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Census• Create Person
• Create Address 
• Create Household

– Add members to Households (Census Wizard)
– Relationships
– Guardian/Mailings/Portal/Messenger (what these determine)
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Presenter Notes
Presentation Notes
The Census module tracks every person entry in Infinite Campus - parents, staff, students, emergency contacts, doctors, etc. It is within Census that all people, addresses and households are added. Once these key items have been added, they can be linked together using the Census Wizard



Create Person
• Census>>People>>Add Person
• Always do a Person Search first to 

avoid creating a duplicate
• Then click “New Person”
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Presenter Notes
Presentation Notes
Enter the Last Name of the person who needs to be entered into Campus. This is a required field. Additional search criteria may be entered – First Name, Middle Name, Birth Date and Gender.
Click the Search button. Matching search results, if any, display in the box to the right. It is recommended that the results be thoroughly reviewed before creating a new person. To review in more detail the search results of the persons, click the Details link next to the person’s name. This displays a Person Summary Report of that person’s demographic data, contact information and relational information.
If the search results do not match the information that needs to be entered, select the Create New Person button. The Person Creation and Person Identifiers editor screen displays. Enter as much of the information that is known at this time.
In the Person Creation fields, enter the Last Name, First Name and Gender of the person. These are required fields. There may be district specifications for entering this information.
Enter additional person information where known and follow recommended district procedures for creating new persons. 
In the Person Identifiers area, enter the Staff State ID and Staff Number, if applicable. Sites tied to a State Edition may have Staff State ID generation enabled. In that case, the Staff State ID field is not available for editing and an ID automatically generates when the person is given an employment record.
Click the Save button at the bottom of the screen. Once the information is saved, the tool displays the new person entered in a search box. To review or to enter additional Census items (household memberships, relationships, enrollments), select the person’s name.




Create Person cont.
• Add required and other information
• Click Save
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Presenter Notes
Presentation Notes
All people have a demographics page.  Students will have an enrollment page, Staff will have assignments and employment,  If you have the info, enter it   



Create Address
• Census>>Main Tools>>Add Address
• Always do an Address Search first to avoid creating a duplicate
• Then click “New Address”
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Add Address

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



Field Definition

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

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

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

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

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

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

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

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

• Add a Start Date on the next screen and select 
Save
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Address Notes

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

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

• Mark Private if address should not be given to 3rd party mailing 
lists
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Create Household

• Census>>Households>>Add Household
• Always do a Household Search first to avoid creating a duplicate
• Then click “New Household”
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Presenter Notes
Presentation Notes
Search for Households
Enter search criteria using one or more of the available search criteria.
Click the Search button. Matching results will appear to the right of the search fields.
If one of the results matches the desired household, select it to view details about this household. This changes the view of the interface from the Add Household wizard to the Household Information tool.
If results were not returned or the returned results are not the appropriate household, click the New Household button in the bottom right corner of the screen.




Create Household

• Household name and Phone number
• Naming Convention
• Click Save
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Create Household
• Household created
• No members
• No addresses

12



Add Members to Household
• Select on Household Members
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Add Members to Household

• Do a search – only last name is required
• Select on person to add or Create New Person
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Add Members to Household

• If adding existing person
• Add start date and other information
• Select Save
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Add Members to Household

• If Create New Person
• Add required and other information
• Select Save
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Add Members to Household

• Still must add start date
• Select Save
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Presenter Notes
Presentation Notes
You can have members in a household, but if there are no relationships set up then they likely won’t have access via the portals, etc.



Add Members to Household

Census>>People>>Relationships
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Relationships are complicated

Presenter Notes
Presentation Notes
Just like everyday life!  You must have relationships to make campus go round, and there’s more than one way to make relationships work. – Example – when you have a non-household relationship, you may want to do a person search and add the relationship from there.



Relationship SHORTCUT

• See step 3 in Census Wizard
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Census Wizard
• Census>>Households>>Census Wizard
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1. Determine which type of search to perform -
Person, Address or Household - and 
enter the appropriate search elements.

2. Click the Search button at the bottom of the 
Census Wizard page. Matching results 
appear in the Search to the left. 

3. Select the desired search result. This 
places the selected information from the 
Search into the Assembling a New 
Household window. 

