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Introduction

This user guide provides information on the AIM Montana Edition of the Infinite Campus
product in all core areas trained during the implementation.

Documentation

All documentation related to the AIM Montana Edition is available from the Customer Support
Portal (http://support.infinitecampus.com) for easy access and distribution among the district’s
users. Related documentation is also available from the Help Index within Campus. Reference
materials and other related documentation are included with this manual.

Software Support
Contact the school district’s Infinite Campus Support Contact if additional assistance is needed.
See the Support Process Guide for more information.

Hardware Requirements
The tasks mentioned in this user guide may be performed on either a PC or a Macintosh. Please
see the Supported Platforms technical reference for specific requirements.

R I R R Y T R se0BOSRsssnaw TIT Y] CI-\ I IR R R T R (E T T seeBOeRe


http://support.infinitecampus.com/

Infinite Campus User Guide — Montana Edition

Chapter 1 — Navigation

This chapter provides information on how to access, log in, log off, navigate, and search for data
in Campus.

Accessing and Logging In

Each district’s data is stored in a separate database on secure servers located within the State of
Montana's Department of Administration facility. These servers offer multiple levels of security

and protection including browser level encryption and password protected authorization. This

allows only authorized users to access the system through a Web browser.

("
Campus

Transforming
K12 Education™

Version: 2009.1.final §

Montana Edition

mtEmDi_3 §

User Name:

Password:

Signin >

Instructions to access the Campus Application

1.
2.
3.

ses 00000 se

Launch a web browser.

Enter the web address (URL) provided by Campus.
When the page loads, your screen will display the
log in screen for the AIM Montana Edition.

Enter the User Name and Password.

Click Sign In button.

EEEE T I TR R se0Oes s TIT Y] (’;\ I TR RN

AIM Montana
Edition is a web-based product. The
data within the system is protected by
using secure login credentials.

Campus recommends the use of
“strong” passwords. A strong
password is at least eight characters
in length with a combination of
letters, numbers or special characters.

Entering a password incorrectly five
times will result in the user’s account
being disabled. Contact the district’s
System Administrator to have your
password reset.
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Introduction to Infinite Campus Montana Edition

The Campus homepage is divided into four main areas — Banner, Campus Toolbar, Outline and
Workspace. The content displayed is dependent on the user’s level of access.

~

Campus

[ | vear| 0803 v School| GRASS RANGE HIGH SCHOOL ™ Calendar | 08-09 GRASS RANGEHS -Lsa ¥ |2, Campus Toolbar

1. Banner

ndex  Search  Help

District Notices

€§ Shannon Test ® [10001/2008 ]
= (¥} Student Information
(] General Montana Edition is LIVE starting today!
H Heatn
H ) Special Ed School Notices

== Student Locator

5 [3 Report + [02M82008 GRASS RANGE HIGH SCHOOL )
Epans

3, Outline

4. Workspace

= ‘ﬂl Census
E Peopls
€] Households
3 Addresses
E Add Person
= Add Household
:E] Add Address
T Census Wizard

+ | ] Reports

Process Inbox

v
7 ﬂ Bahavior x _D_ |Prnms _51:0 _Posbnd Dmu_llueﬂabu
+ G Heath ¥ % Records Transfer 0572012008
3% Atlendance ¥ W Records Transfer 05/20/2008

Navigation Tools
The four main areas of Campus include information and tools to assist in the navigation and
use of the application.

1. Banner
The Banner displays the Infinite Campus logo. The banner may be hidden from view by
selecting the Hide Banner checkbox on the Account Settings tool located in the Outline.
Path: Index > Account Settings

2. Campus Toolbar

The gray header, referred to as the Campus Toolbar, includes Year, School, Calendar,
Schedule and/or Section dropdown lists used in navigation. The setup of the district’s
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system and the user’s level of access will determine the dropdown lists available from the

Campus toolbar.

The Year dropdown list includes all school years (e.g., historical, current and/or future)
to which the user has access in the system.

The School dropdown list includes all of the schools to which the user has access in the
system.

The Calendar dropdown list includes all calendars set up for a particular school. This
list is available only if a selected school has more than one calendar. Calendars define
the grade levels, terms, periods and instructional days for a specific school year and
group of students.

The Schedule dropdown list is available if a group of students enrolled in the same
calendar follow a different meeting pattern (e.g., different terms dates, period times,
and/or instructional days).

The Section dropdown list is available to users assigned as a teacher to one or more
course sections.

3. Outline
The Outline, located on the left of the browser, displays Campus information and tools. The
Outline consists of three tabs: Index, Search and Help.

The Index tab contains the modules and tools available to a user based on the rights and
responsibilities established by the System Administrator. Tools are organized into
groups called modules. To open a module, click either the plus sign or the name of the
module.

The Search tab is used to quickly find information, such as student, staff, census or help
data. In addition, the user may use the advanced search capabilities by selecting the
Advanced Search link.

The Help tab provides Campus articles related to the tool currently displayed on the
Workspace.

4. Workspace
The Workspace includes notices, important announcements and reminders posted by the
district. The Process Inbox serves as a Campus “to do” list. The Tool selected from the Index
in the Outline will load into the user’s Workspace.
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Navigation of the Montana Edition

Upon logging in to the AIM Montana Edition, the Campus Toolbar provides dropdown lists
dependent on what information is accessible to the user. The display of the Campus Toolbar
varies depending on the district’s set up in the AIM Montana Edition. The basic set up of the
AIM Montana Edition has one calendar per school. Additional options include schools with

multiple calendars and/or multiple schedules.

One Calendar per School

Select the current Year from the dropdown list to view and modify data for this school year. To
find information about students enrolled in a particular school select the appropriate school
from the School dropdown list.

Year | 07-08 |+ | School | GRASS RANGE HIGH SCHOOL

Calendar information is the basis for all student-related data. The diagram below represents
how data in the Montana Edition database is connected.

[ Year ]
School ’I
N

|
Calendar l

% Schedule [
l Enrollment Record !
Student

N—

A student has an Enrollment Record attached to a schedule. In the basic set up of the Montana
Edition this is referred to as the Main schedule. The Main schedule is connected to a Calendar
that is set up for each School. The School information is connected to the selected Year in the
Campus Toolbar dropdown list.
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Multiple Calendars per School

Select the current Year from the dropdown list to view and modify data for this school year. To
find information about students enrolled in a particular school select the appropriate school
from the School dropdown list. If a school has more than one calendar (e.g., a regular high
school calendar and a separate calendar to for tracking private school students who receive
special education services from the Public school while attending a Private school) the Calendar
dropdown list will display.

Year | 08-09 % | School | GRASS RANGE HIGH SCHOOL |» | Calendar | 08-09 GRASS RANGE HS W
02-09 Grass Range HS Private

The diagram below represents how data in the Montana Edition database is connected if there
are multiple calendars set up.

Year
School

‘ High School Calendar

: Schedule }
‘ Private School Calendar S -

l Enrollment Record I
Student
R —

A student has an Enrollment Record attached to a Main schedule. The Main schedule is
connected to one of the Calendars set up for a School. The School information is connected to
the selected Year in the Campus Toolbar dropdown list.

Multiple Schedules per Calendar

Select the current Year from the dropdown list to view and modify data for this school year. To
find information about students enrolled in a particular school select the appropriate school
from the School dropdown list. If a school has more than one calendar the Calendar dropdown
list will display; otherwise the system will default to the only calendar attached to the selected
school. If a calendar has more than one schedule (i.e. Main schedule and a separate Schedule for
half-day kindergarten students) the Schedule dropdown list will display.

ear | 07-08 * | School | GRASS RANGE ELEMENTARY % | Schedule | All | w
1-6
KH
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The diagram below represents how data in the Montana Edition database is connected if there
are multiple schedules set up.

Year

School

|
[ Calendar ]

_[ Grades 1 — 6 schedule }

Enrollment Record

Student L

_[ Kindergarten Schedule ]

Enrollment Record

E- Student

A student has an Enrollment Record attached to a selected Schedule. Each schedule is
connected to a Calendar set up for a School. The School information is connected to the
selected Year in the Campus Toolbar dropdown list.

Student data is tied to an Enrollment Record determined by the selected Schedule. The
student’s Schedule is tied to a selected Calendar that is tied to the selected School. The School
information is tied to the selected Year.

ear | 08-09 “ | School | GRASS RANGE HIGH SCHOOL | » | Calendar | 08-0% GRASS RANGE HS % | Schedule | Al (%

Understanding the connections in the database will assist user navigation and in searching for
specific student data in the Montana Edition.

Additional information is provided in the Calendar Administration User Guide available on the
Campus Support Portal and in Chapter 5 System Administration of this User Guide.
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Searching in Campus

Campus Search allows a user to search by a specific data type. Each data type allows for basic
and advanced searches. Some data types allow wildcard searches. The data types in the
dropdown list are limited by the user’s Tool Rights. To narrow the search to a specific set of
student data first select the appropriate items from the Campus Toolbar.

NOTE: All People, Address, Household, User, Group, and Help search the entire database
regardless of the Campus Toolbar selections.

Search Techniques

[ ||vear 0209~ |School| GRASS RANGE HIGH SCHOOL Campus Toolbar

fcss)| Seerch (oY Campus Search

Search for a .

Student v B”: Stluth

oo
hotees o 4]
Agvanced Search »»

Student Search Saved Filters

Stu'.c.’! Rcsuk_s 1 Las! Hame & Birthdays s

Helmes, Karieen & oeny aTTENDANCE
N [, Days absent
¥s Abger
Stugent Number &dvn;:dﬂtmh ijh Diploma type Dipicma period
S5N een 14, Envotment
Free/Red. Lunches
Grade ~
Birth Date Honor Roll Quarter 2
Gender v 1A, junk
StatelD Hﬁ !:.1:52 snra &
peson© ) ()
Special Ed
Status w
Setting w
Disabdity £¥3
Search

1. Basic Search Tool allows for searching a specific data type quickly by leaving the field
blank or by entering partial information (e.g., Last Name for a student only). Some data

types require partial search criteria (e.g., 3 characters minimum when searching for a
household).

2. Advanced Search Screen provides additional options to narrow down the Search results.
Search criteria options vary based on the data type selected from the dropdown list on the
Search tab. To begin an advanced search, select the Advanced Search link. Three options
for conducting an advanced search include, Criteria Search, Saved Filter Search, or
Combined Search.

e Criteria Search - this type of Advanced Search allows the user to narrow down the
search results displayed based on known information entered into the search fields.
Depending on the data type selected, the fields available for a Criteria Search will vary.
Refer to the Searching Campus User Reference available on the Customer Portal for a
listing of all fields and definitions of the search criteria for each data type.
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Instructions to conduct a Criteria Search
1. Select the data type from the Search tab in the Outline.
Select the Advanced Search link.
Enter the criteria in the appropriate Search fields.
Select the Search button located below the Search fields.
Search results will display in the Outline under the Search tab.

G N

e Saved Filter Search - this type of Advanced Search allows the user to search for data
based on predefined filters. Saved Filters are set up in the Ad Hoc Reporting module. A
user will only have access to filters saved to their user group.

Instructions to conduct a Saved Filter Search
1. Select the data type from the Search tab in the Outline.
Select the Advanced Search link.
Select the appropriate Filter from the Saved Filters list.
Select the Search button located below the Saved Filters list box.
Search results will display in the Outline under the Search tab.

S N

e Combined Search - this type of Advanced Search allows the user to combine a Criteria
Search and a Saved Filter Search. This returns a subset of data based the selections
entered. Note: It is important to use the Search button located underneath the Criteria
Search Options for a combined search to function properly.

Instructions to conduct a Combined Search
1. Select the data type from the Search tab in the Outline.
Select the Advanced Search link.
Select the appropriate Filter from the Saved Filters list.
Enter the criteria in the appropriate Search fields.
Select the Search button located below the Search fields.
Search results will display in the Outline under the Search tab.

AN

3. Wildcard Searches use special characters to search for data if some of the search criteria
needed is unknown. The following wildcard characters are available for use when searching
for information in Campus. Numeric data types do not allow wildcard searches (e.g., State
ID).

e Single-Character Wildcard — The _ (underscore) is a 1 character wildcard search. The
underscore replaces one character in the search criteria. For example, searching for
“Peters_n"” will find students or people with the last names Peterson and Petersen.

e Multiple character Wildcard — The % (percent) is a multiple character wildcard. The
percentage symbol (%) replaces multiple characters in the search criteria. For example,
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searching for P%n as the last name will return all results starting with a P and ending
with an n, such as “Pearson”, “Peterson” and “Petersen”.

Searching by Selected Data Types in Campus

Montana edition provides the ability to search for information based on ten different data types.
A user may select a data type from the dropdown list to perform a Basic Search or use
Advanced Search options. Results displayed in the Outline are based on the data type and
search criteria entered.

To assist in searching for specific data types the following icons display in the Outline.

Icon Description
ﬂ A Person that is stored in the database. This icon only displays on household, people,
and user searches.

m A Student is defined by an enrollment record. This icon only displays on household,

people, and user searches.

A Staff person is defined by a district assignment to a particular school. This icon

displays on household, people, staff and user searches.

A Guardian is defined by a relationship between a student and a person. This icon only

displays on household searches.

2 B

A Household is a family unit containing members and an address. This icon only

displays on household searches.

An Address that is attached to a household. This icon only displays on household

searches.

B &

An Address that is stored in the database, not yet attached to a household. This icon

only displays on address searches. index]| search THelp
Search for a:
1. Student Student b
A student is a person who has an enrollment record in a holmes, kar
calendar of a specific school in one or more school years. Advanced Search ==
Searching for a student is limited to those enrolled in the Search Results: 1
school and year selected from the Campus Toolbar. - folmes, Karleen #ees e

e Basic Search — To search for a student, enter his/her last and first name
(e.g., Johnson, Sarah), then click Go. The user may enter a portion of the student’s last or
first name. If conducting a first name search, precede the name with a comma.
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e Advanced Search - To enter or limit the Student search to specific
criteria, select the Advanced Search link.

e Displayed Search Results — The search results display each student’s
grade level, last name, first name, student number (e.g., Local ID) and
birth date. Students who are actively enrolled as of today’s date will
display in blue text and students who are not actively enrolled (e.g.,
have dropped or not yet started school) will display in red text.

2. State ID—Represents a student’s unique state-wide student identifier.

e Basic Search — To search for a student based on State ID, enter the
unique number for a particular student and click Go. The entire
State ID must be entered for results to display.

e Advanced Search - To enter additional student information, select

the Advanced Search link.
e Displayed Search Results — The search results display each student’s grade level, last

name, first name, student number (e.g., Local ID) and birth date.

3. Staff — In Campus, a person becomes a staff member by having a
district assignment to a particular school. Searching for a staff
member is limited to staff assigned to the school selected from the

Campus toolbar.

e Basic Search — To search for a staff member, enter their last
name, first name or staff number, and Click Go. The user may
enter only the staff member’s last or first name. If conducting
a first name search precede the name with comma.

Index | Search | Help

Search for a:

Student A4
bury
Advanced Search ==
Search Results: 2
10 Bury, Kari #2 [12/24/1991]

0% Bury, LeAnne gl

Index | Search | Help

Search for a:
State ID b

557227783
Advanced Search ==

Search Results: 1

10 Holmes, Karleen #557227783 [08/04/1553]

Index | Search | Help

Search for a:
Staff b

Mean, Gene

Advanced Search ==

Search Rezuliz: 1

ﬂ Mean, Gene

e Advanced Search — To enter or limit the Staff Member search to specific criteria, select
the Advanced Search link.
e Displayed Search Results — The search results display each staff member’s last and first

name.

4. All People —Any person who has been entered into the district’s
database can be found in All People. This includes parents,
students, siblings, staff members, emergency contacts, etc. The
entire Campus database, independent of the school and year
selected from the Campus Toolbar, is searched when selecting the
All People data type from the dropdown list on the Search tab.

