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EDUCATION

* Create Person Census
* 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
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Create Person

e Census>>People>>Add Person Add Person 7

e Always do a Person Search first to Census > People > Add Person
avoid creating a duplicate New Person

Person Creation

. “ ” Fill put the form to create a new Person in Campus. Click save to create the person, afterwards, they will appear in the list below.
e Then click “New Person

—
Details Student, Roberta F
PersoniD: 238323

Demographics W

Census Pecple » Demographics
Q
ﬂ Delete & Person Summary Report & Demographics Data
Add Person ¥
Census > People > Add Person Person Information
Person Search

Person Search

PersoniD 238323
*Last Name *First Name Middle Name Suffix
Search for a person already tracked in Campus using the fiekds provided, required fislds are in red. Select a person from the list or click on Create New Person p—— Upload Picture
| studend | |Roberta v
“LastName |Student Details §Astudent Iil, Robert 735547 M 03110/2000 A —
First Name |Robert PersoniD: 68394 “Gender Birth Date Soc Sec Number
Migde Neme| | Details Parent, Rob M - "
= PersoniD: 73203 F: Female * o] N1
Birth Date 3
Gender Details  §3Student, Rob 48729 M 09/03/1986 ———— Race/Ethnicity (Edit)
PersoniD: 44213 State Race/Ethaic ) Mo Image Availabls
Search Details {3 Student, Rob W fate Race/Ethnicky:
PersoniD: 207425 Federal Designation Nao Data
Details §Wstudent, Robbie 838751 M 08/26/1997
PersoniD: 181072 Race(s)
Details {7 Student, Roberta M
PersoniD: 22617 Race Subcategory(s)
Detsils §HStudent, Roberta 27568 N 03041879
PersoniD: 42339 v

Hispanic/Lating N:lo
Hispenic Subcategory(s)

RacefEthnicity Determination:

Creats News Person Birth Country

Date Entered US  Date Entered US Schoal
= =

2
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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.
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Create Person cont.

* Add required and other information
* Click Save

ll Infinite ¢

i -
q Person Creation
q

Fill put the form to create a new Persen in Campus. Click gave to create the person, afterwards, they will
appear in the list below.

"
Banter Robeart - H Person Creation
“Gender Birth Date Soc Sec Number '— Fill out the form to create a new Person in Campus. Click save to create the person, afterwards, they wil
Male - E | | 1 appear in the list below.
i |"| American Indian or Alaska Native -
Race/Ethnicity [ asian
Is the individual Hispanic/Latino? [ giack or African American
1 Native Hawaiian or Other Pacific Islander
- O
Whit
Iz the individual from one or more of the these races? - e 5
(check all that apply) e N
_ wnovwnre, no nic A4
D American Indian or Alaska Native Race/Ethnicity Determination =
D Asian -
["| Black or African American Home Primary Language
[" native Hawaiian or Other Pacific Islander =
Nickname
White

Comments

Save

4
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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   
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Create Address

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

= Q

Add Address ¥

Census > Main Tools > Add Address

| | Add Address

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

HousePO.% | Address
StreetName  Main main st any town ~
Street Tag 101 Main St NE #11 Any Town 55413
Apt# 1 108 Main 5t E Any Town 24090

200 Main N Any Town 56470

city
HousehoPhone ([ 0 W] |202Main StN #5238 Any Town 49093
I

Legal Description 205 Main St N Any Town 58770
Search 221 Main St Any Town 56356 v

New Address

=
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Add Address

. .
rvr—— 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 SDUth Alfalfa S‘tr&e‘t Map this address
| 1245 South Alfalfa Street Mennao, SD 57045
£ ZEE =3 froip o LEEIEED Address Info Households Schools Overrides
Menno sD 57045 - | utchinson
Latitude Longitude: Tract Block Save Delete
R & Address Information

Comments PO.Box MNumber Prefix Street 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, Chriz 10/31/2014 11:42

C
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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 i 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 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.

=7
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EDUCATION

Add an Address to Household

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

Household Location Detail

“Start Date End Date

oizsite [T

Mailing Secondary Private Physical
U L U
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EDUCATION

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 37 party mailing
lists

doe.sd.gov
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Create Household

e Census>>Households>>Add Household
* Always do a Household Search first to avoid creating a duplicate
e Then click “New Household”

= Q

Add Household

Census Households Add Household

Household Search

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

Household Search Household Household Address
Last Name Household @;‘. 1067 Main Street Any A
First Name Town
Student # g Parent, Sharon
. — Student, Emma
Birthdate B !
Number T4 siugent, cary
— BHousenold 1677 South Ave Any
Town
Apt # €£ Parent, Lynn
Household mstudent, Matthew
Name 7335 West Road Any
Phone d H H H | %Household Town
Search Parent, Charles
Parent, Sheryl
Student, Andrew v

New Household

10
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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.
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Create Household

* Household name and Phone number
* Naming Convention
* Click Save

Add Household #

Census Households » Add Household

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.

Household Information

Mame
New Houzehold |
Phone Number Private

(612 Jjsss Hr7ss W | O

Comments

Save

2

doe.sd.gov




&\ south dakota
\‘1 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

Create Household

* Household created
* No members
* No addresses

Add Household &

Census Households > Add Household

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.

Household Information
Name

New Household |

Phone Number Private
(612 Jlsss Hr7ss b | O

C

Save

12
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Add Members to Household

e Select on Household Members

Household Information ¥ Census > Households > Household Information

Jones, MR- D o hone: | Related Tools |
4
Save Delete Add Household
MName Phone Number Private c Wi d
[ Jones, SE—— | | y b O Ensus Wizar
Commenis:

Household Information

)
- Modifted by: Chipman, Harmet 04/26/2017 12:22 Household Addresses

Household Fees

Household Food Service
Deposit

Household Members l

Household Payments

- B

12
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Y

Add Members to Household

Do a search — only last name is required
Select 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 Hame panter Details §7 Banter, Michael W 01/01/1998
. PersonlD: 48326
First Name Details#3 Banter, Robert M
Widdle Name PersoniD: 48325
Birth Date H Details §7 Banter, Sarah F  05/01/2004
PersonlD: 45328
Gender -

Details ¥7 Banter, Susan F

PersoniD: 43327

Create New Person

1/
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Add Members to Household

* |f adding existing person

e Add start date and other information
o Select Save Sdalel, MUUeIL 3 dusall MUusenuiu

Phone: (999)555-9000

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

Household Member Editor

Name | start Date | End Date | Secondary | Private

Banter, Robert 1W2ZE2014

Household Member Detail

Name
Banter, Susan
Start Date End Date:
i i
Secondary Private
] ]

1C
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Add Members to Household

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

E Infinite :_»_r’_ -
Campus

- 1l
Person Creation E Person Creation
q

i ea |

im

E!:::;rt?net;rgtubg;ﬁe anew Person in Campus. Click save to creats the person, afterwards, they wil 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 -
"] asian *Last Name *First Name Widdle Name Suffix
[ Black or African American Banter Robert hd
[| native Hawaiian er Other Pacific Islander “Gendsr Birth Date Soc Sec Number
White Male - j A B
*State Primary Race .
H- White. not Hispanic - Race/Ethnicity
Race/Ethnicity Determination = Is the individual Hispanic/Latino?
-
Home Primary Language ls the individual from one or more of the these races?
. (check all that apply)
Nickname D American Indian or Alaska Native
[7] Asian
Comments D Black or African American
= D Mative Hawaiian or Other Pacific Islander
[ save | White

1C
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Add Members to Household

e Still must add start date
* Select Save

SdAler, RUpeIL  2Uusdall aousenuiu
Fhone: (999)555-9000

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

Household Member Editor

Name | Start Date | End Date | secondary | Private

Banter, Robert 10282014

Household Member Detail

Name
Banter, Susan
Start Date End Date
] ]
Secondary Private
[ [

17
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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.
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Add Members to Household

Census>>People>>Relationships

Relationships v

- Student, Andrew [&)f Student #: 123456 Grade: 12 DOB: 09/29/2006 Counselor: Ms Jones
m New Non-Household Relationship

Relationships within the Smith **Primary Household Relationships

Search

Type
All People v

Search (Required)

R C

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private Legal Designee
Parent, M — " —
1-20 of 36 results ok Guard: Father v | g | 061102024 ‘m ‘t] 2 O
Parent, F e r — —
Cheryl Guard: Mother v g (06102024 P = 1 -
Student, F - - . — — — — . .
Lisa Sibling " ‘ B ‘ =4 | ] | | ||

Non-Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private Legal Designee
Relative, M P . — — — — —
X ‘J:hanlve NonGuard: Emergency Contact v " 1015/2024 | [ ‘ m 3 ] I [ [ [ ] [ ]

Census

People - Relationships

| Related Tools ~ ‘

10
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Relationships are complicated

Relationships ¥
No person selected

A Person is needed to use this
tool.

Open Person Search

Or

| Open Student Search ‘

| Open Household Search ‘

| Open Staff Search ‘

doe.sd.gov


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.
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Relationship SHORTCUT

e See step 3 in Census Wizard

3

5]

@

@

Census Wizard ¢

Census > People > Census Wizard

Census Wizard - Existing Household
Step 1: Start Over

Q

Census Wizar dit Relationships

Step 3 - Edit Relationships of Household Members
Edit the relationships between the family members.

