Campus Quick Reference Guide

Spring Lake Park Schools uses the Campus Student Information System to track student information. To access

Campus:

Login to Campus

1. Launch Internet Explorer

For access at work type CAMPUS for the

address in IE. You should also have a
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Welcome to Campus. To access your Campus account within the district click on the link
below:

shortcut on you desktop that you can click

on. The Campus launch page will be
displayed. Click on Login to Campus.

For access at home access the website
campus.isd16.org and then click on:

"6.« Infinite Campus

Spring Lake Park Campus

/
User Name: I —
Password: I

The Campus Desktop

3. Campus School, Calendar and Sectio
Selectors

Campus Menu System

Work, Message, ToDo List and Search
Desktops

Sdm!mn:m Hal Elemenary

Learmirg Alematyves - Middle Schooi
Learrg Alematyes Communty Srhand

Login To Campus

Parents can access information on their students using the Parent Portal. To access the portal
within the district click on the following link:

/ Login to Campus From Home

Parent information is available from outside the district by following this link:

Parent Portal Access

2. Enter you assigned Campus User
Name and Password in the Campus
Login Window and click on OK.

ite Campus

[ e P Do o T
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Park Terrace Elementary
Sorng Late Park Hgh 5
Tarpetad Schaoly
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0103 Kennes Hal Eiem

= 4. The first thing that needs to be done
when you login is to select the School,
. Calendar and Section that you wish to
work with by selecting them from the pull

Twrem T4
down menus at the top of the screen.
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Campus Menus and Searching for Information

Index | Search | Help -

@ Steven Halvorzon

CICAMPUSRESOURCES —u

1. The Campus Menu System Consists of Three Main Tabs. Index,
Search and Help. Based on your security you will have a list of menu

[ DISTRICT RESOURCES items on the Index Tab. You can expand or compress the menu

=) ) Student Information items by clicking on the menu titles. Exploring the menu options will
pLP give you an idea of the options that are available.
General

G Heatth
[# ] Special Ed
Grad Planner
Reports

Search for a:

2. The Search tab will provide tools for

[Z15LP Student Reports | Student locating information in Campus. Enter
Instruction information in the Search Box and click
=@ census fint Go | on GO. The results will be a list of
£: Behavior Advanced Search == students that meet the search criteria.
G Heatth

-:L:l:-Atlendance

ﬁ Scheduling

[+ [®% Grading & Standards
.@Ad Hoc Reporting
(£ User Communication

The search pull down allows you to
select a different item to search for.

Search for

Sazden] hat

Courad Wiier
q‘ System Administration iy
i Househaid
[ Food Service s Soved Fiters
[ Messenger Greup W 3, Actve Studenis S
. Autism
(1 MN State Reporting L m % aus 12
- _ DEMO - Titie One Mailing Label
E Account Settings = £2L District Active Stuuemsg
[ Access Log Grade o o e
[@] Log Oft 3. Clicking on the Advanced Search s . B ns
Link will present a new screen that will - 3w i
allow you to enter more search criteria Special Ed Search _j| Beleie
or to select a predefined filter. o =l
-

Disabiity

(Rl (K1

Search

Index | Search | Help _

Grading by Task [Edit]

Campus Help System

Campus has a context based help system with a lot of
online support documents. You can also search the
help database to locate help materials.

Printable PDF documentation is available online in the
form of Quick Reference Guides.

After electing the Grading by
Task opticn in the Index tak,
select the task to be graded from
the drop-down list. A list of

students wil appear. Thiz list will
be all students in the chozen
section.

2. Select the =core to as=ign to the
student by clicking in the drop-
down box.

3. Enter any comments to attach to

~&g- Infinite Campus
Quick Reference: Instruction - Grading by Tasks and Gni

Window Information thiz =core in the Comments fisld.
Classroom Gradin, tlons
- 1. Select the ¢ If Canned Comments have been
arade tasks chosen, there wil be a notepad
, :‘:’;:‘1\‘::,:"]1' icon after the comments field.
folder by ¢ 4. Click the Save icon when finished.
3 Select thed
Student fo
| Viewin rhe Grading by Task and Grading by Student Cptions
The Grading 1
teachers an op] Related Links:
mindifu narcan

Quick Reference - Grading Tasks

[Create New Article]
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Changing your Password and Logging Off

E’ Account Settings D
— o) Log OFf
Old Paz=word I
New Paszword I— From the main menu When you done using Campus please ]
P —— > access the Account select Log Off from the menu. Campus will
erify New Password [ geqings Folder. Enter log your account off if you do not use the
Hide Banner Il your new password and app”cation.

save the changes.