Index Search | Help

Search for a:

All People w
Test
Advanced Search ==
Search Results: 12
M] Test John #345234 [02/08/1995]
@ Test, Jack T (1

€ Test limD
f,m Test, Jog #32
fﬂ Test, Jordan

e Basic Search —To search for a person enter all or part of the last name, first name and
Click Go. If conducting a first name search, precede the name with a comma.
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5. Course/Section— A course represents the delivered curriculum, such as
6th Grade Reading or AP U.S. History. A section represents a group of eng
students assigned to a specific teacher at a defined time and place.
Searching for a course or section is dependent on the year and school
selected from the Campus toolbar.

Advanced Search — To enter or limit the All People search to specific criteria, select the
Advanced Search link.

Displayed Search Results — The search results display each person’s last name and first
name. If the person is a student, his/her grade level, student number (e.g., Local ID) and
birth date will also display. Searching by a common last name will result in many
results; Campus recommends limiting All People searches as much as possible.

Index Search | Help

Search for a:
Course/Section w

Advanced Search ==

Search Results: 1

=1 |03 1000 Englizh 8
& 1) Bartel, Dan Rm:10
@ 2} Mean, Gene Rm:13

Basic Search — To search for a course, enter the course number or name then Click Go.
The user may choose to only enter the course number or part of the course name (e.g.,
“Eng” to represent "English 97”).

Advanced Search — To enter or limit the Course/Section search to specific criteria select
the Advanced Search link.

Displayed Search Results — The search results display the course number, name,
sections, section numbers, last name and first name of the teacher and room number
assigned to a section. A course will display as a blue link if the course is active in the
current year. If the course is not active in the current year, it will display as a red link in
the search results.

6. Course Master — a Course Master search is not applicable in the AIM Montana Edition.

7. Address—In Campus, an address represents a data type
that is linked to a household. To search for an address,
select the Address data type from the dropdown list on
the Search tab. The Address data type searches the entire
district database, independent of the school and year
selected from the Campus Toolbar.

CEEREXE Y TN

Index | Search | Help
Search for a:
Address W

Main

Advanced Search =»»

Search Results: 1
@ 1900 Main Street (3 members

Basic Search — To search for an address, enter the address number or street name and
click Go. The user may enter part of the address number or street name.

Advanced Search - To enter or limit the Address search to specific criteria, select

the Advanced Search link.

Displayed Search Results — The search results display the P.O. Box or street number,
street name and number of members linked to the displayed address.
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8. Household — A household is a family unit that is linked to an address (the family’s location

and mailing address) and members.

e Basic Search — To search for a Household, enter

the household name, address or member
information, then click Go. The user must enter a
minimum of three characters to display any results.
Advanced Search — To enter or limit the Household
search to specific criteria, select the Advanced
Search link.

Index Search | Help

Search for a:
Household
Deal

Advanced Search ==

b

Search Resufts: 1

5‘3 DealHelmes (4 members

) 123 Sesame, Dupree
:ﬁ Deal, Kaden
ﬂ Holmes, Janessa

Displayed Search Results — The search results

m Deal, Kash #307567247 [01/01/2000]
m Deal, Kessie #123 [01/01/2000]

display the household name, address, and members.

9. User—A user is a person who has an account (e.g., user name and
password) to either the Campus application or the Campus Portal. |Index | Search [Help
All people in the Campus database are potential users of the SLT::" ors: -
system. Searching for a User may be limited to one or more ——
schools, depending on a person’s level of access. Advanced Search o=
e Basic Search — To search for a User, enter the last and first éef;ihmgﬁsﬂfi l”ws
name, then click Go. The user may enter the person’s last or edman
first name. If conducting a first name search, precede the name
with a comma.
e Advanced Search — To enter or limit the User search to specific criteria or to search for a
user based on their access to specific tools, select the Advanced Search link.
e Displayed Search Results — The search results display each user’s last name, first name,
and user name, if established.
Index | Search | Help
10. Group— A Group defines user access to a set of tools or calendars. Search for &

Refer to Chapter 5 System Administration, for more information
on groups.

Basic Search — To search for a Group, select Group from the
search dropdown list and click Go. All groups will display in
the search results.

Advanced Search — Advanced Search capabilities for Groups
are not available.

w

Advanced Search ==

Search Reszultz: 19 /

Create a new User Group
0 GHS

Ad Hoo

Ad Hoo Read-Only

All Users

Group

e Displayed Search Results — The search results display the tool that allows the user to

create a new user group, and the full list of tool and calendar groups set up in the

database.

11. Help—The Help text built into the product can be searched by articles, related articles and

links.

SO (T AR ———
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Index  Search | Help
Search for a:
Help v
enroliment e

Advanced Search ==

Search Results: 44
Adding a New Enroliment to an
Adding Graduation Information
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e Basic Search — To search for specific Help text, enter a
keyword (e.g., enrollment) and click Go. All help articles
assigned to the keyword will display. To return relevant
results enter a word that represents a specific Campus
module or tool.
e Advanced Search — Advanced Search capabilities for help
include the ability to search help articles, documentation/tutorials (e.g., related articles
or links) and custom articles set up by district staff.
¢ Displayed Search Results — The search results display all of the help articles that
represent the keyword entered in the Search box.

Navigating Student Information

Data in the Student Information module is based on being enrolled in a specific school as
defined by the calendar and schedule structure. The AIM Montana Edition includes several
student information tabs. The tabs that will be presented in this User Guide represent those
pertinent to Montana state reporting.

Path: Index > Student Information > General

Jones, DoriAnne
Grade: 10 DOBAMOTHOH GenderF
Credit Summary | Assessment | ElBihlwnr| Bﬁdl-lu-: Reports | Records Transfer |

“lsummary | Enrollments | #fSchedule | [{Attendance | Programs | " Grades | Transcript

To access current year information for a student select the current Year, School, Calendar and/or
Schedule from the toolbar.

ear | 08-09 | School | GRASS RANGE HIGH SCHOOL % | Calendar | 08-0% GRASS RANGE HS W

Instructions to access Student Information
1. Expand the Student Information module by clicking on either the name link or the plus
sign.
2. Select the General link in the Outline.
Search for a student.
4. Select a student.

@

The Student Information General toolset is subdivided into separate tabs for commonly used
information. Users will have access to specific tabs in this toolset based on their role in the
district and/or school. Refer to Chapter 2 — Student Information for more information about the
contents of tabs needed for state reporting.
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Navigating Census Information

Data in the Census module is based on information required for all people entered into the
Montana Edition. The Montana Edition includes several Census tabs that contain needed data
for students, guardians, emergency contacts, service providers, and staff. The tabs are explained
in detail in Chapter 3 — Census.

Path: Index > Census > People

Holmes, Karleen niciname: Kar
Grade:09 #542342 DOBOBATHE93 GenderF
Damographics | Identities | Households | Relationships | Enrollments | District Employment | District Assignments | Credentials

Census information is independent of the year, school, calendar and/or schedule selections
made on the Campus Toolbar. Census Information is district-wide.
Instructions to access Person Information
1. Expand the Census module by clicking on either the name link or the plus sign.
Select the People link in the Outline.
Search for a person using last name, first name.
Click Go.
Select the person’s link from the outline to load the Person tabs in the Workspace.

AR

NOTE: Being able to navigate between a student’s census information and student
information is an important skill to master.

Logging Off Campus

The Log Off tool should be used to exit the AIM Montana Edition application. NOTE: If the
user leaves their computer for a defined length (e.g., 60 minutes) of time the session will be
automatically end and will not save the user’s work. Logging off Campus ends the session on

the server.
Index | Search Help

:ﬂ Shannon Test
+ Iﬂ| Student Infermation
+ @ Instruction

Path: Index > Log Off

A3 Consus Instructions to Log Off Campus

# £ sehavor 1. Click Save on the tool loaded in the Workspace
. Eﬁiﬁiﬁ“dm 2. Select the Index tab in the Outline.

1 glf Scheduing 3. Select Log Off at the bottom of the Index.

+ [29 Grading & Standards
+ .@F\d Hoc Reporting
+ [ User Communication
+ E'ﬁ Syztem Adminiztration
+ [ Food Service
+ [ Messenger
+ 7] MT State Reporting
Er Account Settings
L] Access Log
[G] Log Off
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Chapter 2 — Student Information

This chapter provides information on specific student information tabs that are pertinent to
Montana state reporting information.

The Summary Tab

The Summary tab is a read-only display of the data that was created for the student in the
Census module. There are two print options on the Summary tab: Print and Print with Picture.
Print with Picture is a distinct user right. Depending on the user’s rights, the ability to print the
student’s summary tab information will determine if the student’s picture will print or not.

Path: Index > Student Information > General > Summary

The Person Information section includes person identification information for the

selected student.

The Mailing Addresses section displays all addresses for this student marked as

receiving mailing in the Census
module.

The Household section displays
all addresses attached to this
household including mailing
and physical address
information. The household
phone number, relationships
established with the student,
and contact information for each
member of the household is
displayed in this section.

The Non-Household
Relationships section includes
contact information for all
people connected to this student
through a non-household
relationship such as an
emergency contact.
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Sample, John
Grade:09 DOB:10/01/11993 Gender:M

Transcript | Cradit Summarvl Assassment I éBehavinr I @ﬂdl‘lu Reports I
Enrollments I Q)Schedule I ':Il:'ﬂttenda nce I Programs I [ffGrades I
(& Print &5 Print w/ Picture

Person Information
PerzoniD

43

Name

Sample., John
Gender Race Ethnicity

i White, Hon-Hispanic
Birth Date (Age: 15)
10-01-1993
Student Number

Nickname

Mo Irmage Available

State ID

£34317899

Perzon GUID
9DFA59A0-18AC—49EC-BY9F7-534392288FEC
Comments

Household Phone (4063535-7613

Address 123 W 9TH STREET SOUTH . LEWISTOWN MT 59457 May
Name | Relationship | Enroliment (grade) | Phone(s) | Ermnail
Sample, John Self HS 200708 (09)

Sample, Nicole Mother{guardian)

Sample, Ted Fatherfguardian)

Non-Household Relationships

Namg Relationzhip Phone(z) Email
Test, Joe Grandfather
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The Enrollment Tab

The Enrollment tab lists all enrollment records for the selected student. A majority of the state
reporting data is stored within a selected enrollment record. To view this information, click on
an enrollment record listed in the Enrollment Editor.

Path: Student Information > General > Enrollment
s, ¥ IE... B '-I g!:r_hidl.ﬁ;_ '.:}Attulllnu| Programs | :E"Eu&lﬂ| Transcript
=% Print Enraliment History |_] New

Caiendar
08-09 GRASS RANGE HS OTHEZD08

Start Status: 01 First time recehving educational sendoes

End Stafus

The selected enrollment record includes General Enrollment Information, Graduation, State
Reporting Fields, CTE Concentrator, and Special Education Fields.

The Programs Tab

The Programs tab includes information on programs monitored by the State of Montana (e.g.,
Job Corp and Part B Early Intervening Services). Please contact your district’s System
Administrator if an additional program is needed.

Path: Student Information > General > Programs
mﬁ-mm-r-” Enrollments | ﬂ’sdnddtl -;‘,i.lttmd-nu“llngr.nul Iﬁl'cri-dul Transd

Program |StartDate | End Date | User Warning
Part B Early Infervening 0S/28/2005
Senvices

The Programs tab may be used to set up a “warning flag” for a student. A warning flag can be
displayed next to a student’s name above the tab information as an indicator that further action
may be needed under certain circumstances.

Holmes, Karleen ticiname Kar  § Peanut alergy M=
Grade:08 #542342 DOBOBMTHH93 GenderF

Credit Summary | Assessment | ﬂqu'iﬂ LD T e |
s v | Enrollmants | #fSchedule | fAttendance | Programs | [F'Grades | Transcript |

For example, a student who has a peanut allergy may have a “warning flag” set on the

programs tab so that an icon appears next to their name to inform the Campus user of this
allergy. If the user hovers over the warning a message may display to indicate what action to
take if this student is exposed to any peanut oils.
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The Program Participation Detail editor contains the information needed to set up a program
for a student. The programs available for selection include state reported programs as well as
district created programs set up in System Administration. The User Warning text box
information displays when a Campus user hovers over a flagged program next to the student’s
name. The description entered is only available to Campus users that have access to the
Programs tab.

allowed p

| Start Cmte | End Date | User Warning

urse Immediaial!

"Program ¥ This program is flagged.

Peanut Alergy v
*Start Dale End Dale Eigibiity Stant Date Ehgibiity End Date
1041412008 [7=) = = B
User Warning

See Hurse iImmediatedy”

Description
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Chapter 3 — Census

This chapter provides information on how to create and maintain person, address and
household data in Campus.

The Census Module

The Census module provides the entry point for all people who will be entered into the
Campus database including students, staff, parents, service providers and emergency contacts.
An individual’s information is entered once in the Campus database. The records for that
individual are used and modified as needed.

Example — Melissa Smith was a student in a high school of a district, therefore a student
record for Melissa exists in the Campus database. Melissa goes to college and becomes an
elementary school teacher hired by the district. She teaches for a couple of years and then
gets married. Her identity is changed in Campus to her married name; however, the
previous name information is still linked to Melissa’s records. Staff members who know
Melissa by her maiden name will be able to search Campus and find Melissa by this name.
When Melissa becomes a parent and her children attend school in the district, they will be
linked to her through relationships made between her and her children. When her children
grow up and have children of their own, Melissa can be marked as an emergency contact
for her grandchildren.

Census Person Records

Person information is entered in the People section of Census. The People section includes
several tabs where data is entered and maintained for district and state information. More or
less information is entered on a person, depending on their role as a student, parent, staff
member, service provider, emergency contact or other person tracked in Campus.

Path: Index > Census > People
Index | Search | Help

[ Shannon Test
+ |ﬂ| Student Information
+ @ Instruction

= @*}Census
ﬂ People "—.‘.

Instructions to access Person Information
1. Expand the Census module by clicking on either the name link or the plus sign.
Select the People link in the Outline.
Search for a person using last name, first name (e.g., Holmes, Karleen).
Click Go.
Select the person’s link from the Outline to load the Person tabs in the Workspace.

SRR
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People

Path: Index > Census > People

HO"TIES, Karleen nickname: Kar vPeanutAllergy
Grade:09 #542342 DOB:08MTM993 GenderF
Demographics | Identities | Hnusellnlds| Relatinnships| Enrnllmen13| District Emplnyment| District Assignments | Craedentials

e Demographics — This tab lists all person, identifying and contact information for the
selected person.

e Identities — This tab lists current and historical identification information for the
selected person.

e Households - This tab lists all current and historical household memberships for the
selected person.

e Relationships - This tab lists all current and historical relationships between the
selected person and other people in the Campus database.

e Enrollments — This tab lists all schools in the district the selected person has attended as
a student. The data located on this tab includes many of the state reporting elements in
Campus.

¢ District Employment — This tab holds employment records for the selected person
within a district. This data is used for reporting and data analysis.

e District Assignments — This tab lists current and historical schools that include relative
data associated with the selected person and school assignment.

e Credentials — This tab lists current and historical records about the selected person’s
teaching credentials.

Census Household Records

Household information is entered in the Households section of Census. This section includes
three tabs where data may be entered and maintained. Members and Addresses are linked to a
Household defining a family unit.

Path: Index > Census > Households
Index | Search Help

:_:[j Shannon Test
+ (% Student Information
+ {3 Instruction
= @H Cenzus
People

ﬁ Huusehuldsr
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Instructions to access Household information

1. Expand the Census module by clicking on either the name link or the plus sign.

2. Select the Households link in the outline.

3. Search for a household using the last name of a person who is a member of the
household (minimum of three characters required to display results).

4. Click Go.

5. Select the Household link from the outline to load the Household Info tab in the
Workspace.

Households

Path: Index > Census > Households > Household Info

Holmes Household
Phone: (406)434-5634

Household Info | Addressﬁl Members |

Household Info — This tab lists the household name and phone number. A user may
change the household name and phone number from this tab.

Addresses — This tab lists current and historical addresses associated with the selected
household. A user may add or end addresses associated with the household from this
tab.

Members — This tab lists current and historical members of the household selected. A
user may add or end memberships associated with the household from this tab.

