Resources
School Choice
Special Ed
v Student
Enrocliment Cleanup Wizard
Enroliment End Batch
Enroliment Roll Forward
Photo Export
Photo Import
Report Comments Batch
Student Portiolio
Surveys
Transportation
User Security
FRAM

Select Source Calendars

Select Start Status

15-16 Campus High School
13-14 Campus Elem: 1-5
13-14 Campus Elem: KG
13-14 Campus Middle School
13-14 Campus High School
13-14 Campus K-8

13-14 Alternative Learning Cen
13-14 Campus University
12-13 Campus Middle School
12-13 Campus High School
12-13 Campus K-8

12-13 5 Day Rotation

12-13 Campus University
12-13 Modified Block

12-13 Multiple Terms

CTRL-click and SHIFT-click for multiple

*Select Source Grades

| 00: Current Student 5

{OPTIONAL)

Select D Calend

( r
Select Destination Grade

Select Destination Structure

(R

Start Date Override

If school days for the next school year
have been finalized and Calendar Days
have been set, this date does not have to
be entered.

o1 (Joz (Jo3 (Jo4
Jos (o (Jor o8
Moe @10 @11 (12

[IKG [PK

() Source Ad Hoc Student Filter

0B/2072015 H

|| Mllow Duplicate Primary Enrollments

Source Service Type

@] Primary
[,—_,\] Partial
@ Special Ed Services

Select Source Structure

| Main  + |

@] Totals Cnly
@] Show Warnings

@] Include students whose enrollments
end on the last day of the last term

| RUN TEST | | RUN |

12
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Learning. Leadership. Service.

Enrollment Roll Forward New Look

—
Student Information

Main Menu General General Student Administration

ACT Composite Fees Records Transfer Custom Form Setup Photo Export
Instruction Ad Hoc Letters Flags Report Comments Custom Module Setup Photo Import

Addition Location Forms Schedule Enrollment Cleanup Wizard Report Comments Batch Wizard
Student Information

Assessment Grades Schoology Code Enrollment End Batch Wizard Student Constraints Roll Forward
Attendance Office Athletics Graduation SDID Enroliment Roll Forward Wizard Wizard

Attendance Groups Social Network Form Batch Setup Transcript Post Wizard
Behavior Office Behavior Laptop Damage SPED Accommodations

Census

Blended Learning Group
Assignments

Laptop ID

Laptop Service/Repair

Standards Portfolio

Student Locator Wizard

doe.sd.gov
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Learning. Leadership. Service.

Grade Level Sequencing

] school | Watertown High School v |  Calendar [22-23 Watertown High School v | | school [Watertown Intermediate ~ |  calendar [22-23 Watertown Intermediate v |
iearch 22-23 Watertown High School earch 22-23 Watertown Intermediate
Calendar Grade Levels Schedule Structure Terms Periods Days Calendar Grade Levels Schedule Structure Ters Periods
N New N New
Name | Seq Name | Seq
o7 12 KG 5
02 13 01 3]
09 14 02 7
10 15 03 8
1 16 04 9
12 17 05 10
06 1
o7 12
n 1

doe.sd.gov
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Learning. Leadership. Service.

Student Information

Attendance Office

Behavior Office

Census

Communication

Employee Self Service

Grading & Standards

Health Office

Scheduling & Courses

School & District Settings

School Store

System Settings

User Management

Grade Leve

Scheduling & Courses

Scheduling

Scheduling Center
Course Planner
Scheduling Board
Staff Planner

Calendar Setup

School Year Setup
Calendar Wizard
Calendar Information
Schedule Structure Setup
Grade Level Setup

Term Setup

Section Templates

Section Template Information
Generate Section Templates
Wizard

Mass Set Section Template
Groups Wizard

Courses

Add Course

Copy Course

Course Information
Course Assessments
Course Build Constraints
Course Categories
Course Fees

Course Grade Calc Options

Period Setup

Day Setup

Calendar GPA Calculation Setup
Calendar Override Setup

Copy Section Placements

Delete Calendar Wizard

Reports

Blended Learning Gap/O
Report

verlap

Course Projections Report
Master Schedule Report

Open Rooms Report

Course Grading Tasks
Course Rules

Course Sections
Course Standards
Curriculum Planner
Section Attendance
Section Information

Section Grading By Student

Build Schedules

Adjust Blended Learning Groups
Lunch Setup

Manage Blended Learning Groups
New Blended Leamning Groups
Request Wizard

Scheduling Build Constraints
Wizard

Student Constraints Setup

Team (Scheduling Group) Setup

Room Usage Report
Schedule Batch Report
Schedule Conflicts Report
Schedule Units Report

Seat Count Report

Section Grading By Task

Section Guest Grade Book

Section Roster

Section Roster Batch Edit

Section Roster Setup
Section Staff History

Load Schedules

Fill Counselor wizard
Fill Teams Wizard
Roster Copy Wizard
Schedule Gap Filler
Schedule Wizard

Student Gap Scheduler

Responsive Scheduling

Responsive Schedule Designer

Responsive Schedule Section
Builder

| Setup New Look

Scheduling & Courses

Calendar Setup > Period Setup

Related Tools
School Year Setup

Calendar Wizard
Calendar Information

Schedule Structure
Setup

Grade Level Setup
Term Setup
Period Setup

Day Setup

Calendar GPA
Calculation Setup

Calendar Override
Setup

Copy Section
Placements

Delete Calendar Wizard

doe.sd.gov



EDUCATION

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)

e After all enrollments are done (usually
summer), clean up enrollments with
enrollment cleanup wizard (system
admin/student)

doe.sd.gov
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Learning. Leadership. Service.

—

Main Menu

Instruction

Student Information
Attendance Office
Behavior Office
Census

Communication

Employee Self Service

Student Information

General

ACT Composite

Ad Hoc Letters
Addition Location
Assessment
Athletics

Attendance

Behavior

Blended Learning Group
Assignments

Career Goal

Contact Log

Contact Log

Credit Summary

ELL Accommodations

Enroliments

Enrollment Roll

Fees

Flags

Forms

Grades

Graduation

Groups

Laptop Damage
Laptop ID

Laptop Service/Repair
Lockers

Medicaid

Person Documents
Placement

Profile

Programs

Records Transfer
Report Comments
Schedule

Schoology Code

SDID

Social Network

SPED Accommodations
Standards Portfolio
Student Locator Wizard
Summary

TitleVI

Transcripts
Transportation
Unlisted Courses

Waiver

Forward New Look

General Student Administration

Custom Form Setup
Custom Module Setup
Enrollment Cleanup Wizard

Enrollment End Batch Wizard

Enrollment Roll Forward Wizard

Form Batch Setup

s

Report Comments Batch Wizard

Student Constraints Roll Forward

Transcript Post Wizard

doe.sd.gov
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Course/Section Set Up

* Make sure all courses needed are present
* Do a search, course section in pull-down

Year | 15-16 *| School | C
Index Search Help
Course {Section

Advanced Search

Search Results: 91 Courses
» 120081 Algebra |

» 120082 Algebra |

= 130051 Geometry

» 130052 Geometry

» 140051 Trigonometry

» 140082 Trigonometry

10
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Learning. Leadership. Service.

What if | Mess Up a Calendar?

| school [Watertown Intermediate ~|  calendar [22-23 Watertown Intermediate v |
search 22-23 Watertown Intermediate
Calendar Grade Levels Schedule Struciure Terms Periods Days Overrides
N Save Mark for Deletion
Calendar Info
Calendar ID School
316 13 Waterfown Intermediate (schoollD:17)
*Name Number Seguence
22-23 Watertown Intermediate |
*Start Daie *End Date Summer School
08/01/2022 T4 06/09/2023 | Tg| ]
Student Day (instructional minutes) Teacher Day (minutes) Exclude
C ] O
‘Whole Day Absence (minufes) Half Day Absence (minutes)  School Choice
.
Type Title 3 4 Day School Week
I Instructional ~ 0 O
Virtual
O
Require Student Assignment External LMS Exclude
U 0
Ignere Master Push
0O
Comments
n rolling 12/1372021 11:02 AM
%

doe.sd.gov
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Learning. Leadership. Service.

What if | Mess up a Calendar?

223 v  school [Watertown v calendar [22-23 Watertown v

x Search
Delete Calendar

vior A

. o

dance Select Validate Preview Results
duling

Select a calendar that has been marked for deletion.
ty Registration

Calendar*

& Standards
said v
am Admin
o¢ Reporting
Communication
ssment
'm Administration
Attendance
Auditing
View Audit Log
Batch Queue
Batch Queue Admin
Calendar
Calendar
Calendar Wizard
School Years
Delete Calendar
Campus Leamning
Campus Leaning Licensin
Campus Leaming Usage
Discussions

Engagement C}

eckin
Google Drive

Census
Impact Aid/Miltary Connec

Relationship Type

Pronoun Setup . m
»

doe.sd.gov
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Learning. Leadership. Service.

action G

Advanced Search

iults: 91 Gourses
Algebra |

wper, Helen Fm:260
nn, Wiliam Rm:260
188, Frank Rm:270
imbine, Andrew Rrm:290
ung, Anna Fm:280
waper, Helen Rm:230
188, Frank Rm:280
vens, Ruth Rm:270
‘mirez, Edward Rm:280
unn, William Rm:550
Agebra |

Seometry

Seometry

Trigonometry

Course Settings

Course Sections Grading Tasks Standards Composite Grading Course Rules Fees Build Constr
Save Delete
CourselD 22835 Course Master Linked
“Mumber *Mame Standards-based  Active
f120051 Algebra | -
Subject Type
| =
State Code Department
| Mathematics =
Sehedule Load Priority  Max Students Terms Schedules Perieds  Sections to Build
30 2 1 1 B
GPA Weight Bonus Points Transcript Required
1 O
Tvee
| E:Elective 3
Activity
[ |
Homercom  Allow student requests Allew teacher requests/recommendations Repeatable  Attendance  Unit Attendance
O ™ 0 O ™ O

Online Learning

Description
Cu_tti ng and pasting from third party products, e.g., Microsoft Word, is not recommended.

29
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EDUCATION

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 | see a lot of errors
in. Cannot mix grading scales in a course!

doe.sd.gov
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ing. Le

Course Set Up

e Standards: depends on school
— Can use built in standards

— Can write your own (Watertown has as “l can
statements”

— Leave grading/posting open all term or just at
end?