Save Changes |

On the Index menu tab under each folder you will find a folder
called Reports. This folder contains Campus and custom
reports. Selecting a report from the menu will display a screen
that will assist you in creating and displaying the report.

= ] Reports
D Atftendance Register
D Atftendance Summary
D Blank Spreadsheet
D Miz=ing Aszignments
D Roster Label
[ ] section Summary
[ 7 student Assessment Summary
D Student Summary
D Teacher Schedule

= D CAMPUS RESOURCES
f:tj Campus Support Portal

The CAMPUS RESOURCES and DISTRICT [h tampus University Oniine Training
e an

RESOURCES folders provide links to other =3 DISTF‘IC'T P:IESDUECES

systems in our district and to reference and tools {{j District Web Site

on the internet. O] DOCUMENTS

{33 Groupwize (In District)
Ef_'i Health and Safety Online Training
D Report Center
{3y Staff Directory
{33 Ties MyView
[CaTooLs
hal Vieather
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Campus — Working with Student Information

=1 (#3) Student Information

;:Pneral \ 1. There are two locations that
F Health you can work with student data
Special Ed in Campus. One is the Student
Grad Planner Information folder under T T T

P, BamBaen  0SEES0001 M (SS5|SEE.BEES 1272 BEDMOCK ST
HEDROCK, MN $8233

General and the other is in the
Instruction folder under

Roster. Use the search tab to
locate a student that you wish

to work with and click on the

]| Reports
[Z] 5LP Student Reports
{3 Instruction
:ll:- Attendance
:ﬂ,{- Positive Attenda

i T
Stugents WF S Date ame Frae Adsress Faps  EP

Gragdebook students name. You can also 2. The Roster tab displays basic contact information for
[#% Grading B select the name from the roster your students. Flags are also provided to indicate
EFE':'H list. Special Ed, Health Concerns, etc.
os1er
E Daily Planner

| Assessment | # Behavior | 4" Transportation e 3. Student information is organized into tabs. Explore the

| mMedia | m pist | = Archieved | & Screening | = tabs that you have rights to.

@Sumnﬂar‘r Enrollments :‘;.-"Sd|edule & Attend

4. Directly below the tabs you
will find another set of menu
items. These are specific to
Chooze a Report Card Format... j . each tab. There are print
options, new record options
and delete options on these
menus. The print option will
Examples of different menu options. display a PDF report for the tab
that you currently have
selected.

[ Mew <=5 Period Detail &=5 Daiby Detail

5. Flags are maintained to share important information
concerning student with staff. These flags are located on
the roster and next to the students name above the , Brendon #581082 [10/241 992]

menu tabs. If you hover your mouse over the tab it will Schedule | # Attendance | i Grades | Tran
give more information. Tabs are maintained on Special
Ed, Health Care, Media Release, Parent Custody
Issues, Title 1, etc.

Schedule | & Attendance | Programs ' &l Grades ' Transcript ||

6. The Person Information area lists the student's person ID, name,

Person Information nickname, race/ethnicity, gender, student number and state ID. The
i GUID (unique identifier) and the student's Contact Information are
T also listed.
Gender Race Ethnicity
il Thite. not Hispanic
Birth Date . . -

The Mailing Addresses area lists the student's mailing address only.
Student Number State ID .. . .
Ses550001 This is set up in the Census portion of Campus.
6?33EEDE*EBAF*4E3A—EA127DU45EAIUEEAB
Comments
Gontact Information The Household area firsts lists the address of the household. Then,
Other Phone (555)555-555% the names of the household of which the student is a member appear.
T The people that have relationships with this student will appear in the
Phane Household box.
Address 1234 BEDROCK ST , BEDROCK, MH 55433
Name | Enroliment (grade) | Phoneis) | Email
Flint, Barney Oth:(555)555- . . .
I = Relationships to people outside of the household (aunt/uncle, daycare

provider) appear in the Non-Household Relationship box.