4. Click the Continue to Step 2 button.

Presenter Notes
Presentation Notes
The Census Wizard is a three-step process that allows the user to assemble the household, add persons as members to that household and modify relationships. 



Census Wizard – new household

• Search for person 
• People listed on the left
• Click any to include in new household
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Presenter Notes
Presentation Notes
You can search for multiple last names as long as you get the right household to start with



Census Wizard
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Add Household Name/Phone Number
Add Start Date for Address and All 
Members
Mark Address for Private, Secondary, 
and Mailing as appropriate
Select Save & Continue – Step 3 



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

Select Save & 
Done



What about those boxes?

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

Presenter Notes
Presentation Notes
The Relationships tool displays established relationships between people existing in Campus. Relationships include the other individuals residing in the same household as the selected individual and those individuals who may reside in other households but have an association with the selected person (emergency contacts, divorced parents, etc.).



Staff Locator Wizard
Census>>Staff>>Staff Locator Wizard



Staff – District Employment

• Census>>Staff>>District 
Employment

• District Employment Tab – 
Start Date
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Presenter Notes
Presentation Notes
Probably 100%  but assignments may be varied



Census>>Staff>>District Assignments
District Assignments– School, Start 
Date, and Title for each assignment 
(high school, middle school, 
elementary school)

Staff – District 
Assignments

Presenter Notes
Presentation Notes
Often have multiple assignments – checkboxes give access to different things – can add certain rights here or may add through user groups



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
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Presenter Notes
Presentation Notes
If you enable you may be able to request national records, depending on where the student came from



First Time Enrollments

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

• Student Information>>General>>Student Locator Wizard
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Presenter Notes
Presentation Notes
I personally like to use this tool first and add students to campus, THEN add them to households using THIS tool to avoid duplication – sometimes good to be purposely vague to pull several results in case there were mistakes



Student Locator

• Provide first and last name and gender
– Avoid nicknames

• If you know State ID use that.
• Mouse-over each result to see last enrollment
• Match birth dates
• Be sure of identity – avoid duplications
• If match, then use – if not Create New 
• Student
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Create New Student
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• Student Number – locally generated State ID – state assigned
• At minimum include all information marked red



Create New Student cont.

• Include all necessary information
• When complete click SAVE at the top
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New Identity

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

• Census>>People>>Identities
• Marriage, adoption (changed last name)
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Presenter Notes
Presentation Notes
I require a new birth certificate or court order before I will change a name in Infinite Campus



Former Student Now a Staff or Parent – 2 ways
• 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 update 
it on the backend.

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

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

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

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

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

• Make a new household for this former student and their new child and setup like any 
other household.
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Or….. You could also create a 
new person entirely.  Even 
though they are the same 
“person,” you’re essentially 
starting over in this case, and 
it is not a problem to simply 
start over 

Presenter Notes
Presentation Notes
Depends on how supremely nerdy you’d like to be with your data 



Enrollment Roll Forward New Look

Presenter Notes
Presentation Notes
Now we know how to get all people accounted for under our census umbrella, we can switch to thinking about what we are all here for, enrolling students to keep track of! 



Enrollment Roll Forward
Student Information>>General>> Student Administration >>Enrollment Roll Forward Wizard
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Presenter Notes
Presentation Notes
The Enrollment Roll Forward tool promotes students into the next year's calendar and grade. Districts need to roll their calendars using the Calendar Wizard before using this tool.
The enrollment roll forward tool is used to create new enrollments for students in a future calendar for current students who do not have an end date on their current enrollment (actively enrolled).




Enrollment Roll Forward
• Do this during prep for new year
• Create new calendars before you roll
• Roll multiple grades of students
• Roll from one calendar to another

– Middle School to High School

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

• I do a separate roll for students changing 
calendars.