— Lots of work to do on back side to get set up

doe.sd.gov



EDUCATION

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

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

* Fees: if you use them, add them here

doe.sd.gov
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Section Set U

15-16 :| School | Campus High School + |
Search Help 120051-1 Algebra |

Teacher: Cooper, Helen

se/Section : Staff History Roster Attendance

Save Delete
Advanced Search 202643
“Section Number Teacher Display Name
I Cooper, Helen

1 Results: 91 Courses Max Students Lunch Count Milk Count  Adult Count

151 Algebra | (30) L U UJ
Room Skinny Seq Homeroom

1) Cooper, Helen Am:260 | 260 : | -

Online Learning (Override)
[ ERlY]

2) Dunn, William Rm:260

3) Ross, Frank Rm:270

4) Combine, Andrew Rm:290
5) Young, Anna Rm:280

5) Cooper, Helen Rm:280
7) Ross, Frank Rm:280

8) Owens, Ruth Rm:270

3) Ramirez, Edward Rm:280
10) Dunn, William Rm:550
152 Algebra |

151 Geometry

152 Geometry

151 Trigonometry

Primary Teacher
Cooper, Helen

Saction Schedule Placement|
Quarters
Q2 Q3 Q4

ait

@ [
[l [

If the boxes aren’t
here, need a day
reset

20
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Section Set Up

* Notice the setting—check marks for terms
very important

e Options: Lunch count, display name (will
show in portal and on report cards), room
number, skinny sequence, new—online over-
ride, max number students

doe.sd.gov
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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
e Roster Set-up tab (use until school starts)
* Roster Copy can be your best friend

doe.sd.gov
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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

doe.sd.gov
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ing. Le

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

20
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Learning. Leadership. Service.

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.

21
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https://community.infinitecampus.com/kb/display/DOC/User+Groups
https://community.infinitecampus.com/kb/pages/viewpage.action?pageId=3310449
https://community.infinitecampus.com/kb/display/DOC/User+Account
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Simple Ad Hoc Reports
* What is an Ad Hoc?

wdex Search Help Ad Hoc Filter Designer
Instruction This wizard will walk you through the creation of a new filter. Filters can be created using the Query wizard, selection editor or a pass-through SQL ©
Census input to a report.
Behavior
Health Saved Filter
Create New
Attendance & !ﬁ Campus Administrators
Scheduling Filter Type Data Type
Fees = =
(=) Query Wizard (*) Student

Grading & Standards
Medicaid

Selection Editor |_) Census/Staff
Pass-through SQL Query (_) Course/Section

Programs [ Create |
r Ad Hoc Reporting

Filter Designer
Data Viewer
Letter Designer
Letter Builder
Data Export
Data Analysis

Batch Queue

Transeripts

Seart Edit || Test || Copy || Delet Export
User Gommunication caclll L e opy elete X
Assessment [aCamate.anan Gollocy

27
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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

doe.sd.gov
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Learning. Leadership. Service.

Ad Hoc New Look

Grading & Standards Reporting X
Health Office Ad Hoc Reporting ?é\;:jgghts Data Collection  Data Certification Data Validation SD State Reporting
Batch Queue Certification Category Stored Procedure Setup Dakota Writing
My Account Data Export CRDC Setup Event Certification validation Rules Documented Hearing Loss
) Data Viewer CRDC Generate Survey Results Type Membership Setup Validation Groups Graduation Data
I Reporting Filter Designer CROC Maintain Survey Results Data Validation Report Health Extract
¢ Scheduling & Courses Letter Builder CRDC Submission Flat File Homeless Extract
Letter Designer NCLB Student Data
School & District Settings Pivot Designer SD December Child Count Report
SD Extract
School Store Student Enrollment Extract
Upload Wizard

System Settings

- User Management

doe.sd.gov
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& fh dakota
\

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

doe.sd.gov
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Census

* Create Household

* Use Census Wizard

* People

e Address/Contact Information

* Relationships

* Creating New ldentity

* Former Student as Staff or Parent
 Staff Employment/Assignment Records

doe.sd.gov
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Create Household

* Census>>Add Household

* Always do a Household Search
* Avoid creating a duplicate

* Then click “New Household”

Year 13-14 - School Campus High School -

Index Search Help Household Search

Household Search
Chris Admin Search for a household already tracked in Campus. After searching, select a household from the list or click on Create New Household.

Campus Community - Account Creati

Campus Community - Implementatio

Training Survey Lrlzeiedlsmnal

m

Last Name
Student Infarmation Firet Name
Instruction Student #
v Census 1 Birthdate H
Iy Data Number
Street
Staff Request Processor Apt#
Feople Household
Households Name
Phone [ ) a ®

Addresses

Portal Request Processor

Add Person

Add Household

277
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Learning. Leadership. Service.

Create Household

* Household name and Phone number
* Naming Convention
e C(Click Save

irch Help Household Creation

Household Creation
Fillin the fields below. This will create a new Household object in the database and then continue on to the next Process Step.

winity - Account Creati

wnity - Implementatio

Household Information

m

Name
nation
Phone Number Private
¢ ) - x O
— | | Comments

est Processor

is

20
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Create Household

* Household created
* No members
* No addresses

chool Campus High Schoal -
Ip Banter, Robert $ Susan Household
.| Phone: 8 (605)555-5555
Household Info Addresses Members Fees FS Deposit
nt Creati
Tentatio Save Delete
5
3 Name Phone Number Private
Banter, Robert $ Susan (605 )555 -5555 x |:|
Comments
w Me school mailing
[
- Modified by: Admin, Chriz 10/282014 15:01

20
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Learning. Leadership. Service.

Add an Address to Household

* Click on Address tab
e Search for address — then Create New

e Add pertinent information

Fill in the fields below. This will create a new Address object in the database and then continue on
to the next Process Step.

Address Information
Tas Directi Apt

P.O. Box Mumber Prefix Street =~ === Tag  Direction
O ] ] 5. Brown 51 | — -
City State Zip County Location Code
[Menno [[sp | [s7045 | | [Hutchinson ] |
Latitude Longitude Tract Block
[ 3 [EX L1
Comments
District
e

40
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Field Definition

Post Office Box  Indicates the address is not a physical location but a mailing location.
House Number of the address, or Box number if the address is a P.O. Box address.

Number In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only
enter the number of the address.

Direction of the street in the address.

Prefix P i
In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.

Name of the street.

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.
Label of the entered street - Avenue, Street, Blvd., etc.

Tag In the address 7750 South Barstow Street NE, My Town MN 55555, Street is the tag. Enter only
the tagin this field.
Direction indicating the placement of the street within the city limits.

Direction In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter
only the direction in this field.
Apartment number if this address is for an apartment building location.

Apt 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.

41
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Add an Address to Household

e Add a Start Date on the next screen and click
Save

Household Location Detail

End Date

* ate

.
Mailing Secondary Private Physical
[] [] ]

doe.sd.gov
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Add Members to Household

e Click on Members tab

' -

Index Search Help Banter, Robert $ Susan Household
i Phone: (999)555-9000
Chris Admin —
Household Info Addresses Members Fees FS Deposit
Campus Community - Account Creati
Campus Community - Implementatio Save Delete
Training Survey - Hame Phone Number Private
» Student Information Panter, Robert § Susan {999 }555 -0000 x [
» Instruction onEE
¥ Census
My Data 5
Staff Request Processor Mo school mailing
People (]
- Modified by: Admin, Chrizs 10/28/2014 15:01
Households

A2
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Learning. Leadership. Service.

Add Members to Household

e Click on Members tab

' B

Index  Search Help Banter, Robert $ Susan Household
i Phone: (999)555-9000
Chris Admin —
Household Info Addresses Members Fees FS Deposit

Campus Community - Account Creati
Campus Community - Implementatio Save Delete
Training Survey e Name Phone Number Private
» Student Information Panter, Robert § Susan (999 )555 -0000 x [«
» Instruction Linners
¥ Census

My Data &

Staff Request Processor No school mailing

People [

- Modified by: Admin, Chriz 10/282014 15:.01
Households

a4
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Learning. Leadership. Service.

Add Members to Household

) Banter, Robert $ Susan Household
Click Members tab Phone: (999)555-9000
Household Info Addresses Members Fees FS Deposit

Then click Find New

Find New Member

Member .
no enoid lembe ditoi
Name | Start Date | End Date | Secondary | Private
Banter, Robert 10/28/2014
C‘am’i}'us'
Person Search
E Person Search
g Search for a person already tracked in Campus using the fields provided, reguired fields are in red. Selecta
t student from the list or click on Create Mew Person.
*Last Name
First Name
Middle Name
Birth Date 3
Gend - .
encer Note: Always search
Search .
before creating a
new person
Create New Person

AL
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Learning. Leadership. Service.

Lmowem

Add Members to Household

Do a search — only last name is required
Click on person to add or Create New Person

Person Search

Person Search

Search for a person already tracked in Campus using the fields provided, required fields are in red. Select a
student from the list or click on Create New Person.

*Last Mame panter Mﬂ Banter, Michael M 01/01/1988
) PersoniD: 45325
AEITEI Details 3} Banter, Robert M
Widdle Name PersonlD: 43325
Birth Date 3 Detailsﬂ Banter, Sarah F 05/01/2004
PersoniD: 45328
Gender - Detailsﬂ Banter, Susan F

PersoniD: 43327

Create New Person

AC
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Learning. Leadership. Service.

Add Members to Household

* |f adding existing person
e Add start date and other information

* Click Save

SdAarer, RUUEIL 2 DUsAaln mousenuiu
Phone: (999)555-2000

Household Info Addresses Members Fees FS Deposit
Save Delete Find New Member

Household Member Editor

Name | Start Date | End Date | Secondary | Private

Banter, Robert 1282014

Household Member Detail

Name
Banter, Susan
Start Date End Date:
i i
Secondary Private
| o

Vilwi
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Learning. Leadership. Service.

Add Members to Household

* If Create New Person
* Add required and other information
* Click Save

-
E ; 1
E Pen—aon Creation . ) ) E Person Creation
| :!;:;rt?net;c;r?siubglr:\ite a new Person in Campus. Click save to create the person, afterwards, they wil E Fill out the form to create a new Person in Campus. Click save to create the person, afterwards, they will
. appear in the list below.
|| American Indian or Alaska Native - E
[ Asian *Last Name *First Name Widdle Name Suffix
["| Biack er African American Banter Robert -
[ Native Hawaiian or Other Pacific lslander “Gender Birth Date Soc Sec Number
White Male: - j A B
*State Primary Race .
i H- White. not Hizpanic - Race/Ethnicity
Race/Ethnicity Determination = Iz the individual Hizpanic/Latino?
- 1 -
Home Primary Language Is the individual from one or more of the these races?
. (check all that apphy)
Mickname D American Indian or Alaska Native
D Asian
Comments ["] Black or African American
4 ["] native Hawaiian or Other Pacific Islander
[ save | White

40
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Learning. Leadership. Service.

Add Members to Household

e Still must add start date
e (lick Save

Sdalier, RUpeiL 2 SUusdal auusenuiu
Fhone: (999)555-9000

Household Info Addresses Members Fees F3 Deposit
Save Delete Find New Member

Household Member Editor

Hamg | Start Date | End Date | Secondary | Private

Banter, Robert 10282014

Household Member Detail

Name
Banter, Susan
Start Date End Date
] ]
Secondary Private
O &

40
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Add Members to Household

* Need to set up relationships
e Census>>Person do asearch

Click on Relationship tab
 Check boxes for communication

District Assignments FS Deposit School Choice Credentials Cwerrides Fees ID History
Demographics |dentities Households Relationships Enroliments District Employment
Save Mew Mon-Household Relationship

Relationships within the Banter, Robert § Susan **Primary Household Relationships
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private]

Banter , Michael M - B g o ] ] N N [l
Banter , Robert M ~ B T G| [l ] N N ]
Banter , Susan F ~ B ] e [l ] N N ]

Non-Household Relationships
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private

(=a]
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Relationship Shortcut

e See step 3 in Census Wizard

sus Wizard - Edit R ionships

Step 3 - Edit Relationships of Household Members

Edit the relationships between the family members.

