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LOGGING IN & NAVIGATION

OVERVIEW

In this lesson, you will be introduced to the Infinite Campus system.

OBJECTIVES
At the conclusion of this lesson, you should be able to:
* Log into Campus.
* Know and accurately describe the three tabs in your outline.

* Know and accurately describe the three areas of the window.
* Log out of Campus.

(>

Campu

District Edition

Access & Logging In
Each district’s data is stored in a different location on the Internet and
is accessed through a Web browser such as Internet Explorer, Firefox
or Safari. The web address used in training will be different than the
address you will use in your everyday use of your school’'s Campus

User Name:

Password:

Signin >

2003-2008 Infinite C

application.
Launch a web browser such as Internet Explorer, Firefox or

1.

Camino on your computer.

Version: 2008.2.5.a.final ;

training245 2008
Training Database |

Logged off

ampus, Inc

Enter the web address (URL) provided by your trainer in the

When the page loads, your screen should display the login

Enter the user name and password provided by your trainer.

2.
location bar of your browser.
3.
screen for Infinite Campus.
4.
5. Click OK.
E Training Site:
E User Name:
E Password:
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Since Campus is a
web-based product,
it is accessible any-
where in the world.
Since it is accessible

anywhere, the data within the
system is protected with pass-
words and security measures.

In many districts Campus pass-
words are “strong passwords.” A
strong password is at least eight
characters long with a combi-
nation of letters, numbers, or
special characters.

In all districts, if your password
is entered incorrectly five times,
the account will be disabled.
You will then need to contact

a designated individual in your
school or district office to have
your password reset.
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Calendar- a data element in
Campus that defines the terms,
periods, instructional days and
grade levels at a school for a
year. State reporting data is
extracted and aggregated out of
a particular calendar.

Schedule Structure- a sub-
division of a calendar for the
purposes of setting up a group
of students on a different sched-
uling pattern, such as different
terms, periods or set of instruc-
tional days.

Logging In & Navigation

ear | 07-08

Infinite Campus Toolbar

~ chnn@cnln E\ememD

District Notices

~
(43 Infinite Campus Support

(&3 Training Survey \
= ¥% Student \nformatioﬁc'hc'c']I Year and School

School Notices

[ General ® [10/16/2006 Coolidge Elementary ]

" j guuﬁ:’e‘hng This is @ notice that is published for both Staff in the general
[ ra anner

= ¢ Health
__ J BlankForms Process Inbox

+ [ PLP
+# ] Special Ed

X|?|D‘PFDEESS‘SIEp
3 Student Locator o Process Inbox items at this time

# | ) Reparts
= £4 Instruction
= @* Census
People
€7 Households
% Addresses
% Add Person
4 Add Househald
5 Add Address
™ Census Wizard

‘Workspace

Outline

Navigation
Once you have logged into the Campus application, you will notice
your screen is divided into three main areas.

1.

The gray header Infinite Campus Toolbar contains drop down
menus to select which year, school, calendar, schedule structure,
and if you are a teacher, which section you are working with. Your
account’s rights will determine which schools and what years’
data you can access.

The space to the lower left contains three tabs.

* The first tab, the Index tab, contains all your tools in Cam-
pus. The tools you have rights to will vary from user to user.
The tools are collected into groups called modules. To open
a module, click on either the plus sign or the name of the
module. When the tools are completely open, it reveals the
user’s complete Outline.

* The second tab, the Search tab, allows you to quickly find
particular pieces of information, such as student informa-
tion, course information, and help topics.

* The third tab is context-sensitive help. As you are work-
ing with certain tools in Campus, related help articles can
be found by switching to the Help tab. As an example, if a
question arises during taking attendance, clicking the Help
tab will pull up an article describing how to take attendance
in Campus. In addition, related topics will be linked at the
bottom of the help article.

The space on the right is your main Workspace. The tools that
you select on the Index tab will load into this space. When you first
start Campus, you will see announcements and reminders posted
by your district or building. This space may include notices about
Campus updates and/or other announcements that have been
posted by your school. At the bottom of your workspace is an item
called the Process Inbox—your “to do” list in Campus today. De-
pending on your role and tools, different items will appear in this
area to remind you to complete particular tasks in Campus.