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

• Be sure you do your final roll BEFORE you end 
date students!
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Presenter Notes
Presentation Notes
A district should have rolled their calendars using the Calendar Wizard before using this tool. This tool is safe to run repeatedly. If a student has already been promoted into the next calendar, it will not roll them again. It is assumed that each student should be rolled only once. Where the student is rolled is determined on the logic described below.  Run this in test mode to preview which students will roll and where. �
1.) The new enrollment start date will be the first instructional day in the calendar unless a date is specified.�
2.) Only students without an End Date on their enrollment in the source calendar/grade will roll into a new calendar/grade unless the option to roll students whose end dates match the last day of the last term is selected. With that option, if an enrollment end date matches the last day of the term in any term schedule, the student will roll. It is always best to roll your students before ending their enrollments. Dropped students will not roll.�
3.) If the destination calendar has multiple schedule structures with the same grades, the destination will have to be selected manually.�
4.) Any students that have Future Enrollment information in their enrollment will be rolled directly into the calendar and grade specified. Use this to retain or demote students. These students will be excluded from any of the following logic.�
5.) Sequence numbers must be assigned to all grade levels in all calendars. A student will be promoted to the next number in the sequence: Grade 09 with a sequence of 9 will be promoted to Grade 10 with a sequence of 10. Grade Levels with sequence 0 will be ignored. Students are assumed promoted unless flagged as retained or demoted on their enrollment. The tool will increment the grade sequence and look for next year's calendar in the same school.�
6.) If a student needs to be promoted to a new building and the student's address contains a School Boundary mapping, the new building will be selected from the mapping information.�
7.) If the student does not meet any of the conditions above, they will not automatically roll forward without a destination calendar, structure, and grade selected. These include 0 sequenced grades, and building promotion where multiple schools provide the promotion grade. These students should be rolled independently of a district-wide roll.




Enrollment Cleanup Wizard

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

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

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

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

Presenter Notes
Presentation Notes
The Enrollment Cleanup Wizard contains two modes - Delete Enrollments and Update Enrollments. These modes allow for the removal and update of future enrollments in future school years, or the current school year. There are many reasons why an enrollment may need to be removed or updated, including:
A student moved prior to the end of the last school year but after enrollments were rolled forward.
The curriculum director built calendars with a start date of school in the next school year, but that date has since changed. 
A student may have been promoted to the next grade level for the next school year, but was unable to meet all requirements for that next grade level due to unforeseen circumstances.
Updates were made to a student's active enrollment after enrollments were rolled forward.
Both the Delete Enrollments and the Update Enrollments modes include a RUN TEST option that returns the total number of enrollments that are going to be removed or updated. This is a best practice step; there is no undo option for accidentally deleting enrollments or updating start dates. 




New Enrollment History
Student Information>> General>> Enrollments

• Calendar Name = 
Previous School Name

• Grade and Start Date, 
End Date if appropriate 

• Manually insert 
enrollment records from 
other schools

• Such as 9th Grade
– Must have to trigger the 

NCLB Cohort End Year
– Check with previous 

school for verification of 
date
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CRDC School of Accountability

Presenter Notes
Presentation Notes
Not all schools use the CRDC set up in Campus, but this is a required field to run reports)



Foreign Exchange Student
• Census>>Person or Student Information>>General
• Enrollment tab
• State Reporting Fields
• Citizenship drop-down menu
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State Reporting Fields

Presenter Notes
Presentation Notes
this is the area of the product where the DOE obtains the majority of its data for both state and federal reporting.  If the data fields are incorrect, it will impact not only their State Aid, but can also impact their State & County Apportionment payments, their Special Education funding and more.  It is VERY important that these fields are entered correctly and are kept current.  You can point them to the Student Data Desk Guide for more information on how to properly enter the data on the Enrollment tab.  




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

• Student Information>>General>>Records Transfer
• Click “New State Transfer Request”
• Information sent directly to previous school 
• Must be exact student match
• Contact school as a courtesy
• Everything you wanted to know about records transfers:
• kb.infinitecampus.com/help/student-records-transfer/ 
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Presenter Notes
Presentation Notes
If the student has ever had a transfer, it will show up here and you can access any time, if not, you can do a new request

https://kb.infinitecampus.com/help/student-records-transfer/
https://kb.infinitecampus.com/help/student-records-transfer/
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Process Inbox
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Requesting 
District

Receiving 
District



Completing the Process
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When District 
is ready to 
approve the 
release

Presenter Notes
Presentation Notes
I like to add comment for paper copies or further questions, please contact me



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



Student Records Transfer
System Settings>>Data Interchange>>Administration>>Student Records Transfer

Find all transfers in and out
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Top Infinite Campus Bloopers

...and how to avoid them!