Census Address Records

Address information is entered in the Addresses section of Census. This section includes three
tabs where data may be entered and maintained. Households and Schools are linked to Address
Info to establish mailing labels and boundaries.

Path:

Index > Census > Addresses

:_:[j Shannon Test

+ |ﬁ| Student Information
+ Q Inatruction

= @H Census

ﬁ Huusehulds/
";‘b Addreszes

People

Instructions to Access Address information
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1. Expand the Census module by clicking on either the name link or the plus sign.
2. Select the Addresses link in the outline.
3. Search for an Address using the P.O. Box number, street number, or street name.
4. Click Go.
5. Select the Address link from the outline to load the Addresses tab set in the Workspace.
Address number search Address name search
Index | Search | Help Index Search | Help
Search for a: Search for a:
Addrezss b Address b
Advanced Search == Advanced Search ==
Search Results; 3 Search Rezultz: 5
M8 123 15t S5t SW (4 members & &7 Main Street (2 members
B 123 Sesame (4 members B 100 Main St (3 members
fld P.0. Box 1238 (0 members B 125 Main (2 members
Addresses

Path: Census > Addresses > Address Info

125 Main Map thiz address
Eazt Helena, MT 50635
Address Info | Households | Schools |

e Map this address — This link, located in the top-right corner of the Addresses section,
opens a new window when selected. The location of this address will display on Google
maps to assist the user in finding directions. If the address is a P.O. Box location, the
Map this address link will not be available.

e Address Info — This tab lists the current detail address information for the selected
address.

¢ Households - This tab lists current and historical households associated with the
selected address. A user may add or end a household associated with this address from
this tab.

e Schools — This tab lists current schools associated with this address if boundaries have
been established in Campus.

Adding Census Information for New Families
New students are added to the AIM Montana Edition using the Student Locator. The Student
Locator will be used to determine if a student has an existing state student ID number.
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Student Locator
Path: Index > Student Information > Student Locator

Student Search When adding new
Search for a student aiready tracked in Campus using the fieids provided. A minimum amount of data must be ente
firsthame and gender. Select a student from the kst or click on Create New Student. Vwhen doing a SSN-only searg Students to the AIM Montana
persan Edition database, it is critical to use
. . _ _ . the Student Locator. Using this tool
EASERSTS [puters Hame S e S * will minimize the risk of duplicate
First Name Peters, Johnathon D 11 44 M 03071988
o Janathon Pelars, Joathon E TAAEEIZE | 2001 67 students and IDs. The Student
naer M oW
e - Locator searches the AIM State
Middle Name Edition to see if the student has an
ssNe Tmm! enrollment record elsewhere in the
Workispace
State 0 state.

/‘

In addition, a district-to-district
Search Criteria records transfer may be used to copy
student information from another
district’s database to your district’s
database, reducing re-entry.

[ Create New Student > ]

The Student Locator uses NYSIIS search technology, a phonetic coding system that matches
names based upon pronunciation, regardless of minor differences in spelling. The Last Name,
First Name and Gender of a student must be entered to complete a search.

Example:

If the user enters: Last Name: Peterson, First Name: Jonathon and selects Male from the Gender
dropdown list the results will display all student names, stored in the AIM State Edition
database, that sound phonetically alike that match the gender selected such as:

e Petersen, Jonathon
e Petersen, Johnathon
e Peterson, Jonathon
e Peterson, Johnathon
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NOTE: The Student Locator successfully locates most entries. However, if a student is
entered into the AIM State Edition (or the enrolling district is attempting to enroll the
student) with a name other than their legal name (step-parent's last name, hyphenated last
name, nickname, etc.) the Student Locator will not always return a match. If you know that a
student has been previously enrolled in a Montana School District, try searching by other
names used, nickname, etc.

Instructions for using the Student Locator
1.

S

Expand the Student Information module in the Index
tab of the outline.

Select the Student Locator link.

Enter the student’s First Name and Last Name. If the student has been

Select the Gender of the student. previously enrolled in another
Click Search. Montana school and you are unable to

find a match in the Student Locator
contact the student’s previous school
or the OPI AIM Help Desk for

assistance locating the student’s state
Use the additional information provided in the id number.

search results Workspace (i.e., Birth Date, State ID

and (%) Percentage) to determine if one of the

students displayed is the student the user needs to enroll.

If the student has never been enrolled in a Montana school, click Create New Student
and proceed to the next section of this document (Adding a New Student).

If the student is found using the Student Locator, proceed to the Transferring a Student
section in this chapter.

All students who match this entry will display in the
search results Workspace located directly to right of
the search criteria.
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Instructions for Adding a New Student
(First Enrollment in the state of Montana)

® NG

Create a local Student

Number by either entering

the number manually or
selecting Generate Number.
Generate Number is only
available if a student

number format has been set

in System Administration.

A State ID for the student is
created automatically when

the district system syncs with
the AIM State Edition. Leave
this field blank.

Enter the student’s

Identity Information. All fields
red with an asterisk are required
fields and must be completed to
save the record.

Enroll the student by selecting the

Person info

[Student Number [7] Generate Number

[State D Pending

"Last Name "First Name Widdle Name Suffec

Test Jung w

"Gender "Birth Date Soc Sec Number

F ] -
Female ¥ 4 . No Image Available
"Race Ethnicity

05: White, Non-Hispanic w

|Birth Country

-

[Date Entered US Date Entered US School
[Niciname
|Comments:

Enroliment Detail

"Calendar *Schedule "Grade Class Rank Exclude

08-09 GRASS RANGE HS - Lisa v Man v 09 v O

*Stan Date Mo Shew  End Date End Action “Sarvice Type

100172008 =] a = v P Primary w
*Start Status End Status

01: First time receiving educational services w i

Dropout Reasan
w

[Star Comments End Comments

student’s current Grade, a Start Date and a Start Status that accurately records when and

why this student is being enrolled.

Click Save. This will take you to the Summary tab.

Click on the Enrollment tab and open the enrollment record.
Enter all applicable state reporting data for this student.
Proceed to the Adding People section in this chapter.
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Instructions for Transferring a Student from another District in Montana
(District — to — District Transfer)

If the student has previously been enrolled in another
school within the state of Montana, the user may transfer
their current records into the new district once the

What do the
different Service Type selections

Student Reecords Transfer mean?

Request a Records Releage '
Thiz iz a Records Release containing the student information, the requesting districtiuser and the releasing district/uzer. Whe?’l enrOleng a Student’ there are
three options available for selection

under the Service Type dropdown list

previous district has released that student’s records.

Student: Enroliment Type: Primary
LastName  Student FirstName  Sample Middle Name in the Enrollment Detail editor.
Gender M Birthdate  08/11/1880 SsH

Grade 03 School Syhva 08-07 Start Date  02/01/2007 . .
P: Primary represents the main

enrollment record for a student. Most

Requesting District & User students will have a primary
District 59450 Franklin-McKinley School District  Name System Administrater  Username admin
enrollment record.

Request Date  02/28/2007 Work Phone Email
Commentz

S: Partial represents a concurrent
enrollment record where a student is
taking a few courses at another school

! L
(e.g,. 10" grade student is taking one

course in the vocational school).

L. If the student is found in the Student Locator search  N: Special Education Services

results, click on his or her link. represents a student who is enrolled
2. OPTIONAL: Create a local Student Number by in a public school solely to receive

either entering the number manually or selecting special education services (e.g. a

Generate Number. home-schooled student who is

receiving speech therapy services at a
public school within the state of
Montana.

3. Verify student demographic information.

4. Enroll the student by selecting the appropriate
school Calendar and Schedule. Enter the student’s
current Grade, a Start Date and a Start Status that accurately records when and why this
student is being enrolled.

5. Click Save.

The Records Transfer Request form will display.

7. Enter any comments and click Submit Request. A message will be sent to the student’s
former district requesting the student’s records to be released. A notice will appear in the
user’s Process Inbox.

*
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Instructions for Importing Records Transferred
After the former district releases the student's records, selected records may be imported into
the receiving district’s database using data import wizards. Other records for this student will

be available in read-only PDF documents.

NOTE: Only those records entered or maintained in the AIM Montana Edition will be

available for transfer.

1. Navigate to the Process Inbox on the home page by selecting the user's name from the
Index in the Outline.

2. Select the Transfer Released link, located in the Process Inbox.

3. To print a transfer document, select the link for that document. A PDF with the student’s
information will open in a new window and can be opened or printed, as needed. The
document saves under the records transfer until the user deletes the record.

4.

Follow the directions on the screen to

To use the data import wizards, select the wizard that contains the data to be imported.

complete the import.

HECOras Helease

Records Transfer Student, Sample

Student: Enroliment Type: Primary

Request Date 02/28/2007
Comments
None.

Work Phone Emai

Releasing District & User

District 73908 McFarland Unified School Name System Administrator Username
Release Date 022872007 Work Phone (543)543.5434x543  Email
Comments
None.
Status: Records released.

Transfer Documents Data imgons
g‘ran script & Progress jliifl’ran script import Wizard
'SCer.sus Contact Summary Report Card 9 Enrolment History Impert Wizard

Encolment Hislory = Agsessment Import YWizard
D scheduie CHEEER =L i

R ey AR
5»ftﬂendlnc! Period Detai % e e
Agsegsment Summary
9Beha vier Summary
Health Condition Summary

'5 Health Screening Summary

5 Health Immunization Summary

This is a Records Release containing the student information, the requesting district/user and the reizasing districtiuser.

Each data import

LastName  Stugent First Name Sample Middie Name B . . .

E— 11350 e wizard is a one-time process. When

Grade 08 School Syhva 06-07 Start Date  03/01/2007 importing student T'f,’COTdS, records
from the former district will need to

Requesting District & User

Distict 69450 Frankin-licKinkey SchoolDistrict Name  System Adminisrator Userame  admin be mapped (matched) to data

elements and categories in your
district. Importing data from each
wizard must be completed in full.
Some of the import wizards will
allow the user to edit values based
on local requirements.

admin

sadmin@ca org

Transfer documents, available in
PDF format, may be opened or
printed locally. The data on these
records will need to be manually
entered in to the district’s database
or made available for users with
appropriate tool rights as read-only
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documents on the Records Transfer
tab in Student Information.

G
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Adding People
Other people associated with a new student will need to be added to your district’s Montana
Edition database. This includes parents, siblings, service providers and/or emergency contacts.

Path: Index > Census > Add Person

Person Search

Person Search

Search for a person already tracked in Campus using the fields provided, required fields are in red. Selecta

student from the list or click on Create New Student.

Enter enough criteria
to limit your results to a usable

“Last Name |Hoimes Details

Holmes, Avone
PerzoniD: 4427

number; however, do not enter so

i much information that no results are
FRIFS Details ] Holmes, Cathy F f i ,
Middle Name PersoniD: 1507 found. For example, if the father’s

) = Details ] Holmes, Dr. Cathy F . ith hi
Birth Date = Personl. 3650 name is James Smith, searching for
Gender  |Female v Details E;’r'gs;(‘f;"”eﬁ 4317 F 041181950 “James Smith” would exclude any

record that may have been created as
“Jim Smith”. Searching by Last
Name and First Initial may yield
better results.

sese0000eSe

Instructions for Adding People

1. Expand the Census module and select the Add
In Montana, it is Person link.
only required to enter special 2. Enter the search criteria to determine if this
education students and parent person already exists in the database.
contacts in Census. It is highly 3. (Click Search.
recommended that special education, 4. All people who match your search results will
general education, counselors, display in the search results workspace. Use the
P rmc’zpals, psychologists, service information provided on this screen or click
providers, and all other people who Details to find more demographic information to
serve on student IEP teams be L
entered in Census. This process will determine if you have found an exact match.
reduce the number of times data will 5. If no results are found, click Create New Person.
need to be entered for these 6. Enter the information to complete the person’s
individuals. demographic data as required. Only Last Name,
First Name, and Gender are required. Do not
check Generate Number on people who are not
students. Students must be entered through the
Student Locator.
7. Click Save.
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g Addresses

Addressess may consist of a P.O. Box for mailing purposes, a primary physical address and/or a
secondary address associated with the student. Addresses are linked to the Household of a
student through the Census Wizard.

Path: Index > Census > Add Address

Address Creation

Address

Creation

Fillin the fields below. This wil create a new Address cbject in the database and then
continue on to the next Process Step.

| Address information [
P.O.  Number Prefic Strest Tag Direction  Apt
Box |13 | [east  ||on llave  [[soutn || |
City State Zip County Location Code
| Lewistown | | MT | E-B4E-T|.| | | Fergus | | |
Latitude Longitude Tract Block
| & e [ ]
Comments
District
~
v
£ >

Instructions for Adding an Address

1.

Expand the Census module and select the Add
Address link.

Enter the search criteria to search for the family’s
address.

Click Search.

If an address is found and shows in the search
results workspace, click on the address and proceed
with the section that follows, “Checking an Existing
Address.”

If no results are found, click Create New Address.
Enter the elements for the address in the fields
provided.

Click Save.

Proceed to the Census Wizard section of this chapter.

Checking an Existing Address
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Prefix — A directional indication
before the street name (e.g. 2000 East
Maple Street).

Tag — The abbreviation or name type
given for the street (e.. St., Blvd., P.,
Dr.) Consult your local post office for
preferred abbreviations or names.

Direction — a directional indication
listed after the street name and tag
(e.g. East 6" Street NE).

In Montana, it is
important to enter the mailing
addresses for students as this
information is needed for Special
Education forms. If the mailing
address is a P.O. Box, make sure to
mark the P.O. Box check box, enter a
Number, City, State and Zip Code.
Do NOT mark the P.O. Box check
box if the mailing address is
associated with a street name.
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If the address is found when searching, perform the following steps.

Add Address

Address Search
Search for an address already tracked in Campus uging the fislds provided, required fields are in red. Select a

House/P.O. # 123 Addrezs
Sreet Name 123 Cedar St Lewistown 59457
123 McKinley St Lewiztown 59457
Street Tag 123 W Main 5t Lewistown 59457
123 West Boulevard St Lewistown 59457

Apt#
City

Home Phone (

1. Select the Address that appears to match from the search results workspace. This action
will navigate the user to the Address tab set for the selected address.

2. Check to be sure that all data elements match the address. DO NOT CHANGE the
address data at this point as you may be changing the address of another family.

3. Click the Households tab to determine if the household is currently at this address. If a
household appears, verify if this address should be ended on the current household so
the new family may have this address linked to their household.

123 McKinley St Map thiz address
Lewiztown, MT 58457

Address Info || 5-|:hnn|5| Owerrides |
|'3, Find New Household

Address Location Editor
Houzehold Start Date End Date Mailing | Secondary| Private

Stewart 03/30/2007 X

4. If the address is not currently being used by a household, proceed to the Census Wizard
section of this chapter.

Census Wizard
The Census Wizard tool allows a user to create a household (family unit) for a group of people,

attach a mailing address and define relationships between people.
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Path: Index > Census > Census Wizard
Index | Search Help

:_:fj Syatem Adminiztrator
+| (€% Student Information
+# £ Inztruction
= @h Cenzusz

ﬂ People

ﬁ Households

%) Addresses

:='_'| Add Perzon

™ Add Household

™ Add Address A."/
:='_'| Census Wizard

+ | ) Reports

Step 1 - Instructions for Assembling Households and Addresses

1. Navigate to the Census Wizard from the Index tab in the outline.

2. Use the Person Search to search for household members.

3. Select a person from the outline to place them into the Assembling a New Household
box.

4. If needed, people may be removed from the assembly area by clicking on the “X” next to
their name.

5. Use the Address Search to search for the household’s address by number and/or street
name.

6. Click on the address in the outline to place it into the Assembling a New Household box.

7. Click Continue — Step 2.

Census Wizard Search Results: 5

Person Search Assembling a New Household
People not in Households Laot Name Holknes % @B New Househol
Holmes, Avone First Name Y ﬂ Holmes, Dr. Wiliam & Cathy
Holmes, Dr. Cathy
Student Humber Holmes, Lee
B Holmas, Dr, Wikkam & Cathy ! “ x ﬂ
£l Hoimes_ Led Birth Date '\
Gender
Bddresses not in Households T — = To Remove a person
? 321 Wain St NV, Butte i from the New
reate a new Address u v
- Household assembl
321 Main Address Search i rn ¥
HouseP.0. Numbes |42y area click the "X
Strest Name Main
Ohathine Apt Humber
Search Results City Contrue-Step 2» || Clear Housenokl |
Household Search
Household Name
Home/Dther Phone | T | L]
[ Search || Cwar Search Feds |

Step 2 — Edit Membership and Mailing
1. Name the household or leave the household name null. Leaving the household name
null will result in the name of the household defaulting to the guardian(s) names.
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2. Enter the Household Phone Number.