2019-20

Student
) Relationships to Student, Avery
Step 2: Editt Data Name Birthdate ~ Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Step 3: Edit Relationships Student, Chandra F Guard: Foster Mother - By 101772018 [T [ (|
4567 Campus Drive, #206 Student Jr., Charlotte 08/12/2006 M By I I O O O g O
Student, Chandra Student, Chandler  09/07/2008 F ~ @ L-_n] L-_n] O O O O O
Enroll as student
Relationships to Student, Chandra
Student, Avery Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
#123456 (0517120141 Student, Avery  05/172014 M| Guard: Foster Mother - By [1on72018 [ ac] O
Enroll as student Student Jr., Charlotte 08/12/2006 M Guard: Mother - By [ [ |
Student, Chandler Student, Chandler  09/07/2008 F Guard: Mother B [ [ O
#234567 [09/07/2008]
Enrol as student Relationships to Student Jr., Charlotte
Student Jr., Charlotte Name Bithdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
#345678 [08/12/2006) Student, Avery  05/17/2014 M By ] | O O O O O
Enroll as student Student, Chandra F Guard: Mother v By | | O
Student, Chandler 09/07/2008 F - By 7] =) O O O O O
Relationships to Student, Chandler
Name Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Student, Avery 05/17/2014 M B [ [ ()
Student, Chandra F Guard: Mother - By [ [ O
Student Jr., Charlotte 08/12/2006 M B [T [ ()
Save & Done

a

20
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* Census>>Households>>Census Wizard

Determine which type of search to perform -
Person, Address or Household - and
enter the appropriate search elements.

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

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

Click the Continue to Step 2 button.

Census Wizard

Census Wizard 17

Student (2 members)

Student , John

Census » Households » Census Wizard

Census Wizard Search Results: 32

4567 Campus Drive, Anytown

Parent, Joe (guardian)

Q

Step 1 - Azszemble 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, ps
* 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 in a new person into the household. If you enter a house number and strest you can creat|

Student, Charlotte J #542595 [

Person Search
Lest Name
First Name:

Student Number
Birth Date

Gender

Middle Name

Suffix

Address Search
House/P.O. Number
Street Name

Apt Number

City

Legal Description
Household Search
Household Name

Household Phone d:|

Search

8
=
=4
@
=

ik

Clear Search Fields

21
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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. 
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Census Wizard — new household

* Search for person

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

Index Search Help
Household -
banter

Advanced Search

Census Wizard Search Results: 4

People notin Households
Details

Bantor , Curtis  [071/07

Details

Bantor , Carter [0G/01/2002]
Details

Bantor , Clyde

Details

bantor, Sylvia

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:
®* To Edit a household, simply click on the Household name in the search results.
* To Assemble a new househeold, select people andfor addresses in the search results.

If you enter a first and last name, you can create and link in a new perzon into the household. If you enter a house number and street yvou can

Person Search A=zsembling a New Household
Last Name Bantor

First Name

Student Number

Birth Date

Gender -
Middle Name

Suffix -
Address Search

House/P.0O. Number

Street Name

Apt Number

City

Household Search Continue -

Household Name

Home/Other Phone ) | ®

[ Search ][ Clear Search Fields

29
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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
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Y

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

Census Wizard v%

Census > People > Census Wizard

Census Wizard - Existing Household

Step 1: Start Over

@.h Student

"-) 4567 Campus Drive , #206

Cg Student, Chandra

3 student, Avery #123456 [05/17/2014]

@ Student, Chandler #234567 [09/07/2008]
@ Student Jr., Charlotte #345678 [08/12/2006]

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
Student ( )] H X J OJ

Comments

Household Locations

Address Start End Private Secondary Mailing Physical

4567 Campus Drive #206, MN 55429-1921  (08/01/2018 [ 7] | =l O O ]
Household Members

Name Birthdate Gender  Start End Private  Secondary
Student, Chandler 09/07/2008 F ‘:f’.] ‘ :uJ D D
Student, Chandra F E] ‘ ll 0 0
Student Jr., Charlotte 08/12/2006 M EI \ 2] m |
Student, Avery 05/17/2014 M 10/17/2018 E] ‘ 2] D D

| Save & Continue - Step 3 »

22
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Census Wizard

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

-ensus VWizard - Edit Relationships
Step 3 - Edit Relati hips of H hold Members
Edit the relationships between the family members.
Relationships to Bantor, Carter
Note . Guardlan Name Birthdate Gender Relationship Start Date End Date Seq  Guardian Mailing Portal Messenger Private
. ) Bantor, Clyde " Father - Br 1wz1z014 5 = [
Ma I I I ng , Portal , Bantor, Curtis 01/07/2004 M Sibling 1043172014 73] | [l = ] O | =
dM Bantor, Sylvia F Mother ~ By 102172014 T = [
NOT S-bl- Relationships to Bantor, Clyde
are I Ing Name Birthdate Gender Relationship Start Date End Date Seq ‘Guardian Mailing Portal Messenger Private
tO Slbllng Bantor, Carter 06/01/2002 M Father ~ By 10172014 [ T I}
Bantor, Curtis 01/07/2004 M Father - Br 1wz1z01s 5 = e
Bantor, Sylvia F - B | 3 [ [ I}
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 1om1z014 75 | ] (o [ N ol
Bantor, Clyde M Father ~ By 1w3tiz014 5 | O
Bantor, Sylvia F Mother ~ By 10m12014 5 5 ]
Relationships to Bantor, Sylvia
Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Bantor, Carter 06/01/2002 M Mother - By 1om1z014 5 | ]
Bantor, Clyde M - B T il ] o o = ol
Select Save & Bantor, Curtis 01/07/2004 M Motner - By 10m12014 3] A =

2/
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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 Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private
Bantor , Carter M Father ~ By 103112014 [T iz o
Bantor , Curtis M Father ~ By 10612014 75 7 ]
Bantor , Sylvia F - @ H H [ [ [ [

L
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Non Household Relationships

m New Non-Household Relationship

Relationships within the **Primary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private Legal Designee
Bran " [Guard: Oter " =) = () 3 C

Ef:,';:,em' 3 | Guard: Father | ;hsnwznw |@ [ }E]' (] §

(S_sti:gz?t, F |9uard: Step-father '.l. L !E | [Q [ I o Bl i

Non-Household Relationships

Name  Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private Legal Designee
Relati ; M - . r — —_— — - - - o - -
X Jghanlve |NenGuard: Emergency Contact v |- | 10/15/2020 |m | Iﬁ, | Bl [ i il il il

doe.sd.gov


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.).
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Staff Locator Wizard
Census>>Staff>>Staff Locator Wizar

Staff Locator

Staff Search

Search for a staff already tracked im Campus using the fields provided. A minimum amount of data must be entered in order to search.
To search, you must enter the staff member's Staff State 1D, or full legal Last Mame, First Name, and Gender. Hover the curseor over each matching persen
to see addifional information. Select a person from the list or click the Create Mew Staff button.

LasiName | Person Name Staff State ID | Gender| Birth Date %
First Name |Andrew Pearson, Andrew Jeremy M 01/311980 &7
Gender Male v Persons, Andrew Scott M 09/14/1985 67
Birth Dat - Perszon, Andrew Luke M 06151993 67

irth Liate il " Pierson, Andrew Joseph M 112ensel 67
Middle Name
SSH # ul 4
Staff State ID

Search >

| Create New District Staff -—> |

doe.sd.gov
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Staff — District Employment

* Census>>Staff>>District
Employment

e District Employment Tab —
Start Date

District Employment 17 Census > Staff > District Employment
- Lifellearn, Brian [} staff #: 010699 DOB: 07/02/1977

m Delete New Documents

Employment Records
-8 #100 Plainview Schools (08/02/2012 - )

| Related Tools ~ |

Employment Information

*Start Date End Date

— oy T

[oonzrvz |5 i)

Teaching Start Year Teaching Years Modifier
|08/22/2007 =] [0 |

L 1i—

License Number FTE Percent (whole number 0-100)
3585338 [

Seniority Education

20
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Presenter Notes
Presentation Notes
Probably 100%  but assignments may be varied
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arning. Leadership. Service.