©2010, Infinite Campus. All Rights Reserved. Last modified: 15 February 2010



Logging In & Navigation

Process inbox
Date Range 3 Display ANProresses
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Managing the Process Inbox

Infinite Campus allows users to search for messages and processes in

the Process Inbox.

Searching for

items inthe Pro- .. .. ... i s e

cess Inbox D R
1. Enter a date U
range that
Campus

should search
within.

2. Campus will look for items that have a posted date which fall within

the entered date range.

(98]

criteria will be displayed.

Deleting Items in the Process Inbox

1. If needed, enter a date range and select the type of processes to

search for. Click Find Messages.

2. Click the box in front of the Process/Message to delete. All mes-
sages may be selected by clicking the box in the Process Inbox

toolbar.

3. Click Delete Selected Messages. The selected messages will be

deleted.

Logging Out of Campus

When finished with your Campus session, or when you will be away
from your computer for an extended amount of time, you should end
your Campus session by clicking on log off. Your session will close
and you will then be back at the login screen. You may then close your

browser.

Select the Process(es)/Messages from the Display dropdown list.
4. Click Find Messages. Processes/Messages that match the search
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STUDENT INFORMATION

OVERVIEW
Data in Student Information>General is based on being enrolled in a
specific school for a year. Much of the data, such as schedules, atten-
dance, and grades are for the year selected in the grey menu bar at the
top of the screen. To access information from prior years, select the
relevant year and school combination in the dropdown menus at the

top.

OBJECTIVES
Navigate to the tabs for specific student information

View particular information

Grade: 10

Abegg Jr., Dylan 43 Graduation 'EﬁLegal

DOB:02/01/11991 Gender:M Counzelor:Counselor HS, Susan

Navigating to a Student’s file
In the Index outline on the left side of the window, expand Student

1.

2.
3.
4

Information.

Select General.
Search for a student.
Select a student.

* The Student Information > General file is subdivided into
separate tabs for commonly used information.

* The name of the student you are working with will show
above the tabs. Next to the student name you may notice
an icon. This icon is known as a program in Campus and is
designed to call your attention to an issue or concern about
this child. Hovering over the icon with your cursor will open
a pop-up with more information about the child.

* The team and counselor for the student may also appear
next to in the header if that information is being tracked in

Campus.

Summary Tab

The Summary tab is a
read-only view of the
data that was created
for the student in the
Census module.

The top section will be
personal identification
information for that
student.

The mailing addresses
for the student will show
below the student’s
information.

The households that

a student is a member

“Dsu mmarvl Enrollments | #f schedul ule | 1 | Transcript |
Prm

Person Information
PersoniD

1]

Name Nickname

Abegg, Dylan

Gender Race Ethnicity

H White, not Hispanic

Birth Date (Age: 15) No Image Available
02-01-1991

Student Number State ID

Person GUID
CF9AECSE-8F87-45C4-81FE-320C16DCFE28
Comments:

Addresses
Primary Address 2175 ATRPORT RD . ST PAUL MN 55116 Map

Household Phone { 555)844—5117
Address 2175 AIRPORT RD ., ST PAUL MN 55116 Map
Name | | Enroliment (grade) | Phones) | Email

Abegg, Glissa  Mother/Son(guardian) Wk (623)823-2342 gabego@yahoo.co
Abegg, Femer/SDn(guEn!rEn) WEi(782)323-2342
Harrison
Abegg, Ryo  Brother/Erother 05-06 Pierce Middle School
(08)

Non-Household Relationships.
Name Phone(s) Email
| Aas, Alexander Emergency Contact H Phin: (555)786-0545

of will display below the mailing addresses. All members of the
household and their relationship to the selected student will display

in this area.

Relationships that are made to people outside of the household,
such as emergency contacts will display in the “hon-household rela-
tionships” area below the household.

©2010, Infinite Campus. All Rights Reserved. Last modified: 15 February 2010
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There are two print

options on the Student

Summary tab: Print and

Print with Picture. Print

With Picture is a separate distinct
user right. Depending on your
rights, you may not have the right
to print the summary with picture in
your district’s live site.



