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User 
Management 

Training



Assigning individual users to the 
specific tools and calendars that they 

need is extremely labor intensive. 

Grouping users based on their needs, 
simplifies the configuration and yearly 

maintenance of User Accounts.
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)

Teacher
s

Treasurer

Secretaries

NOTE:
Users can belong to 

multiple groups, 
which grants the 

User access to the 
Calendars or Tools 
associated within 

that group.

Why User Groups?
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User Groups

Calendar 

Rights

Tool 

Right

User Groups consist of Calendar Rights OR Tool Rights
Calendar Rights: Define what schools and school years can be accessed.

Tool Rights: Define the level of access users have access to throughout Campus.

It is HIGHLY recommended to separate Tool Rights User Groups from Calendar Rights User 
Groups.



5Calendar Rights
Path: User Management > User Group > Calendar Rights

Ensure you are adding Calendar Rights to the correct User Group

Utilize the following User Group Label for each school within your 
district: 

❖ 0 School Name (to express the Current School Year)
❖ - School Name (to express Past School Years)
❖ + School Name (to express Future School Years)

*Assign All Years Modify rights with caution*



6Calendar Rights Continued:
It is important to update the Year dropdown for each Calendar group prior to the start of the new school year. 

Modify Rights Checkbox: 
✓ If checked, users are allowed to modify data in conjunction with their Calendar rights 

❖ It is NOT recommended to grant Modify Rights to previous school years. 

▪ If unchecked, the Calendar will be (Read Only) 
❖ Users will not be allowed to modify ANY data, despite their specific Calendar rights.
❖ All Past School Calendar Rights should have this box unchecked
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Tool Rights User Groups should be created in sets and should contain tool rights tailored to specific job 
duties. For example, create a separate group for nurses, secretaries, principals, etc.

(Note: Click the title to view a list of suggested tool rights for various user group types)

Path: User Management > User Groups > Add User Group

Save & Navigate 
will take you to the 

User Group Tab.

User Group Creation:



8Tool Right Types:
Right Description

R 
(Read)

Allows users to view information. When applicable, the user is also allowed to print 
information, but will NOT have access to the Save, Add or Delete icons. 

*Many wizards only require R right for complete access*

W 
(Write)

Allows users to view and modify ONLY existing data. The Save icon will be functional for 
users to change or remove data from a specific field.

A 
(Add)

Allows users to modify and add new data and records. 
The New and Add icons will be functional. 

D 
(Delete)

Allows users to completely remove an existing record, including all data contained 
within the record. The Delete icon will be functional. 

*Assign this right with caution*



9

Path: User Management > User Group > Tool Rights

❑ Rights are listed by module and expand to sub-categories 
found within each module. 

❑ A partially checked indicator  on the RWAD checkboxes 
of tools showcases a user does not have tool rights to the 
tool/menu but does have rights to tools or sub-rights 
contained within the tool/menu.

❑ Read, Write, Add or Delete rights assigned at the module 
level, will automatically assign the same rights to all 
subcategories.  
➢ Example, giving Read, Write and Add rights to the Fees 

Module, assigns RWA rights to all tools within that 
folder

❑ Feel free to expand each category and add or unselect 
specific rights 

❖ Campus Community has documentation to explain Tool 
Rights options for each module: Tool Rights (Census)

Create Tool Rights:

https://kb.infinitecampus.com/help/tool-rights-census


10Membership Summary:
Showcases the username and full name of all members within the specific user group. When you click on a 

specific user's name, you will be redirected to the induvial User Account Tab. 

Path: User Management > User Group > Membership Summary
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USER GROUP ASSIGNMENT
The user may then be assigned as a member to as many groups as applicable.

CREATE USER ACCOUNT
Create individually, using the “Create a New User” editor

CENSUS
Before a user account can be created, the user must first exist as a person in Infinite Campus and have a 

District Assignment Record. 

User Creation: 
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Indicates the school the Staff member is assigned. Only Staff with a District Assignment Record will showcase 
in a variety of  tool dedicated to Staff Members throughout Infinite Campus.