District Assignments # Census » Staff » District Assignments

[ ° Abra, Dean DOB: 01/03/79 Related Tools ~
A
St a D I St r I Ct m Delete New Documents

Assignments

AsS | gnmen ts

E|ﬁ Arthur Elementary
n - (07I27/2015-06/12/2017)

Census>>Staff>>District Assignments
. o . Employment Assignment Information
District Assignments— School, Start R —

*Start Date End Date Title

Date, and Title for each assignment C s 18 [
Type FTE of Assignment Assignment Code
. . \ I )
( h Ig h S C h O O I’ m I d d I e S C h O O I , Teacher Special Ed Program  Behavior Health Behavior Response Response to
D \:‘ D t‘%mm D T;‘prover \nE‘lervenl\cn
e I e m e nta ry S C h O O I ) Aévisur SE|pervisor Caunse\cr Faudsewice Eé‘fi:‘rﬁ Behavior SSf Service Approver FE;\M Processor
Activity Activity
Staff Preapproval
(] ]
External LMS Exclude
]
Exclude

]

STAR Grade Level Override

Teaching Mode

‘D General Mode of Teaching

doe.sd.gov


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
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Enrolling Students

* First time enrollment
— Using the Student Locator
— Creating New Student
— Enrollment Roll Forward
— Enrollment End Batch
— Enrollment Cleanup Wizard
— New Enrollment History
— Foreign Exchange Students

doe.sd.gov


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

First Time Enrollments

* Potential student is under a Household in the Census
* Select student name

e Select Enrollment tab

* Select 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?

0K ] [ Cancel

doe.sd.gov
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Learning. Leadership. Service.

Student Locator Wizard

e Student Information>>General>>Student Locator Wizard

Student Locator Wizard 1% student Information > General > Student Locator Wizard
| Related Tools |

»

Student Locator a

Ad Hoc Letters

Search for a student already tracked in Gampus using the fields provided. A minimum amount of data must be entered in order to search.

To search, you must enter the student's State 1D, or full legal Last Name, First Name, and Gender. If the System Preference ‘Birth Date required for Student Locator' is set
to Yes, then you must ALSO enter Birth Date before you can search.

Hover the cursor over each matching person fo see additional information. Select a person from the list or click the Create New Student button.

Assessment

Athletics

LastName [ | MName State ID | Gender| Bith Date | % |

FrstName [~ | Athletics

Gender

BithDate [ |

MiddleNamel:l

SSN# "
Blended Learning Group

Assignments

Attendance

Behavior

Classroom Leave
Tracking

College Info

Contact Log

27
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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
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g. Leadership. Service.

& fh dakota
\

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 N
* Be sure of identity — avoid duplications e —

the SD state system.
This should ONLY be used if the student has NEVER been enrolled in

* If match, then use —if not Create New = cnine
* Student e

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

D Generate Number
State ID

Identity Info
*Last Mame *First Name

Middle Name
Afam

Suffix
James| -
*Gender *Birth Date Soc Sec Number
Male - 3 NO ACCESS
Race/Ethnicity
Is 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
["| Biack or African American
[] native Hawaian or Dther Pacific Islander

[l white

*State Primary Race

Race/Ethnicity Determination

-

2/

doe.sd.gov
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Create New Student cont.

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

Enroliment Detail

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

Start Comments

End Comments

State Reporting Fields
*Resident District *County

Citizenship
a Va v - -
*Serving (Attending} District Enroliment Status *Percent Enrolied Absent Days.
“Plainview: 100 X | v - 100
Gifted 504 Plan
NNo [l
Homeless Status Unaccompanied Youth Transportation Category

D State Exclude D Migrant Indicator

D First Year In Country Assessment Exemption

Title 1

‘* ‘ = .
Title 1 Reading Title 1 Supporting Guidance Title 1 Social Science Title 1 Science
Title 1 Vocational Title 1 Health/DentalEye Care Title 1 Math

2

doe.sd.gov
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New ldentity

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

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

doe.sd.gov


Presenter Notes
Presentation Notes
I require a new birth certificate or court order before I will change a name in Infinite Campus
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Learning. Leadership. Service.

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 Or..... You could also create a
make that the end date as a member to their parents household. new person entirely. Even

* Go to the relationships tab and uncheck all parent/guardian information to the though they are the same
former student and their guardians. “person,” you're essentially

* 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. start over ©
* 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.

starting over in this case, and
it is not a problem to simply

277
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Presenter Notes
Presentation Notes
Depends on how supremely nerdy you’d like to be with your data 
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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
i 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

Census

Behavior

Blended Learning Group
Assignments

Laptop Damage
Laptop ID

Laptop Service/Repair

SPED Accommodations
Standards Portfolio

Student Locator Wizard

doe.sd.gov


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! 
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"4

Learning. Leadership. Service.

Enrollment Roll Forward

Student Information>>General>> Student Administration >>Enrollment Roll Forward Wizard

Enrollment Roll Forward Wizard v

Student Infermation > General Student Administration > Enrollment Rell Ferward Wizard

The Enroliment Roll Forwsrd toel assists in the promatien, retention er demation of cumently enrolled students into the next cal
This tool is ssfe to run repestedly. Esch student is rolled only ence. If a student siresdy has an existing enrcliment in the next
Before using this tool, ensure calendars have been rolled forward using the Calendsr Wizard

NGTE: If you are using Scheol Boundary seffings on your households, different logic is used. For more information,

ick here.

Select Source Calendars Select Local Start Status
2021-22 Abbott Elementary ~ [00: Lest year ssme district [Valid 1992 -

2021-22 Bryant Elementary T

Select Destination Calendar

[ -]
Select Destination Grade

2021-22 Chowen Middle
2021-22 Drew Middle

2021-22 Ewing High

2021-22 Frement High

Select Destination Structure

Start Date Override

If school days for the next school year have been
finalized and Cslendar Days have been set, this date
does not have to be entered. The first term date of the
next school year is automatically selected. If Calendsr
Days have not been set, enter the Start Date Overide as

the first i ional day of the next school year
v 0 =
CTRL-dlick and SHIFT-click for multiple =
| Allow Duplicste Primary
&
®) Selact Source Grades [ —
[Jo1 [Joz [loa los L show wamings
oz Cloe Tl Tlos ] Include students whess nraliments end on the lsst
_|09 _‘1 _|1n _,‘1 day of the last term
Lz Cizs Lz 2 RUN TEST RUN

0= O« Os e
Cr Os Os Clase
Ceore Llee Tlie Uk

20
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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).



EDUCATION

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

* | 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


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.
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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 - Delete

Student Information>>General Student Administration>>Enrollment Cleanup Wizard

Enroliment Cleanup Wizard

The Enroliment Cleanup Wizard contains two distinct modes:
» Delete Enroliments
This mode DELETES enrollments 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 no lenger meet the Student Assignment requirements for enrollment in the nest school year.
« Update Enrollments
This mode UPDATES atfributes and start dates for enrollment records, 9th grade entry dates on graduation records, transportation records, and course section rosters.
Enrollments can be updated to the firstinstructional date ofthe selected calendar or backdated to a date prior to the first instructional date of the selected calendar.
Enrollment attributes in the selected calendar that are marked as “Copies Forward™ can also be updated to match previous vear values.

Hote: The Delete mode and Attribute update method of the Update mode only modifies or deletes enrollments that were created using the Enrollment Roll Forward tool. The start date method of the Update mode maodifies any enrollment in the selected calendar and student ad ﬁnc
regardless of how that enrollment was created

@® Delete Enroliments

Select the Calendar in which the Select Grades

student ended their enroliment =
o1 Ooz oz Coa

23-241E8 A| Cos Cos oz Clos
e Oes D10 On Oz
2324 IM3 WE mi

22-23IES

S Select ServiceType
22-23IMS &

IES 21-22 =

IHS 21-22 [ [t

IMS 21-22 0 Special Ed Senvices

IES 20-21

1HS 20-21

M 20-21

IES 19-20

1HS 18-20

NS 19-20 v

CTRL-click and SHIFT-click for multiple

T| |RI

() Update Enroliments

A2

doe.sd.gov
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Enrollment Cleanup Wizard - Update

) Delets Enroliments
® Update Enroliments

1. Calendar to Update *
23-24H5

2. Student Filter =

3. Service Type *

D Primary

[ Partial

I:l Special Ed Senices
4. Method *

@ Update Enrollment and related record Start Dates to first instructional day of
the selected Calendar (First Instructional Day:08/21/2023)

Update Date First Entered 9th Grade on Graduation Records for 8th Grade
Enroliments

Update Roster Start Dates for affected students

Update Transporation Record Start Dates for affected students

() Update Enrollment Start Dates to date before first instructional day of the
selected Calendar

Start Date *

O Update "Copies Forward™ enrollment attributes to match previous yearvalues
Show Warnings
5.| RUNTEST |

6.| RUN CLEANUP |

doe.sd.gov


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. 
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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 9" Grade

— Must have to trigger the
NCLB Cohort End Year

— Check with previous
school for verification of
date

= Q
. Enroliments #

- Student, Abby M [E} Grade: 11 #123456 DOB: 04/28/07 Counselor: Carol Staff

o -

uuuuuuuuu

Enroliment Editor

aaaaaaaa

E Delete New g Print Enroliment History Notice of Change in Enrollment

General Enrollment Information

New Enrollment History

Calend: Schedule (read only) *Grade Class Rank Exclude  External LMS Exclude
2019-20 High School [y ‘ ‘T‘ 0 0

*Start Date No Show End Date End Action *Service Type

E =) d / (]| ( v | [ P:Primary v

*Local Start Status Local End Status

‘ 00: Last year, public school, same district X |v ‘ ‘ Select a Value

State Start Status State End Status
00: Last year, public school, same district

Start Comments End Comments

CRDC School of Accountability
| Select a Value

AL

doe.sd.gov
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Learning. Leadership. Service.