Relationships to Bantor, Carter

MName Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Clyde M Father - 1013172014 Ta] | [l
Bantor, Curtis 01/07/2004 M Sibling - 10172014 75| | 5 ] A (s Ll
Bantor, Sylvia F Mother - 10172014 75| | O
Relationships to Bantor, Clyde

MName Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Carter 06/01/2002 M Father 1073172014 7] | O
Bantor, Curtis 01/07/2004 M Father 103112014 73] 5 O
Bantor, Sylvia F - 3 3 D D D D
Relationships to Bantor, Curtis

Mame Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Carter 06/01/2002 M Sibling 1073172014 73] ] Ol [ N O
Bantor, Clyde M Father 103172014 73] [ 0O
Bantor, Sylvia F WMother 10/31/2014 75| ] O
Relationships to Bantor, Sylvia

Mame Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Carter 06/01/2002 M Mother 10/31/2014 [T | [
Bantor, Clyde 1] ) ) B B B E
Bantor, Curtis 01/07/2004 M Mother 103172014 73] [ ]

Cq
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Add Person to a Secondary Household

e Census>>People do asearch
* 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

doe.sd.gov
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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

doe.sd.gov
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Add Person to Census

* Census>>Add Person
* Always search BEFORE you create new

Year 13-14 - School Campus High Schoal -

Person Search

¥ Census Search for a person already tracked in Campus using the fields provided, required fields are in red. Select a
student from the list or click on Create New Person.
My Data
Staff Request Processor
FPeople
*Last Mame
Households
First Name
Add =
ddresses Widdle Name
Portal Request Processaor Birth Date H
Add Person Gender -
Add Household | | Search

C/
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Learning. Leadership. Service.

Add Person to Census

* Add required and other information
* Click Save

L
E Person Creation
E Fill out the form to create a new Person in Campus. Click save to create the person, afterwards, they will
appear in the list below.
1 “Last Name First Name Middie Name Suffx
E Person Creation Banter Robert -
9 Fill out the form to create a new Perzon in Campus. Click =ave to create the perzon, afterwards, they will *Sender Birth Date Soc Sec Number
appear in the list below. Male l
0 - o E = d
|| American Indian or Alaska Native - H
i nici
[T Asian Race/Eth
[Tl Black or African American Is the individual Hispanic/Latina?
D Mative Hawaiian or Other Pacific Islander 1 -
J i L
White Is the individual from one or more of the these races?
=State Primary Race (check all that apply)
b vV Wihite, not Hispanic h [T American Indian or Alaska Native
Race/Ethnicity Determination E [ Asi
- Asian
TiEioro i D Black or African American
v D Mative Hawaiian or Other Pacific Islander
Nickname White
Comments
Sawve

CC
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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

doe.sd.gov
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Learning. Leadership. Service.

Add Address

Census>>Add Address

Notice: We do a
search first

If no results click
New Address

S Infinite {7

A

WS

Campus

Add Address

Address Search
Search for an address already tracked in Campus using the fields provided, reguired fields are in red. Select
an address from the list or click on Create New Address.

House/P.O. # |
Street Name

| Street Tag

Apt#
City
Home Phone ¢ ) d ®

Search

New Address

C-7
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Learning. Leadership. Service.

Add Address

. .
Srvr—— Note: Check box if number is PO Box

Address Creation
— Fillin the fields below. This will create a new Address object in the database and then
continue on to the next Process Step.

i Fill in information and click Save

»

m

Address Information
PO Box Mumber Prefix Sireet Tag Direction  Apt 1245 SOUth Alfalfa S‘treet Map this address
(7 1245 South Alfalfa Street Menno, SD 57045
£ i 29 Seoy o SEEciis Address Info Households Schools Overrides
Menno sD 57045 -| utchinson
Latitude Longitude Tract Block Save Delete
R R Address Information
Comments PO.Box MNumber Prefix Strest Tag Direction  Apt
|:| 1245 South Alfalfa Street
City State Zip County Location Code
Menno sD 57045 - Hutchinson =
Latitude Longitude Tract Block
District R &
hd Comments
District
- Modified by: Admin, Chris 10/31/2014 11:42

C O
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Learning. Leadership. Service.

Field Definition

Post Office Box  Indicates the address is not a physical location but a mailing location.
House Number of the address, or Box number if the address is a P.O. Box address.

Number In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only
enter the number of the address.
Direction of the street in the address.
In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.
Name of the street.

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.

Prefix

Label of the entered street - Avenue, Street, Blvd., etc.

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

Direction In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter
only the direction in this field.
Apartment number if this address is for an apartment building location.

Apt 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.

C QO
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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

e Mark Private if address should not be given to 37 party mailing
lists

doe.sd.gov
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Census Wizard

e Census>>Census Wizard

Step 1 - Assemble New or Select Household
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, simphy click on the Household name in the search results.
® To Azzemble a new househeold, select people and/or addresses in the search resufts.
If you enter a first and last name, you can create and link in a new persen into the household. If you enter a house number and street you can create and link in a new address in

Person Search Household
Last Name

First Name

Student Number

Birth Date:

Gender -
Middle Name

Suffix -

Address Search
House/P.O. Number

Street Name

Apt Number

City

Household Search Continue -

Household Name

Home/Other Phone ¢ ) | x

[ Search ” Clear Search Fields

c1

doe.sd.gov




EDUCATION

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.

doe.sd.gov
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Census Wizard

e Search by Person, Address, or Household

* To create new household you must add
people to the census first

e If unsure about household name, search that
first

doe.sd.gov
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Learning. Leadership. Service.

Census Wizard

* Search for person
* People listed on the left
* Click any to include in new household

Index Search Help Census Wizard

Step 1 - Assemble New or Select Household
This wizard will walk you through the process of creating a new household or editing an existing household. Start by searching for a househ

Household hd ® 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.
banter If you enter a first and last name, you can create and link in a new person into the household. If you enter a house number and street you can

Advanced Search

Perszon Search Assembling a New Household
Last Name Bantor
Census Wizard Search Results: 4 First Name
Student Number
People not in Households Birth Date
Details Gender -
e Widdle Name
Bantor , Curtis  [071/07
Suffoc -
Details Address Search
Bantor , Carter [06/01/2002] House/P.0. Number
Details Street Name
Apt Number
Bantar, Clyde .
City
Details Household Search Continue - Step 2 » Clear Household
bantar , Sylvia Household Name
Home/Other Phone ) a ®

Search ][ Clear Search Fields ]

c/
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Learning. Leadership. Service.

Census Wizard

e Clear Name and Search for Address
¢ Click to add to New Household
*  Click Continue — Step 2

Census Wizard

Step 1 - Azsemble New or Select Household

This wizard will walk you through the process of creating a new household or editing an existing household. Start by searching for a household, |
® To Edit a household, simply click on the Household name in the search results.
®* To As=emble a new household, select people and/or addresses in the search results.

|I:ant0r If you enter a first and last name, you can create and link in a new person into the household. If vou enter a house number and street you can cre

Index Search Help

Household -

Advanced Search

Person Search Assembling a New Household

Last Name
) @ New Household
Census Wizard Search Results: 1 First Name 3 %) 1245 South Alfalfa Street , Menno
Student Number ¥ 18 Bantor, Curtis [01/07/2004]
Addresses not in Households Birth Date * 13 Bantor, Carter [0 2]
1245 South Alfalfa Street, Menno Gender ¥ & Bantor, Clyde
Widdle Name > §i Bantor, Sylvia
Suffoc -

Address Search
House/PO. Mumber {245

Street Name
Apt Number
City Menno

Household Search
Household Name

Home/Other Phone | )

x

[ Search ][ Clear Search Fields ]

[ Continue - Step 2 » ][ Clear Household ]

cC
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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

Census Wizard - Edit Household Membership

Step 2: Editing Household Data
Edit the attributes common to the household and edit details specific to each person and address.

Household
Household Name (Override) Household Phone Number Private
Bantor, Clyde & Sylvia (805 }555 -1234 x =

Household Locations

Address Start End Private Secondary Mailing
1245 South Alfalfa Street, Menno SD 57045 1043142014 H H [ | |l

Household Members

Name Birthdate Gender Start End Private Secondary
Bantor, Clyde M 1043172014 [Ta] ] [ [
Bantor, Sylvia F 10/31/2014 H H D D
Bantor, Curtis 01/07/2004 0l 10/34/2014 3 3 [ [F]
Bantor, Carter 06/01/2002 M m H H D |:|

[ Save & Continue - Step 3 »

I~
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Census Wizard

* Set Relationships, Start Date, Guardian, Mailing, Portal, etc.

-ensus Wizard - Edit Relationships

Step 3 - Edit R i ips of Members
Edit the relationships between the family members.

Relationships to Bantor, Carter

N Ote . G u a rd i a n Name Birthdate Gender Relationship Start Date End Date Seq  Guardian Mailing Portal Messenger Private
. ’ Bantor, Clyde M Father 10/31/2014 [75] | [
Malllng, Portal , Bantor, Curtis 01/07/2004 M Sibling 10/31/2014 5] | = N ] [ ol
d M Bantor, Sylvia F Mother 103172014 [75] Tl ]

N OT S . bI . Relationships to Bantor, Clyde

are I Ing Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
to S|b||n Bantor, Carter 06/01/2002 M Father - By 103102014 T Tl ]
g Bantor, Curtis 01/07/2004 M Father - Br 10m12014 5 | ]
Bantor, Sylvia F - By 4 = = o =5 = [

Relationships to Bantor, Curtis

Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Carter 06/01/2002 M Sibling - By 10312014 5 ™ = [
Bantor, Clyde M Father - By 10m1m014 [T | [y
Bantor, Sylvia F Mother ~ By 1012014 ) 3] =
Relationships to Bantor, Sylvia
Name Birthdate Gender Relationship Start Date End Date Seq ‘Guardian Mailing Portal Messenger Private
Bantor, Carter 06012002 M Mother - B 103102014 5 = =l
. Bantor, Clyde M - B ] = ] 0 O = [
CIle Save & Bantor, Curtis 01/07/2004 M Mother - By 103102014 T ] O

Done

c~7
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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

Relationships within the Bantor, Clyde & Sylvia “Primary Houzehold Relationships

Name Gender Relaticnship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private|
Bantor , Carter M Father ~ By 103112014 [T gz (]
Bantor , Curtis M Father > By 103112014 [T ] O
Bantor , Sylvia F - By e ] [ [ ] N O

o
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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

doe.sd.gov
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Foreign Exchange Student

e Census>>Person or Student Information>>General
* Enrollment tab

* State Reporting Fields
e Citizenship drop-down menu

Demographics Identities Households Relationships Enroliments District Employment

Save Delete Print Enrollment History Mew Mew Enrollment History

Start Comments End Comments

2 Future Enrollment
Next Calendar Next Schedule Structure Next Grade

- - -

B S5tate Reporting Fields

*Resident District =County Citizenship

Select a Value v A -
*3erving (Attending) District Enroliment Status *Percent Enrolled Absent Days|

**Plainview: 100 ®x (v - 100
Gifted 504 Plan

N:No [
Homeless Status Unaccompanied Youth Transportation Category

-
[l

[[] state Exclude

([ B

D Migrant Indicator

70
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New ldentity

* Never delete an identity unless it is
completely wrong and NOTHING is attached

to it
* Census>>People Identities tab
* Marriage, adoption (changed last name)

doe.sd.gov
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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 | 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.

wis)
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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

doe.sd.gov
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Campus Community

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

e To find information on any part of the Campus
Tools section

doe.sd.gov
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EDUCATION

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

doe.sd.gov
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First Time Enrollments

Potential student is under a Household in the Census

Click on student name
e Click on Enrollment tab
e Click on New

This student has not been assigned a statelD. Would you like to be directed to the student locator to search forfassign this student an ID?