Data & Security Bloopers
• Creating Duplicate Students or Parents – Always 

search first.
• Deleting Records Instead of End Dating – Preserve 

history.
• Forgetting Relationships – 

Portal/Messenger/Guardian won't work.
• Giving Users Too Much Security – Start with minimum 

permissions.
• Leaving Former Employees Active – Remove rights, 

never delete the person.



Enrollment Bloopers

• Misusing Enrollment Roll Forward:
•  Build calendars first.
•  Roll before end-dating enrollments.
•  Run Roll Forward again after new enrollments.
• Skipping Enrollment Cleanup Wizard – Fix future enrollments.



Reporting & Scheduling Bloopers
• Ignoring State Reporting Fields – Can affect funding.
• Leaving CRDC School of Accountability Blank.
• Accepting Transfers Without Verification.
• Forgetting Secondary Households/Mailing Addresses.
• Moving Students Without Checking Schedules.
• Not Documenting Unusual Situations.



Golden Rule

• Search first. End date—don't delete. When 
in doubt, ask before you click Save!



Course Settings
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Course Grading Tasks
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Grading tasks are items that teachers score against.  These are used for report cards 
and transcripts.  If appropriate, credit categories and credit values can be added. 



Section Set Up
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Section placement indicates the term and 
period the section occurs.

This name displays in schedules 
and section information.

This is the section teacher and is set 
in Staff History.



Section Staff History
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The Section Staff History tool tracks the history of teachers for a particular course section. It lists active 
primary teachers, teachers and section staff in addition to former primary teachers, teachers and section 
staff.  



Walk-In Scheduler
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Path: Student Information->General-> Walk-In Scheduler
Walk-In Scheduler allows individual student schedule creation and modification.
The Settings button allows users to change viewable information and set default options for interacting within 
the schedule.  



Walk-In Scheduler
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Use the Request Panel to add course requests for students.  The Add Requests option allows for 
searches by course number or course name. The Quick Add option is useful for memorized course 
number adds.       



Walk-In Scheduler
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Once requests have been added, use the Load button to create the student schedule. Start Date can be 
left blank if the schedule should start on the first day of school.  



Walk-In Scheduler
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The Restore option to add students back into the schedule that was ended.  This is helpful when a 
student left school and returns after a short time.  Start Date should be the day the student returns to 
school.    



Walk-In Scheduler
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Schedules can be created through the schedule grid.  Click within the term and period that needs a 
course added.  Use the search option to locate the course/section to add to the schedule and select the 
appropriate section. 



Requests and Rosters
Path: Scheduling & Courses->Scheduling->Requests & Rosters
This is a batch tool that allows for schedule request creation and deletion, section rosters setup, and roster 
copy.  Do not use this tool to modify individual student schedules. 
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Requests and Rosters Student View
The Students view will display unsatisfied requests and rostered courses.  Use the Show Details option to see requests and 
rostered courses for each student.  This view does not allow you to modify requests for individual students.
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Requests and Rosters Student View
Use the Filter option to limit the students you are working against.  The calendar options allow users to copy 
rosters from a prior year to the current year request or current year rosters.  
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Requests and Rosters Student View
Once students have been filtered using the available options, use the Batch Edit Student Requests and Batch 
Edit Student Rosters to Add or Remove student requests or roster assignments.  Choose the course to request 
or the course/section to add students to.  Start and end dates are not necessary when scheduling prior to the 
start of the school year.  Once the school year has begun, start dates should be used.  
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Requests and Rosters Student View
The Students view will display unsatisfied requests and rostered courses.  Use the Show Details option to see requests and 
rostered courses for each student.  This view does not allow you to modify requests for individual students.
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Requests and Rosters Student View
Use the Filter option to limit the students you are working against.  The calendar options allow users to copy 
rosters from a prior year to the current year request or current year rosters.  
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Requests and Rosters Student View
Once students have been filtered using the available options, use the Batch Edit Student Requests and Batch 
Edit Student Rosters to Add or Remove student requests or roster assignments.  Choose the course to request 
or the course/section to add students to.  Start and end dates are not necessary when scheduling prior to the 
start of the school year.  Once the school year has begun, start dates should be used.  
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Requests and Rosters Roster Builder
Using the Course view, filter or locate the course and section you want to create or edit a roster.  Rostered 
Students will display under the Roster list.  Use the Roster Builder to add or remove students from a roster.  
Students can be search by name, grade, or team.  Select the appropriate returned result.  Selected students are 
listed at the end of the rosters without a blue check box.  To add any of the filtered students, click on the filtered 
students.  This will add a blue check mark and place the student on the roster.  
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Attendance
• Daily Attendance – Teacher
• Daily Attendance – Office
• Finalizing Attendance
• Attendance Letters
• Attendance Messenger
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Attendance - Teacher
Teachers can only mark students as absent, present, or present.  They cannot apply an 
excuse code.  If an absence excuse has been added by office staff, the excuse code will 
display in the teacher attendance module.
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Attendance Office Classroom 
Monitor
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Path: Attendance Office->Classroom Monitor
Classroom Monitor shows which teacher have recorded attendance for a course and 
section.  It allows for quick navigation and attendance entry.  Sections in pink highlight 
have not had attendance recorded.  Click on the section number to navigate to 
attendance entry.  