DEPARTMENT OF EDUCATION

CRDC School of Accountability

General Enrollment Information

Enrolimant 1D 11142

Calandar Echedule read only) *Erama Class Rank Exclude Exfarnal LM 5 Exciuda
25-2E Miller High School F—

[Main v (10 = | (] O
=5Siart Date End Diata End Actlon Zarvica Typs
| CErANI2025 | ﬁ | | tl | | v | | P: Primary v |
start Status End Status
| 00: Current Student W | | | v
start Comments End Commeants

e S

CROC 2chool of Accountablirty

Foked From Enrgiiment [0: 10737

doe.sd.gov


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

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

e State Reporting Fields

e Citizenship drop-down menu

Demographics Identities Households Relationships Enroliments District Employment

Save Delete Print Enroliment History Mew MNew Enrollment History

Start Comments End Comments

8 Future Enrollment

Next Calendar Next Schedule Structure Next Grade

- - -
O State Reporting Fields
*Resident District *ounty Citizenship
Select a Value v - -
“Serving (Attending) District Enroliment Status *Percent Enrolled Absent Days|
“*Plainview: 100 | - 00
Gifted 504 Plan
N:No &
Homeless Status Unaccompanied Youth Transportation Category
- [l -
|:| State Exclude D Migrant Indicator

[ B _ _ o —

Vilwi

doe.sd.gov
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Learning. Leadership. Service.

State Reporting Fields

State Reporting Fields -
*Resident District *County Citizenship
| Aberdeen 06-1: 06001 x [v| | Brown v | | v |
“Serving (Attending) District Enrollment Status *Percent Enrolled Absent
| Aberdeen 06-1: 06001 x |v | | v | [100 | Days
|123 |
Gifted 504 Plan Documented Hearing Loss Participates in After Schl Prg
| M:MNo ~ O O O
Transportation Category
State Exclude Student in Foster Care Migrant Indicator
O O O
First Year In Country Student of Active Military Parent Assessment Exemption
O O O
Student Directory Info 7-12 ONLY
| Yes: Allowed to Share Information with SD-BOR/SD-TI's ¥ |
Title 1
| £ | v
Title 1 Reading Title 1 Suppeorting Guidance Title 1 Social Science Title 1 Science
Title 1 Vocational Title 1 Health/Dental/Eye Care Title 1 Math

doe.sd.gov


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.  



EDUCATION

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

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

(=a]

doe.sd.gov


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

&\ south dakota
\‘7 DEPARTMENT OF EDUCATION
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Requesting
District

Receiving
District

Process Inbox

Process Inbox

Date Range| |to|

| Display| All Processes

| [ Find Messages |

[ Celete Selected Messages ]

O

L}
+

|Process

|Name

|P031ed Date |Due Date

0:

Fecaords Transfer

Transter Released: Student, Mew 117852868

04:1172011

Recaords Transfer

Wiaiting: Test, Julia 12345675

04112011 |

Records Transfer
Recaords Transfer

O
O Records Transfer

0

Fecords Transfer

Transfer Released: Student, Mew 117852565

Transter Relessed: Student, Mew 117852868

Transfer Releazed: Student, Mew 117352565

Transter Released: Studert, bew 117552865

048152011
0401172011
0401172011

040112011

Process Inbox

Date Rangel |t0|

| Display| All Processes

V|[ Find Messages ]

[ Delete Selected Messages ]

O |!|D |Process

|Name

|Posted Date|Due Date

e Records Transfer

Transfer Released: Studert, Mew 117852865

04.11/2011

||:| Records Transfer

4 Records Transfer
' Recorcds Transfer

H Records Transfer

(]
O
(|

Transfer Released: Studert, Mew 117352565

Transfer Releazed: Student, Mew 117852865

Transfer Released: Studert, Mew 117852865

Request for you to release: Test, Julia 12345675

4n12011 |

0401172011
0401172011

04.11/2011

Cq

doe.sd.gov
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Completing the Process

When District
is ready to
approve the
release

Release or Reject a Request for Transfer Records
An external district is requesting the release of your district's records of a studert. The request has come
district. The student has been enrolled in the new district, so please 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
“ou may accept or reject this request, but you are encouraged to call the requesting district to verify the

Records Transfer Lane, Susie #

Student: Enroliment Type: Primaty

Last Name Test First Mame  Julia Midlcle Mame Ruth
Gender F Birtholates 06151395 S5M

Grade o7 School 10-11 Middle School Start Date 0372572010

Requesting District & User

District 06001 Aberdeen 06-1 Mame System Administrator Username  admin
Request Date 040752011 Wiark Phone Etmail

Comments

None.

Releasing District & User

District 32002 Pierre 32-2 hlame Administration Administration Username  acdmin
Release Date 0472672011 Wiark Phone Email
Comments

l Release Records ][ Reject Request ][ lgnore Reguest ]I

[~

doe.sd.gov


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

Requesting District & User

District 06001 Aberdeen 06-1 Name Username
. Request Date 08/182011 Work Phone Email
You may print Comments.
None.

documents or run
the import wizards

Releasing District & User

District 05301 ABERDEEN CATHOLIL SCHOOL S STEL hame Username
Release Date 08/18/2011 Items not pertinent to the Email
Comments student are crossed out.

None.

Status: Recordd released.
Transfer Documents

=K

Trﬂnscript Quarter 4

L= =L

Census Contact Summa Quarter1

A= L=

= Quarter 2

=K

Enrullment History Quﬂrtgr 3 _Jj._]
= =
Schedule = :45.1
A= L= SBQG.E Ed Evaluation
Aﬂendﬂnce Period Detail et
IER-Documants =7
! Assessment Summary 22
- Behavior Summary PLP Documents 4:1:_.1
Health Condition Summary LER g;;
=K . -
G heatn Screening Summary LEP Services =
=R . e )
Health Immunization Summary 4_'71

C2

doe.sd.gov
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Student Records Transfer

System Settings>>Data Interchange>>Administration>>Student Records Transfer
Find all transfers in and out

Student Records Transfer

Transfers

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

DaM4rz008 Knutson, Cole released Tea Area School District 41-5 Menno 33-2 P
08/04/2008  Funk, Wiliam request Scotland 04-3 WMenno 33-2 (W
0&8/042008 Christian, Ray releazed  Freeman 33-1 Menno 33-2 M
DaM4r2014 Schumacher, Aghley released Menno 33-2 Freeman 33-1

0832014 Winne, Levi releazed  Mitchell 17-2 Menno 33-2 -

C/

doe.sd.gov



EDUCATION

Top Infinite Campus Bloopers

...and how to avoid them!
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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.

doe.sd.gov
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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.

doe.sd.gov
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Reporting & Scheduling Bloopers

* |gnoring State Reporting Fields — Can affect funding.
* Leaving CRDC School of Accountability Blank.

e Accepting Transfers Without Verification.

* Forgetting Secondary Households/Mailing Addresses.

* Moving Students Without Checking Schedules.

* Not Documenting Unusual Situations.

doe.sd.gov
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Golden Rule

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

doe.sd.gov
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action +

Advanced Search

wlts: 81 Courses
Algebra |

wper, Helen Rm:260
inn, William Rm:260
iss, Frank Am:270
imbine, Andrew Rm:290
ung, Anna RAm:280
waper, Helen Brm:220
iss, Frank Am:280
vens, Ruth Rm:270
mirez, Edward Rm:280
unn, William Rm:550
Algebra |

Feometry

Jeometry

rigonometry

Course Sections

Course Settings

Grading Tasks Standards Composite Grading Course Rules Fees Build Constr
Save Delete
CourselD 22835 Course Master Linked
“Mumber *Name Standards-based  Active
f120081 Algebra | -
Subject Type
| -
State Code Department
| Mathematics 2
Schedule Load Priority  Max Students Terms Schedules Periods  Sections to Build
30 2 1 1 i
GPA Weight Bonus Points Transcript Required
1 O
Type
| E: Elective
Activity

[ ™
Homercom  Allow student requests Allow teacher requests/recommendations Repeatable Attendance Unit Attendance
O ™ 0 0 ™ O
Online Learning
| ¢

Comments

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

cn
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Course Grading Tasks

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.