@

tirst day

of the current school year.

Mark the Mailing checkbox next to the address.
Enter the Start Date. This is usually either the date the information is provided or the

5. Select the Private and Secondary flags on address and membership, if applicable.
6. Click Save & Continue - Step 3.

Census Wizard - Edit Household Membership

Step 2 Editing Household Data
Edit the attributes common to the household

Household
Househokl Name (Override)

Household Locations
Address
321 Main St NW, Butte MT 4234

Household Members
Hame Birthdate
Holmes, Dr. Wikiam & Cathy

Hoimes, Lee

and edit detals specific to each person and address.

Household Phone Number Private
(523 hedz Loasz O
Start End Private  Secondary  Madng
oai02/2008 5] i O O |
Gender Start End Private  Secondary
0310212008 75| M O O
L 02102/2008 =] @ O O

Save & Continue - Step 3 »

Step 3 — Defining Relationships

1. Find the

student.

2. Select the Relationship in relation to the student.
3. Set all other relationships in the household.

Private — This checkbox does not hide data from
a user of Campus. The Private check box may be
marked to be used as a filter when creating an
Ad Hoc query. If marked this information may
be excluded from a data export.

Secondary address — If marked, this check box
indicates when an address is secondary (e.g. a
lake home, cabin in the mountains, or other
second home).

Secondary membership — If marked, this check
box indicates this member can be contacted
through this household, but this is not his/her
primary household (e.g. a student who lives with
one parent for part of the time might be
considered a secondary membership).

Index Search | Help
Search for a
Househok! .

Advanced Search =>

Census Wizard - Edit Relationships

Step 3 - Edit i of
Edit the relationships betwsen the famiy members

Relationships to Test, Dad

Bithdate  Gender Relationship Start Date

Name

Census Wizard - Existing Test, Mom F Spouse v Br
Houschold
e over Test, Sam 08031991 M Father v|B
higs Relationships to Test, Mom
Grass Rang  Name Birthdate  Gander Rslabonship Start Date
Test, Dad M
Enrod as student et Spouse v B
] Test Dac Test, Sam 061031991 M Wother v By
Envol 85 student
£ Test, wom
Ensel a8 student Relationships to Test, Sam
/“3"‘\# Birthdate Gender Reihonshp Star Date
Test, Dad " Father vIEr
Test, Mom F Mother v @;

End Date

EJE

End Dats.

[BRE

End Date

Guardian Maling Portal Messenger Private
a O oo
a O 00

Guardian Uaiing Portal Messsnger Drivate
O 0O 00O
O o 0o O

Guarsian Waiing Fortal Messenger Private
O O OO0
O O OO0

O
O

O
]

O
O

4. If needed, a comment may be entered on a relationship

by clicking on the Notepad icon, which opens a Comments space.
5. Mark the applicable checkboxes next to each household member. Enter the Start Date.
This is usually either the date the information is provided or the first day of the current

school y
6. Click Sa

ear.
ve & Done when finished.

¢ Guardian - If marked, this checkbox indicates the person is the legal guardian of the
child. This person will show on the student summary tab information and will pull into
the Special Education documents.
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e Mailing - If marked, this checkbox will indicate that the person will receive mailing for

this student (e.g., report cards, behavior information).

e Portal - If marked, this checkbox gives this person access to the student’s information in

the Campus Portal.

e Messenger — If marked, this checkbox will indicate the person should receive messages

from the Dialer and Email Messenger tools available in Campus.

Defining Non-Household Relationships

Non-household relationships (e.g. emergency contacts) with a student are defined in the People

section of the Index.

Path: Index > Census > People > Relationships

Holmes, Whitney E

Grade:12 #114317 DOB:04H81990 GenderF
District Assignments | Scheelchﬂu|
Demographics | Idantities | Houssholds
[ save |3, Hew Non-Househokd Relationship

Relationships | Enrollments | District Employmant |

Name Gender Relationship Stant Date End Date Seq Guardan Maiing Porial Messenger Privale

Holmes, Cathy F w @i [ =] 0O O O O O
Holmes, William M | Fagher ~ [By 0202007 [5] (R D

on-Household Rl
Hame Bender Relationshig Start Date End Dais Seg Guardian Maling Portal Messenger Private]

¥ Goodwyn, Denise F Emargency Conact w |[BY |oav0r2007 [75] [=])3 | O O O O

Instructions for Defining Non-Household Relationships

1. Expand the Census module from the Index in the outline.
Click on the People link.
Search for the student using last name, first name format.
Click on the student’s name link in the search results.
Select the Relationships tab.
Click on the New Non-Household Relationship icon.

NS DN

relationship.
8. Select that person from the search results.

9. Close the search box by clicking on the red x in the upper right hand corner.

10. Enter Start Dates and select the appropriate flags.
11. Click Save.

Adding Parent Contact Information

Path: Index > Census > People > Demographics > Personal Contact Information

EE R R R Y PR RN N N R Y NN LR R L L R LA R L L 2 J (:E LA L LA LA AL L LA LN
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Search for the existing person that will be linked to this student as a non-household
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P S O sntact Information

Cther Phone Brrvate Work Phone Private
i - = ] 320 5538 L1148 ||

Call Phone Pager

320 f§3sn L1032 M M| ( y 1 he 1
Emad

choimesiBhotmail com O
Preferred Language

en_LIS: US English b
[comments
lMesgenger Praferances
Contact Reason High Priority Attendance Behavior General Teacher
i ] L L & o

Instructions for adding Person Contact Information

1. Expand the Census module from the Index in the

outline.

2. Click on the People link from the Census module.
Search for the person using last name, first name format.
4. Click on the person’s name link in the search results

from the Outline.

5. Select the Demographics tab.
6. Enter the person’s contact information. All phone

®

numbers and the email address listed here pertain to
the selected person, NOT the student or his/her
household.

NOTE: The private check box will not hide information

from Campus users; however it can be used to restrict
results of a data export in the Ad Hoc Reporting
module.

7. 1If the person is a Messenger contact, select the type of
email messages this person is authorized to receive.
Make sure an email address for this person has been
entered in the Personal Contact Information editor.

8. Click Save.

AR E T T IR R AL TN seoee

Email Messenger Preferences -
Each check box provided works with the
Email Messenger built in to Campus.
These settings work in conjunction with
the Messenger check box set on the
relationship between a person and a
student. An email address must be
entered in the Personal Contact
Information editor for this person to
receive messages.

High Priority — If marked, this checkbox
indicates that this person will receive all
important messages via email sent by the
district.

Attendance — If marked, this checkbox
indicates that this person will receive all
messages related to this student’s
attendance via email sent by the district.

Behavior - If marked, this checkbox
indicates that this person will receive all
messages related to the student’s behavior
via email sent by the district.

General - If marked, this checkbox
indicates that this person will receive all
general information email messages sent
by the district.

Teacher — If marked, this check box is to
indicate that this person will receive all
messages related to this student’s class
information via email as sent by the
student’s teachers.
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Instructions for setting up a Single Household
This set of instructions assumes one student and two parents are living in one primary
household. The parents have a second home in the mountains where they reside in the summer
months. Detailed instructions for each step are provided in the previous sections.

SRR

Add the student with the Student Locator.
Add the two parents with the Add People tool.
Add the Address for the primary home with the Add Address tool.
Add the Address for the second home with the Add Address tool.
Navigate to and select the Census Wizard tool.
Search for people by last name to be added to this household. Repeat this search if

people at this household have different last names.

N

Select the people to add to the household from the search results in the Outline.

8. Search for the household address. Repeat this search for any additional addresses
connected to the people living in this household (i.e. P.O. Box or Second Home).

Index  Search Help

Search for a
Household bt

ee]

test

Advanced Search »»

Census Wizard Search Results: 11

ds

£ 100 Mountain Rd , Butte

Census Wizard

Step 1 - Assembie New or Select Household

This wizard will wak you through the process of creating a new houssheld or editing an existing househeld. Start by searching fo

# To Edit a household, simply chek on the Household name in ihe search results.
* To Assemble a new household, select people andior addresses in the search results

fyou 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 sire

Person Search
Last Name Test

Firgt Name.

Student Number

Birth Date

Gender w
Middle Name

Suffec ~

Address Search
HousaP.0. Number

Streat Name
Apt Number
Ciy

Household Search
Househald Name:

Home/Other Phone {

Mountain

il A x

Assembiing a New Household
¥ B, new Househol

K D 200 Home St , Butte
% 100 Mountain Rd , Butie
W Test By -

¥ M2 Test, Al M

W 3 Test, Nataschab L

[ Continue - Step 2 »

][ Clear Househokd ]

[ Search ][

Ciear Search Fields ]

9. Select the Continue-Step 2 button.

10.

On the next screen, select Secondary on the address that represents the second home. If

the family would like to receive mailing at this address, mark the mailing check box
(you may enter a start and end date to reflect the timeframe the second home should
receive mailings). Note: Household Members are not marked as Secondary in this

situation.

sese0000eSe
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Census Wizard - Edit Household Membership

Step 2: Editing Household Data

Household
Household Name (Overmide)

Household Locations

Address
100 Mountain Rd , Butbe MT 45234

200 Home 58 , Buthe MT 52345

Household Members

Mame Birthdate

Tes?, Nataschas L 127964
Test, Al M 09181980
Test, Bily 127281956

Household Phone Number

{ ] - x
Start End
08H 172009 [Ta) 0a24/2008 78]
1000672005 [Ta] =]
Gender  Siart End

10/08/2008 7|
10/06/2008 5]
10/06/2008 "5

Edit the: atiributes common to the housahold and adi datails spacific to &ach parson and address

Private
O
m-@ SmnuA Maing
O & &
O 0O =
Privale  Secondary
[ O O
A O O
FE O O

(

Save & Continue - Step 3 » ]

11. Select the Save & Continue — Step 3 button.
12. Establish appropriate relationships and mark the relevant check boxes.
13. Select the Save & Done button.

Instructions for setting up a Split Household
This set of instructions assumes one student who is living with one of his/her parents as their

primary household and is a secondary member in the household of the other parent.

Detailed instructions for each step are provided in the previous sections.

Primary Household Instructions

Add the student with the Student Locator.
Add the parent of the primary household with the Add People tool.
Add the Address for the student’s primary home.
Navigate to and select the Census Wizard tool.
Search for the student and parent who live in the primary home.

1.

NP

sese0000eSe

Select the people to add to the household from the search results in the Outline.

Search for the primary address.
Select the primary address from the search results in the Outline.
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Step 1 - Assemble New or Select Household
This wizand wil walk you through the process of creating a new household or editing an existing housshold. Start by searching for a household
= To Edit a household, simply chck on the Household name in the search results
» To Assemble a new household, ssiect people and/or addresses in the ssarch results
If you enfer a first and last name, you can creaie and ink in & new person info the household. If you enter 8 house number and strest you can ¢

Person Search Assembling a Hew Household
B Test * @ New Househo

Firgt Hame ){ S 1021 Main Ave , Lewistown
Student Humber ¥ O Test, Jati 212 i
Birth Date * ﬂ Test, Stephanist A |02
Gender v

Micdia Hamse

Saffoc w

Address Search

House/P.0. Number

Strest Name Main

Apt Number

City l Continue - Step 2 » || Clear Household ]

Household Search
Househald Name

Home/Other Phone [ \ I ”

[ searen |[ Ciear Search Fieiss

9. Select the Continue-Step 2 button.
10. On the next screen, select mailing on the address and enter appropriate start dates.

Census Wirard - Edit Household Membership

Step 2 Editing Household Data
Edit the attributes common to the househokd and edit detals specific to each person and address

Househaold

Household Name (Override) Household Phona Humber Private
(. " O

Household Locations

Apdress Stan End Private Sacondary  Maling

1021 Main Ave , Lewistown WT 55457 10072008 [75] = O O |7]A/

Household Members

HName Birthdate Gender  Start End Private  Secondary

Test, Staphanist A o2m3MeE0  F 1072008 o = 0 1

Test, Jeft 0BMHIGE M 10072008 75 | 0 O

| Sawve & Continue - Step 3 »

11. Select the Save & Continue — Step 3 button.

12. Establish appropriate relationships and mark the relevant check boxes.
13. Select the Save & Done button.

Secondary Household Instructions
1. Add the second parent with the Add Person tool.
2. Add the address of the second parent’s house with the Add Address Tool.
3. Navigate to and select the Census Wizard tool to create the household for the student’s
other parent.
4. Search for the student and the parent that the student lives with on a part-time basis.
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5. Select the people to add to the household from the search results in the Outline.
6. Search for the address of the house the student lives in on a part time basis.
7. Select this address from the search results in the Outline.

Step 1 - Assemble New or Select Household

This wizard will wak you through the process of creating a new houssheld or editing an existing househoid. Start by searching for a housshoid,
* ToEdit a househokd, simply cick on the Household name in the search results.
» To Assemble a new household, select peaple andior addresses in the search results

f you enber a first and las1 name, you can create and link in a néw person into the household, If you enter & house number and Sireel you can cry

Person Search Editing an Existing Household
Last Name Test Xﬂ" Housshok

First Name ¥ % 850 Man Ave N, Lewistown
Student Number ¥ £ anderson, Doug

Birth Date 3 Test, Jett 21

Gender w

Middle Name

Suffu w

Address Search

HousaP. 0. Number

Street Name

Apt Number

City [ Continue - Step 2 » ][ Clear Household ]

Household Search
Household Name

HomeiOther Phone { ) ] d

[ Search ][ Clear Search Fiekis

8. Select the Continue — Step 2 button.
9. Select Mailing on the Address and the Secondary check box next to the student under
Household Members.

Census Wizard - Edit Hou:

Step 2: Editing Household Data

Edit the atiritutes commen to the household and edit details specific to each person and address.
Household
Househakd Mame [Override) Housahokd Phione Numbar Pricats

(555 [§333 L7802 O
Household Locations /
Lddress Start End Private Secondary  Maing
BE0 Main Ave N, Lewistown MT 59457 'r] | O O )
Household Members
Name Birthdate Gender  Stan End Private  Secondary
Anderson, Linda F 03302007 [75] = O O
Anderson, Doug "] 002007 I—_-.' ll | | /
Test, Jeff DE/05I 954 L] 10/07/2008 5] =) |
[ Save & Continue - Step 3 » |

10. Select the Save & Continue — Step 3 button.

11. Establish appropriate relationships and mark the relevant check boxes between the
student and the parent.

12. Select the Save & Done button.
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Adding Staff
Staff entry requires each staff member to be entered as a person first; additional data elements
and records are completed to indicate their school assignment and role in the district.

Path: Index > Census > Add Person

ﬁ Houszeholds
) Addresses

Last Name | joimes
-1 Add Household Firzt Mame

Dori
=, Add Address _ e
I census Wizard Middle Name
+ _]| Reports Birth Date E
+ ﬂ{ Behavior
: Gender
5 _# Health Female

+ - Attendance Search

(] Barb Wison Person Search
+ Stugent information Search for a person alread
+ £ 4 Instruction student from the lizt or click
= ‘333 Census
ﬂ People

Step 1 - Instructions for Adding People as Staff
Expand the Census module and select the Add Person link.
Enter the search criteria to determine if this person already exists in the database.

1.

2.
3.
4

Click Search.

All people who match your search results will display in the search results Workspace.
To determine if a result is an exact match, use the information provided on this screen or

click Details to find more demographic information.