The student's picture will appear on this screen to the right-hand side.
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Summary "Enroliments ﬂs:hellule [ # Attendance |

ITable- Group by Courze (All Terms) vl éprim ORI Chooze a rep

Term T2

1003-1 Health A
Nemanich, Jeretyne

Start:08/29/2005

8. The student's Attendance tab provides a history
of attendance records for the calendar of
enrollment.

On the left-hand side is a term summary, listing the
absences and tardies for each period in each term.

The right-hand side lists the attendance detail in
chronological order, with the most recent event
listed at the beginning. The attendance records are
color-coded and are listed with the attendance
codes that were assigned to them.

Class Task Terms T1

7. The Schedule tab provides a view for all of the student's
classes by term and by period in a specific calendar.

The schedule tab shows the name of the course and course
number, the teacher's name, and room number.

Courses that have been ended will appear with a date below
the course. The date will also appear if the student began the
class after the beginning of the term.

Student schedules can be printed from this tab.

[ Mew &5 Period Detail (5 Daily Detai

Unknoam Excus=1 [ISREISEN Sxempl

Term T4 07/01/2005 - 12/01/2005 Period
Date

Period 0102 03 04 05 06 07 08 T 01/ 02 03] 04] 05| 06| 07| 08
Absent 320202 [1]1 [0 o [ 10/27/2005 Thu AE[AE TE|TE
Early Release |0 [0 [0 (0 |0 [0 |0 [0 |0 10/26/2005 Wed AE | AE| AE |AE |AE |AE
Tardy 1ojojo 1100 [3 08/30/2005 Tue A
08/29/2005 Mon T 1 1

Term T2 12/02/2005 - 03/01/2006
Period 01 02 03 04 05 06 07 08 T
Absent 0 (0|0 |0 |0 |0 |0 |O|O
Early Release (0 |0 (0 |0 |0 |0 |0 |0 |0
Tardy o (o |fo|fo|o|ofo|0|0

Term T3 03/02/2006
Period 01/ 02
Absent 0 [0
Early Release [0 |0
Tardy 0 |0

06/30/2006
05 07

2

04
0
0
0

BEE
BEE =
BRI S
BEE -

0 0
0 0
0 0

Course Number & Name Absent  Tardy
1003 Health A 3 2
| 1016 Fall Team |1 [ |

1016-1 Fall Team SR Trimester Grade: [
=T 9. The student Grades tab lists the grades the student has received for tasks
:lmw SR 1id Trimester Grade that are posted from the teacher's classbook, or tasks that have the potential
SR Trimester Grade for going on a report card.
1003-2 Health A Mid Trimester Grade
nrim see }m; Grade
T SR Trmesir g At the bottom of the screen are the student's term GPA (honor roll grade)
e e Rl and the student's rolling cumulative GPA, which is a combination of the term
1002-4 Heakn A SR i Trimester Grade GPA and the historical grades from the transcript.
Nemanich, Jerelyne

= SR Trimester Grade
&5 Health A SR Mid Trimester Grade: \ .. . N .
Nosric, oo — AdmlnlstratO(s and other pgrsgnnel can view the stugients current grade in a

— class from this screen by clicking on the classbook icon under the course
Rolling Cumulative GP4 name.

Grades shown in Gray do not contribute to a Term GPA

Transportation Detail

10. The Transportation tab lists the bus number

In Bug Out Bus
[orz =] [1iE = the student rides to and from school, as well as the
In Time Qut Time student's vehicle information. This is updated each
o724 A [oz05 P night from the district transportation system
In Bug Stop Out Bus Stop
IPLEASURE CREEK PKWY IPLEASURE CREEK PKWY
Late Bus Wiles Transported
il 1.16
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11. The Assessment tab contains all the electronic state and local
assessment date for the student. Clicking on the assessment will
display the results and strand information that is available.

NWEA Map, BST, MCA, ACT, Plan, Explore, TEAE and SOLOM are
some of examples of assessment data that is available on students.