Course Grading Tasks ¢ Scheduling & Courses > Courses > Course Grading Tasks
MAA-3011 Algebra IA | Related Tools v |
Add Copy Course Fees

| Grading Task | Credit Group | Credit Type | Score Group | Credit | Term GPA | Post-only Course Grade Cale

3 Mid-Term AF !

0 U Options

B 0 Semester AF

@ [ semTest AF Course Grading Tasks

&y [ Final HS Credits Algebra | AF 0.500  1.000

Course Rules

Course Sections

lcon Legend: (5} Locked to Course Master 3" Linked Course Catalog Unlocked @9 Course Master Unlinked I:'&'erse Managed Course Standards

c1
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Section Set Up

Section Information ¥
MAA-3011-1 Algebra IA Teacher: Bergan, Shawn - Team 2

1-20 of 35 results

Save Delete
B MAA-3011 Algebra IA
Section Editor
. SectionlD H A A
9 Sections 2200888 This name displays in schedules
*Section Number Teacher Display Name d t . f t
_ [+ Bergan, Shawn - Team 2 and section Intormation.
) EzTa, S Max Students Lunch Count  Mik Court Adult Count
(30) O UJ O
2) Stacey, Taylor - Team 4 Custom Count 1 Custom Count2 Custom Count 3
O
) Room Skinny Seq Team Homeroom
3) Tufte, Natalie - Team 3 i’ 0

Hide Standards On Portal ~ Advisory Extemal LMS Exclude
(] O

4) Magnuson, Michael- Team 1
Online Learning {Qvernde)
v|0

5) Stacey, Taylor - Team 4

primary Teacher This is the section teacher and is set

6) Tufte, Natalie - Team 3 Bergan, Shawn <+ in Staff HiStOFy.
- Modified by:

7) Magnuson, Michael- Team 1

Section placement indicates the term and

/ period the section occurs.

8) Bergan, Shawn - Team 2

9) Tufte, Natalie - Team 3

Period WIN Time B

Pperiod 3 M

(o]
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Section Staff History

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.

Infinite
fEampEs

2425 Lincoln High School Section Staff History ¥
1-4 of 4results

MAA-3011-1 Algebra IA Teacher: Bergan, Shawn - Team 2

B MAA-3011 Algebra 1A Save New Primary Teacher New Teacher New Section Staff
| samriistony |
9 Sections Name Assignment Start | Assignment End | Access Start | Access End | District Assignment

Bergan, Shawn
1) Bergan, Shawn - Team 2
Newitt, Brad

2) Stacey, Taylor - Team 4

3) Tufte, Natalie - Team 3

4) Magnuson, Michael- Team 1

‘Assignment Start and End date fields should remain blank unless staff members start working in the section after the first day of the first
'scheduled term, or stop working in the section before the last day of the last scheduled term.

5) Stacey, Taylor - Team 4

Access to this section is controlled by Access Start and End dates. To end a user's access 1o this section, enter an Access End Date.

Staff History Detail

6) Tufte, Natalie - Team 3 Primary Teacher

*Name District Assignment
)
7) Magnuson, Michael- Team 1 - >
Assignment
8) Bergan, Shawn - Team 2 |Stan Date I |Em fate |
Percent Minutes
9) Tufte, Natalie - Team 3

Access to Section Dates

Start Date End Date
B MAAI3011 Algebra IA (Inactive) @ Unrestricted
() Date Range

Advanced [

£
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Walk-In Scheduler

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.

= | Q ‘ 23-24 High school ‘
Schedule ¥ Student Information > General > Schedule| ———
R s e [ orade: 11 #123456759 DOB: 06/15/2006 ¥ TN ‘ ® Fiter v H X Resst || settings Settings
Fiter v || % sattings Requests Schecluling Units: Q1 (9/5/2023-11/8/2023) 025;5’;;;3:,” . Q3 (1/29/2024-3/28/2024) | Q4 (4/8/2024-¢ Dispiay Course and Section Numbers in Active Grid @
1 (72028 9r29r2028) | 2 Q22028 122202028) | 3 (1202502028 - 312212 4 > EffectiveDate ADay ADay ADay ADay o
aron1 1001 1001 1001 2 ri
0 | Aavisory Year Long Aavisory Year Long Aavisory Year Long Aavisory Year Long g & | AD - & . "
B Display Full Sections
Litliain, Mike Lielieain, Mike Cielian, Mike Uit Mike g PO . | G ST G o play (]
230015 3300 330015 330015 STAFF, AMBER STAFF, AMBER STAFF, AMBER STAFF, AMBER a
q | Englisnil Eng English 11 < GoURSE NAME oniTs TveE +
1 felea, Mike 1 fellearm, Mike 1 fellearm, Mike: 1 ifelieam, Mike p ELA02197.101 & | ELAoz197Y 10 & | ELAoz197¥2.301 O ke ®
start 1132023 5 = UNSOIIEDULED x ELL RESOURCE ELL RESOURCE ELL RESOURCE ELL RESOURCE rop/Add Default: Keep
3300A1 3000A1 3300A1 3300A1 ?  cemanna 2 (R v|% STAFF, BRYAN STAFF, BRYAN STAFF, BRYAN STAFE, BRYAN o
2 | Vot e Miler, Adam Miler, Adam Miller, Adam o ! e
g g g g Wortd History & e BK1A o )
330081 330081 330081 330081 — HEAD4314-5-101 Section List Defaultin Search: Open €
3 i i i Physical Science 2250 2 [E v X%, HEALTH SEM
Pankratz, Ryan Panlaatz, Ryan Panlaatz, Ryan Pankratz, Ryan Creative iiting P P STAFF JOE o
33001 330061 330061 330001 i“:“ oA 4 Drop: 9/7/2023
4| Coverment Government overnment Government Chemistry 2 e v %, Filter Requests By Team @
Faauay, Mike Faquay, Mike Faquay, Mike Paauay, Mike Chemistry B HEA-04314-5-1020 o' | HEA-D4314-5-1020 ' | PHY-04308-5202 o | PHY-04308-5-202
23004 23004 330081 23001 4950 2[E 7%, HEALTH SEM HEALTH SEM PHY ED 9 FITNESS FORLIFE | PHY ED 9 FITNESS a
5 | USHistory Us History Us History Us History german 15 2 [E +|x STAFF, JAMES STAFF, JAMES
simons, Steve simons, steve simons, steve Simons, Steve 7
o Foundations A e ox Start: 9/8/2023 STAFF, ANTHONY STAFEANTHONY.  |1ciude Blended Learning Group Counts @
220001 220001 230001 230001 so00 s Blk2A
6 | American Litorature American Literatura American Literaturs American Literature Fasttion & Interior Design - PHY-04308-5-105 o
Sorrentino, Rick Sorrenting, Rick Sorrentino, Rick Sorrentino, Rick &5 2 (e v]x e ST
130010 130010 30010 150010 It to Culinary At 2 e v]%, EY
7 w
" isor e —
Brody, Djinn Brody, Djinn Brody, Djinn Brody, Djinn ‘Advisory 52 2 (e v|x,
win No Scnedulea Course No Scneduled Course: No Scnedulea Gourse No Scnedulea Course - SCHEDULED.
e No Scheduled Course No Scheduled Course: No Scheduled Course No Scheduled Course. 4R -
!
‘American Litera
merican Litrature ac v,
Lo 4 E -
[ = - PR Cotondar | Torm | WalkinSchadter | Mossanger | £3 = s
Government . .
a—

c/
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Walk-In Scheduler

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.

20
Filter v Requests Scheduling Units: | =~ Add Requests
Term 1 Term 2 A > Effective Date Team Request Search
(7/1/2017 - (10/1/2017 - 4/2/2018 B Blue v 410|
9/30/2017) 12/31/2017) g
3
o
ADVISORY o Sefiiizs] o Selieaied] 2 COURSE NAME UNITS TYPE # COURSE NAME UNITS ADD
Course Course
B INT MATH |
¢ <| UNSCHEDULED x 11011108 4
(
= ARTI INT MATH |
'g 11011504 2 E v X 41011178 4 =+
I )
) BOYS BASKETBALL 4 A v INT MATH I 4
1 No Scheduled No Scheduled ) 00001 x 2 41011278 +
Course Course MATHEMATICS
: - SreliE 41050568 4 +
INTEGRATED SCIENCE ALGEBRA |
: 61491138- 10 Sl E 1 41061108 4 <+
CHEMISTRY ALGEBRA 1.5
J 61241308 -1 Sl E 2 41094268 4+
No Scheduled No Scheduled INT MATH I INT MATH I
2 Course Collrse 41011208-1 4 E v 3 41011208 4 v
ENGLISH Ill 4 E v
261213086 ' | 261213086 = | @ 26121308-6 4
ENGLISH Il ENGLISH Ill 1 GLOBAL STUDIES > P
STAFF, ROBIN STAFF, ROBIN 4 633111083 5
¢
2 |
>
8 Lockal . Calendar rerm i “

cC
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Walk-In Scheduler

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.

Load Rosters

Requests will be loaded into the schedule for the selected terms below for the

B | Today

Unlocked rosters in the schedule will be deleted from the selected terms during
the load process. This removes:

- Attendance information

- Grades

= Course section data

I~

doe.sd.gov
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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

T1 (8/15/2024-10/15/2024) | T2 (10/16/2024-12/31/2024) | T3 (1/1/2025 - 3/1/2025) T4 (3/2/2025 - 5/15/2025)

E3050-1

AM S'RD Hﬂ!\/l E!?E)QM
Arnold, Elizabeth A
Drop: 10/15/2024
E3050-1

PM JRDHQE\AEROQM
Arnold, Elizabeth A
Drop: 10/15/2024
E31201
3RD READING/LITERATURE
Arnold, Elizabeth A
Drop: 10/15/2024

Course
22003
HEMATICS
za anF

Drop: 10/15/2024

Unload

End

Restore

No Scheduled Course No Scheduled Course No Scheduled Course

Restore Rosters x

The student's schedule will be restored as of 11/4/2024.