Person Search

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

LastName |Hoimes Details ﬂ Holmes, Avone F
PersoniD: 4427
FERTD Details ﬂ Holmes, Cathy F
Middle Name PersoniD: 1507
. = Details ﬂ Holmes, Dr. Cathy F
L j PersoniD: 3850
Gender Female ¥ Details ﬂ Holmes, Whitney E 114317 F 0418115580

PersoniD: 135

If no results are found, click Create New Person.

The Person search
only searches the district’s own
database. Persons entered in
other databases are not
accessible under the Person
Search (e.g., an itinerant Speech
Pathologist will need to be
entered in each district they
serve.

Enter the information to complete the person’s demographic data. Only Last Name, First

Name, and Gender are required.
Click Save.
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Step 2 - Instructions for Creating a District Assignment

1.
2.
3.

o1

Select the District Assignment tab, located in the People section.

Click on the New Assignment icon.

Select the School this staff person is assigned to work at during the current school year.
NOTE: A staff person may have multiple district assignments if they travel between
schools. Repeat steps 3 — 7 of these instructions for each school this staff person is
assigned to.

Enter a Start Date that reflects the first day of work at this school.

Choose additional information from the dropdown lists, as needed.

Select one or more District Assignment roles, depending on the duties of this staff
person.

Click Save.

Path: Census > People > District Assignments

Vensen, Jen
[Gender-F

Dcmoqnphll:i| ldunl)ﬁl!| Houﬂllokll| Rﬂlﬂnlshlp” Enr\nllm.nb| District ElIlMIIl.Il'.‘I District Assignmant
[ Save X Deiste | ] New Assignment

o .
Hame

ployment Assignment information

*Sehool Depanment

GRASS RANGE MIGH SCHOOL » w
Start Date End Date Tite

i = v
Type FTE of Assignment Assignment Code
w

Teacher SpecialEd Program Behaviar Admin Health

O O O O O

Advisor Supervisor Counselor Foodservice Exclude Behavior Referral

0 O 0 O 0

District Assignment Roles

Each checkbox on the District Assignment tab will allow the selected staff person to be available
in specific dropdown lists for selection throughout the Campus product. The Program, Health,
Counselor, Food Service, and Exclude Behavior Referral are not applicable to the use of the

Infinite Campus Montana Edition.

e Teacher - If marked, this checkbox allows the staff person to be assigned to a course

section and provides the person with access to that section’s roster and grade

information.

e Special Ed - If marked, this checkbox allows the staff person to be selected in the Special
Ed dropdown list when creating an IEP team for a student. This checkbox should be

marked for all special education teachers, related service providers and special

education administrators.

e Behavior Admin - If marked, this checkbox allows this person to be selected as the

behavior administrator, who resolves student behavior issues.
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Advisor - If marked, this checkbox allows the staff person to be selected in the Advisor
dropdown list when creating an IEP team for a student. This will be used for all other
team members, excluding guardians, general education teachers, related service
providers and or special education staff.

Supervisor — If checked, this checkbox allows this staff person to be selected as the
supervisor of other school staff from the dropdown list on a person’s district
assignment.

Census Maintenance

Modifying Census data is an important aspect of maintaining data integrity within your

Campus database. This section provides instructions on best practices with maintaining Census

data for all people in your district’s database.

Path: Census > People > Identities

Jackson, Jen
Gender:F

Demographics| Identities | Hnu5ehnl|ls| Relatinnshipsl Enrnllmenisl District Employme

| ] Mew

Identities Editor

ldentity Current] Effective Date Birth Date District

Jackson, Jen X 1000572008 Grass Range Public School
Jensen, Jen 1W0S/2008 Grass Range Public School

Instructions for Changing a Person’s ldentity
A person has submitted a request for a legal name change. The steps that follow are necessary

to complete for any person that has a change in their legal name.

1.

O 0N »DN

—_
e}

From the Search tab in the outline, select All People.

Search for the person using last name, first name format.

Select the person link in the search results of the Outline.

Click the Identities tab.

Click New.

Enter the person’s new name and/or other information.

Select the effective date for when the identity change will start.

Click Save.

Verify that the new identity is marked in the list as the current identity on the identities
editor.

. Click on the person’s previous name in the search results to verify that the new name

appears as the header for this person.

Instructions for Changing a Person’s Contact Information
A person has submitted a request to change their personal contact information, which includes
phone numbers, email address and messenger preferences.

sssssmOes
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AN N

From the Search tab in the outline, select All People.
Search for the person using last name, first name.

Select the person link in the search results of the outline.
Click the Demographics tab.
Scroll to the Personal Contact Information editor.
Overwrite the current information with the new information (e.g. new cell phone

number, email address and/or email contact reason).

7. Click Save.

[Other Phone Provate Vork Phone Private
- H 0l (320 538 L1148 o 1

Gell Phone Pager )

320 350 L1032 K 1 il | i % ||

Emai ' '

choimes @ hotmail com |

Preferred Language

en_LS: US English W

Comments

Measenger Preferances

Contact Reason High Priority Attendance Behavior General Teacher

s i L] ¥ |

Path: Census > People > Demographics

Instructions for Changing a Household Address

A family unit (household) is moving to a new address.

1. From the Search tab in the outline, select Household.
Search for the household by entering the last name of a person that is a member of this

household.

3. Select the household name link in the search results of the outline.

=

Click the Addresses tab.

5. Click Find New Address.

Deal/Holmes Household

Phone: (647)474-7474

Housshold Info l I Membars I

[3, Find New Address

Address

dito

Start Date End Date

Mailing

123 Se=zame 07072008

X

Search for the new address.
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Add Address

Address Search
Search for an address aready fracked in Campus using the fields provided, required fieids are in red. Select an addres|

Houza®.0. 8 Address
BT Main Strest Grass Range 53032

Street Name: |piain 100 Main St Butte 55236

Sireet Tag 125 Main East Helena 55635
Apt# 1000 Main Halena 53607

P 10000 Main Grass Range 536071
Cay

Home Phone { ] 1 b

4 T

Search Criteria Workspace

7. 1If the address does not exist in Campus, click New Address; otherwise, select the
address in the search results Workspace and move to step 10.

8. Enter the information for the new address.

9. Click Save.

10. Select the address from the search results workspace.

11. Verify that no household is linked to this address by selecting the Household Info tab. If
there is a household linked, end date the address on the previous household or
determine if this address should be linked to more than one family.

12. Select the Address tab.

13. Enter the Start Date for the new address.

14. Mark the Mailing checkbox if this address will receive mail.

15. Click Save.
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Splitting a Household into Two New Households
This set of instructions is needed if a current household is split by divorce or separation.

Instructions for Moving a Parent out of the Current Household
1. Expand the Census module from the Index in the Outline.
2. Search for the Household that needs to be split, by entering a last name of one of the
parents in the household.
3. Select the Household name link from the Outline.

] o [ s

Search for & Step 1 - Assemble New or Select Household
Househald - This wizard will walk you through the process of creating a new household or editing an exdsting household. Start by searching for a househoid
= ® ToEdit a household, simply chck on the Household name in the search resulls.
Go I * ToAssemble a new household, select people andior addresses in the search resuls
Advenced Search »» I you enter 8 first and last Aame, you can create and Bnk in & new person into the household. If you enter & house nuUMBEr and Stree! you £an ¢
s Sasus -
h Pr— f::::r:enmh Editing an Existing Household
4G W Daws o1, Lewsiown Amaya * '9: Alexanderiamaya
<] Alexander, Peter First Name ¥ 745 WDaws St, Lewistown
<] Amaya, Barbara Student Number ¥ of] slexander, Peter
Amaya, Shaina E #4159 20 *® Arna
" ya, Barbara
W amays. Kenzie G #1 21051 Birth Date x g Amays, Shaina E 41
£l Ganan, Patricia Gender v Ve, T

¥ D amaya, Kenzie G. 31

Middle Name
4, Amayaranderson — = ¥ 1 Ganan, Parricia
B 1108 Upy atson Rd , Lewistown
(ﬁ Amaya. Marie Address Search
el Anderson, Ray House/P.0. Number
) clen, Shandrae C 8745 (1072 Strest Name
Alsbrook, & w & 1 1
Bscbro: ndre Apt Humber
B - e City [ Continue - Step 2 » ][ Clear Household ]
5 AmayafLampos
S 186 Boulevard St W, Lewistown Household Search
<] Amaya, Peter Household Name
Campos, Phiyls Ho fior Pliorso
Weichel, Katie #412 17284 ( Ll 5! =
Amaya. Morgan 5 #1 | Search " Clear Search Fields ]

4. Select the Continue —Step 2 button.

5. Enter an end date on the Household Member (i.e. Parent) that is moving out of this
Household.

Census Wizard - Edit Household Membarship

Step 2: Editing Household Data

Edit the attributes comman to the housahold and edit details specific to each person and address.
Household
Househald Hame (Orvemride) Household Phone Number Private

(555 [338 {3083 g |
Household Locations
Address Stant End Private Secondary  Mading
T45 W Daws St , Lewistown MT 58457 BASIE00T |-_"| |-_1I O 0O ~
Household Members
Name Birthdate Gender  Start End Private  Secondary
Amaya, Kenzie G 02MEM998 F OEO2007 E: E a H|
Galvan, Patricia F 02302007 [75] = o o
Amaya, Barbara F 023002007 [74] ) O 0O
Alexcander, Peter u 0330/2007 [73) 10/14/2008 [TT] O O I
Amaya, Shaina E 0192001 F 0330/2007 73] [ | 0
[ Save & Continue - Slep 3 » |
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6. Select the Save & Continue - Step 3 button.
7. Select the Save & Done button.

Instructions for Creating a New Household for an Exiting Member
1. Add the Address the exiting member will be moving to using the Add Address tool.
Expand the Census module from the Index in the Outline.
Navigate to and select the Census Wizard tool.
Search for and select the exiting household members, the student, and the new address.
Select the Continue — Step 3 button.
Enter a start date on the address and mark Mailing.
Enter start dates on each Household Member.
Select Secondary on the student in the Household Members section if this student will
only live with this member part-time.
9. Select Save & Continue — Step 3.
10. Modify relationships if needed.
11. Select Save & Done.

NSO P

Maintaining Relationships
This set of instructions is needed for maintaining established relationships between two persons
in Campus.

Instructions for Maintaining Relationships
1. From the Search tab in the outline, select All People.
2. Search for the student using last name, first name format.
3. Select the student name link in the search results of the outline.
4. Select the Relationships tab.

Test, Jeff
Grade-10 £120007 DOS-0808/M984 GenderM

Dlmgrlplﬂnl Idrlnﬁu-ij mmhaldq Enlblmlﬂll' I:HI-'M:‘IEmphvmnq District Assignmen|
[ save 3, New Non-Household Relationship

Relationahips within the oo Hows=ehold Re
Hams GEﬂdEr’REIﬂtnn!-hp S“t.!l't Date End Date Seq Guardian Mailing Portal Private

Andarsan, Doug M Guardian | |2y | 10v0a2005 72 5] |1 [+ O
AT Stepmother ~ By | 10082008 7] A O O 00

5. Edit the checkboxes to reflect changes with respect to the selected student.
6. Click Save.
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Chapter 4 — System Administration

This chapter provides information on how to verify established calendar information, setup
specific district-wide tools and preferences in the Montana Edition. Modules available in the

System Administration folder represent the tools required for basic set up of the Montana

Edition and value-added optional tools.

System Administration Tools

Basic and optional Value Added tools are located in the System Administration folder. Each

module, a short description, and if the module includes Basic or Value Added tools is provided
in the table. NOTE: Not every tool within a Basic module will be needed to complete the
necessary set up of the Montana Edition for state reporting.

= m‘ Syatem Adminiztration
= Assessment
% Score Impoert Wizard
B Tests
=1 ] Attendance
B Aftendance Codes
[ Excuse Code Copier
=1 Z7] Behavior
[ Event Types
B Re=zolution Types
=1 ] Calendar
[T) Calendar
% Calendar Wizard
B School Years
=1 ] Census
B Relationzhip Type
=1 ] Custom
[# Attribute/ictionary
[# custom Attribute
B Custom Tab
=1 ] Data Interchange
E‘T' Agents
[ Data Access Rightz
E‘T Zones
| ] Error Lag
=| [_| Data Utilties
[ combine Students
B Resync State Data
—| 2% Grading & Standards
[ Grading Comments
=l ] Messenger
% Contact Preferences Batch
E‘T Sent Messages
+ |_]) Reports
=| [ Preferences
[ Me==enger
B Reporis
[ Reports Roll Forward
[ student Number Format
E‘T' System Preferences
=l ] Resources
[l Resources
[’ District Information
E‘T Reporting Entity
[ school

+ |_J) Reports

=I (] Special Ed
[ Eval Types
[# Form Documents
E[' Plan Types
E{' Progress Options
E{' Service Positions
E{' Service Providers
E{' Services
E{' Template Banks:

= ] Student
Ei’ Enrolment End Batch
G’ Enrolment Rell Forward
G’ Programs
G’ Photo Export
|? Photo Import

=| (] Student Portfolio
[ Transcript Post

=I (] U=er Security
[ users

(5 User Groups
% Student Accounts
% Hash Passwaords
+ |_]| Reports
= (] Food Service
+ | ] Reports
= (] MT State Reporting
[ MT Data Upload
[F MT Extracte

_ . Value
Module Description Basic Added
Assessment Set up area for test data X
Attendance Set up for Attendance
X
Codes
Behavior Set up for Behavior
X
Codes
Calendar Set up for School
X
Calendar
Census Set up for Relationship
X
Codes
Custom Add custom attributes
X
and tabs
Data Campus Technical
Interchange Support tools
Data Utilities | Student related sync X
tools
Grading & Canned comments for
X
Standards report cards
Messenger Tools for sending email X
messages
Preferences System Set up X
Resources District and School X
Editors
Special Ed Admin tools for Special X
Education
Student Student set up tool X
Student Transcript grades tool
. X
Portfolio
User Security | User access X
Food Service Milk and Lunch Count X
MT State Uploads and Extracts X
Reporting
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Calendar Information

The Calendar folder in System Administration includes the calendar information that will be
created for a future year or modified for the current school year. The timeline for this process is
a district preference dependent on the tools that will be used in Montana Edition.

Note: Access to create new or modify Calendar information should be restricted to the
System Administrator.

Current Calendar information will need to be verified and modified as necessary. This process
will include reviewing calendar dates, grade levels, schedule structure, term dates, periods, and
day information.

Path: Index > System Administration > Calendar

08-09 GRASS RANGE HS
[fGrade Levals | [{Schedule Structure | [ Terms | [ Periods
E Save
Calendar D Scheol
19 0358 GRASS RAMGE HIGH SCHOOL (schoolD:1)
Hame Humber
03-08 GRASS RAMGE HS 3
"Start Dale *End Date Summer School
07M&2008 5| 202008 9] ]
Student Day (minules) Teacher Day (minutes) Exclude
400 480 ]
Whole Day Absance (minules) Half Day Absence (minutes) Schoal Chaice
200 100 o
Type I Instructional w
Require Student Assignment
O
Teating Count Date
Comments _I

For more detailed information on maintaining calendar information, creating new calendars,
and modifying calendar data refer to the Calendar Administration User Guide available on the
Customer Support Portal.
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Calendar Dates
Current Calendar information displays on the Calendar tab. To verify and modify (if necessary)
Calendar information complete the steps that follow.

Instructions for Modifying Calendar Information

1. On the Calendar tab, verify the Name of the calendar (High School, Middle School, etc).
This information will match the calendar that is selected in the toolbar.

2. Enter a unique Number for each calendar. This field is used as a tracking number in
several Montana state reporting extracts to identify a specific calendar within a district.

3. Verify the Start and End dates of the calendar. In Montana, the start and end dates
represent the book ends of the activities occurring in the school.

4. Click the Save icon when finished.

The additional fields available on this tab are optional based on district preference related to the
use of the Montana Edition. For more information refer to the Calendar Administration User
Guide available on the Customer Support Portal.

Grade Levels

The Grade Levels listed in this editor reflect students who attend the selected School, Calendar,
and/or Schedule from the toolbar. If only a single calendar is set up for a particular school, it
will not be necessary to select a Calendar or Schedule from the dropdown list in the toolbar.