Daily Attendance Processing
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Path: Attendance Office->Daily Attendance Processing
Allows staff to process individual attendance for students marked absent by teachers. Enter or 
update an excuse code by clicking on the attendance mark.
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Individual Student Attendance
Path: Student Information->General->Attendance
Add Attendance Codes, Present Minutes and Comments by clicking on an existing 
attendance code or by selecting New
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Attendance Entry Wizard
Path: Attendance Office->Attendance Entry Wizard

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

returned results
• Enter attendance for day or period specific
• Additional instructions appear after students have been selected
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Attendance Letters
Attendance Office->Attendance Communications->Attendance Letters
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Attendance Letters Workflow in Campus 
Community
kb.infinitecampus.com/help/attendance-
letters#attendance-letter-workflow 

https://kb.infinitecampus.com/help/attendance-letters#attendance-letter-workflow
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Attendance Messenger
Attendance Office->Attendance Communications->Attendance Messenger
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1. Choose Grade, Status (Absent/Tardy, Excuse (Excused/Unexcused, and Minimum Periods 
2. Apply Ad Hoc Filter if appropriate
3. Add Date
4. Language Preference
5. Inbox and/or Email
6. Create message
7. Save template



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



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



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



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



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

As students are assigned Detention in the behavior module, the time assigned is added to the tracker under 
Behavior Office>Behavior Management->Detention Tracker.  Detention served can be recorded by either 
selecting the student and entering the start and end time the student(s) served.  
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FERPA Programs
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Path: Student Information->Program Participation->FERPA
FERPA Programs allows schools to create records indicating permission for information to be shared with US 
Military or SD BOR.  These are created per year.  



Federal/State Program Update Wizard
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Path: 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.  



FRAM Eligibility
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Path: 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.  



Report Roll Forward
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Path: System Settings->System Preferences->Reports Roll Forward Wizard

The Reports Roll Forward Wizard copies selected reports into next  year’s calendar.  



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



Portal Display Options
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Path: 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.  



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



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



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



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



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



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



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



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

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


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

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


Ad Hoc Reporting
Path: Reporting->Ad Hoc Reporting
Ad Hoc Reporting allows user to create filters that can provide information or as input to an existing 
report.  
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User Security

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

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

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

User Accounts
User accounts can only be created after a person record has been created.  Each user should be 
assigned to the appropriate tool groups and calendar groups.  
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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


User Management Best Practices

• Manage user through User Groups and not individual Tool Rights
• Manage Tool Rights and Calendar Rights in separate groups
• Use the Account Expiration Date 
• Use the User Management Reports

– Product Security Role Report
– Tool & Calendar Rights Access
– User Group Report
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Campus Community

• https://kb.infinitecampus.com/help 
• To find information on any part of the Campus Tools section

  Resources from DOE
• https://doe.sd.us
• Infinite Campus – Student Information Management System
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https://kb.infinitecampus.com/help
https://kb.infinitecampus.com/help
https://doe.sd.us/
https://doe.sd.us/


Department of Education
• FERPA- Student directory information. Districts are required to obtain parental consent on student 

directory information on annual basis. You will find that on the FERPA screen.  You can find 
information in the Student Data Desk Guide.

• Military Connections – Just a reminder that the check box for the Military Connection is on the 
student’s enrollment tab.

• State Seal of Biliteracy - 
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