If these classes exceed capacity, they will be overloaded. Previous
constraints for students in the same section will also be restored.
Cross-Site courses will NOT be included and must be manually added to
the student's schedule.

‘Start Date *

Please enter an effective date for recently dropped courses,

[iﬂm/znza ‘ﬁ]\ Today || ciear |

‘ coneet

‘ @ Lock All

v H Documents ‘ Notes

Print

| catencar | Term [EUETSTENENTSN Messenger |

Requests ~

Search v

c~7
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Walk-In Scheduler

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.

Q3 (1/21/2020 - 3/20/2020) Q4 (3/30/2020 - 6/3/2020)

Search

Effective Date

Saarch v Requests A

12/9/2019 ca Togay  Ciear
Course Mame S >
e - as -
Poriod - o2 -
P —
= 1

-+ oo counse anp secTions €

Koa NENLRE NN N NN NN
raa3|x 332332033317

o

doe.sd.gov
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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.

Requests & Rosters % Scheduling & Courses > Scheduling > Requests & Rosters
View by Show Details More Scheduling Tools
Studens | Courses a @riher || xRest Cowse Plamer | StattPlanner | Scheduing Board

Student, Asher (11) #123456

Unsatisfied Requests: 3 Rosters: 2

1375 H Integrated Mat... R 1001-1 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 1001-1 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 4 1 2 3 4 5 6 7 8 9 10 » M 1-100 of 966 items
Batch Edit Student Requests Bateh Edit Student Rosters o Feedback @

[{e]
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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 #
View by

Vi Show Details
ew by Students ~ Courses

@Fitter X Reset

Students  Courses oFF Fiter
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: § 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 (11) #409161 8320 M Office Applicatio... E 3300-15 English 11
Unsatisfied Requests: 2 Rosters: 13 Requests & Rosters %
View by 'Show Det:
Student, Una (09) #821064 — o @Fiter || XReset

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

Student, Amber (11) #382801

Unsatisfied Requests: 4 Rosters: 8
Student, Benson (11) #503801

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

Unsatisfied Requests: 1 Rosters: 11

70
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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.

st sr Requests & Rosters % ‘Schedling & Coeses  Schesuing  Request & Rosters

Yo Batoh Edit Student Request Information

Student, Agnes (10) #859611

Unstisfed Requests: 0 Rosters: 12

Student, Andrew (10) #499611

Unsatisfed Requests: 0 Rosterz 12

Student, Brynn (10) 162711

Unsatsfed Requess: 0 Rostrs: 10
Student, Charles (10) #237711
nsatisid Requests: 0 Rosters: 11

Student, Donna (10) #837711

Unsatisfed Requests: 0 Rosters: 12

Student,Elliot (10) #877711

ki
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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.

Neques\s TRosters

SCheRingh Covses ) Scheldng | e & e
" Balch EditStudent Roster Information
Sutons

herResu 4 st entrecords wil beaffected

SUWGEN it tr st st usng ol oo

o Homercan

morthydeyes el montvesyest i

Student Rosters

3 Rosters were successfully added/updated.

wis)
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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 #
View by

Vi Show Details
ew by Students ~ Courses

@Fitter X Reset

Students  Courses oFF Fiter
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: § 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 (11) #409161 8320 M Office Applicatio... E 3300-15 English 11
Unsatisfied Requests: 2 Rosters: 13 Requests & Rosters %
View by 'Show Det:
Student, Una (09) #821064 — o @Fiter || XReset

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

Student, Amber (11) #382801

Unsatisfied Requests: 4 Rosters: 8
Student, Benson (11) #503801

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

Unsatisfied Requests: 1 Rosters: 11

wie)
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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.

st sr Requests & Rosters % ‘Schedling & Coeses  Schesuing  Request & Rosters

Yo Batoh Edit Student Request Information

Student, Agnes (10) #859611

Unstisfed Requests: 0 Rosters: 12

Student, Andrew (10) #499611

Unsatisfed Requests: 0 Rosterz 12

Student, Brynn (10) 162711

Unsatsfed Requess: 0 Rostrs: 10
Student, Charles (10) #237711
nsatisid Requests: 0 Rosters: 11

Student, Donna (10) #837711

Unsatisfed Requests: 0 Rosters: 12

Student,Elliot (10) #877711

wil
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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.

Neques\s TRosters

SCheRingh Covses ) Scheldng | e & e
" Balch EditStudent Roster Information
Sutons

herResu 4 st entrecords wil beaffected

SUWGEN it tr st st usng ol oo

o Homercan

morthydeyes el montvesyest i

Student Rosters

3 Rosters were successfully added/updated.

i~

doe.sd.gov




&\ south dakota
\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

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.

e S 2100 Geography A -1 | Social Studies
Teacher e stdots Students st Room . -
St andon - = o warning: All existing attendance and grading records will be deleted if you remove a student.
-
Student Name
o oo womre et woewon " Student, Asher © x
ot St i ot Grade
N Select items
Unsatisfied Requests Request Type
Select items
STUDENT GRADE NUMBER
frmnn + Student, Kevin 09
— — — = + student, Leah 09
+ Student, Matthew 09
+ Student, Nina 09
g  Student, Oliver 09
+ Student, Pippa 09
+ Student, Quincy 09
Student, Asher 10

i
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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.

Teaching Center %

Attendance
0 4

24-25 Robert Frost Elementary - Q1

Instruction > Overview > Teaching Center

=

1 2
i] 1) 01-GR-101 Home Room ﬁ 6 sections STUDENT 4
T astudents T astudents
[ P4 2

» » > | I
EINE

il
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Attendance Office Classroom
Monitor

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.

= Q

Classroom Monitor v

Attendance > Main Tools » Classreom Monitor

Classroom Monitor

This tool menitors classroom attendance.

Date: 101032019 | 77| | Refresh & incomplete Teacher Attendance [ primary Teachers Only  Last Refreshed: 02:07:08 PIA

Teacher Dept Contact 0 1 3 5 7 ACT
3026-1 (/7) |3026-2 (1)
30361 (~18) |3036-2 (—/5)

Staff. Andrea Special Education 8002-1 (/1) |8060-5 (/1)

9045-75 (/1) 9045-58 (1/1)
Staff. Abner science B4 | 600511 (21) 6020-4 (~/21) 60057 ({20}
Staff. Bethany Math g‘zﬁéﬁ; 4020-4 (—/33) m:gﬁ;
Staff, Bailey 9050-2 (—/1) 9050-8 (/1) 9050-14 (/1) 9050-20 (/1)
Siaf, Christa 9095-1 (~127)
Staff, Christian Social Science T015-1 (—/31) mﬁ; 70454 (—/30) 7015-3 (—i27)
Staf, Debra Language Arts 3045-1 (/18] ) ot
Staff, Dylan Language Arts | S| 30504 (~/24) mﬂﬂ gm;ﬁ‘?j'?; Mjﬁfi

wie]
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Daily Attendance Processing

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.

= Q

Daily Attendance v

Attendance > Main Tools > Daily Attendance

Summary Report Caller Report

Unknown [EXciised [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 4. 836155 | 07 A
Details Student, Granger 854097 | N A
Details Student, Heather 810449 | 10 A
Details Student, lkaac &, 815304 | 1 A
Details Student, Jenna 836384 | 09 A

on

doe.sd.gov




&\ south dakota
\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

ttendance 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 lcons

Index Search Help Daily*ndance
- Student Information i Summary Report Caller Report

] Daily Attendance Periodsf of the sc_hool day, bas?d on
* Instruction Date: 04/11/2014 H Lum-_- MNote: For additional section detail hover over a the assigned period schedule in the
» Census Day: Friday - Period Schedule: 1 period in the grid below. school calendar.
+» Behavior Ad Hoc Fiter -

Llo_

Daily attendance displays the student’'s name (last vier 987654 | 10
name, first name, middle name), student ID, and

helsea 123456 09
grade level of enrollment
organ Hovering over a student's name displays ----
Attendance Wizard \ Student, Brittany the student's homeroom teacher if the
) Student. Damon course is marked as a homeroom
Classroom Monitor Ccourse.
Daily Attendance i - Selecting an excuse displays specifics
J Details Student, Erika If the student is actively enrolled in IE--l— about thast] attendance enfry yDet[:?Is also
* Reports Details Student, Seamus multiple homerooms, both homeroom - appear in a hover box
ADM and ADA Detail Rotails Student, Shelby teachers display.
Student, Jesse
Aftendance Reason Student, Emre 678912 | 10
Consecutive Absence Details Student, Rachel 321987 | 11 . med  Med

Day Count Details Student, Jacob 789123 12

) Details Student, Cheyenne 219876 10 T
Rualer Sadract -
ils Student, Charlene 891234 09

When selecting Details, the ils Student, Matazha 198765 11
Person Summary Report Jils Student, Ryan 912345 | 08 --!
isplays, listing the student's

relationships and
households.