Instructions for Modifying Grade Level Information

1. On the Grade Levels tab, select a grade level to display the Grade Level Detail editor.

2. Verify each grade level has a unique Name and is locked. Locked means that this grade
level has been mapped to a State Grade Level.

3. Verify each grade level has a Sequence Number. This number is used as a determinant
in the enrollment roll forward process and should be consecutive throughout the
district.

4. Select the appropriate code from the State Grade Mapping for each grade level.

5. Click the Save icon when finished.

The additional fields available on this tab are optional based on district preference related to the
use of the AIM Montana Edition.
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Path: System Administration > Calendar > Calendar > Grade Levels
[fcalendar | |[{Grade Lavals | [Schedula Structure | [{Tarms | [{Periods
|7 new [ Save 3 Delete

Hame  [Seq | [Hame (locked)

[ g | lfos

10 11 I "Sequence Humbars
11 12 10

12 13 Standard Day

Waxcmum Membership Days (<= nsiruchonal days
Vihaie Doy Absence qmuﬁ:]
Half Day Absence (minutes)

Maxckmum Apﬁinvau School Cholce Apphcations
]
Kindergarien Code
w
Exclude from cumulaiive GPAMRank calculations
(O
| Exclude from stale reporing
O
Exempt from Assignment
O
Standard Code (SF or NV
*Sinle Grade Mapping

0acGrade § bt

Schedule Structure

Schedule Structures allow for different types of schedules to occur within one calendar.
Multiple schedule structures are set up when different groups of students follow a different
meeting pattern during the school year. For example, first through fifth grade students may
meet in the same classes every day; whereas sixth through eighth grade students may meet in
different classes every other day. Each Schedule Structure is tied to a unique term and period
schedule. The majority of calendars will be set up with a single Main schedule structure.

Path: System Administration > Calendar > Calendar> Schedule Structure
E('.alendarl Eﬂrade LE‘H'ElSI E.'Schedule Structure I ETEH‘I‘ISI EP& o
| Hew [ save 3 Delete

Schedule Structures Editor

Schedule Structure Detail
*HName

Main

Main |
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Terms

Calendar Terms list the type of calendar structure a group of students follows (e.g., trimesters,
quarters, semesters, etc.). Start and End dates entered on this tab represent the beginning and
end of a term.

Path: System Administration > Calendar > Calendar > Terms

[featendar| [{Grade Lavels | | Schedule smmr-|| H'rml

Save Term SchedulsTarms _] Mew Term SchedulsTerms 3¢ Deists Tan)

Quariers
"Hame Primary
Cuarters [+]

Hams Seguence Siart Date End Date
X ot 1 0772172008 [7=] | cavnsz008 5]
¥ |2 2 031082008 [ 110472008 [ 5]
x |az 3 1110572008 73] 0210172008 [ 7]
* o4 4 02103200 [77]| 0510872008 73]

Instructions for Modifying Term Schedule Information

1. On the Terms tab, select the term schedule to display the Term Schedule Detail editor.

2. Verify that there is ONLY one Term Schedule. Note: There should only be one Term
Schedule added for each Schedule Structure.

3. Verify the Primary term schedule checkbox is marked.

4. In the Term Detail editor, verify that the Name and Sequence are correct. If not, make
the appropriate changes.

5. Enter the Start and End dates for each term in mmddyy format or by clicking the
calendar icon to select a date. These dates reflect when the majority of students will
begin and stop attending classes for each term.

6. Click the Save icon when finished.

Periods

OPTIONAL: The Periods tab lists the names and the times students are meeting throughout the
school day. The Period Schedule will be assigned to school days to reflect the appropriate
meeting pattern for each day. Multiple period schedules may be set up to accommodate for
different meeting times to occur on different days (e.g., A/B Day rotation) or a different
schedule is needed for a Test Day.
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Path: System Administration > Calendar > Calendar > Periods

[Fcalendar | 7 Grade Levels | [{Schedule Structure | Eurmnl E’Fem;|'3mn|

Save Period Schedules | ] New Period Schedule ¢ Delete Period SchedPeriods

Period info
Name Sequance Stan Time End Time: Lunch Time Non-instructional

® | 1 06:00 AM 09:00 Al 0 |

* o2 2 0505 AM 1010 AN 0 |

¥ oz 10:15 AN 1115 AN 0 0

o4 11:15 AM 12:45 PM 25 O

® |os 5 12:50 PM 01:10 P 0 O

* |os & 01:15 P 03:00 P 0 O

[ Add Pericd |

“Sequence Instructional Minutes School Day
1 s 375

Instructions for Modifying Period Schedule Information

1.

Days

On the Periods tab, select the period schedule to display the Period Schedule Info
editor.

In the Period Schedule Info editor, verify that the Name and Sequence are correct. If
not, make the appropriate changes.

Enter the Start and End times for each period in standard format (e.g., 07:15 AM, 03:15
PM) or in military time (e.g., 0715, 1515).

Enter Lunch Time minutes that are included within a period. This number will be
subtracted from the instructional minutes of this period.

Check the Non-Instructional check box for any period used as a place holder that is not
to be calculated as a part of the instructional day (e.g., activity periods).

Click the Save icon when finished.

OPTIONAL: The Days tab provides a summary of all days in the school calendar. Days can be
marked as a school, instructional, and/or attendance day.

School Day - this option is marked if staff or students are on the school grounds.

Instruction — this option is marked if students are attending classes and receiving
instruction on the selected day.

Attendance - this option is marked if attendance is being recorded on the selected day.

For example, on a staff in-service day, the school day option is selected; however the instruction
and attendance options are not. On a holiday such as Thanksgiving, no options would be
selected.
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Path: System Administration > Calendar > Calendar > Days

[fcalendar | [{Grade Levels | [{Schedule Structure | [ Terms | [ | [fays |
& Save DayDay Events 3 Deiete DayDay Events |3, Day Reset -3, Day Rotation (5 Print (Z Print Rotation
< October 2008 > IO —
Fa Date Day #
Sun | Mon | Tue wwfm Fri | Sat | | 400152008 54
*Period Schedule
o1 | o2 |63 | 04 A e
l5chool Day Instruction Attendance
05 |06 | o7 |08 |09 |10 | 1 | G| =
Start Time End Time Duration
. . 355
12 13 14 15 18 1 18 Co .
|
19 (20 | 21 | 22 | 23 (24 [ 25 I
26 |27 |28 | 29 |30 |2 L
Type Duration Inst. Minutes
| =Event on this Day Add DayEvent

Instructions for Modifying Day Information
1. On the Days tab, select the day to display the Day Detail editor.

2.
3.
Montana.

Type

AL Abbreviated Day
== CH: Hoiday - Christmas
| OH: Holday - Other
| SH: Holday - Spring Break
|5 In Service
|10: In Service Optonal
| 81 Inclemant Weather
| PT. Parent-Teacher Conference
| TV: Teacher Vacation

3¢ [ AD: Abbreviated Day v

Duration inst.
Minutes

] 0

*2 8000088

-----

Click the Save icon when finished.

Verify the correct day options are selected on each day of the calendar.
Add Day Events to represent specific events on the Calendar. This is optional in
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Preferences

The Preferences folder of System Administration includes options that set how Campus will
work for all users of the system. The following settings are recommended:

Path: System Administration > Preferences > System Preferences

G’System Preferences | |
n Save
District Preferences
Search Screen Field Order Student Number AFTER Name Fields |+
Enroliment Overlap Behavior Decentralized Enroliment: Allow cverlapping Prim
Allow GPA Bonus Points No &
Turn on Federal Impact Aid Tracking Mo |w
Enforce Strong Passwords Mo s
Hide Passwords No |»
Search Limit 100 W
Use School Scope Advisors/Service No &
Providers/SPED Staff
School Boundary Warnings Off &
Dizable Custom Comments When Posting No |+
Grades
# of Significant GPA Decimal Places 3w
Show Counselor in the Student Header No &
Enable Student Assignment Validation No &
Enable Sequential School Choice Application No  |w
Processing
Enable Team Member List to Populate from YER W
Claz=room Teachers
Enable Scheduling Validations Mo s
Allow Multiple Primary Addresses No |»

Required System Preferences
¢ Enrollment Overlap Behavior governs the system’s behavior when a student has two
primary enrollments. Montana currently requires districts to use the Decentralized
Enrollment option.

Recommended System Preferences
e Search Screen Field Order will set the order of fields on the Advanced Search for
students.

e Enforce Strong Passwords enforces the use of numbers, alpha characters and symbols
when setting a password for a user.

¢ Hide Passwords will remove passwords from the User Account page of User Security.
An administrator may still change passwords, but will not be able to see any passwords.

Optional System Preferences
e Allow GPA Bonus Points will allow the system to calculate bonus points for specific
grades towards the cum GPA calculation.
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e Search Limit will restrict all Campus users in terms of the maximum number of search
results the system will return. This requires users to search for more particular items in
order to avoid creating unnecessarily large searches that impact server performance.

e School Boundary Warnings will warn the Campus user when completing the
enrollment roll forward process that students who do not live in the set boundary as
determined by their household address will not roll forward to a particular school.

e Disable Custom Comments When Posting Grades determines if a teacher may enter
custom comments on a report card or not.

e #of Significant GPA Decimal Places determines how many decimal points the
calculation for GPA will round to and display in the system.

e Enable Team Members List to Populate from Classroom Teachers will add a Fetch
Teachers button to the Team Members tab of Special Education. Clicking it will add all
teachers who teach that student to their Special Education team. NOTE: Scheduling of
courses and sections and assigning teachers to sections is required for this option to
be applicable.

e Enable Scheduling Validations causes all users to receive a warning in the Walk-In
Scheduler when deleting or end-dating a course IF their action results in a gap in the
student’s schedule.

Not Applicable System Preferences
e Turn on Federal Impact Aid Tracking is not available in the Montana Edition.

e Use School Scope Advisors/Service Providers/SPED staff is not available in the
Montana Edition.

e Show Counselor in Student Header is not available in the Montana Edition.
¢ Enable Student Assignment Validation is not available in the Montana Edition.

¢ Enable Sequential School Choice Application Processing is not available in the
Montana Edition.

e Allow Multiple Primary Addresses is not available in the Montana Edition.
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Student Number Format

The Student Number Format, selected from System Administration, is used when a new
student is added and the user checks the option to auto-generate a number OR enrolls a person

who does not have a student number.

Path: System Administration > Preferences > Student Number Format
Bstudent Number Format I

n Save

Student Humber Format
Number Format Preference.

'O' No aute numbering

O Fxed =tyle year/zchool num/zeq - sequential. Ex. 042221000 = 04 222 1000

O Fixed =style vear/school num/zeq - 2equential no leading zeros. Ex. 42221001 = 4 222 1001

C’ _Random

EStatelD uzed for =tudent nurnher[
) OtherlD used for student number

O Windowing start number end number - sequential
Win. Value Max. Value

Update Existing Student Numbers ]

Census Relationship Types

Relationship types used in the Census module are defined at
the district level.

Path: System Administration > Census > Relationship Type
I?Relatinnship Type I
Save ¥ Delete [ ] New

Relationship Type Editor

Name Guardian

Daughter Vo
Emergency Contact =
Father E
Granddaughter

Grandfather

Grandmother 7

Detail Information
*Name Guardian

Emergency Contact | D

Instructions to Create a New Relationship Type
1. Click New.

2. Enter the description of the relationship in the Name field.

Select the
“State ID used for student
number” option. Make sure
to update existing student
numbers the first time the
database is live if selecting
this option. This number will
display when searching for
students in the Outline.

If selected, the
Guardian checkbox will indicate
in the Student Summary tab that
the person is a guardian. If a
Relationship Type entered
always refers to a quardian,
mark this checkbox. A guardian
relationship will still need to be
established between the student
and guardian on the
Relationships tab or within the
Census Wizard.

3. If this relationship should always be granted guardian rights, mark the Guardian

checkbox.
4. Click Save.
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Attribute Dictionary

The Attribute/Dictionary allows the system administrator to customize specific dropdown lists
within the Campus product. Some dictionary items will be hard-coded due to the state
reporting requirements.

Path: System Administration > Custom > Attribute/Dictionary

[*{ Attribute/Dictionary |
n Save
Campus Attributes/Dictionary Editor]
-- "’ AthleteEligibility A
Qi Behavior Code Name = Vale
--EIiCﬂlendar bat |1 ||-|—E|e|:'hc""e ||u H:
(g Contact * |z U.5. Mail 0
E--fhcuntac‘tmg *® | || } e || |
EID- Contact Type 3 smail ! |:
[EfH Dictionary (4 Entries) x| In Person 0 |:
Q Course [ Add CampusDictonary |

Instructions to Edit Attribute/Dictionary Types
1. Expand the tool from the Attribute/Dictionary editor.
2. Expand to the item and to the defined dictionary entries.
3. Add to and/or edit the dropdown lists.
4. Click Save.

Hard-coded dictionary items will display; however, the user will not be able to edit this
information.

Code Hame Seq Value Standard Code Active
01 American Indian or Alaskan Native 0  Indian X
02  Asian 0 Asian X
03 Hizpanic er Latino 0 Hizpanic X
04 Black or African American 0 Black X
05 White, Non-Hizpanic 0 White X
06 Native Hawaiian or Pacific Islander 0  Paclzlander X

Resources

The Resources folder contains basic information about the district and schools within the
district. The fields defined in school and district set up are used in state reporting and are
available to use in the Ad Hoc Reporting tool.

Path: System Administration > Resources
=[] Resources
Resources
ﬁ Diztrict Information
ﬁ Reporting Entity
ﬁ School

Reports
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District Information

The District Information editor contains your school system information. This information is

displayed on reports and state reporting extract headers. In Montana, the Name and State
District Number reflect the legal name and system code (Ss) assigned by the OPIL.

Instructions to Entering District Information
Some data elements on this screen are designated by the state and are view only.

Enter the State Reporting or SIS Administrator First and Last Name in the District

Enter the appropriate phone numbers, Email address, district URL and mailing address.
Enter the district’s Special Education administrator or director as the SPED Contact.

This information will be available in Ad Hoc Reporting and as field names that will pull

1.
Contact fields.
2.
3.
on to Active FDFs.
4.

When finished editing the district information, click Save.

Path: System Administration > Resources > District Information

El}'stril:t Information I

I save

*Hame

Lewiztown Schoolz and F|
MCES DiztrictiD

Digtrict Contact First Name

*Siate District Number

District Info

0420

Diztrict Contact Last Name

|http:.-'.-'www.lewistuwn.k‘lz.rnt.us

Operating Status

2
*Phone Fax
(408 (535 8777 i | (408 535 7282 |
Type Email
| | | |
URL

State

m |
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School Information

The School editor contains a selected school’s information. This information is displayed on
reports and state reporting extract headers. In Montana, the Name and State School Number
reflect the legal name and school code (Sc) assigned by the OPI.

Path: System Administration > Resources > School Information

[{'schoal |
[ save K Detete
Hiume | "H e *State School Mumber

Fergus High Schaal Fargus High Schoal 03548

Garfield Elementary } H T
Highiand Park Elementary HCES Schoaol Humber School Org Type
Lewis & Clark Elemantary - o
Lewisiown T-B Standard Code (SIF SialePrid) CEEB Number
Reporting Entity
W
Operational Status &%P School Status

OFEN: Open W
Accreditation Siatus

Grage Type

Instructions to entering School Information
Some data elements on this screen are designated by the state and are view only.
1. Enter the contact information for the school.
. Enter the mailing address for this school. The address will be used in reports.
3. OPTIONAL: Enter the school’s CEEB (College Entrance Exam Board) Number, also
known as the SAT number for all relevant schools.
4. Click Save.

User Security

The User Security folder includes options for user and user security setup, including staff

accounts for access to the Campus application and Portal accounts.

