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This series of articles provides a guide to verifying and updating final transcript grades and related information. It outlines the
necessary steps to ensure that the NC Official Transcript accurately reflects students' academic achievements. The process
includes assigning Graduation Requirements, CTE Programs, Endorsements/Seals, and completing the necessary graduation
documentation. By following these steps, educators and administrators can ensure that all critical data is correctly recorded and
up to date, reflecting students' true academic accomplishments.

Step-by-Step Guides

Below are helpful step-by-step guides related to NCSIS.

Create Gifted Ad Hoc Filter

Creating a Basic Ad Hoc Filter

Selection Editor Directions

Entering Attendance Using the Check In Mode

Entering Attendance Using the Check Out Mode

Change Unknown Absences to the 2A Unexcused (Unlawful) Absence

Graduation Program Assignment

Students must have a graduation program assigned to determine academic progress towards graduation requirements. This must
be completed before a transcript is accurate.

At this time, this is a manual process. Follow the steps below to batch add the correct graduation program to multiple students at
once based on their grade 9 entry dates. This process must be done in each non program calendar that contains active high
school students.

Any Ad Hoc Filter mentioned in this article needs to be created locally. The field for grade 9 entry date is graduation.grad9Date.

This article will be updated once this process is automated.

Check out the Assigning Programs portion of the Supplemental Content: North Carolina Passport Videos for


https://app.tango.us/app/workflow/Create-Gifted-Ad-Hoc-Filter-de64b7952f3a4221945fd70ab96a950f
https://app.tango.us/app/workflow/Using-Filter-Designer-in-Infinite-Campus-0b742a0d1a7940c1ba95f7a47ad40615
https://app.tango.us/app/workflow/Using-Filter-Designer-in-Infinite-Campus-0b742a0d1a7940c1ba95f7a47ad40615
https://app.tango.us/app/workflow/Entering-Attendance-Using-the-Check-In-Mode-for-an-Individual-Student-2d298e7a8eb9459c8cec5190566b51a5
https://app.tango.us/app/workflow/Entering-Attendance-Using-the-Check-Out-Mode-for-an-Individual-Student-50bfce2f60d04f488c300c63708a28b2
https://app.tango.us/app/workflow/Change-Unknown-Absences-to-the-2A-Unexcused--Unlawful--Absence-606ded767e204cf487f3af68dde541a4
https://university.infinitecampus.com/learn/course/21802/supplemental-content-north-carolina?generated_by=134971&hash=78c7a7477f80c6542c75d3d1955e2b509aa5049a

more information.

Batch Graduation Program Assignment

Navigation: Menu > Student Information > Program Administration > Batch Program Assignment Wizard

PLP PLP Administration Program Administration
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Accommodation Type Setup

Census

1. Choose the current school year and calendar as appropriate in the context.
2. Select Graduation Program Type from the dropdown.

3. Program selection is based on the student's 9th grade entry date:

a. Students who entered 9t grade in 07/01/2021 and later should be assigned 2021 NC Graduation Requirements
(Graduation).

b. *Students who entered 9th grade prior to 07/01/2021 should be assigned 2020 NC Graduation Requirements
(Graduation). *This requirements plan is not in NCSIS at this time. It will be added soon.*

4. Select the radio button Add Participation.
5. Enter a Start Date. This date should be the first day of the instructional year. (Leave end date blank).
6. Select the radio button to Select Filter.

7. Select the appropriate Ad Hoc Filter (Grade 9 Entry Date 07/01/2021 and Later or Grade 9 Entry Date Prior to 07/01/2021)
according to the program selection.

8. Click Update to add the program.



Batch Program Assignment Wizard v¢

atch Assignment Tool

Stu

dent Information > Program Administration > Batch Program Assignment Wizard

The Batch Assignment tool adds, deletes, or modifies the item selected in the Type field for the selected students(s).

Students can only be assigned one graduation program
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Complete this process as needed after students enroll and prior to printing transcripts.

View the records processed by clicking on the batch report. The completed process will be alerted to the user in the message

center.

Individual Graduation Program Assignment

Navigation: Menu > Student Information > General > Academic Planning > Programs

—
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Select a Student: If a student is not selected, click Open Student Search tool to search by the student's name. Search for students
using advanced searches or Ad Hoc Filters as needed. Select the student's name to open academic programs tool. If a student
was already selected, the academic programs tool will open automatically once the navigation is followed.



A Person is needed to use this
tool.