[esactie Z0usrse = 7]

| Commants

Fenlative Comprhension [ geaags <)

[ounntie 300 s =

Scaie Score
B

Iebyrpentis Compehweaien  [igonin0s ) E= [ 30ume 2 =]

Utersl Comgvahansion || e [osetie 300 3 =]

Literstirs [rewos ) e [oere 300 2 =]

[ Word Rocogrition | T | 3 Jouanie 1 ousre 1 =]

12. The Transcript tab is a permanent record of

a student's performance in school, related only to 3{:., = i E};‘.‘aﬁm ‘.
grades in classes. s i n?.q;:[:,}: i

| a3 1838 Fariy Carmamar Scinccs [t |
] (53 335 nausral Teehasiozy ES]

B
&
i
....m.,......g D

The main screen of the transcript lists the e —rme R ]
courses broken out by the year the course was e ot o ! JE T — j1s B
taken, the score (mark) received, the GPA value o oo dovms : : : [14ime o
given, any bonus points, the GPA weight of the o v, e s st s I i | s 5
course, the credit that was assigned to the i oo G o I I (R CE NG Ew
. .

course, and the term in which the course was [ e — o .;w T e T [comencn
taken. ol on e b 16 g e i

il | 034084 Orade 4 Tockn, 3 aa 18 Soeleg (%]

(it | 034005, Drace 3 Masdmrtng ENLT] 15 Handwring 13

ot | 624036, Grase 4 Soc Stses ER(T] |18 Sacial Sruzen 123

EMIE | 004007, Grase £ Soence & an Izsemm ::i

€Ot | 034506, Grace 3 Meatn

D New
Locker Assignment List

Locker # Type Location Combo Start Date End Date Shared IOCker nUmber, COmbinatiOn, Serial

13. The locker tab lists the student's

number, location, etc.

[=#4 Instruction
-:L“_IZ- Attendance
Gradebook 14. The Instruction folder contains all of
Grading Bv Task the tools that a teacher needs to take
raging oy faz attendance, grade students and maintain

[¥%" Grading By Student an electronic gradebook. The gradebook
Rozter and grading features are not detailed in
[E] Daily Planner this document. Refer to the online help

E Leszon Planner for more _ir_1formation or watch for training
opportunities on using the Campus

Admin Electronic Gradebook.

= Reports
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Setting the Gradebook Preferences

= Admin sae
. . Teacher Preference
E omposite Grading - Hide Dropped Students
E uryes m| Show Student Mumbers:
[ Upcker Roster Azsignment g snow Stugent Fetores
i m| Invert Seating Chart Auto-Placement (Start from the bottom)
E ating Chart Setup u Uise Seating Chart for Attendance
E Preferences r Use Canned Comments
] ™0 b b ommr Teacher Web Site URL
I
1. Open the Instruction folder. Open
the Admin Folder. Click on 2. Preferences are set for each section that is taught by a
Preferences to display the form for teacher in the Classroom Admin folder. Teachers can
setting user preferences. determine how assignments are weighted, if student
pictures appear, if dropped students show on the
assignment grid, etc.
Don't forget to click on the Save button when you are done
making changes.
& print [ save ¥ clear B3 Auto Fil-Alpha B3 Auto Fil-Random B2 Display Lab Chart Creatl n g a Seatl n g
‘seating Chart Dimensions Ch art
Rows: |8 Columns: |5 Save Dimension
Toggle Help On/Off
Print Options A seating chart can be created
Please save modifications to the seating chart before printing. . .
Font Size: [9pt ¥ ™ Print students’ pictures fOr eaCh SeCtIOn that Is taught

using the Seating Chart Setup
Standard Seating Chart

Course(s) 1016 Fall Team link in the Classroom Admin
folder.

Column 1 Column 2 Column 3 Column 4 Column 5
1l =l =l 3 | = =1 i i )
™ ExcudeSeat | [~ ExcugeSeat | [~ ExcludeSeat | [~ ExcugeSeat | [~ Exciude Seat This prowdes the teacher with
A = 0 = 0 =1 = = a quick view qf which students
™ excudeseat | [ excuoeseat | excugessat | [ excuoeseat I Excuoe seat are not in their seats.
3] =l =l 3 | = =1
™ Exclude Seat | [T ExcudeSeat | I ExcludeSeat | [ Exclude Seat | [ Exciude Seat
Attendance can also be taken

from the seating chart.

Seating charts can be printed

for sub use.
Recording Attendance
1. Mark the students who are absent by clicking
in the A column or radio button field. This will [ period r
move the indicator from the Present (P) \ Elemelare oy Samir S mGmiRETeray L oGz
Column. Student Name: P A T Excuse Comments
001000Grade 1

2. Mark the students who are tardy by clicking in
the T column or radio button field. This will
move the indicator from the Present (P)
column.

3. Record comments if known in the Comments
field.

4. Click the Save icon when finished. Attendance
has now been saved.

04 Flint, Dino » [alN !
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