User Groups
User rights can be maintained on individual accounts or by creating user groups. Creating two

types of groups (tool right and calendar groups) and maintaining rights at the group level is
recommended, even if a particular user group consists of only one member. This will simplify
the process of assigning user rights if that staff member leaves the district. The new employee in
that role can be made a member of the same group(s) and his/her profile will exactly match the
previous employee’s access. Membership in user groups is additive; rights from the different

groups will be added together to create the users’ access to tools in Campus.
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Path: System Administration > User Security > User Groups
=] (] User Security
[Ci] Users /
[CI] User Groups
% Student Accountz

% Hazh Pazswords
+ |_1 Reports

Calendar Rights — Determine the year(s) of data within one or more schools a user will be able
to access. Access may be set to read-only or full access. Setting the current year to full access
(modify rights) will allow the user to enter and maintain data, provided they have sufficient
tool rights. Historical years are typically set to read-only.

Tool Rights — Determine which tools in the index outline a user will have access to read and/or
enter data depending on the user’s calendar rights.

Example:

As shown by the chart below, teachers at West High School could be members of the teacher
tool group and the 08-09 calendars at West High School, while the teachers at North High
School would be members of the same teacher tool group and the North High calendar group.
Principals at North would be members of the principal tool group and North High current year.

Principals could also be a member of a read-only group to be able to look at the data of prior

years.
Teacher Tool Principal Tool
Calendar Group Right Group Right Group
08-09 WHS WHS Teachers WHS Principals
08-09 NHS NHS Teachers NHS Principals
All Years WHS Principals
(Read Only) NHS Principals

The types of user groups and levels of access each group includes will differ from district to
district.

Calendar Groups

Calendar groups are a specialized type of user group setup. Calendar groups provide members
access to data in specific schools and years. Creating a calendar group requires the same steps
as setting up a user group. Campus recommends that a well-defined naming convention be
established when creating calendar groups.
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Method 1: -
. -y Ad Hoc
Create and name calendar groups with descriptive names to Ad Hoe Read-Only
represent different years of data users may need access to as follows: All Users X
ALL YEARS WHS (RO}
All Years WHS (RO) - Represents read-only access to all historical Anne R. Test

Athletic Directors
Aftendance Clerks

year data to West High School.
Current Year WHS — Represents full access to the current year

Boehm
data to West High School. Census (Read Only)
Last Year WHS (RO) — Represents read only access to the previous Counselors y
’ : CURRENT YEAR WHS
year’s data to West High School. _
, Grazs Range Elementary:Sm
Next Year WHS — Represents full access to next year’s data (often LAST YEAR WHS (RO}
provided to schedulers) to West High School. NEXT YEAR WHS "W,

NOTE: A descriptive naming convention will sort alphabetically, mixing calendar and tool
right groups together in the Campus Outline and User Account and Group Workspaces.

Method 2:

Beginning calendar group names with a symbol or numeric value, representing the different
years of data that users may need access to, will allow for sorting calendar groups separately
from tool right groups in the Campus outline, as well as on the user account and group work
spaces.

Path: System Administration > User Security > Users > User Groups

Creat: u G
:: :g;:; new tser broup User Account | User Groups | Tool Rights | Calendar Rights | Access Log

fi;+ GRHS Save
fi+ GRIH E

f - GRES (RO) User Group Membership
_gsﬂ:f((sgf D + GRES D + GRHS D + GRJH
- !
# 0 Gres Fl - GRES (RO} ] - GRHS (RO} ] - GRJH (RO}
0 GRHS 0 GRES 0 GRHS 0 GRIH
F7i0 GRJH D D _ D
P72 Hoc Read Only D Ad Hoc Read Only D Ad Hoc Reporting D All Uzers
‘: iﬁ;‘”c Reporting [[] Attendance Clerks [[] Counselors [[] Disciplinary Staff
£ sers
;) Attendance Clerks D Health Staff D Master Schedulers D Principal=
Fii Counzelors .
7 Discipinary Staff |:| Read Onhy |:| Records Transfer |:| Registrars (Cenzus)
fi{ Health Staff rl Special Education ] Special Education ] State Reporting
fi Master Schedulers Admin Staff Staff
Fi Principals I:l Teachers
Fi Read Only

f7; Records Transfer

F;{ Registrars (Census)

F7; Special Education Admin
F7; Special Education Staff
I State Reporting Staff
£ Teachers
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Calendar Rights

Calendar rights are established on a calendar group or on the individual’s account. Infinite
Campus recommends that calendar groups be used in all cases for easy maintenance from
year-to-year.

Path: User Security > User Groups > Calendar Rights
User Group: +1 WHS

User Group | Tool Rights || @Calendar Rights I Hembership Summary |
_] Mew [ save K Delete
Rights Editor

School
03-09 GRASS RANGE HS - Liza | GRASS RANGE HIGH SCHOOL V|
Year
Calendar
|I2IE.-EIE' GRASS RANGE HS vl
Modify Rightz

Instructions to set Calendar Rights
1. Select the Calendar Rights tab on the Calendar Group.
Click New.
Select a School or All Schools from the dropdown list.
Select a Year or All Years from the dropdown list.
Mark the Modify Rights checkbox to allow data to be modified in the selected school
and year. Leave the Modify checkbox unmarked if read-only access to the selected
school and year is needed (e.g., a historical year).
6. Click Save.

S IR

Tool Rights
Select the Tool Rights tab to set tool access for a defined User Group. Four levels of access are
available for most tools in Campus, defined as follows:

Path: System Administration > User Security > User Groups > Tool Rights

User Group: Census (Read Onl
R - Read allows each user assigned to the group to view the data.
User Group | Tool Rights | @Calendar R

I Sove W — Write allows each user to modify existing data.
A — Add allows each user to create new records.

RWAD
O] Cljaccosnt D - Delete allows each user to delete records.

[ [J =-#3 Student Information
[ [ =-£7 Instruction

O [0 =8 census

OO0 = 8 reope
ool --ﬁichsehclds

EEEOOO
oOooood
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Tool rights are hierarchical; selecting the top level will fill in all levels in a particular module.
For example, if R is marked for the Census module, the group will have read rights to all tools
in the Census module. Deselecting specific checkboxes at the lower level within that module
will hide access to those items from the group.

Instructions to set Tool Rights

1. Expand the module to view all possible Tool Rights.

2. Mark the applicable checkboxes for the level of access the

User Group should receive.

3. Click Save.

NOTE: Setting and changing tool rights in Campus the application will query all tables to
determine what tools are available; therefore this page will take longer to load in the

Workspace.

System Administrators
need to be aware of state and federal
data privacy laws regarding what
information users have access to view.

A Filtered Search will restrict users
in a group to only view student
information for those assigned to their
course section or caseload.

The Allow Unfiltered Search tool
right should only be selected on a
group if all members within that
group should have access to all
student information (e.g., counselors,
office staff, and principals).

ERRT T L RN ] L L LR

H Save

RWAD
O O O O] account

|:| |:| |:| |:| - Iﬁ]EtudEnt Informatio
O 00O -] General
oo

User Group | Tool Rights | [~|calendar Rights

UzerGroup Tool Rights

3 Allow unfittered =earch

NOTE: When new tools or reports are added to the Campus
system, tool rights will not automatically be given to
groups who need access to these added features, unless a
user has All Tools, All Calendars set on their user account.
The system administrator will need to give rights to the
new tools to all user groups who need access. For more
information refer to the Standard User Rights Technical
Reference available on the Customer Portal.
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Instructions to Create a New User Group
1. Expand the System Administration module and the User Security folder.

Select User Groups.

AR IR N

will control.
6. Click Create Group.

Index  Search | Help

Search for a:
Group b

Advanced Search ==

Search Resultz: 17 ‘/

ﬁ Create a new Uzer Group

Campus will automatically perform a search for existing user groups.

Click Create a New User Group listed at the top of the search results.

Create a new User Group

Thiz tool will create a new user group.

User Group Mame

Create Group

User Accounts
All people are potential users of the Campus Student Information System. Searching for a last
name will display all parents, students and staff members with that last name. Established user
accounts will display in gray below the person’s name. To maintain an existing account, click on
the gray account link from the Outline. To create a new account for a person, click on their

name link from the Outline.

Path: System Administration > User Security > User Accounts

Index Search Help

Search for a:
User W

boehm

Advanced Search ==

£

Search Results: 1 users
@ Boehm, Andrew

el ir /-
ﬁ Boehm, Grace
2 Boshm, Suzanne
€ Boehm, Wiliam

Boehm, Kathy

CER RN
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Instructions to Create a New User

1. Select the Search tab in the Campus outline.

2. Enter search criteria in the search box or use the Advanced Search options.

3. Click on the person’s name in the Search Results.

4. Enter a user name according to your district’s established naming convention for user
accounts (e.g., internet domain name).

5. Enter a Strong Password or allow the system to Generate Password. Campus
recommends enforcing Strong Passwords, if this is set up, the following warning will
display if the user does not enter a password that follows the rules for Strong
Passwords. Note: To turn this warning on go to System Administration > Preferences
> System Preferences and set the Enforce Strong Passwords to Yes.

Windows Internet Explorer g|

'f Strong passwords are enforced, and this password must be at least & characters long,
L

Strong Passwords must be:

* at least & characters in length.

* rase sensitive.

* musk contain letters AMD numbers or special characters l@#$%~&amp;*-+7r. |=.
* should not contain any parts of your name or username.

6. Select the appropriate Homepage option. Campus Application is selected if this account
is for a district or school faculty member; Campus Portal is selected for parents and
students. District staff members who are parents will have two Campus logins: one for
the Portal and one for the Campus application.

7. Click Create User to generate the user’s account.

8. A pop-up message will appear with either the above Strong Password warning or a
message that states “Username OK”.

9. Either fix the Password and repeat step 8 or select OK on the “Username OK” message.

Create a new User

EEE R R R Y I RN N L L L R R R L L L Y N (84\ SO0 0S8+ 00000 0822000000088 ss00000888s:

This 100l will Créale & new uSer Account for & person
Boshm, Grace
Homepage | Campus Applcation v
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Establishing and Maintaining User Accounts

The options available on user accounts assist the Campus system administrator in establishing
and maintaining proper user security. It is very important to understand the impact of each
selection on an individual’s user account.

Path: User Security > Users > User Account

User: gboehm
Perzon: Boehm, Grace

User Account | ['ser Groups | Tool Rights | Calendar Rights | Access Log

Save ¥ Delete S Login As User

User Account Editor
Username Pas=zword
gboghm Reset Pazzword

Dizabled Force Password Al All Hide
Changs Toole Calendars Banner
o 0O o ad O
Expires Date Homepage
H Campus Application

e Disabled - Is automatically checked if a user’s password has been incorrectly entered
five times on the log in screen. To re-enable the account, uncheck this box and click
Save.

e Force Password Change — Requires the user to change their password at their next login.
Once the password is changed, this box will be unchecked.

e All Tools — Provides the user full access to all tools in the

Only the District’s
System Administrator should
rights to enter data in. have All Tools/All Calendars
rights to the AIM Montana
Edition.

Campus system for each school calendar the user has

e All Calendars - Provides the user with full access to all
school calendars to use the tool rights assigned.

e Hide Banner — Will hide the Infinite Campus banner on the user’s screen.

e Expires Date — Will automatically disable the account for the selected user at midnight

on the entered date. This tool is often used to automate account management for
temporary staff.

¢ Generate Random Password — Will replace the selected password with a strong random
character password.

¢ Login As User — Will switch users to the selected user. The current user will be
automatically logged out.

NOTE: If Hide Passwords is set up as a system preference, the user’s password will not be
visible. A Reset Password link will allow the user who creates user accounts to change the
password of a user if it is forgotten.
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User Groups

Maintaining a user’s security to Calendar and Tool Rights is completed on the User Group tab
for an individual user.

Path: Search > User > User Groups

tE Holmeas, Jube

[] Attendance Clerks [] Beoehm | g:c;us (Read
O Counselors Grass Range Regéirars

[[] Seecial Education
Adminisiration
O Superintendent

Index  Search | Help User: jholmes
Persan: Holmes, Julie
Search for a
- 3 User Account ! Tool Rights | Calendar Rights | Access
- Save
hoknes, jule Go I B
Advanced Search = 0 GHS [] Ad Hoc [] Ad Hoc Read-
Only
Search Resulis: 1 users [#] Al Users [] AnneR. Test — Athietic

Elementary: Smith
Special Education Staff

O System Admin

Directors

{Census)
[[] State Reporting

Teachers

l—l Test Group

To maintain a user’s group memberships:

1. Search for the User, by selecting user from the Search tab and entering the last name,
tirst name of the person, click Go.

2. Select the user’s gray account link from the Outline.
3. Select the User Groups tab
4. Check or Uncheck applicable user groups
5. Click Save.
Tool Rights

Tool rights may be set up on an individual user; however, Infinite Campus recommends no tool
rights be assigned to an individual. This simplifies the maintenance of tool rights.

Calendar Rights
Calendar rights may be set up on an individual user; however, Infinite Campus recommends no

calendars rights be assigned to an individual. This simplifies the maintenance of calendar
rights.

Access Log

The users Access Log displays information regarding all login attempts, including timestamps,
whether or not the attempt was successful, the password provided, the remote IP address
where the login came from and the browser/version utilized to connect to the application
server. This information is useful in investigating potential security violations and in verifying
if an issue is occurring due to the use of a particular browser/version.

Path: Index > User > Access Log

User Account | User Groups | Tool Rights | Calendar mghisl Access Log ||

[[imestamp Success| Password Remote IP
0/01/2008 17:32:48-0500 | YES 182.188.20.126/192 168.20.128 Mozilla/4.0 (compatible; MSIE 7.0; Windows NT 51; NETCLR 1.1
0/01/2008 17:07:24 -0500 | YES user?$130 public state mt.us/161.7.79.130 Mozilla/4.0 (compatible; MSIE 7.0; Windows NT 5.1; NET CLR 1.1
0/01/2008 17:07:18 -0500 NO user?$130 public state.mt.us/1561.7.75.130 Mozilla/4 0 (compatible; MSIE 7.0; Windows NT5.1; NETCLR 1.1

Remote Browser
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Chapter 5 — File Upload

This chapter provides information on how to prepare and upload data to the Montana Edition
for state data collections.

Overview of the Process

Districts live on the Montana Edition will be able to extract their files from their local student
information system and upload the data to the Montana Edition. Once the upload process is
completed in the Montana Edition, districts using this technique will need to resync the data to

AIM.

o _ g
" -

Direct Entry

]

Achievement in Montana

i,

Resynch

District Edition = Montana Edition /.

Upload Local student

Data Extracts for state  Information system

reporting

File Upload Specifications
Districts may create an import file to upload collection data to the Montana Edition. Once the

upload process is completed the district will perform a resync of this data to the AIM State
Edition. The OPI will provide complete instructions for creating an import file that meets the
specifications prior to the collection date.

Demographic and Enrollment Upload Overview

There are seven steps to uploading student Demographic and Enrollment data to the AIM
Montana Edition. This process will create and/or locate a state student ID for students and
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ensure that student data for each collection period is synced to the AIM State Edition. Detailed
instructions of the upload and sync process follow this overview.

1.
2.
3.

o

Create an import file for Demographic data.

Upload the Demographic data to the Montana Edition.
Download the State ID file created from the Demographic
data Upload process.

Create an import file for Enrollment Data. Note: For new
students to the State of Montana include the State IDs
provided by the Demographic Data File in the Enrollment
import file.

Upload the Enrollment data to the Montana Edition.
Complete a Full Resync to the AIM State Edition.

Verify the Resync to the AIM State Edition was successful.

Demographic Upload Process

The steps that follow represent the Demographic file upload process for districts that will
extract the student demographic data from their current student information system and import
this data into the Montana Edition.

MT State Reporting Upload
The district will create an import file that meets the state required file specifications to import
demographic data of students new to the district to the Montana Edition. Students new to the
state of Montana will receive a SSID by completing this process.

Instructions to Perform a File Upload
A successful demographic data file upload requires the district to validate and test the import

file, correct any errors in the data file, load a partial file, verify the data uploaded correctly, and
download the state ID file generated.

Validate and Test
Navigate from the Index of the Outline to MT State Reporting > MT Data Upload.

1.

AR

From the Import Type select Student Demographics.