Open Person Search

Or

{ Open Student Search }

[ Open Household Search J

[ Open Staff Search ]

1. Click New Graduation Program.

2. Select the "2021 NC Graduation Requirements (Graduation)" program for students who entered 9t grade in
07/01/2021 and later. For students who entered 9th grade prior to 07/01/2021, use the 2020 NC Graduation Requirements
(Graduation) program. *The 2020 requirements plan is not in NCSIS at this time. It will be added soon.*

3. Enter a Start Date. This date should be the first day of the student's enrollment.
4. Click Save.

I
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The program is now listed in the academic plan editor.

Mew Graduation Program New Academic Program E Documents

Academic Plan Editor
Program ¥ | Start Date | End Date | Program Type | Flag
2021 NC Graduation Requirements 08/28/2024 Graduation

Complete this process as needed after students enroll and prior to printing transcripts.

Once the graduation program has been added to the student's record, the Progress tool can be viewed to see the progress the
student has made towards the graduation requirements in the assigned program.

CTE Program Assignment



Students must have CTE programs assigned to determine program status. The CTE Program assignment and status update will be
an automated process.

Only use the process below only if a request is made to include a CTE program concentrator on the
transcript before the automated process begins.

Individual CTE Program Assignment

Navigation: Menu > Student Information > Academic Planning > Programs

—
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Select a Student: If a student is not selected, click Open Student Search tool to search by the student's name. Search for students
using advanced searches or Ad Hoc Filters as needed. Select the student's name to open the academic programs tool. If a student
was already selected, the academic programs tool will open automatically for that student when you follow the navigation above.

A Person is needed to use this
tool.

Open Person Search

or

‘ Open Student Search ‘

‘ Open Household Search ‘

‘ Open Staff Search ‘

1. Click New Academic Program.

2. Select the appropriate CTE Academic Program Type from the Program dropdown.



3. Enter a Start Date. This date should be the first day of the instructional year.
4. Enter an End Date. This date should be the last day of the instructional year.
5. Select the Student Status of 2: Concentrator.

6. Click Save.

7. Repeat steps 1-6 for any CTE Program a student has a concentration in.

New Graduation Program [+ )| New Academic Program E Documents
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Once programs are saved, they will be listed in the Academic Plan Editor.

New Graduation Program New Academic Program E Documents

Academic Plan Editor
Program | Start Date | End Date | Program Type | Flag
CTE-C: CCP Finance-WCFN/FINA 082872024 06/12/2025 CTE

Once the Concentrator Status has been added, it will be listed in the CTE Programs area of the NC Official Transcript.

CTE Programs
Academic Program Student Status
CTE-C: CCP Finance-WCFN/FINA Concentrator

Transcripts

Print transcripts as needed in batches or individually. The steps below will walk you through the process for printing transcripts.

To ensure transcripts are accurate the Graduation Program Assignment and CTE Program Assignment steps must be completed.


http://ncdepartmentofpublicinstruction.knowledgeowl.com/home/graduation-program-assignment
http://ncdepartmentofpublicinstruction.knowledgeowl.com/home/cte-program-assignment

Check out the Assigning Programs portion of the Supplemental Content: North Carolina Passport
Videos for more information.

Batch Print Transcripts

Navigation: Menu > Grading & Standards > Reports > Transcript Batch Report

o Select the North Carolina Official Transcript from the menu dropdown.

o Select All students or which grade to include. An Ad Hoc filter can also be selected.
o Select an Enroliment Effective Date.

e Choose the sort options

¢ The report format defaults to PDF, but DOCX can also be selected.

o Select Generate Report or Submit to Batch.

Individually Print Transcripts

Navigation: Menu > Student Information > Transcripts

Select a Student: If a student is not selected, click Open Student Search tool to search by the student's name. Search for student's
using advanced searches or Ad Hoc Filters as needed. Select the student's name to open academic programs tool. If a student
was already selected, the academic programs tool will open automatically.

A Person is needed to use this
tool.

Open Person Search

or

’ Open Student Search ‘

[ Open Household Search ‘

’ Open Staff Search ‘

1. Click Reports at the bottom of the transcripts screen.
2. Select the North Carolina Official Transcript.

3. Print/Save as needed.


https://university.infinitecampus.com/learn/course/21802/supplemental-content-north-carolina?generated_by=134971&hash=78c7a7477f80c6542c75d3d1955e2b509aa5049a
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