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

[oki|
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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

m & Period Detail & Daily Detail Positive Additional v Documents

et s

Term Q1 07/01/2018 - 09/28/2016

Period

Date
Instructional Days: 65 Present Days: 61.8 Aol a oo ol oo
Period 00 01 02 03 04 05 06 07 08 09 10 T 0312512019
Absent (0 5/ 0 5 0/ 55 50 0 0325 MionlE ST
0312212019
EarlyRelease 0 0 0 0 0. 0 0 0 0 0 00 Fripst Sus/Off - Set from Behavior Resolution ID 379977 - Marked by Administrator, System at
Tardy 0 0 0 0 000000000 03124/2019 03/21/2018 1437
Thu Pt
Term Q2 10/01/2018 - 12/31/2018 03182019
) g Mon P51

Save Documents
Attendance Information
Date: 03252018

Period Code
00 Mot Scheduled

05

Status Excuse PresentMinutes Comments

o [ sos: susorr - 2 v | [Set rom Behavior Resowton 0373077 | ]
%2 "Sos susiorr = e Yl ) [ Set from Benavior Resolution 1D 375977
%% "Sos susiorr =3 e Yo ) [ Set from Benavior Resolution 1D 379977
04 |~ tot Schedue
A P —

[oJo]
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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

= Q
Attendance Wizard ¢
Attendance > Main Tools > Attendance Wizard
1. Date 093012019 | 5|
2. Mode @Daiy (OPeiod  (OBatch (JEdt (JBatchEdt ()Checkln (O Check Out
3.Students A Searehfor Students s weatiit ©. ok rom it
Student, Luke W(11) 105671 ‘Student, Brianna - 111553
LastName su ] Lo 111553
Studen inCii1) 103567
First Name. ‘
Grade — v
SSNPIN 'ER |
Student# ]
AttCode
Status/Excuse =
Course - Section ‘ ‘
Period
Ad Hoc Fiter
Seleot Al
Searen
4.Daily Ente atendance iformation and ok Save

[oJo]

doe.sd.gov
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Attendance Letters

Attendance Office->Attendance Communications->Attendance Letters

To create a new letter. click the New button fo set up the attendance letter qualification criteria and prinfing format. C

To generate 2 letfer, select a saved lefter and click Preview and Print Letiers. & screen with qualifying students appe

s Attendance Letters Workflow in Campus

= ¢ DDNAdministrators Preview and Print Letiers .
[0 5 DayAb: C ty
O Ab:;\l Fisd 0 m m U n I

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

Edil | | Delete | | Copy

Ad Hoc Filters (optional)
Saved Filters (select 1 or more)

B ports
Q, address pull for military
Q, Applogey students
Q, attendance

Q, attendance by period
Q, behavior

Q, Birthdays

Q

p—

o/

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

&

Y
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Learning. Leadership. Service.

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

. Inbox and/or Email

. Create message

. Save template

NoOOubh WwWNR

Attendance Messenger v¥
A Main

eeeeeeeee Tools » Attendance Messenger

oLr

doe.sd.gov
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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.

= Q

Attendance Messenger Scheduler v

Main Tools Scheduler

Save Delete Add Scheduled Attendance Message

‘Attendance Messenger Schedules
€7 CampusAliCalsModifyRights A
€72 Data Health Check
£72 Office Mngrs/Secy-Secondary

€72 Principal-Elementary
€72 Principal-Secondary
=1 €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 | | Daily g
“Reply To Email
Send confirmation email
Grade Status Excuse Minimum Periods
All Grades A-Absent 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

oC
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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 reguired fields are filled.

Status Submitted Date:
In Progress Submitted By: -
=Alignment Incident Title
Discipline Pep Rally Incident
*Date of Incident *Time of Incident Damages
06/04/2012 3 02:18 PM 5
Context Context Description
10: Schoolspensored activity -
Behavior Incident Location Lecation Description
S5G: School Grounds -
Detailz

(oJw

doe.sd.gov
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Behavior Management

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

e e oo
This formation specifc o the incident and will be shared on the behavior tab of each pariipant. Add Event/Pariicipant and Add Resolufi Batickaa (s Detal>
buttons will not be enabled f e
- . ) Amy Student (Gender: F Grade: 12 Age: 17 #: 018525) (Uncheck ©
Event and Participant Details x [ e ! [Jospiay on Portal | Hide Details |
Incident ID: 91608
[Event Details
“Alignment TS Roke Demeris “Relationship To School
Discipline v 12: 105 - Disrespect o [offenger v [0 | [1: Student (WARSS information known) v |
'OD:/‘; 72'(‘];“’52‘ Injury Injury Description Wedical
[0orz4r2021_75] Demerits: 0 State Gode: 12: Other Violation of Code of Conduct Category: Minor (1Mo njury 3l | service
Context Provided:
| 3: During class O
Bohavior Incident Locatibn
[CR: Classroom Violence Indicator
Most Serious Event Detais:
(] - Modified by: Unknown
Details
Participant(s) Details
Add Participant 71641 Offense Type: Physical Assaul of District Employee
Fiter: Student Name or Complete Student Number: — ( ~] 0
[ Students v Ty < 1o search for participant Search P Cost To Victim Not Reported 1214 53
s
Save Close “Harassment Type Harassment Description
- | 3: Religion ~)
WA
Perceived Victim Reiigion '
| 12: Other Religions v |
[ ada]

Q0
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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.

282019 o726 AM 50 T
Context Context Descripi
one oniextbescrpton This section will store evant and participant information. Event Detais willbe shared across participants. Participant Detais wil only be displayed on
e VT that person's behavior tab.
1 Glassroom Add Response * 1 Review Participants
Detalls (2. Minor - Defiance/Disrespect/Non-Compliance (Event ID: 326281)
e
Response Tye Compete .
O [3 Detention (Resolution ID: 316101)
5 o “Response End Time Diraton . paig [-Compliance (Event ID: 328348)
T
3 —¥Z_Swaent, Dyian
i i
v ST PN MICTTSUDN, EYeN Dol wil 0o ShaeDSeoes [ Aga EventParicipant [ add Resolton || Add Benavior Response
aty atemates to the response atempied
(" Disrupive Behavor (Event ID: 407464)
% €3 [3] SPA Studont- - Ofender
[ i-school Suspension (Resolution D: 401351)
Add Add Resolution Manage Files

any deescalation techniaues.)

Room:

[ student was injured auring the response:

“Apply To:

[o]e]
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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
& Print Current Calendar @ Print All Years  Behavior Management  Detention @ Print

Outstanding Detention Time: o
Total Suspension Days for seleoted Year:  0.00

Total Suspension Days for selected Calendar: O [Ew o ]

Behavior Incident ID: 1D 377135

= B201reco ventls) Aiignment; Dsapiine status Complste

= (4201817 b 3 Events)

3 DaterTime: 0212712017 8:45 AM  Submitted 030012017 1:11 PM

Damages $0.00 Submitted By:  Staff, Jennifer
Title: Refusal to follow clsssroom instruction
Location: Classroam
Location Description:
Context During School Hours

Context Description:

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

Event Type: Failure fo Follow Diractions

Role: Offander L)
Injury: o Injury

Injury Desoriptior

[eTal
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Detention Tracker

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

Behavior Resol pe
School Calculate End Date/Duration
District Wide

Code “Name

1 Detention
“Allgnment “Start Date End Date
[Discpine ~ | [oo0m012 |5 I
Ci Lo State Resolution Code (Mappin, Sub-Type

Minor__~ Mo State Resolution Code (Mapping) ~

[ atiow 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 required 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 to
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.

Petantion Tracker
Submit

Edits to this st save automatically. G40 M

Vresent |~Late Servea Srart lime. Lna ime

O |[oreizses 1w e S — T

m - “ ol Howe | St Tirre mm
= g 3

0 10
o0

0

0

Q1
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FERPA Programs

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.

FERPA ¥ Student Informat

Program Information

Start Date: (Required)

‘ month/day/year ‘ §|
End Date:
‘ month/day/year ‘ E’|

School Year:

\ |

Question 1: 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:

\ M|

Question 2: Do you grant permission to share information with SD BOR/SD Tech Colleges? Grades 7 - 12:

\ M|

E ‘ cancel ‘

(elo]
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Federal/State Program Update Wizard

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.

Federal/State Program Update Wizard ¢ Student Information > Program Administration > Federal/State Program Update Wizard

Federal/State Program Update Wizard ¥ e ——

ederal/State Program Updater ‘Select an Ad Hoc Filter to create records for the selected students.

The Federal/State Program Updater allows fedsral or stats 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 fiter. U
For programs that allow an Owner to be specified, dit, delete, and overiapping record logic will be limited to records

awned by this District or State Edition

Set the values that il be the same for al students

Fioid Name Setvatue
Select Federal Program
FERPA % “Star Date R
Endpate ™
Select Mode: Conmant
i = [VES:Yes. 1 gve my pemission formy tudents e US i, ]
mport File:
" e VES: Yes, 1 gwe my permission for my students v]
O Add/Edit Pariicipation SchoolYear (—
) Auto-end overtapping records

Ad Hoc Filter:

Run Test or Run Tool

Add Participation
Delete Participation Test |

O Edit Participation Add Records | o | Batch Queus - Add Records |

Q2
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FRAM Eligibility

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.