Ok l [ Cancel

i

doe.sd.gov
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Student Locator

e Student Information>>Student Locator

Student Search

Search for a student already tracked in Campus using the fields provided. A minimum amount of data must be entered in or
a student from the list or click on Create New Student. When doing a SSN-only search, the user must still do a name based

Last Name Name State ID Gender |BithDate  [% |

First MName

Gender -

Birth Date 3
Middle Name

SSN #

State ID

Search—:>

Create New Student =

77
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Student Locator

* Provide first and last name and gender

— Avoid nicknames
* |f you know State ID use that.
* Mouse-over each result to see last enroliment
* Match birth dates
* Be sure of identity — avoid duplications
* |f match use —if not Create New Student

doe.sd.gov
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Create New Student

« Student Number — locally generated State ID — state assigned
* At minimum include all information marked red

Save

Person Info

Student Number [[] Generate Number

State ID

Identity Info
*Last Name *First Name Middle Name Suffix
Afam James|
*Gender *Birth Date Soc Sec Number

Male - 3 NO ACCESS
Racel/Ethnicity

Iz the individual Hispanic/Latino?

-

-

Is the individual from one or more of these races?
{check all that apply)

D American Indian or Alaska Native
[] Asian
El Black or African American

D Native Hawaiian or Other Pacific Islander
[T white
*=State Primary Race

Race/Ethnicity Determination

-

wie]
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Create New Student

[ )

Include all necessary information
*  When complete click SAVE at the top

1
Enroliment Detail

*Calendar *Schedule  *Grade Class Rank Exclude
13-14 Campus Middle School Main - - =1
*Start Date No  End Date End Action *Service Type
3 Show - P: Primary -
0 m
Start Status End Status
00: Current Student -

Start Comments End Comments.

State Reporting Fields

*Resident District *County Citizenship
a Value A4 - A
*Serving (Attending) District Enroliment Status =Percent Enrolled Absent Days
**Plainview: 100 X (v - 100
Gifted 504 Plan
N:No (=

Homeless Status Unaccompanied Youth Transportation Category

D State Exclude D Migrant Indicator

D First “vear In Country
Title 1

o -

Title 1 Reading

Assessment Exemption

Title 1 Supporting Guidance Title 1 Social Science

Title 1 Science

Title 1 Vocational Title 1 Health/DentalEye Care Title 1 Math

on
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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

doe.sd.gov
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Enrollment Roll Forward

e System Administration>>Students>>Enrollment Roll Forward

Show Detailed Instructions

Select Source Calendars

Select Start Status

13-14 Campus Elem: 1-5
13-14 Campus Elem: KG
13-14 Campus Middle School
13-14 Campus High School
13-14 Campus K-8

13-14 Alternative Learning Cen
13-14 Campus University
12-13 Campus Middle School
12-13 Campus High School
12-13 Campus K-8

12-13 5 Day Rotation

12-13 Campus University
12-13 Modified Block

12-13 Nultiple Terms

Campus Elem: 1 - 5

00: Current Student -

(OPTIONAL)
Select i

Select Destination Grade

Select ination Structure

CTRL-click and SHIFT-click for multiple

@ select Source Grades

-
Start Date Override

If school days for the next school year
have been finalized and Calendar Days
have been set, this date does not have tn|
be entered.

a1 oz [Floz [os
Clos o [Cor Clos
Flog [[1e 11 42
Flke ek

) source Ad Hoc Student Filter

D Allow Duplicate Primary Enroliments

Source Service Type

D Primary
[] Partial
D Special Ed Services

Select Source Structure

-

Totals Only
D Show Warnings

[ nclude students whose enrolments
end on the last day of the last term

[RUNTEST | [ RUN |

[oJo]
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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 enroliment. 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.

[oJe]
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Enrollment Roll Forward

* | 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

e Be sure you do your final roll BEFORE you end
date students!

doe.sd.gov
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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

doe.sd.gov
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Enrollment End Batch

e System Administration>>Student>>Enrollment End Batch

Select Calendars Select Fields to fill

13-14 Campus Elem: 1-5 - End Date e

13-14 Campus Elem: KG |E | End Status -
13-14 Campus Middle School = i

13-14 Campus High School ETilET -

13-14 Campus K-8

13-14 Alternative Learning Cen

13-14 Campus University Graduation

12-13 Campus Niddle School ) -

12-13 Campus High Schoal Diploma Date ]

12-13 Campus K-8 Diploma Type -

12-13 5 Day Rotation Diploma Period -

12-13 Campus University )

12-13 Modified Block e hd

12-13 Muttiple Terms Post Grad Plans -
Campus Elem: 1-5 -

CTRL-click and SHIFT-click for multiple

select Grades

[Co1 Coz Clos Cloa Clos Clos Clor Clos Cloa
1o 1 Oz Exe ek

Select Ad Hoc Student Filter

oC
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Enrollment End Batch

e All Students — End Date, End Status, End Action

* Graduates — Diploma Date, Diploma Type,
Diploma Period

e Can change individual students under their
Enrollment tab

doe.sd.gov
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Enrollment Cleanup Wizard

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

* |f previous enrollment was ended prior to last
day of school OR

* |f student fails to meet Student Assignment
requirements for next year’s enrollment

* New Options — Delete or Update

doe.sd.gov
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Enrollment Cleanup Wizard

e System Administration>>Student>>Enrollment Cleanup Wizard

(®) Delete Enroliments

Select the Calendar in which the Select Grades
student ended their enroliment =T
Lot oz Loz [los

23-24 Jamesville Colony Elemen . B

23-24 Maxwell Colony Elementar Cos Clos Llor Clos
23-24 Menno Elementary Clos Clio Ol (D2
23-24 Menno High School Cee ks (ke Clek
23-24 Menne Middle Schoal

21-22 Summer School Select Service Type

22-23 Jamesville Colony Elemen — R

22-23 Maxwell Colony Elementar [] Primary

22-23 Menno Elementary [] Partial

22-23 Menno High School e y

2223 Menno Middle Schoal [ [tspecaibd Sevaces
21-22 Jamesville Colony Elemen

21-22 Maxwell Colony Elementar

21-22 Menno Elementary

21-22 Menno High School >

CTRL-click and SHIFT-click for multiple

[RUNMTEST | [ RUNCLEANUP

Update Enroliments

Enroliment Cleanup Wizard
The Enroliment Cleanup Wizard contains two distinct modes

« Delete Enroliments

This mode DELETES enrallments in future calendars for students who have left the school before the end of the year and have not re-enrolled in the same school year, OR who na longer meet the Student Assignment requirements for enrallment in the nexd schoal year.
« Update Enroliments

This mode UPDATES attributes and start dates for enroliment records. Sth grade entry dates on graduation records, transportation records. and course section rosters.

Enroliments can be updated to the first instructional date of the selected calendar or backdated to a date prior to the first instructional date of the selected calendar.

Enroliment attributes in the selecled calendar that are marked as *Copies Forward” can also be updated to match previous year values

Note: The Delete mode and Attribute update method of the Update mode only modifies or deletes enroliments that were created using the Enroliment Roll Forward ool The start date meihod of the Update mode modifies any enroliment in the selected calendar and student ad hoc regardiess of how that enrollment was created

[o]e]
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Enrollment Cleanup Wizard - Update

_) Delete Enroliments
(®) Update Enraliments

1. Calendar to Update *
2. Student Filter **0

3. Service Type ©

| Primary

[ Partial

[ | special Ed Services
4, Method *

'@' Update Enrcllment and related record Start Dates to first instructional day of the selecled Calendar (First Instructicnal Day:Mo Calendar selected)
Update Date First Entered 9th Grade on Graduation Records for 8th Grade Enrcliments
Update Roster Start Dates for affected students
Update Transporiation Record Start Dates for affecied siudents

'3:: ! Update Enrcliment Start Dates to date before first instructional day of the selected Calendar
Start Date *
': ! Update "Copies Forward" enroliment attributes to match previous year values
Show \Warmnings
5.[ RUNTEST |

6.| RUN CLEANUP |

doe.sd.gov
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New Enrollment History

 Under Student Enrollment Tab

 Manually insert enrollment records from
other schools

* Such as 9" Grade
— Must have to trigger the NCLB Cohort End Year
— Check with previous school for verification of date

doe.sd.gov
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New Enrollment History

Transportation Fees Lockers Graduation Athletics AdHoc Letters !
Summary Enrollments Schedule Atendance Flags Grades Trans
Save Delete Print Enrollment History Mew Mew Enrollment History

Enrollment Editor

Edit | Grade | Type | Calendar (Schedule Name) | start Date | End Date

B 08 P 13-14 Campus Middle School (100%:) 09/03/2013 .
ﬁ o7 P 12-13 Campus Middle School (100%) os/ngr2o12 083052013 |E|
ﬁ 08 P 11-12 *Campus Middle Scheol (100%) 07012011 B
ﬁ s P 10-11 Arthur Elem (1-5) (100%) 07072010 122002010 -
Enrollment History

*Calendar Name *Grade NCES Grade

-
*=Start Date End Date *Service Type
3 H P: Primary -

Start Status End Status

00: Current Student - -

Start Comments End Comments

(elo]
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New Enrollment History

e Calendar Name = Previous School Name
* Grade and Start Date, End Date if appropriate

Summary Enrollments Schedule Attendance Flags Grades Transt

Save Delete Print Enrollment History Mew Mew Enrollment History

Enrollment Editor

Edit |Grade | Type | Calendar | Start Date | End Date

Enroliment History

*Calendar Name *Grade NCES Grade
-
*Start Date End Date *Service Type
3 3 P: Primary -
End Status

Start Status
00: Current Student -

Start Comments End Comments

Q2
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Student Transfers

Initiating a student records transfer

The process Inbox

Student Records Transfer

Completing the process

doe.sd.gov
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Student Transfers

e Student Information>>General>>Records Transfer Tab

* Click “New State Transfer Request”

* Information sent directly to previous school

* Must be exact student match

e Contact school as a courtesy

* Everything you wanted to know about records transfers:

* https://kb.infinitecampus.com/help/student-records-transfer/

Qr
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Process Inbox

Process Inbox

Date Range| |t0| | Displa\,r|AII FProcesses v|[ Find Messages ]

[ Delete Selected Messages ]