Student Information (Read Only)

",
I amp Us Enrollment Tab Ismﬁ_‘]NewN:moenfChangem Enroliment | New Enrollment History |
] ] The Enroliment tab will B o7 anton et e s
University list all enroliments for e ot et v o g
. 09 P 05-06 Harrison High School 09/02/2005
the Ch'ld that have been égeﬂn‘s.i;er;f'OOLEstyear.pubnc school, same district
created in CampUS. ESE;BSM -.CP 04-05 Pierce Middle School Da/0aI2004 152772005
Many pieCGS Of data Egnﬂoimus. 5 03-04 Pierce Midde School 081172003 512812008
i Start Status: C
used for state reportlng Egnﬂoimm. P 02-02 Perce Middie Sehool 1E122002 152022003
State Reporting and are stored here and are | Z5is”
. g . ERE P 01-02 Lincoln Elementary VG001 15312002
Special Education tied to an enroliment. Stat St €
fields qre used in To view this data, click g:::ﬁ:t:; CP 00-01 Lincoln Elementary 0872172000 0610172001
preparing extracts for on the enroliment in the Eng status:

the state and will vary

in each state. Your
training site will have a state-neutral  *
set of data elements rather than the
state reporting fields for your state.

Enrolliment Editor.

The General Enrollment Information determines what school and
grade the child is in and also records their enrollment dates and
status for state reporting.

Schedule Tab

* The Sched-
Ule tab W|” _——_l!Summarv| Enrnllmenis| ﬁs:hedule| ':Ll:'ﬁttendan:e| ngrams' IE"GraI
o ShOW the Table - Group by Courze (All Terms) v Print OR| Choose a report option v @Wal
Hands-On Activity: Where  ooe oL | IS R R R
M 2023s-4 Algebrala 2024s-15 Algebra b
in the SChOOI IS.... the student is Lifellearn, Dave Lifellearn, Oliver
Use Harrision High School taking. The ?% ;%
;cor the exercises in this terms .(divi- 12055-8 Adv Composition 6011s-1 General PE |
esson. . Llang, Maria Jozse Teacher, Demo
W . sions of the Am: 320 A
Assume that it is first period year) will be 2 =
in the third term. You 49035-17 US History 75025-11 Comm Technology
. across the Elvin, Kayli N De Laru, Wil
need to find Dylan Abegg top and the 03 [ B 320
immediately. What class and periods (divi- =] |
3014s-15 Environmental Science 3013s-18 Earth Science
teaCher does he have? SionS of the Mea, Abhik Efvin, Mozumi
f Rm: 320 Rm: 320

day) will be o ]

down the left EMPTY

side.

* To switch to
a different view of the schedule, choose a different option in the left
dropdown menu.

* To print the student’s schedule in the on-screen layout, click the
print icon. Your district may also have created a template that will
be available in the “Choose a report option” dropdown. Campus
will then create an Adobe PDF version of the schedule that can be
printed, saved to a local drive, or emailed as needed.

* Depending on user rights, you may see a red grade book icon on
each entry in the schedule. If the teacher is using Campus grade
book, clicking on this icon will take you to a read-only summary of
the student’s assignments and progress in that course.

‘swepy

piABQ UM Yz ysiibu3 G-00t€
:Jamsuy AJAOY UQ-spueH
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Student Information (Read Only)

tendance Tab
The Attendance e S Pared e Sy Dot
- T

donts e |EESCET o C———
Student’S atten' Fia a1 Dq-;ﬂ' A thl-l:-“ 07 D478, Tied T

. RN RE]
dance history o Sl e et S T 8
in the Selected Ty (R BL RE BRI BRERE m’: AL AL AL A:.L AL AR
year. Tumm TR0 preszodpic) PP

i Perioa IR T m’::’ AR
The left side of T L E LR LA ey .
the attendance Tarey 1 L LECR LA LR
tab will shgw T N
a summarized R LR (IO
view of the stu- e e te
dent attendance,
i - | Courve Wamber & Rame  Absent  Tary |

showmg. atten S i 3 ,
dance history by | i=&e= : :
term at the top e e O | —h
and a history by | maeres —h
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When hovering over an
attendance code, the
name of the teacher who
entered the attendance
will display.

Color-Coded Key
Yellow — unknown

Teacher attendance records
that have not been verified.

[White — excused |

course at the
bottom.

On the right side will be a line-by-line record of the student’s atten-
dance for a year. The events are color-coded according to the key

at the top of the tab. The codes are school defined elements,

To find out more information about a particular attendance event,
hover over the cell with the code. A pop-up will display the type of
attendance event, the status (excused, unexcused, unknown, or
exempt), any comments that were made when the event was cre-

ated, and the user who entered the attendance event.