You must
complete both the Student
Demographic AND
Enrollment file uploads
before you are able to
locate the student in the
AIM Montana Edition.

Select Validate and Test File from the Work to Perform dropdown list.
Browse for the import file located on your network or workstation.

Select the Upload button.

s 05 iR A
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Path: Index > MT State Reporting > MT Data Upload

Select an option under “import Type”™ to specify which record type you are uploading. If the file you upload contains
more than one type of record, {Le. 5D and EN records) select “Multiple Record Types®.

Select an option under “Work To Perform” to indicate how the file should be processed. There are 3 options:
1. Validate and Test File - Only error checking will be performed on the file, A summary report will be generated
identifying any errors that were found. No data is imported under this option
2. Load Partial File - Data from the fie wil add to or update the current student record in the AM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the information on a partial st of students.

Import Options

Inport Type Student Demographics v

Work to Perform | vaidate and Test Fie v

e C:\Documents and g _0420_10 Browse. ]
or

Resut File 102772008 20-23:07 (COMPLETE) s

Correct any Errors in the Data File

1. The error results screen will list line numbers and describe the error for each line.

2. Correct data errors in the import file.

3. Continue to validate and test the file until no errors are received.

Results:
File Nome: Student_Demo_Fergus_HS_Trunk_Emb1_Sync_Test+with+ocallD txt
Processing Started Time: Mon Oct 27 20:56:12 CDT 2008,
Processing Finished Tane: Mon Oct 27 20:56:12 CDT 2008,
Total Time To Process File: 0 seconds

0 Records Inserted
0 Records Changed
0 Records Deleted
0 Records No Changes

A fatal exception occurred preventing the file from being completely loaded. See Errors for details.

Error Count:1
Warning Count:0

Error Detail:
Line Humber Error Message Content
Bad header data in field 'Version', column 4. The specified value is not valid for the field Version. MT2.0

Upload a Partial File

1. From the Import Type select Student Demographics.

2. Select Load Partial File from the Work to Perform dropdown list.
3. Browse for the import file located on your network or workstation.

Import Options

Import Type Student Demographics vl

Work to Perform | | nad Partial File w

File

|C:\Ducuments and Settings‘.lledman\Deslctun\SD_U420_1q[ Browse.. ] Upload

ar

Result File | v |[Load]

Download the State ID File

Contact the OPI AIM Help
Desk prior to selecting Load Complete
File from the Work to Perform dropdown
list. Loading a complete file will erase all
data previously entered or imported.

1. Select the Click here link on the Results screen to download the student demographics

file with the new state student IDs.

2. Save the State ID file to your network or workstation.

3. Import the state student IDs to your local student information system.
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IResults:

File Name: SD_0420_1026.txt

Processing Started Time: Mon Oct 27 20:23:07 CDT 2008.
Processing Finished Time: Mon Oct 27 20:23:07 CDT 2008.
Total Time To Process File: 0.078 seconds.

3 Records Inserted.

0 Records Changed.
0 Records Deleted. " '
0 Records No Changes. File Download EI

The import has generated 3 new stateIDs. These state]Ds will now be included on the appropriate extracts. |[l)‘l; you want to save this file. or find a program online to open

(Click here to download the Student Demographics file with these new ids.
[Error Conlit: ] Mame: newstatelDs. tsw
|Warning Count:0 Type:  Unknown File Type

From: 10.26,106.25

[Error Detail:

Line Number Error Message Content Find ] [ Save ] [ Cancel

MNo Errors

[Warning Detail: @ % while files from the Internet can be useful, some files can potentially
Line Number Warning Message Content -g-l harm your computer. [F you do not trust the source, do not find a

Mo Warnings program o open this file or save this file. What's the rigk?

NOTE: The State ID file will provide the state student IDs required in the student
Enrollment import file.

Enrollment Upload Process

The steps that follow represent the Enrollment file upload process for districts that will extract
the student enrollment data from their current student information system and import this data
into the Montana Edition.

MT State Reporting Upload
The district will create an import file that meets the state required file specifications to import
Enrollment data of students to the Montana Edition.

NOTE: For new students to the State of Montana State IDs provided by the student
Demographic upload process will need to be included in the student Enrollment import file.

Instructions to Perform a File Upload

A successful enrollment data file upload requires the district to validate and test the import file,
correct any errors in the data file, load a partial file, and verify the data uploaded correctly, and
complete a full resync.

NOTE: Instructions to complete a full resync and verify the data in State Edition is included
in the Full Resynchronization of Data to AIM section located at the end of this chapter.

Validate and Test

1. Navigate from the Index of the Outline to MT State Reporting > MT Data Upload.
2. From the Import Type select Enrollment.
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3. Select Validate and Test File from the Work to Perform dropdown list.
4. Browse for the import file located on your network or workstation.

5. Select the Upload button.

Path: Index > MT State Reporting > MT Data Upload

Import Opticns

Import Type Enrolments w

Viork to Perform | wajdate and Test Fie

Or

Resul Fie e

i C:ADocuments and SetingsiledmaniDeskiop\EH_0420_10

Correct any Errors in the Data File
1. The error results screen will list line
numbers and describe the error for
each line.
2. Correct data errors in the import file.
3. Continue to validate and test the file
until no errors are received.

Upload a Partial File

Results:
File Name: EM+PB+91+FERG+HS+MTEL txt
Processing Started Time: Mon Oct 27 23:00:54 CDT 2008
Processing Finished Time: Mon Oct 27 23:00:54 CDT 2008.
Total Time To Process File: 0 seconds.

0 Records Inserted

0 Records Changed.

0 Records Deleted.

0 Records No Changes.

I fatal exception occurred preventing the file from being completely loaded. See Errors for details.

Error Count:1
Warning Count:0

Error Detail:
Line Number Error Message Content
Bad header data in field Version', column 4. The specified value is not valid for the field Version”. MT2.0

1. Select the Enrollment Import Type from the dropdown list.
2. Select Load Partial File from the Work to Perform dropdown list.
3. Browse for the import file located on your network or workstation.

Import Options

Impert Type Enroliments bt

Work to Perform | | saq pantial Fise v

e CADocuments and Sattings\ledman\Desidop\EN_0420_10
or

Resul Fils v

Results of Successful File Upload

Resaults:
File Name: EN_0420_1026.txt
Processing Started Time: Mon Oct 27 23:03:56 CDT 2008.
Processing Finished Time: Mon Oect 27 23:03:57 CDT 2008.
Total Tone To Process File: 0.25 seconds.

3 Records Inserted.

0 Records Changed.

0 Records Deleted.

0 Records No Changes.

Error Count:0
Warning Count:0

(7? Error Detail:
R L Y R R Y Y T ] ® ®4Line Number Error Message Content pPeess
No Erors

Warning Detail:
Line Humber Warning Message Content
Mo Wamings
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The results screen will indicate how many records were successfully inserted, changed, deleted,
or resulted in no changes.

After uploading the student demographic and enrollment import files, a full
resync of data is required. Data from the AIM Montana Edition will not be reported to
the AIM State Edition until this process is completed. Follow the instructions as

described in the Full Synchronization of Data to AIM section located at the end of this
chapter.
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Other File Upload Processes

The steps that follow represent other file uploads required for state reporting by the OPI. The
process is the same with all file uploads; the example in this document demonstrates the steps
with the Program Participation file upload.

MT State Reporting Upload
The district will create an import file that meets the state required file specifications prior to the
collection date. A file upload will be performed for each data collection in the Montana Edition.

Path: Index > MT State Regortinﬁ > MT Data Uﬁload

:ﬂ Barb Wison

¥ ffh Student nformation Select an option under “imgart Type” to specify which record type you are uploading. If the file you uplead contains

mose than one type of record, (Le. 5D and EN records) seisct "MuRiple Record Types®
+ g struction
+ 18, Census Select an option Under “Work To Perfarm™ 1o indicate how the fie shoukd be processed, There are 3 optons:
+ £ Behavior 1. Validate and Test File - Only error checking will be performed on the fle. A summary report will be gensrated
* 3 Heath dentifying any érrors that were found. No data i imporied undéer this oplion
¥ LI aftendance 2. Load Partial File - Data from the fie wil add to or update the current student record in the AM system
+ y Sehedulng £ summary report will be generated indicating the number of records that were inserted or changed. This epion

* [ Grading & Standards should be used when updating the information on a partial kst of students

= E»‘«d Ho< Reporting
# (] User Communication

L System Admnistration Import Opticns
# (] Food Service
5 () Messenger Import Type Program Participation b

= ] MT State Reporting

E MT Data Upload Work to Perform | \/aidate and Test Fie w
T Data Upload
T T File Valhdate and Test Fie
[H WT Extract —~——
B Load PartelFie
[ Account Sett
[ Access Log Or
(@] Log Ot flosul Flo 0572372008 15:46:03 (COMPLETE) v |[ Loaa

Instructions to Perform a File Upload

A successful file upload for each collection requires the district to validate and test the import
file, correct any errors in the data file, load a partial file, verify the data uploaded correctly, and
resync the uploaded data to the AIM State Edition. These steps need to be completed by the
collection date determined by the OPI.

Validate and Test
1. Navigate in the Outline to the MT State Reporting folder and select the MT Data
Upload.
2. Select the applicable Import Type (e.g., Program Participation) from the dropdown list.
3. Select Validate and Test File from the Work to Perform dropdown list.
4. Browse for the import file located on your network or workstation.
5. Select the Upload button.
Import Options
kmport Type Pragram Particpation v

Work 10 Perform | wadate and Test File

F C:M71_04012007 tsv
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Correct any Errors in the Data File

1. The error results screen will list line numbers and

describe the error for each line.
2. Correct data errors in the import file.

3. Continue to validate and test the file until no errors are

received.

Upload a Partial File

Results:
File Warne: 471_02282007 tsv
Frocessing Started Time: Wed Feb 28 10:51.03 CST 2007
Processing Finished Time: Wed Feb 28 10:51.04 CST 2007
Total Tame To Process File: 0.266 seconds.

0 Records Inserted

0 Records Changed

0 Records Deleted

0 Records No Changes

Error Count:4
‘arning Count: 0

Error Detail:
ine Number Error Message

B

B 1d T
Bad data in field

‘aming Detail:
ine Number Warming Message Content

1. Select the appropriate Import Type (e.g., Program Participation) from the dropdown list.
2. Select Load Partial File from the Work to Perform dropdown list.
3. Browse for the import file located on your network or workstation.

Impart Options

Import Type Program Participation s

Wiork 10 Perform | |Laad Partisl Fie v

o CWT1_D4012007 15

Import Results Summary

The Import Results Summary screen will display the
number of records that have been inserted, changed
and/or deleted, as well as the number of records that
have not been changed.

Contact the OPI AIM Help
Desk prior to selecting Load Complete
File from the Work to Perform dropdown
list. Loading a complete file will erase all
data previously entered or imported.

[Fesults:
File Mame: 471_02282007 tsv
Processing Started Time: Wed Feb 28 14:31:32 C5T 2007,
Processing Finished Time: Wed Feb 28 14:31:34 CST 2007
Total Tame To Process File: 1.032 seconds

0 Records Ingerted

8 Records Changed.

0 Becords Deleted.

0 Records Ho Changes

[Error Count:(
Warning Count: ()

[Error Dietail:
Line Number Error Message Content
o Errors

Waming Detail:
Line Number Warning Message Content

o Wamings
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Full Resynchronization of Data to AIM

In the AIM Montana Edition, data is structured in object hierarchies based on database
dependencies. When a district resyncs the entire set of data available on the Resync State Data
tool the process will naturally consider these dependencies. Campus recommends a full resync
be performed after successfully uploading any data using the MT Data Upload tool.

Path: System Administration > Data Utilities > Resync State Data

(] Bart wison
+ ) Student information
# [ instruction
& @4 Census
# 1 Behavior
# Y Heath
+ ¥ Attendance
* ¥ Scheduling
* [ Grading & Standards
# [ a4 Hoe Reportng
# ("] User Communication
B System Administration
# 7] Assessment
# ] Atiendance
¥ (] Behavior
*# (] Calendar
# ] Census
# (] Custom
# (] Data knterchangs
=[] Data Utities
g Combine Students
= Student Reconds Trans
+ P& Grading & Standards
*# (] Messenger
* [ Preferences
*# ] Resources
# ] Special Ed
# ] Student
* (] Student Portiolo
# [ User Securty
# ] Food Service
# ] Messenger
# [T State Reporting
[ Account Settings
] Access Log
[@] Log Ot

) Hational Records Exchs

Re-Sync to MT StateCampus Opti

[#] Check All —m
Ememanc&uﬁnapmm
Behavior

[¥] camndar
CensusContactSummary
[¥] contactLog

Day

District

[#] Employment
Employmentassignment
[#] enrotment

Evalsation

Form

GradeLevel
HeakhScresning
immCertificate
Medicaidnsurance
Personidentity

Flan
PlanProgressRepart

[+ Processiessage
ProgramParticipation

[#] ReportingEntay
SchedulsStructure
School

[#] Teamitember

[#] Test

[#] Testscors

l::heShut

Send ReSync

To complete a full resynchronization of
data after the upload process is complete,
follow these steps:
1. Select Resync State Data from the
Index tab of the Outline.
2. Mark the Check All checkbox.
3. Select the Send ReSync button.
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Verification of Resync Process in the AIM State Edition
MT Extracts and Ad Hoc Filters are available in the AIM State Edition to determine if the resync
was successful and assist in verifying data accuracy prior to a collection due date.

NOTE: If data does not sync to the AIM State Edition within a 3 hour window, contact your

district’s Infinite Campus Support Contact who should create a ticket and call Campus
Support for assistance.

Path: Index > MT State Reportin% > MT Extracts
Index  Search  Help

) System Administrator _ _
il AR Web Page his tocl will extract data to complete several formats of the MT State-gefined reporting formats. Choose the State
- Format to get the fie in the stale defined tab seperated fie format, atherwise choose one of the testing/debugging
W Assessment Cobection Guide: formats
+ Student informaton
+ W Census
+ 4k Attendance Extract Options Select Calendars
# [id A4 Hoc Reporting Which cakendar(s) would you like fo include in the report?
# (] User Communication ExiraciType | Student Demagraphics b (® active year O st by school ) st by year
+ _‘ﬁ' System Agminastration Format State Format(TSV)
= (] MT Stats Reporting o7-
[ Assessment Labels
B MTExtracts 2007-08 HP
[ account Settings Efgzgg i'é
[ Access Log R
(G Log ot

Instructions to Extract Collection Data
1. Navigate in the Outline to the MT State Reporting and select Extracts.
2. Select the Extract Type (e.g., Enrollments, Program Participation, etc. ).
3. Select the appropriate Format from the dropdown list.
4. Click Generate Extract.

Path: Index > Ad Hoc Reporting > Data Export

m Year| 07-08 | District | Lewistown Public Schools (0420) W | School | AN Schools w | Calendar | A1Caendars ™ State Edition
Index  Search  Help
() System Administrator

W Al Web Page

W Assessment Collection Guider
|} Student nformation
=, Census

Data Export Wizard

This wizard will dump the resuk of a fiter into a data file (csv, tab delmited, xmi) or & simple kst report.

s Saved Query Wizard Filters Pick an Export Format
# 4k Aftendance
= [i 24 Hoe Reporting [ student Stucents = O HTML kst report
F Fiter Designer = f OP:Fiter Share Ot
will Report Designes 3, student 2008 Start Date Less Than 7 ey X
[3, student Current LEP Students QT SN

O Tab delmted Vaies

|4, student Enrch 4
) POF report

® ) User Communication
= _ﬁ' System Administration

® () T State Reporting H, student LEP missing lentified Date
(7 Account Settings < > [ Prompt to save fie
[] Access Log
[E) Log ot

Instructions to Generate an Ad Hoc Data Export
1. Select the Year, District, School, and appropriate Calendar from the Campus Toolbar.
Navigate in the Outline to Ad Hoc Reporting and select Data Export.
Select the appropriate Ad Hoc Filter located in the School Users Share folder.
Select the appropriate Export Format from the dropdown list.
Click Export.
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