Requesting

DIStrICt Otm |Process |Name |Posied Date|Due Date
|:| ' Records Transter Transtfer Released: Studert, Newe 117852868 04412011
I|:| Records Transfer Wiatineg: Test, Julis 12345678 04412011 I
D ' Records Transfer Tranzfer Releazed: Student, Mew 117852868 0411 2011
[t %5 Records Transfer Transfer Released: Studert, New 117852868 0441142011
|:| ' Records Transfer Transfer Released: Studert, Mewe 117852868 044172011
|:| ' Records Transfer Tranzfer Releazed: Student, Mew 117852868 04412011

Process Inbox

Date Range| |t0| | Display|AII Processes v| [ Find Messages ]

Receiving
District

[ Delete Selected Messages ]

Opo |Process |Name |Pos‘ted Diate |Due Diate:
|:| ' Records Transfer Transfer Released: Student, Mew 117552568 0451152011

ID Records Transfer Reguestforyou to release: Test, Julia 12345678 0411172011 I

|:| ' Records Transfer Tranzfer Releazed: Student, Mew 117852868 044112011

|:| ' Records Transfer Transfer Released: Student, Mew 117552568 041152011

D ' Records Transfer Tranzfer Released: Student, Mew 117552568 041152011

QcC
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ompleting the Process

) 1
An external district is regquesting the release of your district's records of a student. The reguest has come
district. The studert has been enrolled in the new district, so pleaze help to prevent incorrect data or enrol

Infinite Campus verifies that the requesting district is whom they say they are, and that the user making the
“You may accept or reject this request, but you are encouraged to call the reguesting district to verify the L

Wh e n D i Stri Ct Records Transfer Lane, Susie 2

Student: Enrollment Type: Primary
iS read y to Last Mame Test First Mame  Julia Micldle: Mame Ruth
Gender F Birthdate 0B/M151995 SEN

approve the Gracde o7 School 10-11 Widdle School Start Date 0872572010
re I ea Se Requesting District & User

District 06001 Aberdeen 06-1 Mame System Administrator Username  admin
Request Date 040772011 Work Phone Email

Comments

Nane.

Releasing District & User

Diistrict 32002 Pierre 32-2 Mame Administration Administration Username  admin
Release Date 0402672011 ‘Work Phane Email
Comments

i Felease Records ][ Feject Request ][ Ignore Reguest ]i

Q-7
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Completing the Process

You may print
documents or
run the import
wizards

Requesting District & User

District 058001 Aberdeen 06-1 Name Username
Request Date 08/M128/2011 Work Phone Email
Comments

Mone.

Releasing District & User

District 06301 ABERDEEN CATHOLICSCHOQL S STER Name. Username
Release Date 08M8/2011 Iltems not pertinent to the Email
Comments student are crossed out.

Mone.

Transfer Documents
Trﬁnscript

=
Census Contact Summa

&l

S=k

Enroliment History

=

Schedule

2 attendance Period Detail
Aszsessment Summary

= Behavier Summary

(= Health Conditien Summary

i
Health Screening Summary

S=E
Heanh Immunizatien Summary

Status: Records released.

Quarter 4
Quarter'l it
Quarterz
Quarter3

= ER

) SpeciatEdE -
=) ERDacuments

:é,:_r' s =5
LF Documents S goacial Ed Decuments impor Wizard
LER T D0 pport Wiard
. _;1_ .

Q9
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Student Records Transfer

System Administration>>Data Utilities>>Student Records Transfer
* Find all transfers in and out

Student Records Transfer

Transfers

Request Date | Name | status | Requesting District | Releasing District

08142008 Knutzon, Cole releazed  Tea Area School District 41-5 Menno 33-2 -
08/04/2008  Funk, William reguest Scotland 04-3 Menno 33-2 (H
08/04/2008 Christian, Ray released  Freeman 33-1 Menne 33-2 MW
0aM4r2014 Schumacher, Azhley releazed  Menno 33-2 Freeman 33-1

DaM32014 Winne, Levi released  Mitchell 17-2 Menne 33-2 -

[eTe}
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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

doe.sd.gov
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Attendance

Admin Setup

Daily Attendance — Teacher
Daily Attendance — Office
Finalizing Attendance

Attendance Letters

Attendance Messenger

doe.sd.gov
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Admin Setup

*  Attendance Office->Settings->Attendance Code Setup
— Add more attendance codes

Attendance Code Setup ¢

New Save Delete
Code | Descripfion
ALT Alternate Site
cs Court Summons with Note *Description
DF Death in Family / Funeral Parent/Guardian Request
DMA Documented Medical Appointment Excuse
HED Homebound Instruction
HEN Homebound No Instruction .
HZwW Hazardous Weather pehiansior resolufion
ILSH lliness Sent Home by School Early Release tual attend. posting
WG lliness With Cavid Present
ILWN lliness With Medical Mote
Lo lliness Without Medical Nole
158 In-school Suspension
ISSN In-school Suspension with No IEP

Services

LEND Leave Early with Mo Documentation
LD Leave Early with Documentation
035 0SS No Alternative School
O55A 055 Alternalive School
PA Principal Authorized Absence
PR Parent/Guardian Request
RH Religious Holiday
RHE Religious Holiday Exempt
SKIP Skipping School
50 School Office
SSP School Sponsored
SWPT Sweep / Tardy
T Tardy -

109
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Main Menu

Instruction

Student Information

04 Module

Attendance Offi

Behavior O

Census

Communic

Admin Setup

Excuse Code Copier Wizard ¢

Attendance Excuse Code Copier

This tool vill copy excuse codes from 1 calendar fo the ofhers, and is ussful for maintaining districlide codes

Atiendance data gets linked to an excuselD (an internal identifier). so if you delete an excuse from the fist, you
will alsa remove the excuse code from the aftendance data. The data is synchronized by using the code field. sa if you
change a code that has the efiect of delefing the oid code and creating a new code, so fhis should only be used fo modify
existing coe labels, add new codes, or SEUp/SyNChIoNize codes in new calendars

Source Calendar

23-24 Anne Sullivan Elementary

Copy Method

(®) Update matching codes and insert missing ones (Doss not delete)

_) Full Synchronization (Will delete codes in the destination if they are not in the
source)

Copy Codes

Destination Calendars

2475 K Cify Elementary

24-25 Anne Sullivan Elementary
24-25 Anne Sullivan PK

24-25 ARISE Shelter Care
24-25 Avera Adolescent Addicti
24-25 Avera Behavioral Healih
24-25 Axdell Park Middle Schoo
24-25 Ben Reifel Middle School
2425 Birth to Three.

24-25 Brioges at Horace Mann
24-25 Career and Technical Edu
24-25 Challenge Center

24-25 Cleveland Elementary
24-25 Cleveland PK

24-25 Cleveland PKED

24-25 Community Campus
CTRL-click and SHIFT-click for muftipls

102
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Admin Setup on Course

*  Scheduling & Courses->Course Information
— Check box for Attendance

120081 Algebra |

Course Sections Grading Tasks Standards Composite Grading Course Rules Fees
Save Delete
© Course Information
CourselD 22508 Course Master Linked
“Number “Name Standards-based Active
120081 Algebra | [l
o Subject Type
I -
State Code Department
Wathematics -
Schedule Load Priority Max Students Terms Schedules Periods  Sections to Build
= 20 2 1 1 8
GPA Weight Bonus Foints. Transcript Required
1
Type
A E:Elective
Activity
Homeroom  Allow student requests  Allow teacher requests/re Ri Unit
0 0 O 0

Online Learning

Comments

104
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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

Section Information v Teaching Center &
01-GR-102 Home Room

gggggg

2425 Robert Frost Elementary - Q1

1 % 2

1) 01-GR-101 Home Room 6 sections e e

| n
st s

N B L [ e

ok

A

ok

A

ok

A

10C
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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.

Teaching Center 1

24-25 Robert Frost Elementary - Q1

1 -] 2
ﬁ] 1) 01-GR-101 Home Room - 6 sections
T astudents T astudents
Y 2N 2

10C
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Attendance Office Classroom Monitor

¢ 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.

= Q

Classroom Monitor tr

Attendance > Main Tools > Classroom Monitor

Classroom Monitor

This tool menitors classroom attendance.

Date:[10/02/2013 \_j Refresh & Incomplete Teacher Attendance O Primary Teachers Only Last Refreshed: 02:07:09 PM

Teacher Dept Contact 0 1 3 5 7 ACT
30261 (—7) |3026-2 (—I11)
3036-1 (—/8) |3036-2 (/)

Staff. Andrea Special Education 30024 (M) 30805 (1)
9045-75 (1) |9045-58 (111)
Staff. Abner science Y] 600511 (—/21) 60204 (—/21) 6005-7 (20}
4020-3 (~126) 40081 (~/36)
Staff. Bethany Wath 904578 (1) | 004 (=3 50515 13)
Staff, Baikey 9050-2 (/1) |9050-8 (/1) |9050-14 (1) 9050-20 (/1)
Staff, Christa 9095-1 (—(27)
T015-2 (~135)
Staff, Christian Social Science TO15-1 (~/31) |gq4q g (1) 70454 (~/30) 70153 (-127)
Staff, Debra Language Arts 30451 (—/18) g:ﬁé?j‘ﬂ ﬁﬂﬁg
Staff, Dylan Language s |5 30501 (—/24) mﬁ;m‘mﬁwﬂ; MSMMﬁ;
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Daily Attendance Processing

* 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.

= Q

Daily Attendance v¥

Attendance > Main Tools Daily Attendance

Summary Report Caller Report

Unknown [EXcised [Unexcised Exempt Note: For additional section detail hover over a

period in the grid below.

Details Student, Anthony . 815122 | 10

A
Details Student, Brittany 843160 | 12 A
Details Student, Caleb 241542 | 07 A
Details Student, Daphne &, 833450 | 07 A
Details Student, Everett 833519 | N A
Details Student, Francie . 836155 | 07 A
Details Student, Granger 854097 | N A
Details Student, Heather 810449 | 10 A
Details Student, lkaac &, 815304 | 1 A
Details Student, Jenna 836334 | 09 A
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httendance Summary Section:
Change attendance date
Display the current day and period schedule
Ad hoc filter option allows selection of a set of students
Color-coded attendance excuses

[

Summary Report and Caller

Report Print Icons

Index Search Help Daily Afpndance
+ Student Information - Summary Report Caller Report

Daily Attenda Periods of the school day, based on
» Instruction Date: 04/1172014 =]  Unknown [EXised Unexeised Exempt Note: For addtional section detai hover over a the assigned period schedule in the
» Census Day: Friday - Period Schedule: 1 period in the grid beiow. school calendar.
» Behavior Ad Hoc Fiter -

Daily attendance displays the student's name (last
name, first name, middle name), student ID, and
grade level of enrollment

o~

over a student's name displays CSA sA sA sA
the student's homeroom teacher if the

course is marked as a homeroom
course.

Attendance |

ard Ty

Classroom Monitor

Daily Attendance Selecting an excuse displays specifics
about that attendance entry. Details also

appear in a hover box.