Programs Tab

* The Pro-
grams tab IS HSaveXDee New s
Program Participation Editor Note: one curriculum program allowed per student
Where more Program Start Date End Date User Warning [ ]
) . Hall Monitor 08/2912006 ¥ Hal Monitor ~
Info rm atlon Medical 08/01/2008 ¥ severe bee sting allergy. Epipen in backpa| =
can be fou nd 09/26/2006 ¥ Restricted release! See officel ]
< I I
out about ] >
« .
the Warnlng *Program Cﬂ This program iz flagged
’” . Legal [V]
ﬂag that IS *Start Date End Date Eligibility Start Date Eligibility End Date

seen next to
the student’s
name above
the tabs.
Many users
will not have
access to
this tab, but

052502006 [~ i = [
User Warning
Restricted release! See office!

Description
Received court order that student cannot be released to Mom's custody. School must contact Dad if
Mom appears at school. Received %/25/08.

you may have access depending on district policy and procedure.

* To find out more information about a particular warning program,
select the program in the editor list. The details will open on screen
and provide more information about the concern.

©2010, Infinite Campus. All Rights Reserved. Last modified: 15 February 2010

Attendance records that have a
code applied that is mapped to
a status of excused.

!tten!ance recor!s t!at !ave a

code applied that is mapped to
a status of unexcused.

!tten!ance recor!s t!at Have a

code applied that is mapped to
a status of exempt.

J

Hands-On Activity:

Attendance Contract
Orlando Rock had a deal

with the principal. If he had
no more than 10 period
absences from first term, he
would be able to leave early
during third term? Did he live
up to his end of the bargain?

"wiay ISl
Ul S9oUasqge g pey OpuelQ "SaA
Jamsuy ANAROY UQ-SpueH
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Hands-On Activity: What
Was My Grade In...
Nathaniel Gabel stopped

by your office this morning.
He is planning to apply to a
summer immersion language
camp in Spanish and needs
to know his Spanish | grade
from 2006-2007 to put on the
registration form.

| ysiueds
$8Z0G Ul G6 € pey |slueyjeu

10 JJamsuy AlAOY UQ-SpueH

Student Information (Read Only)

Grades Tab
e The Grades tab will
display all grades Class
that have been sub- |5 e
mitted for a student =

“llSummary | Enrollments Schedule | 1 Attendance | Programs ‘Grades | Transcript
2 | | | 3% | | 5 I I

o Tt et [ ez [ Toms | ot |

Wid Term Progress D

Choose a Report Card Format..

Trimester Grade El

w| @ o

2?2334 ALgebra la Quarter Grade B+
for the year. This = Semeste
. . 2024s-15 Algebra b Quarter Grade
will include report e Vi Term Progress

Semester Exam

card grades and/or
standards and may
also include mid-
term progress marks
and weekly eligibility
grades.

» The report card format dropdown allows the user to select a defined
template and generate a report card for one student if needed.

» Down the left side will be the courses a student is in and the grad-
ing tasks the teacher was expected to turn in. Across the top will
be the terms. A white cell in the table indicates that this particular
grade was expected to be submitted at that point in time. The
grade in the white cell is the grade submitted by the teacher.

» To view a student’s overall progress in a course, click the red
grade book icon below the course name. If the teacher is using
the Campus grade book, the student’s individual scores on assign-
ments in that class can be seen.

» At the bottom of the grades tab will be the students term GPA for
that term. Term GPA is the value used in many Campus schools for
their term honor roll.

Semester
Term GPA|3.33 287
Rolling Cumulative GPA,| 3.332571 3.24975

Grades shown in Gray do not contribute to a Term GPA

3.24975 3.24975

Transcript Tab

The Transcript tab holds the permanent academic record for the stu-
dent. The grading system in Campus is set up by the district to indicate
which grading tasks are posted to the transcript. A user with proper
rights can also manually add or adjust grades to the student transcript
if needed. A printed version of the transcript may be generated by
choosing a format type in the dropdown. A PDF version of the tran-
script will then display in a new window and can be printed or saved as
needed.

