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Staff Records

Census > Staff > District Employment/District Assignments
e Add an end date to staff District Employment (https://kb.infinitecampus.com/help/district-employment) record for staff who have left the

PSU.

District Employment v
- Bates, Amanda [2} Staff #: 1884 DOB: 10/19/1988

m Delete New

Employment Records
B #198 Infinite Campus (01/011901 - )

Employment Information

*Start Date End Date
01011901 | = =
Teaching Stm"t Year Teaching Yea}s Modifier
[ 0
License Numi:er FTE Percent (whole number 0-100)
0
Seniority Education

¢ Add an end date to staff District Assignment (https:/kb.infinitecampus.com/help/district-assignments) for staff who have left the school.
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District Assignments ¥
- Bates, Amanda [2} Staff #: 1884 DOB: 10/19/1988

Assignments

=1 # Adams School
# - 1011901

Employment Assignment Information

School Department
Adams School
*Start Date End Date Title
[on0111501 | (=) | (]
Type FTE of Assignment  Assignment Code
Amplity Role K3TS Admin Role
(RIAT RTAToacher +
SchoolNet Role SchoolNet Additional Roles
[1:Teacher v | Select Values.
Teacher  Special Ed Program  Bahavior Health Behavior Response  Response to
i intervention

0 o in o pprover

o o =]
Advisor  Supervisor Counsalor Foodsarvice  Exclude Bahavi Self
u} s} s} =] el =] s}

[w]

Activity  Activity
Staff Preapproval

O [m]
Primary District Assignment
O

Supervisors

External LMS Exclude

[u]
Exclude
(u]

e End access to Campus for staff leaving the school and/or PSU.
e Add/update district assignments for staff that are moving schools.

e Follow your PSU procedures for adding any new staff in NCSIS.

Access Management

Disable User Accounts

User Management > User Account Administration > User Account Batch Wizard

o Disable access to Campus for staff, students, and/or parents during the summer months (if applicable).

e This can be performed with the User Account Batch Wizard | Infinite Campus  (https://kb.infinitecampus.com/help/user-account-batch-

wizard#UserAccountBatchWizard-DisableUserAccountsforAllSelectedStudentsorStaff).
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User Account Batch Wizard ¥ User Management > User Account Administration > User Account Batch Wizard

-

User Account Batch Wizard

This tool can be used fo batch create, enable or disable student and staff accounts, or flag them for password change. Also, to batch add or remove one or more user groups from staff accounts. Select
school(s) or search for specific student(s)/staff for batch update.

1. Account Type
2. Change Type | Disable Account v

3. Additional Account Information

@ Disable user accounts for all acfive students in the selected calendar(s)

25-26 Homeless a
25-26 Jefferson Middle School .
25-26 LEP

25-26 Madison Elementary Schoo
25-26 Monroe High School

25-26 Wilson Schoal

24-25 Arthur High School

24-25 Coolidge School

24-25 Harrison High School
24-25 Homeless

24-25 LEP

24-25 Madison Elementary

24-25 Migrant

24-25 Monroe High School

24-25 More al Four

24-25 NCDPI v

*Ctri-click or Shift-click to select multiple

() Disable user accounts for all selected students

Preview Changes | | Save Changes

Update Portal Access

e Portal access can remain available for parents, however, be mindful that options set in the template selected are accessible
to parents and students.

¢ Anew Portal template can be created so parents and students can see only what the PSU desires. (i.e. annual updates in OLR,
no schedules, previous year information)

e Portal Display Options | Infinite Campus (https://kb.infinitecampus.com/help/portal-display-options)

Portal Display Options ¥

Display Options determine what tools and data appear in the Campus Student and Campus Parent Portals. Display Options are set by Calendar/Structure using a Display Options
Template created by the school. Each Calendar/Structure can be assigned 1o only one template. Select a Template to modify it or click New Template to create a new one. Select
a Calendar/Structure 1o assign to a tlemplate and enable the calendar and terms. Read More

Filter Calendars by School Year @ Filter Calendars by Status

- - LN Enabled | Disabled |
m Previous Year | Active Year | Future Year

DISPLAY OPTIONS TEMPLATE CALENDAR (STRUGTURE) STATUS ENABLED TERMS
High School Template 24-25 Monroe High School ( ENABLED :| Q1,02,Q3,04
Summer 2526 Monroe High School @ ((enasie ) Q1,Q2,03,04

High School Future Year Scheduling

Record Retention

Grading & Standards > Reports > Cumulative Labels
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Cumulative Labels 1 Grading & Stas

Print cumulative labels for student files (if applicable).

The Cumulative Labels Report (https://kb.infinitecampus.com/help/cumulative-labels-report) only prints student transcript information that
also includes credits.

ndards > Reports > Cumulative Labels

atachad

e Groups Standard Groups 40 NOT cumrenty dapay Th
o of shadents ke i sach b, Use for wery 5163 for B

Which stucents woukd you ke fo include in the report?

Oonse B,

© AdHoc Finer
How woud you ke he reportsored?
© Sudert Name ) Grada

GPA Caledaton [ Comitve G v
Repot Fommat [FOF v

Genarate Repart

More information on what is required in a cumulative record can be found here: Local Public School Units | NC Archives

(https://archives.ncdcr.gov/government/local-government-agencies/local-public-school-units)

Locker Assignments (if applicable

o End locker assignments for the current school year using the Locker Batch End Wizard (https://kb.infinitecampus.com/help/locker-batch-
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end-wizard).

Locker Batch End Wizard v

Jocker Batch Ena wizara

School & District Settings > Lockers > Locker Batch End Wizard

ol ocker of crkeria incuding Locker Typs, Locker Grade Leve, Shadent Grade Lavel,and Locker Locaion You may select any Any locker

‘ockerTypa _—T
cker Grade Lovels P
Ko
1
2
3
a
Lockers wihouta grade eve spociicaton
Sudrt Grads Lovels o
Ko
1
2
3
a
B 1 doa g st
204 foor gm ide

dHoc Fiter v
ndDate =]
Locker Efscive Date ]
venwite Exising End Dates )

End Locker Assignments | Delete Locker Assignments |
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