Details Student. Erka

If the student is actively enrolled in
v Reports Details Student, Seamus multiple homerooms, both homeroom
Details Student, Shelby teachers display.

tudent, Jesse

ADM and ADA Detail

Attendance Reason

A Details Stugent. Emre 678912 | 10
Consecutive Absence Details Stugent, Rachel 321987 | 11 . Med  Med sa
Day Count Details Student, Jacob 789123 | 12 -
aler Extract Details Student, Cheyenne 218875 | 10 T
ils Stugent, Chariene 891234 | 0o
When selecting Details, the pils Student, Natasha 198765 | 11
Person Summary Report fiis Student, Ryan 912345 | 09 mwm

, listing the student's
relationships and
households.

Hovering over a blank cell displays the teacher's
name and course for that period.
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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

m & Period Detail @ Daily Detail  Positive. Additional v Documents
e
Term Q1 07/01/2018 - 09/28/2016 D Period
N N ate
Instructional Days: 65 Present Days: 61.8 ool o1 ] o2 ] oz ]os] w5 | o5 | o7 |62 o8] 10)
Period 00 01 02 03 04 05 06 07 08 09 10 T 0312512019
Absent 0 5 0 5/ 0 5 5/5 0 00325 Moa/RSY
0302212019
EarlyRelease 0 0 0 0 0 0 0 0 0 0 00 Fri P81 Sus/Off - Set from Behavior Resolution ID 379977 - Marked by Administrator, System at
Tady 0 0 0 000 000 000 0302472049 03/21/201% 14:37
Thu PS1
Term Q2 10/01/2018 - 12/31/2018 EEr]
g Mon P51
L Documents
Attendance Information
Date: 032872018
Period  Code Status Excuse PresentMinutes GComments
00~ Mot Scheduked
o [ sos: susor = v ) I\setwrnmaenavmraesmunnn\D}?sm'r | ]
%2 sos susiorr B YUl ) [ set from Benavior Resolution 1D 375977 |
> [sos: susiont 3. Yl ) [ Set from Behavior Resolution ID 379977 |
04 = HotSchedukd
05 | | A U )
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Attendance - Office

*  Add Attendance prior to an event
e Student Information>>General>>Attendance Tab

Transportation Fees Lockers Graduation Athletics AdHoc Letters VWaiver Records Transfer Report
Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessme
Save

Attendance Information
10282014

| 02 -
03 -
04 -
05 -
06 -
o7 -
08 -

“*=Cannot record attendance. Student iz not scheduled or course doesn't take attendance.

111
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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

= Q
Attendance Wizard v¥
Attendance > Main Tools > Attendance Wizard
1.Date 09/3012019 | 1|
2. Mode @Dsiy OPeriod (OBatch (JEdt (JBatchEdt () Checkln () Check Out
3. Students. A. Search for Students. B. 1o editlist C. Click
Studert,Luke W(I1) 105671
Last Name su s L) 111553
s inCii1) 103567
First Name ]
arade — v
SSIRIN '’
Stdent# ]
AttGode
Status/Excuse
Course-Section | )
Period
Ad Hoc Filter
Seleot Al
Searcn
4.Daily Enter atendance iformation and ik Save

(L)
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Attendance Letters

Attendance Office->Attendance Communications->Attendance Letters

To create a new letter. click the New button to set up the aftendance letter qualification criteria and printing format. O

To generate a leffer. select a saved lefter and click Preview and Print Letters. A sereen with qualifying students appe

i Attendance Letters
= €] DDMAdministrators Preview and Prin Letlers

nege Workflow in Campus
o Community
https://kb.infinitecampus.c
om/help/attendance-
Edit | [ Delete | [ Copy
e ' letters#attendance-letter-

Saved Filters (select 1 or more)

# mm Stale Reports -

Q address pul for miltary WorkfIOW
Q Apptogey students -_—
Q  attendance

Q  attendance by period

Q  behavior

Q Bithdays

Q. change =

(L]
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Attendance Messenger

Attendance Office->Attendance Communications->Attendance Messenger

. Choose Grade, Status (Absent/Tardy, Excuse (Excused/Unexcused, and Minimum Periods
. Apply Ad Hoc Filter if appropriate

. Add Date

. Language Preference

5. Inbox and/or Email

6. Create message

7. Save template

wWN =

I

E‘ S

Attendance Messenger v
Attend Main To At & Mes:

LW
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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.

= Q

Attendance Messenger Scheduler v

Main Tools Scheduler

Save Delete Add Scheduled Attendance Message

Attendance Messenger Schedules:
¢7] GampusAliGalsModifyRights ~
€72 Data Health Check
€72 Office Mngrs/Secy-Secondary

€72 Principal-Elementary
€72 Principal-Secondary
= €F System Administrators
=[] CHs Attendance
[ CHs Attendance English Schedule - Daily
[ CHS Attendance (Spanish)
@[] GSHS Attendance

@] GSHS Attendance (Spanish) ©
Scheduled Attendance Message For CHS Attendance
“Schedule Name Disabled
CHS Attendance English Schedule
“Calendar der
18-19 Toyon Middle School - Annette Danmeler
18-19 Valley Springs Elementar
18-19 West Point Elementary
18-19 West Point Pre-School
19-20 Calaveras High School v
“Start Date/Time Recurring Frequency
081052013 [=[06:00PM | | Daiy gl
“Reply To Email
Send confirmation email
Grade Status Excuse Minimum Periods
All Grades AcAbsent Unknown 1
Ad Hoc Filter (Further narrows criteria) Limit delivery to contacts that speak
en_US: US English

Message Delivery Detail
Delivery Devices: Inbox Emall
Send Emails at:

4:15PM

S5
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Behavior Management

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.

Incident Detail Information

This section stores information specific to the incident and will be shared on the behavior tab of each participant. Add Event/Participant button will not|
be enabled until all required fields are filled.

Status Submitted Date:
In Progress - Submitted By: -
*Alignment Incident Title
Dizcipline « Pep Rally Incident
*Date of Incident *Time of Incident Damages
06/04/2012 E 02:18 PM k]
Context Context Description
10; Schoolsponsored activity -
Behavior Incident Location Location Description
SG: School Grounds -
Detailz

11C
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Learning. Leadership. Service.

Once general incident information has been entered, add Events to describe the individual occurrences and

Behavior Management

the Participants in each event.

This e
buttons will not be enabled

Incident ID: 91608

“Algnment
Discipline_ v

*Date of Incident
[09r2412021 |75
Context

| 3: During class
Behavior Incident Locatipn
[ CR: Classroom
Most Serious Event
[~
Details.

Formation specific to the in

ttand will be shared on the behavior tab of each participant. Add EventiPariicicant and Add Res
Event and Participant Details x
Event Details

“Event Type:
12: 105 - Disrespect v

Demerits: 0 State Code: 12: Other Violation of Code of Conduct Category: Minor

Violence Indicator

- Modified by: Unknown

behavior tab.

Teacher Ryferral (Event

Participant(s) Details

Add Participant
Filter: Student Name or Complete Student Number:
[ Students v Ty © to search for participant Search

Save  Close

11641

person's

Participant(s) Details

Amy Student (Gender: F Grade: 12 Age: 17 # 018525) (Uncheck Hide Detais |
10 exclude participant } W (o Dot
Roke: Demerts *Relationship To School
[offenger v [0 | [1: Student (WARSS information known) |
Injury Injury Description Medical

1: No nju - Service
‘ = I Rl
m}
Details:
Offense Type: Physical Assaut of District Employee:
( ~) O
Cost To Victim Not Reported 121A.53
5
“Harassment Type  Harassment Deseription
[ 3: Reiigion ~]
VA
Perceived Victim Relgion "
[ 12: otner Religions v
[ Ada |

2l
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Behavior Management

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

oo 17 0720 A 50 .
Context Context Description: L
o This section will store event and participant information. Event Details will be shared across participants. Participant Details wil only be displayed on
| that person’s behavior tab.
Location Location Descrpton ]
i Classroom Add Response x Review Particpants
Detais (™. Minor - DefanceiDisrespectiion-Complance (Event ID: 328201)
Response Details
s Tyve Conpiete =€ Student, Bryan
: [ Detention (Resolution D: 316101)
Response Dite “Response St Tme “Response End Tme Guraton
1211872019 &

pliance (Event ID: 328248}
Behavior Response Approver

Events and Participants

= Sciice i v cva S PGPS FETISIo, EVEN S h o Shaed 200 (LA EventPartpant | Add Resouton |[_Add Benavir Resporss |
== [ any altmatives to e response attempted.)
(" Disruptive Behavior (Event ID: 407454)
= (5] SPA Sudent-1 - Offender
[ In-sehool Suspension (Resolution ID: 401351)
Acd Add Resolution = IManage Fies
ersonna )

folowing
any deescalation echniaues.)

Room:

[ student was inured uring the response:
“Apply To:

LET-)
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Behavior - Student

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 enroliment.

Use the blue links to navigate to Behavior Management to make any updates to a student’s behavior
incident.

= Q

Behavior ¥

Student Information > General > Behavior
8 PrintCurrent Calendar  § Print All Years  Behavior Management  Detention B Print

Outstanding Detention Time: [}
Total Suspension Days for selected Year:  0.00

Total Suspension Days for selected Calendar: 0 .
= & Incident Detail

Behavior Incident ID: ID 377135
gz co Bt Aiignment: Disciiine staus Compista
5 DateTime. RN BAS AN Submited: 6012017 111 P

Damages s000 Submitied By. St Jannitec
e P p———
Loaation Classroom
Locstlon Bescripton:
Contoxt uring Scnoo Hous

Context Description:

Incident Details Student used s hallway passport pass to gt his book out of his
i 240, ssked

Event Type: Failure fo Follow Diractions

Role: Offender o
Injury: o Injury

Injury Desoriptior

LET)
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Detention Tracker

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

Behavior Resol
School Calculate End Date/Duration
District Wide
Code “Name
[ Detention
“Alignment “Start Date End Date
Discipline ~ 00/10/2012 | 75| =
Category. State Code (Mapping) Sub-Type
[Minor | | No State Resolution Code (Mapping) ~]

[ Aliow attendance modification

Selecting a Sub-Type of Detention allows student resolutions with this resolution type to be included in the Detention

Tracker. The student’s resolution will have reguired Detention Duration and Duration Units fields. Detention records

will appear in the Detention Tracker until the detention time is served or the user changes the detention status fo
omplete.

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.

Detention Tracker

Sutunt
O |[osvzes [ E— o — T

m = m Totst Howe | Stemt Tare mm_
o 10 am

o
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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.

Requests & Rosters % Scheduling & Courses > Scheduling > Requests & Rosters
View by Show Details More Scheduling Tools
Studems  Courses ﬂ @Fiter || XReset Course Planner | StaffPlanner | Scheduling Boara

Student, Asher (11) #123456

Unsatisfied Requests: 3 Rosters: 2

1375 H Integrated Mat... R 1007-1 AP Statistics Staff, Anne testTea.. Start Date: 1/23/2024

1550 Consumer Math B R 1050-1 AP Calculus Start Date: 1/23/2024 End Date: 1/25/2024
1600 Statistics A R

Student, Ashley (11) #234567

Unsatisfied Requests: 4 Rosters: 11
1375 H Integrated Mat... R 1007-1 AP Statistics Staff, Anne testTea.. End Date: 1/29/2024
1550 Consumer Math B R 1050-1 AP Calculus
1600 Statistics A R 1100-1 Integrated Math | staff, Kyle End Date: 1/7/2024
6000 2D Foundations A R 1100-1 Integrated Math | staff, Kyle Start Date: 1/8/2024
1700-2 Trigonometry A Staff, Anne
1750-1 Trigonometry B Staff, Anne
2200-11 World History A Staff, Wendy
M <« 1 2 3 4 5 6 7 8 9 10 » M 1-100 of 966 items
Batch Edit Student Requests Batch Edit Student Rosters o Feedback @

22
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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.