CIlSummary | Enrollments | Q’s:hedulq ﬁﬂttendan:e‘ Programs | [{Grades | Transcript | Credit Summary |
L] New Choose a Transcript Fo at..
Course Standard |Mark GPA Value Bonus | GPA Wt | Credit/Category. Term | Comments:
weighted | unweighted
Edit | 1004g, American Lit/Comp A 4.0000 0.5000 0.500 American Literature/Comp 1-4
Courses Taken 2005-2006 Grade 09
Course Standard |Mark GPA Value Bonus | GPA Wt | Credit/Category. Term | Comments:
weighted | unweighted
Edit | 1001s, SthWorldLit/CompAP Prep 99 4.0000 1.0000 1.000 English/Language Arts 1-2
Edit | 2008s, Algebra B 76 |2.0000 1.0000 1.000 Math 1-2
Edit | 3023s, Physical Science 80 3.0000 1.0000 1.000 Science 1-2
Edit | 5028=, Spanish | §5 | 4.0000 1.0000 1.000 World Lang 3-2
Edit | 6011s, General PE | 92 |4.0000 1.0000 | 1.000 Personal Fitness 32
Edit | 9003z, B Art/Design | 83 |3.0000 1.0000 | 1.000 Art 3-2
Courses Taken 2004-2005 Grade 0&
Course Standard | Mark GPA Value Bonus | GPA Wt |Credit’‘Category. Term | Comments
weighted |unweighted
Edit | 230130008, Language Arts a1 3.0000 1.0000 0.000 Electives 1-2
Edit | 270250048, Algebra la 83 | 3.0000 1.0000 0.000 Electives 1-8
Edit | 350150018, Literacy 83 |4.0000 1.0000 | 0.000 Electives 1-8
Edit | 350090008, Physical Education 70 2.0000 1.0000 0.000 Electives 4-2
Edit | 400610008, Science g2 |3.0000 1.0000 0.000 Electives 1-2
Edit | 450050008, Social Studies 77 |2.0000 1.0000 0.000 Electives 1-8
Edit | 500130008, Art 88 | 3.0000 1.0000 0.000 Electives 4-2
Edit | 500650008, Spanish 85  |3.0000 1.0000 | 0.000 Electives 1-3

©2010, Infinite Campus. All Rights Reserved. Last modified: 15 February 2010



Student Information (Read Only)

.,
T
_Cum GPA: 3.385 Rank: 10 of 4_37

03 Tos 10 Total
Defaut
Electives 0.0 0.0 H H
American LiteratureiComp | los | 05 U n IvE rs Itu
Total 020 0.0 0.5 0.5
High School i i
Art 1.0 1.0
Math |10 | 10
Science [EX | 1.0
World Lang |10 1.0
EnglishiLanguage Arts 10 I 1.0
Personal Fitness (1o | 1.0
Total 0.0 EX 0.0 60

Credit Summary Tab

The Credit Summary tab will show the total amount of credits that are
listed on the student’s transcripts based upon the credit groups that are
associated with the school. Clicking the student total for a credit group
will show the courses that a student has taken in that area, while click-
ing on the credit group name will show where credit could be earned in
the selected school and calendar.

Assessment Tab

The student Assessment tab will show the scores a student has earned on
district, state, or national standardized tests. A test may have subtests that are
organized beneath the top level test. To see scores on these subtests, click

on the plus sign to the left of the assessment name.

il el

130000 UL ISR endecd

£l Bahavior | Transportative | 8 Feus | SjLockers | Athletics | [IAdHo: Ruporls | Waiver | Migrant | Records Transier |
Zlsummary | Enroliments | @ Schedule | JiAttendance | Programs | A7 Grades | Transcript | Credit Summary | Assessment |

O Sienin Seorn A5 000 Reault 2-BelrwBns A
A Deiovwilas

N5

I Besw

L-r-\:-.l Has

I3 000 Gcak Sooned

Lo oy Eand 4 CET D08 Daon € naarac 80 5005 S amis ©paps:$55 004 Deasck- Baain -

Behavior Tab
The Behav- —.["5] 06-07 Harrison High School (2 Events)

ior tab can be -7 Outstanding Student of the Week - 09/29/2008
used to track —|- €% Abegg, Dylan - Participant

student behav- [] Award: Assisting Other Students - 09/30/
ioral events, the —|-[7]) Disrespectful to Staff - 09/28/2008

student’s role in —I- ff} Abegg, Dylan - Offender

the event, and | ] Detention: Disregpectful Behavior - D928/
the resolution —|-[7 =] 05-06 Harrizon High School (1 Events)

that occurred as - Ejl ar: Parking Violation - 08/01/2006

a result of the : =i #F Abegg, Dylan - Offender

event. Behaviors | ] Car: Revocation of driving/parking privilege
may be posi- ﬂ Azker, Demetri - Witness

tive or negative
events. Events
will be organized by the school and year they occurred in—depending
on user rights, you may be able to see previous years’ events.