Path: Census > Staff > District Assignment

Field Description

School* Indicates what building a staff is employed

Department Assignment area, used for scheduling

Start Date* Began employment at the school

End Date Ended employment, considered active through midnight 
on the entered end date

Title
Position name of the staff. Editable within Campus 
Attribute/Dictionary  (See PP 19 for details)

Type Indicates the staff position

Checkboxes Determine what access a user has to certain areas of 
the product. (See PP 18 for insight in each area)

District Assignment Tab:



Checkbox Description
Teacher Name appears on the Teacher list on the Staff History Tab

Special Education Name appears on the Special Ed Staff list on the Team Member Tab

Behavior Admin Name appears on the Behavior Admin Staff list on the Behavior Management 
Resolution editor, and display in the Notify list on Behavior Referral tool. 

Health Name appears on the Administered By list on the Health Office Visit Tab and other 
Health tools. 

Behavior Response Approver Name appears on the Behavior Response Approver list on the Response editor

Response to Intervention Name appears on the Response to Intervention list on the Team Member tab

Advisor Name appears on the students Advisor list on the Team Member tab

Supervisor Supervisor at the school or district, and name will display on Supervisor dropdown in 
the District Assignment area. 

Counselor Name appears on the Fill Counselor Wizard in Scheduling

Self Service Approver Indicates the member can approve or deny requests entered using My Data (Turns on 
notification through Process Inbox). 

FRAM Processor Has the ability(depending on tool rights), to process Meal Benefits Apps via the 
Household Application or Online App tools.

13District Assignment Tab: Checkbox Insight



➢ Select Add Row
➢ Input Code and Name 

(Title), Seq (Dropdown 

Order), Active checkbox
➢ Click Save
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STEPS:

Attribute Dictionary Insight for District Assignment Title
Path: System Settings > Custom Data and Links > Core Attribute/Dictionary
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Path: User Management > User Account Admin > User Account

Tool/Calendar rights should NOT 
be assigned to users individually.

Running these report will show 
all the Tool or Calendar Rights 

the User has access to based on 
the User Groups added. 

Editing Users’ Group Membership:
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Limit Product Security Roles to as few users as possible.

Modifying User Accounts:
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Report Description
Ad Hoc Runtime 

Security
Identifies filter which are assigned to users and/or groups where the user or group does not have proper 
tool rights for accessing fields within the filter. Since tool rights can be within multiple areas, there is a 
Rights 1, 2 and 3 column to indicate what tool right must be given for the filter to work. 

Audit Log Allows system administrators the ability to monitor and track changes made to areas of user security. The 
Affected Object field allows the user to search for objects that were changed, or users affected by the 
changed. Lastly, changed made to the System Preferences tool will be logged as well. 

Client Statistics Showcases the operating system and browser of users who accessed the system within the selected date 
range. 

Product Security 
Role*

Provides a list of all users who have been granted specific Product Security Roles. Users can group report 
by person or product security role. 

Tool & Calendar 
Right Access*

Gives a list off all users or groups who have been granted tool rights for a specific tool and/or rights to a 
particular calendar. 

User Account 
Automation Log

Allows users to view detailed information about user account username modifications (Filter: Collision 
Resolution), creation failures and accounts automatically disabled. Since user accounts with no 
employment records are not automatically disabled, filter by: Account Requiring Review-Staff to manually 
deactivate erroneous or non-employed accounts. 

User Group 
Report*

Shows a detailed report about which user groups exist, the tool/calendar rights assigned, and which user 
groups are assigned to which Staff Account rules.

User Security Reports



18Reports: User Group Report
Select ‘User Group Details Report’ from the dropdown and highlight the groups you would like to see the set of rights assigned 

to the group. 
Note: If looking at more than 50 groups at a time, must Generate report in CSV format

By viewing this 
report, I can  see that 
my Calendar Rights 

Group has Tool 
Rights associated 

that need to be 
removed.



19Reports: Tool & Calendar Rights
By selecting one specific tool/calendar right and the RWAD associated, I can gain insight as to who may need to be removed and how they 

are receiving their access. 

This access type 
should not be on the 
report, as it means 
the selected right is 
directly given to the 

user profile.

This right should be given out scarcely as 
it allows users to edit data from past 

school years and access to all current and 
future calendars. 



20Batch Editing: User Account Batch Wizard

By selecting Account Type: Staff, Administrators can mass add or remove User Accounts for Staff Members. 

Path: System Admin > User Security >User Preference Management

Single Click to move 
between columns

Specify if you 
want to see 

Calendar, Tool 
Rights or 

Mixed Groups.
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Decipher if you 
want to change 

for a specific 
school, or 

specific staff 
member(s).