Requests & Rosters # Requests & Rosters %
i View by
= e Filter Students  Courses

@Fitter X Reset

Students  Courses oFF
Filter Results: 15 out of 878 Students

Use filter options to perform batch functionality on a specified set of students.
Student, Amber (11) #382801
Student, Sharon (11) #382801

Unsatisfied Requests: 4 Rosters: 8
Unsatisfied Requests: 4 Rosters: 8 3510 Yearbook Semester | E 1300-1 Integrated Math 11l
3950 Speech & Drama E 2200-2 World History A
. 8300 MS Office Applicatio... E 2250-3 World History B
Student, Timothy (1 1 ) #409161 8320 MS Office Applicatio... E 3300-15 English 11
Unsatisfied Requests: 2 Rosters: 13 Requests & Rosters %
View by ‘Show Det:
Student, Una (09) #821064 E— o @Fiter || XReset

Filter Results: 15 out of 878 Students
Unsatisfied Requests: 0 Rosters: 8

Student, Amber (11) #382801

Unsatisfied Requests: 4 Rosters:
Student, Benson (11) #503801

Unsatisfied Requests: 3 Rosters: 9
Student, Charlotte (11) #833801

Unsatisfied Requests: 1 Rosters: 11

129
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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.

Student Fiter Requests & Rosters & E Ty —r—

Ye_ Batoh Edit Student Request Information

Student, Agnes (10) #859611

[ p— [em—
Student, Andrew (10) #499611

nstisied Requests: 0. Rosters 12

Student, Bynn (10) #162711

Unsatised Requests: 0 Rosters 10

Student, Charles (10) #237711

nsatisted Requests: 0 Rosters: 11

Student, Donna (10) #8371

Unestisied Requests: 0 Rosters 12

Student, Elliot (10) #877711

192
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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.

[equests & Rosters %

ST o STl FeRe TR
"™ Batch Edit Student Roster Information
st

e Res 4 student recorcswil b afected

e son O
v T Homercon

montveayhest Ll

Student Rosters

3 Rosters were successfully added/updated.

12/
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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.

Requests & Rosters # Requests & Rosters %
i View by
= e Filter Students  Courses

@Fitter X Reset

Students  Courses oFF
Filter Results: 15 out of 878 Students

Use filter options to perform batch functionality on a specified set of students.
Student, Amber (11) #382801
Student, Sharon (11) #382801

Unsatisfied Requests: 4 Rosters: 8
Unsatisfied Requests: 4 Rosters: 8 3510 Yearbook Semester | E 1300-1 Integrated Math 11l
3950 Speech & Drama E 2200-2 World History A
. 8300 MS Office Applicatio... E 2250-3 World History B
Student, Timothy (1 1 ) #409161 8320 MS Office Applicatio... E 3300-15 English 11
Unsatisfied Requests: 2 Rosters: 13 Requests & Rosters %
View by ‘Show Det:
Student, Una (09) #821064 E— o @Fiter || XReset

Filter Results: 15 out of 878 Students
Unsatisfied Requests: 0 Rosters: 8

Student, Amber (11) #382801

Unsatisfied Requests: 4 Rosters:
Student, Benson (11) #503801

Unsatisfied Requests: 3 Rosters: 9
Student, Charlotte (11) #833801

Unsatisfied Requests: 1 Rosters: 11

1L
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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.

Student Fiter Requests & Rosters & E Ty —r—

Ye_ Batoh Edit Student Request Information

Student, Agnes (10) #859611

[ p— [em—
Student, Andrew (10) #499611

nstisied Requests: 0. Rosters 12

Student, Bynn (10) #162711

Unsatised Requests: 0 Rosters 10

Student, Charles (10) #237711

nsatisted Requests: 0 Rosters: 11

Student, Donna (10) #8371

Unestisied Requests: 0 Rosters 12

Student, Elliot (10) #877711

12C
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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.

[equests & Rosters %

ST o STl FeRe TR
"™ Batch Edit Student Roster Information
st

e Res 4 student recorcswil b afected

e son O
v T Homercon

montveayhest Ll

Student Rosters

3 Rosters were successfully added/updated.
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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.

S — 2100 Geography A - 1 | Sccial Studies
Teacher e stadots ‘Students st Room : -
st vt = = e warning: All existing attendance and grading records will be deleted if you remove a student.
[
Student Name
------- T = Student, Asher @ X
e Stadurts st Grade
° Select items.
Unsatisfied Requests Request Type
Select items.
STUDENT GRADE NUMBER
---- + Student, Kevin 09
= — — =  Student, Leah 00
 student, Matthew 09
+ student, Nina 09
[r——— + student, Oliver 09
+ student, Pippa 09
+ student, Quincy 09
°

120
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Locker Setup

* 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 Setup ¢

School & District Settings > Lockers > Locker Setup

HNews Save Delete
Filter Locker Type: Locstion Mumber: Search
on: [ - [ ]
Locker List
Number | Type | Location | Lock Type | Grade | Reserved  v| Shared
FETH! Academic A’ Schoal BL as ™ ~
1-888 Academic  Ceramics-Res BL es No
1-870 Acsdemic  GCarsmicsRes BL ves No
2350 Academic A" School BL es o
2-004 Academic  Guide-Res BL es No
2.801 Res Acsdemic  by242- ASD BL as No
2320 Academic A" School BL es o
2664 Res Academic  by235- DCD BL as No ”

“Mumber 2777

“Locker Type [Activity "]

“Location | Above medis ~

“Lock Type (7' No Lok Assigned
® padios
 Builtin Lodk

Grade ]

Locker Serial Number [

Reserved (]

Shared O

120
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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.

= Q

Combination Rotation Wizard v

Resources » Lockers » Combination Rotation Wizard

Combination Rotation Wizard

This wizard will walk you through the automatic combination rotation

How would you like to assign locker combination rotation? Include active locker assignments
® Increment all lockers by one sequence.

Custom sequence per locker group

Do not adjust reserved lockers.

Rotate Combinations

120
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Locker Schedule Wizard

* 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 Schedule Wizard vr
Re. Loc Locker Schedul

ignment start date wil be assigned lockers.)

*Locker Type v
What students would you like to schedule?
~Gradets) [ s (1 ur O us
- By Fiter -
Would you like to assign lockers designated for a particular grade level or choose individual locker locations?
@ Yes, assign students to lockers reserved for their grade level (Requires a grade 1o be assigned to all lockers you wish 10 use )
No, assign students locker in the groups | choose. (CAUTION: Wil ignore grade seting )

0002 0004 0006 | 0012 | 0201 | 0202

0203 0204 0205 | 0207 | 0208 | | 0208
0210 o211 0214 0215 | 0219 | 0221
0222 0224 0226 | 0302 | | 0303 | | 0304
0308 o307 0305 03s | o030 | 0313
0314 0315 036 o3tz | om0 | o032
200 wing 300 Wing

How would you like to assign lockers to students?

Assign in random gender order ¥

Should lockers be sorted in alphabetical or numerical order?

® aipha

s, double assign Io:

What date would you like the locker assignment to begin?

“Locker Assignment Start Date (041712020 5]

What date would you like the locker assianment to end?

End Date i

Schedule Lockers
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Locker Batch End Wizard

* 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.

0
ment start date will be assigned lockers.)
What locker type would you like to schedule?

“Locker Type -

What students would you like to schedule?

Ho, assign atudonts lackor in the groupa | shooss. (CAUTION: Will ignors grade actting )

0002 0004 0006 | 0012 | | 0z01 o202
0203 0204 0205 0207 | 0205 o208
0210 02 0214 | 0215 | | o219 | | 0221
0222 0224 0226 0302 | | 0303 0304

0310
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Reports Roll Forward Wizard

*  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.

Reports Roll Forward Wizard v System Settings > System Preferences > Reports Roll Forward Wizard

1 Progress
Q1 Report Card

@© fstby school
O tstby year

Campus Efementary School A
324 CES

Campus High School
23-24 CHS Summer Sehool
Gampus Middle School
232408

Campus Primary School
2:3240p8

v
CTRL-click or SHFT-cick 0 select muiple

| Run |
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Report Setup

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.

Report Setup

System Settings > System Preferences > Report Setup

New Save Delete

Name [ Type
T 215
HS Report Card (al)

HS Standards Report Card

List by Course wicounsalor

List by Day (ALL)

Simple Report Card

Simple Transcript

Table wilocker-counselor

Term Grade Report Card

Transcript with State University GPA Calc

reponCard
transcript
schedule
reportCard
transeript

“Name Type Available in
Alln Transcript Transer e
Descrption Poral - Active
Al reporting options turmed on Portal - Historical

Group Options () Grade () Term @ School Year

School Year Options |

Grade Level Options ("] Exclude grades flagged as "Exclude from GPA/Class Rank”
GPA/Class Rank Calculation Options

(8 Cumulative GPA GPA (rank. %); GPA + Bonus (rank, %)
Course Display Options

Credit Groups [ ] Filter to selected school
osssioned Cresta
) Etemnantary.
High School Credit

f—mddl bool
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Portal Display Options

*  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.

Calendar and Terms Settings
21-22 Harrison High (07/01/2021 - 06/30/2022) (CennsLeD )

Display Options Template
Harrison High v

Portal Calendar Settings Display Options

Enable calendar when it is in the active or future school year

Keep calendar enabled when it is in the previous school year for 0 % days from Calendar End Date (until 06/30/2022) @
Enable tools and select display options for both the Campus Student and Campus Parent Portals (unless otherwise noted)
Portal Term Settings € Expand All Collapse All
O Automatically enable all terms 4 days before first terms start date
v Academic Plan  Student  Parent
Automatically enable each term 4 days before that term's start date
v Access Log + Student + Parent

Terms Activity Registration

+ + + +

1 (07/01/2021 10
2 (10/23/2021 -1/

Assessments + Student Parent

Assignments v Student v Parent =

Enable Assignments Tool @

Display Score Details €@

Points Eaned/Score (" susen | paren
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FRAM Eligibility

*  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.

= Q Eek? ws 2 W &

ﬂibuuy Py FRAM > Applcation rocessing > Elgbilly

Carver Jins
 Medical Condition(s)

; Elgibility Detal
Eligibility gibility
swovon | owrowe | soor | ccsurree | mcoure | comeorwe | surecoor | weuomowse | semoveumes serotve-
2025
1920 s e e ! P 557 o -]
—— cnaoae
1810 cons oo wea Rediced  ncome | worsat el =)
1617 wsne  opmr wea Free [ J—
Meal -
souee-
O Nondirect B
Dreet
optout edeaid optoutsoip
O [®)
[FOS— [RS——
st
o
Yes o
Oves

- = . -
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Campus Instruction Control Center

Use the Cambus 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.