The Event Name, Event Date and Event Time are mandatory fields.
The Demerits field is 4-digit alpha-numeric.

1
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Student Information (Read Only)

Campl;s Transportation Tab
] i The Transportation tab can be — ) DZ”;B”S[V]
UI'lWEl‘SItu used to store and organize both | j;7ime Out Time
bus information and parking 07:10 AN 02:25 Al
information, including parking P ras s
permit and vehicle information. etz Mies Transported
30 [w] 35
Fees Tab
The Fees tab will show all fees Hake Hode!
that have been assessed to = e
a student, the payments that
have been made and their cur- Ll
rent balance. The Print icon

will generate a billing statement
for the student.

Fee Assignment List

Due Date Dezcription Type Debit Credit Balance Due

9/26/2006 Book (Exempt MAX) $65.25 50.00 $65.25

9102006  Science Lab Course $10.00 §0.00 $10.00

9/10/2006 Science Lab Course $10.00 50.00 $10.00

Neﬂ Payment: $0.00 | $85.25 | $0.00 | $85.25
0 Lockers Tab
Hands-On Activity: | Forgot The Lockers Py ——
. - . Locker # Type Locatien Combo Start Date End Date Shared

My Combination... tab will show d GeneralEd  Freshman 11102006 No
What is Teagan Earl’s locker  all lockers that
combination? the student has

been assigned

to. Campus

supports multiple types of lockers, such as academic and gym, and
multiple locations for those lockers, such as the senior hallway.

Athletics

The Athletics tab holds basic T“*"-‘“'”ﬂ‘e_j P““‘“'E“”E“’
information about the Student’S Tranzpoertation Permizzion Emergency Card
athletic eligibility. Your school [v] [

o . Parent Consent Student Contract
may add additional fields or v [v]
areas to the athletics tab to L)

o - [v]
track specific sports or partici- Comments
pation as needed.
Hit CTR-SHIFT-L to spell check th

'60-¢¢
-$€ SI UOIJBUIqUIOD J9)o0]| S,uebes|
:Iamsuy AlAOY UQ-spueH
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Student Information (Read Only)

AdHoc Reports Tab
An AdHoc Report is a
form letter generated

Campus

University

| B ior | <3 N\W_»P| % Fees| DjLockers | Athletics| [fAdHoc Reports

& Print
AdHoc Reports

in Campus using a tool
available in the AdHoc

AdHoc Report

Il Drug

[ Henor Rol Dinner
. = € Attendance

Reporting module. The || g o,

AdHOC Reports tab [] TDHoncom pliance Letter

allows one of these cre-
ated form letters to be
generated for one particular student.

Graduation Tab

Student graduation data

is used for both state and

federal reporting. This tab

includes read only historical
data and editors to enter
relevant graduation infor-
mation.

The editors available on the

graduation tab include:

* Enroliment Data - dis-
plays ninth grade enroll-
ment data if the student
has not graduated and
twelfth grade data if the
student has a graduated
end status selected on
the enrollment tab.

» Enroliment History Data - displays ninth grade enroliment data if the
student has a graduated end status selected on the enroliment tab.

* General Graduation Information - displays and allows a user to edit
graduation data, with proper rights, including the student’s Diploma
Date, Diploma Type, Diploma Period, Date First Entered the 9th
Grade, NGA Cohort End Year, NCLB Cohort End Year, Post Grad
Location, and Post Grad Plans, and/or Transition Status.

» State Reporting Graduation Fields - displays and allows a user to
edit, with proper rights, graduation data required by an individual
state for reporting.
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The enrollment end
batch tool will allow
a user, with proper
rights, to popu-

late the general graduation
information. State Reporting
graduation fields will need to
be manually entered on this
tab for each student.
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