Note: If you click 
on Search without 
any filters, you will 
get a list of all Staff 

Members.

Remember only 
staff with a 

District 
Assignment 
Record will 
showcase.

Path: System Admin > User Security >User Preference Management

Batch Editing: User Account Batch Wizard



22Reports: Product Security Role

Important Note: 
These roles grant users a great 
deal of power within your SIS 
and should only be given to as 

few users as possible!
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Edit Staff 
Details

Ensure ALL Staff 
have a District 

Assignment 
Record.

Slides: 12 

Edit User 
Groups

Run the User 
Group Report 

(Slide: 18)

Edit the Rights 
within a User 

Group 
(Slides: 4-9)

Edit Group 
Memberships

Run the Tool & 
Calendar Rights 

Report 
(Slide: 19)

Utilize the User 
Account Batch 

Wizard 
(Slide: 20-21)

Product 
Security Roles

Run the Product 
Security Role 

Report 
(Slide: 22)

Remove rights 
from Individual 
User Accounts 

(Slide: 15)

Steps to Clean User Groups/Members



24Scenario
Q. How do I grant a different set of tool rights to a Staff Member for another School Building?

A. You will need to create an additional Username/Password for the Staff Member. They would then use 
the other log in to access the additional school building(s).  
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System 
Administration 

Training
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Attendance Admin



The Attendance Code Editor creates the attendance codes that are assigned to the students’ attendance entries. 

1. Click New or an existing Code to Edit

2. Enter an attendance Code (2-3 Characters in Length)
3. *If applicable: Add State Code (Medical, OSS)
4. Enter the Description to define the code

5. Select the appropriate Status and Excuse for the code 
selected

❖ Status: Absent, Tardy, Early Release, Present

❖ Excuse: Unknown, Excused, Exempt, Unexcused

6. If  the attendance code is tied to behavior, check the Display 
code in behavior resolution checkbox

7. Click Save when finished

STEPS:

*Important Note* 
The Status: Tardy means 

Tardy to class. 
To record a Tardy/Late 

arrival to school, use the 
Absent as the Status. 

Attendance Admin: Attendance Codes

Path: Attendance Office > Settings > Attendance Code Setup



28Marking the Attendance Codes that relate to Behavior Resolutions 

Check this box to map 
attendance codes to 
display in a Behavior 

Resolution. 
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Update the Dates for your district's truancy letters to the first day until the last day of your school year. 

Path: Reporting > Ad Hoc Reporting > Filter Designer

1. Select the Letter, Click Edit.
2. Go to the Filter Parameters Area 

of the Filter Designer
3. Update the dates for 25-26SY.
4. Repeat steps for all Truancy 

Letters

Attendance Letter Ad Hoc



30Behavior Admin
Path: Behavior Office > Settings



31Event Types
Path: Behavior Office > Settings > Event Type Setup



32Be sure the Action 
bar is set to All 
School and All 

Calendars to ensure 
the Event Types are 

set district wide.

See Slide 33 to 
gain insight on 

the State 
Reportable Event 

Types.

Field Description
Code: District label used to easily find the resolution and can be up to 5 characters in length. 

Our recommendation: Enter the numerical value associated with the state event code and enter NSR if the Event Type is Not State 
Reportable. 

Alignment: Indicates whether the behavior is for disciple or an award

Category: (Optional) Indicates the severity level of the event

Name: Indicates the behavior event (match to the state event code if the event will be reported to the state)

Start Date: Indicated the date the behavior event is available for assignment

State Event Code: Click the Dropdown to match the event to one of the state reportable event codes. It is HIGHLY recommended that each event be tied 
to a State Event to minimize errors, however, districts can choose ‘No State Event Code’ if they do not want the event ties. 

Available in Referral: Checking the box allows this event type to display when creating behavior referrals

End Date: Indicated the date the behavior event is no longer available for assignment

Classification: Assign when the event is related to Harassment, Drugs or Weapons.  You may select None if none of the options apply. 