Ino-unu i

Clicking on the tablet icon will allow you to navigate to assignments that need to be scored.
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Y

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. e

»

Settings

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.

1410
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Creating Assignments

. Click on the +Add button located in the top menu bar of Campus Instruction
under Gradebook. — E—

= instruction ~

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

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

d 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 (1), Cheated (Ch), Exempt
(X) or Dropped (D).
e 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.

1419
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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.

o 1
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Grading Window

* 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.

-~ - I ;
©) ! 9
- e 0 mersen Select Tems. SelectDate & Time  Sclect Grade Levels 1019720 101720 A SelectDate & Time  Select Grade Levels
1200 A 1150 PM High 800 M HEL Grades
— N
D oo msee  Alowoes 1 it Hig-an Data i Tem End et VOOAM  T200AM  Grades High Schaol
;
.
@ Sem N ke 2calendrs July2020 ooy S R "
w2 0512521 50607, 200021 Emerson o o ooz osjo221 Al " ) s
800 AM 859PM 08,09 High oz 12:00 AM 1:50PM Grades 12+
] , L, o omm o , b
12 18 14 15 16 17 8 @ 12:00 AM. 11:59 PM. Grades. core.
&
2 27 28 29 30 3 a 12:00 AM 11:59PM Grades. alendars. KA
Grading Window ¢
L TIME ™ LEVELS / STANDARDS. S
oo o secems soectomesTme  deccaselows sdectordng
@ 00am 1150 PM Grades 3 Emerson High Tasks/Standards
.
o omm owm w o
T = =
cotag s e sk
Y . @)
[ Mid Quarter
™ D) Mid-term

D Progress Report 1
D Progress Report 2
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Grading Window Exception

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.

Grading Window (new) ¢r

Grading Window (new) ¥
= -~
© ©® ® o ©®
"o "
P — a — B g W e
® (O] (&) &) S e B, vt
it sin ©
- S T s @ | e S
wam
%D
v B e
o3 a0 ] o
g2
v Bl ~ g2
. B v
- .
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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.

Missing Assignment Scheduler ¥r

Communicat tion > Messenger Administration > Missing Assignment Scheduler

New Notification Schedule Save Delete

Name. | Caer Freq
Missing Assignments - HHS  19-20 Harrison High Daily
Missing Assignments - Middle  19-20 Filimore Middle School  Daiy

Your student | stuge Name __|has the following missing assignments.

{ missingMessenger assignments LIST

Please sign info your school's parent portal at
to find more information.
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Missing Assignment Report

* 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.

= Q lnfElat’ln c‘ﬁ: 23-24 Harrison High Aa ‘ 2 H -
Missing Assignment Report v¢ Grading & Standards > Reports > Missing Assignment Report

Missing Assignments Report

This report will find assignments flagged as incomplete, late, missing, and/or exempt during a specified term or date
range

The report can be organized by Student, Course and Teacher, Ad Hoc Filter, or Grade Level.

| Student | Include due from:
® Date Range =]t |7
OTerm ~

Student Name
Include assignments:
Wissing
[Late
[ incompiste
] Exempt

D Include score comments
D Include unreleased assignments
] Add page breaks

] Exclude droppediinactive students

| Generate Report |
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Report Card Batch Report

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.

Report Card ¥ Grading & Standards > Reports > Report Card
Report Card Batch Report

“This report batch prints student report cards, one page per student, suitable for handing out. This is a very complex report
tryto limitthe number of students selected per batch.

Report Options
oR
Display Options

AdHocFilter ( &
oR

Grade A students v |

Active Only

Effective Date (0112512024 7|

EmiErETE @ aipha O Gradetipha O zip O Teacher

Batch Queue Options.

[Refresh |Showtop 50~ |tasks submitted between | 01/18/2024 |5 ana| 01/2512024 78]
Batch Queue List

Queued Time | Report Titi |Status | Download

| Generate Report | Submitto Batch |
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Grades Report

* 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.

Grades Report £
pots » aes

LI
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Activity Eligibility Report

* 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.

Activity Eligibility v
Student > Reports > Activity Eligibility
Activity ity Report

The Activiy gty Reportcan be used to monitor students academic grades to detsrmine paricipaton eligily Page

breaks are inserted automatically for each activity. This s a very complex report, 50 try o limit the number of students run
per batch

Which students would you ke to include in the report?

© Grade Al Students
06
o7
08
Ad Hoc Filter

Envoliment Efective Date (04/1772020 ]
GragngTerms 101 a2 Cas Uas

Activy Courses (Al
Year Round
X211 Al District Band

Final
Social Studies
Final

Grading Scores ¥ All Scores.

Yo W1 W2 W3 W4

Grade Option  (® In-progress Grade  Posted Grade YA YA ¥a ¥B Wi

Y. ¥Wc @cr @c @p

ETIEED ® Student ) Activity “p:+ ¥p. ¥ ¥ ¥

NG 2:NC

ReportFormat  [PDF v Y “B B “B B
3D 4C 5B 6A T-A

Generate Report S R

YN @Wp ¥Us Us: Ds
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Grade Book Usage Report

* 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.

= ‘ Q ‘ ’"’E’g,',,c‘gj 23-24 Harrison High

Grade Book Usage Report ¥¥ Grading & Standards > Reports > Grade Book Usage Report

a

?
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Transcript Batch Report

Grading & Standards->Reports->Transcript Batch Report

The Transcript Batch Report allows users to generate transcripts for a group of students.

Transcript Batch Report ¥ Grading & Standards > Reports > Transcript Batch Report
Transcript Batch Report

This report wil batch print student transeripts, one per maiing address per stugent. To print one transcript per student when
students have multple maiing addresses, check the box iabelled “Transcript without maling address, one per student”. If a

calendar is selected in the toolbar, the transcript will only showr marks earned in grade levels present in that calendar. This is a
very complex report try to imit the number of students run per batch

Report Options | Transcript by Term ~
OR

Display Options.

Which students would you like to include in the report?

@ Grade

Al Students A

O Ad Hoc Fiter
Enrolment Effective Date |05/05/2024 |72

Sort Options.

® apha O Gradeiapha O Zp O Teacher
[ Transcript without mailing address, one per student

| show top| 50

~ | tasks submitied between | 0529/202¢ 75| ang | 08/051202¢ |7

Batch Queue
Queuea Tine | Report Tre [Stavs | Downoaa

Report Format: | PDF

[ Generate Report | Submit to Bateh |
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Standard Based Grading

Create a Score Group or Rubric

. Create a scoring rubric under Grading & Standards->Grading Setup->Score Group n&
Rubric Set

. 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.
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Standard Based Grading cont.

Add standards by placing them under the appropriate Standards Bank Location (Parent
Group/Standard).

* Standard Group Editor
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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.
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Accessing Grade Books as Guest

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.

| Section Teacher | Room Term Schedule| Period Seats Taken Scheduling Group Guest Access

Edit 1 Backes, | 1475 | 4 A-B 01 (21130) Orange Grade Book
Pearce

Edift 2 Llf:nl::m' 1018 | 1 A-B 02 (23130) Grade Book

Edt 3 RileY, | 4991 | AB 03 (23130) Grade Book
Melizsa

Edit 4 Backes, | 1175 | 1 AB 04 (22130 Orange Grade Book
Pearce

Edt 6 "'fel';i”"' 1rs | 2 AB o (23130) Orange Grade Book

gl 6 | MAEREWS [ nng | 2 AB 02 (24/30) Grade Book
Dexter

Edf 7 "'f:q':i:"" 1018 | 2 AB 03 (24/30) Grade Book

Edif & Backes, | 1476 | 2 AB 04 (22/30) Orange Grade Book
Pearce

Add a Section
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‘ Learning. Leadership. Service.

Guest Access to the Gradebook

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.

Term 1
(07/01/23-09/29/23) {10/02

EMPTY
36004 AP Literature

o ) [ [y
Grade Book Primary Teacher G

EMPTY

3700-4 American & British Literature (Day Daily) | 37004 American & B
Primary Teacher Grade Book Primary Teacher G
EMPTY EMPTY

3850-1 Creative Writing (Day Daily) 38501 Creative Writ
Primary Teacher Grads Book Primary Teacher G

1C QO
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Learning. Leadership. Service.

FERPA Programs

* 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.

. FERPA 1% Student Information > Pr

Program Information

Start Date *

| month/day/year @‘

End Date

| month/day/year a‘

School Year

| d
Question 1: Do you grant permission to allow directory it ion to be shared for i All grade levels

| d
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? Grades 9 - 12

| )
Question 3: Do you grant permission to share information with SD BOR/SD Tech Colleges? Grades 7 - 12

| M ‘

- IS

100

doe.sd.gov
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Learning. Leadership. Service.

Federal/State Program Update Wizard

* 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.

Federal/State Program Update Wizard ¢ Student Info

FERPA Program Upda

Federal/State Program Update Wizard ¥

ederal/State Program Updater

Select an Ad Hoc Fier to craata records for the selected studens.
The FederalState Program Updater allows federal or state program participation data to be added or edited using an
import file. Federal or state program participation data records can also be added, edited, or deleted using an Ad hoc filter.
For programs that allow an Owner to be specified, edit, delete. and overlapping record logic will be limited to records

awned by this District or State Edition peid kinciilhen

Select Federal Program: Set the values that will be the same for all students
Select Mode: “Start Dats [08r2212024_|75)

End Date ‘:m
Import File: Comments ‘
O Add/Edit Participation 4
Ad Hoc Filter Z“":"’"; [ )

usston — - - - - —
44 Partcpaton 2 [YES Yes. I give my pormission for my studsnts nformation t be shared withthe US Mitary ]

elete Participation School Year

dit Participation
() Auto-end overlapping records

Run Test or Run Tool

Test |

[[Add Records | or [ Batch Queue - Add Records.

Back

Refresh | Show top [ 50 v tasks submitted between [07/18/2024 || and|07/25/2024 5]

164
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What’s New for 2024-25 School Year?

* 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.

doe.sd.gov
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Learning. Leadership. Service.

FERPA

g FERPA & s % FERPA ¢ Student Information > Program Prticpation » FERPA
Program Information . ‘ Related Tools v |
Start Date * End Date . ¢/
[motnieypea (B [ w5 Sl Yew FrLeamig
School Year ‘ \j
\ ) FERPA
Question 1: Do you grant permission to allow directory i i Il grade levels
\ vl ) Foster Care
‘ - e ‘ - : o — - Start Date: 08/22/2024 School Year: 2025 Quesfion 1:
s 2 - B End Date: 06/30/2025 Question 2:Yes, | give my permission for my Honeless
‘ J sfudent’s information to be shared with the US
‘m o D BORD ekl 7 Mil'rtar)! . Section 502
Question 3: No, | do not give my permission for
A _ iy student’s info to be shared with colleges and
Universities.

Crated By Soux Fals 43549005 07112024 ‘ ‘o ‘

el |

doe.sd.gov
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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.

1. Advanced Endorsement
(Gra 2: Advanced Career Endorsement  tate Seals
| 3: Advanced Honors Endorsement

| 4: State Seal of Biliteracy
x [ 9

BOR Transcript Add Graduation Endorsement |

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.

doe.sd.gov
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