=8 Q R w40

ﬂibmly Py FRAM > Application rocessing > Eigibilty
@ 1 12008 Counselor: Emmanuel Counselor
fons) s Corpoo

Carver Jin s Counselor:
* Medi
. Eligibility Detail
Eligibility gibility
P T T T g — sevolveur
2428 <)
1920 nne o0 e Reduced  ncome 1 canvs owen 557
surtoute Enaoite
1819 s wsone el Reduced  ncome T oo BN N
1617 w116 oy wea Free Diectsnap 7 ity Type iy
veal *] [Redoea
source-
O Nonirect (
Diect
optout st optoutscp
o o
ook Food Bacgack [RS——
ki
oo -
) Yes ° o
ves

== - -

[eVi]
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Report Roll Forward

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

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

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

This tool will copy the selected reports format to the target calendar.

reportis) to

23-24 CPS.

CTRL-click or SHIFT-click to select muftiple:

[RUN |

Qr
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Report Setup

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.

Report Setup ¢ System Settings > System Preferences > Report Setup

New Save Delete

[Repors B —____ —______________________| A
e Tips
Al Tarsaet

nnnnnnnn
HS Ref poriCard
HS St eport Card poriCard
List by Course wicounselor schedule
List by Day (ALL) schedule
Simple Report Card repontCard
Simple Transcript transcipt
Table wilocker-counselor schedule
Term Grade Report Card reportCard
Transcript with State University GPA Calc transcipt

“Name “Type Available in
Allin Transcript Transcript v
Descrigtion

Al reporting options tumed on

Group Options () Grade O Term @ School Year
School ptions | v

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

Cumulative GPA GPA (rank. %); GPA + Bonus (rank, %)
Course Display Options
Credit Groups [ Filter to selected school
JUnassigned Codits
D Elewmotay
High School Credit

f—mm fool

QcC

doe.sd.gov



&\ south dakota
\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

Portal Display Options

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.

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

Display Options Template

Harrison High v

Portal Calendar Settings Display Options

Enable calendar when itis 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 P g
Activity Registration

+ o+ o+ o+

1 (07/01/2021 10
2 (10/23/2021 12/

Assessments + Student  + Parent

Assignments V Student Parent

Enable Assignments Tool @

Display Score Details €@

Paints Eamed/Score ("0 susen ] 1 pren |

Q-7

doe.sd.gov
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Grading Window

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
e ) ) ®
©) ! 4 A4
a2 e e emesen SelectTems. Selectoate s Tine  SelectGrade Levels 1019720 "0/ SelectTerms SelectDate& Tine  Select Grade Levels
W  nm oo 20021 & o Wem o wwmoow 2caen
oA TisEM Yign rades
et g Vi o "
wiom oz R o wom moema ) f— »
@ TR W e e R Tomd vt wooan  eoomr  cudes HighScht >
o
, oo s 2002157
wrum ez .
a 12:00 AM 11:50PM. Alrdes 1 2Calendars Wiy 2020 oo & 1200 AM 12:00 AM 4 High School n
SMe Towe ™ s »
w wmmwaw weem 202021 Emersn . o omm  momm W X ®
800AM 850PM 08,00 High oz (| L —— 12+
s 6 78 5w o
> @ e ovi021 A " ) N
12 18 14 15 16 17 8 12:00 AM 11:59 PM. Grades. cor
s
W onm oo s
s 03/02/21 03/02/21 All » 2 Calende Lo
2 27 28 29 30 3 & 1200 AM 11:59PM Grades. alendars. KA
won  omom p—— —_— T
@ 12:00 AM 11:50PM Crades. ” ‘school o arce! et
Grading Window v
P Saanga s o Grang oo
= i trvas, TSTANDARDS B °
s omm m - seectTems SobctoatesTine  Seectodelevls  Selectoradng
2 s b
@ 1200 AM 11:50PM Grades Emerson High Tasks/Standards.
e raiog Tk S
w  Em omm A , 202021
oA TisePM Grades Emerson g
Grting Tk Stadirs e Cirnn Selction
ST ¢)

Q9
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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

Solot Torm SelectDate B Time SelectGraing Tosis [I—

Grading Window (new) ¥
"

s

i ool Grading Windon ()

© © © )
@ @ @ <
Grading Window (new) ¥r Select Crieria Select Terms ‘Select Date & Time Select Grading Taske. Select Standards
—~ @ ~ Py G Vo T %
NS, Q ° \ B FONPE-uip i pra/—
o o e . 2 X
)
s s
P o @ S e
wom
%D
- B %
o3 a0 ) o
g2
» IEH ™ g2
v BB w

[eTe}
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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.

Missing Assignment Scheduler v
G "

Messenger.

New Notification Schedule save Delete

Name | Calen
Missing Assignments - HRS 1920
lissing Assignments - Middie 1920

our student]

Plcase sign into your school's parcnt portal af
1o find more information.

100
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Missing Assignment Report

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.

= Q M@g,-“%@: 2324 Harison High M ‘ 2 m 2
Missing Assignment Report ¥r 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 v Include due from:
@® Date Range =]t sz
OTerm ~

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

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

] Exclude droppedfinactive students

| Generate Report |

204
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Report Card Batch Report

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.

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

‘This repart balch prints student report cards, one page per student, suitable for handing out. This is a very complex report;
1y o limitthe numDer of students selected per batch.

Report Options
OR
Display Options

&
Grade | All Students ~ |
Active Only
Sort Options.

@© apha O Gradeldipha O zip O Teacher

Batch Queue Options

[ Refresh |Showtop( 50+ | tasks submited between| 01/1812024 |72] and 01/25/2024 |75
Batch Queue List
Queued Time | Report Titl |Status | Download

| Generate Report | Submitto Batch |

109
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Grades Report

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.

Grades Report v
s > rates

102
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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.

=) Q
Activity Eligibility v
Student > Reports > Activity Eligibility

Activity Eligibility Report

The Activty Eiigibilty Report can be used to monitor students academic grades to determine pariicipation eligibilty Page
breaks are inserted automatically for each actvity. This is a very complex report, so try to mit the number of students run

per bal
Which students would you like to include in the report? Grading Tasks
© Grade Al Students Al Tasks
05 Fi

07 i

05 Quarter
Electives
Final
Ad Hoc Filter English

Enroliment Effective Date [04/17/2020 |75
Mathematics

Grading Terms a1 Uaz a3z Das m:

Activity Courses (Al

Year Round Science
X211 Al Distrct Band

Final
Social Studies
Final

Grading Scores ¥/ All Scores

Yo ®1 W2 @3 W4

Grade Option  (® In-progress Grade ) Posted Grade YA @a Pa ¥ e

Yp. Pc @cor Pe @p

Sort Option © sudsat O Actwiy Yo+ %o ¥ ¥B ¥g
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Transcript Batch Report

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

Transcript Batch Report 7 Grading & Standards > Reports > Transcript Batch Report
Transcript Batch Report

This report il batch print student transcripts, one per mailng address per student. To print one transcript per student when
students have mutiple maiing addresses, check the box labelled “Transeript without maiing address, one per student”. If a

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

Report Options | Transcript by Term
or

Display Options

Which students would you like to include n the report?

®Grade Al Students A

O Ad Hoc Fiter

Enrollment Effective Date [08/05/202¢ [72]

SotOptions @ Apha O GradetAlpha O Zip O Teacher
] Transcript without mailing address, one per student

| Refresh | Show top| 50

~ |tasks submited between | 05292024 |75 and | 068/05/2024 [
Batch Queue

Queued Time | Report Title

| Status | Bowinioad

Report Format:  PDF

[ Generate Report | Submto Batch |
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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 E;‘;"r‘z: 176 | 1 A-B 01 (21130) Orange Grade Book
Edit 2 "'f:q'::Z'"' 1013 | 1 A-B 02 (23130) Grade Book
Edit 3 Mz::’;a 1211 | 1 AB 03 (23130) Grade Book
Edit 4 ?fe‘;"r‘z: 176 | 1 AB 04 (22130) Orange Grade Book
Edt & "'fel';‘:“"' "5 | 2 AB 01 (23130) Orange Grade Book
Edt 6 MED:'::S' 1001 2 A-B 0z (24130) Grade Book
Edt 7 L'f:;:i‘zr"' 18| 2 A-B 03 (24/30) Grade Book
§ Backes,

Edi & Pearce 176 2 AB 04 (22/30) Orange Grade Book
Add a Section
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https://kb.infinitecampus.com/help/sections
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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
3600-4 AP Literature

= a [ W
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) 3850-1 Creative Writ
Primary Teacher Grads Book Primary Teacher G
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https://kb.infinitecampus.com/help/teacher-schedule1
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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.

Grading & Standards Reporting x
Ad Hoc Reporting Civil Rights Data Collection  Data Certification Data Validation SD State Reporting
us Health Office (CRDC) o .
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
\ Hepuiing Filter Designer CRDC Maintain Survey Results Data Validation Report Health Extract
< Scheduling & Courses Letter Builder CROC 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
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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
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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

LETa)
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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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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.
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