Adding an Event Type
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Code Title Description

01 Truancy

03 Fighting/Violence

04 Vandalism/Damage to School or Personal Property

05 Theft/Stealing personal or School Property

06 Use, Possession, Sale or Distribution (UPSD) of a Firearm

07 ‘UPSD’ of a Dangerous Weapon Other than a Firearm or Explosive, incendiary 
or Poison Gas

08 ‘UPSD’ of any Explosive, Incendiary or Poison Gas

09 ‘UPSD’ of Tobacco Products

10 ‘UPSD’ of Intoxicating Alcoholic Beverages

11 ‘UPSD’ of Drugs other than Tobacco or Alcohol

14 False Alarms/Bomb Threat

18 Disobedient/Disruptive behavior

19 Harassment/Intimidation

20 Firearm Look-a-Likes

21 Unwelcome Sexual conduct

22 Serious Bodily Injury

See EMIS Manual Section 2.11 
(Student Discipline (GD) Record)

 for the detailed description on each 
State Reportable Event Type 
(Discipline Reason Element)

State Reportable Event Types



34Resolution Types
Path: Behavior Office > Settings > Resolution Type Setup
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Be sure the Action bar 
is set to All School 

and All Calendars to 
ensure the Event Types 

are set district wide.

See Slide 36 to 
gain insight on the 
State Reportable 

resolution 
elements

Field Description
Allow  Attendance Modification: When check marked, the student's attendance will be updated upon completion of the behavior resolution.

(See Slide 28 for insight on mapping Attendance Codes to Behavior Resolutions)

Calculate End Date/Duration: When check marked, the duration of the behavior resolutions is automatically calculated when length of time 
is entered in the field.

Sub-Type: Allows the resolution to be available in different behavior processing tools:
Suspension- Tracks how many days a student was assigned suspension resolution throughout the school year
Detention- The record appears in the Detention Tracker until the Detention time is served or marked complete.
Expulsion- tracks when a student was assigned an expulsion related resolution. 

Code, Alignment, Category, Name, Start Date, End Date and State Resolution Code have the same definition from the Event Type 
Editor.

Adding a Resolution Type
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Code Title Description

1 Explosion
See EMIS Manual Section 2.11 

(Student Discipline (GD) Record)
 for the detailed description on each State 

Reportable  Resolution Type 
(Discipline Element)

2 Out-of-School Suspension

3 In-School Suspension

4 In-School Alt Discipline 
Class/Program/Building

6 Emergency Removal by District Personnel

7 Removal by a Hearing Officer IMPORTANT:

If the Resolution is a state 
reportable event, there MUST 

be a state reportable Event 
Type attached. 

If not: the EMIS data will fatal 
the record and will NOT report.

State Reportable
Resolution Types: 



37Important Note:

If the Resolution is state reportable, 
there MUST be a state reportable 

Event Type attached. 
If not: the EMIS data will fatal the record 

and will NOT report. 
* If the Resolution is NOT state reportable, 
the event will not pull for EMIS reporting.*
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Reference Slide 40 for 
insight on how to add an 
Administrator to this list. 

See Slide 39 to gain 
additional insight on 

certain Behavior 
Preference Options

Preferences
Path: Behavior Office > Settings > Behavior Preferences
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Option Explanation
Display Special Ed Option on reports setup Adds a Special Ed option to the display area of Event, Resolution and Removal report 

editors. When selected, this report display option includes an indication of whether the 
student has an active, locked IEP at the time of the Incident in the report.

Display Race and Ethnicity option on reports 
setup/ Display Gender option on reports setup

Adds a Race/Ethnicity  and/or a Gender option to the display area of the Event, Resolution 
and Removal report editors.

Select Default Administrators to notify Selecting individuals causes them to be selected by default in the Notify section of the 
Behavior Referral. *Default selections can be modified in the Referral.*

Automatically display incident on parent portal Will auto check-mark the Display on Portal checkbox for all participants.

Notify the person who enters the referral when a 
resolution has been assigned

Will Notify the individual who submitted the referral when a resolution is assigned to a 
participant. A process alert is sent, and an email (If the Staff checkbox is marked on the 
Personal Contact Information on Demographics)

Requite Resolution before an Incident can be 
set to complete

Requires a resolution be assigned to a behavior incident before that incident can be 
marked complete This allows behavior and attendance to remain in sync.

Require Behavior Resolution before Behavior 
Incident can be set to complete

Requires a participant to be associated with the Behavior Incident before it can be marked 
as complete.

Require Participant before Incident is set to 
complete

Requires a participant to be associated with the Behavior Incident before it can be marked 
as complete.

Require Participant before Referral can be 
submitted

Requires a participant to be associated with the Behavior Referral before it can be 
submitted.

Behavior Preferences Detail
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Steps:
 

1. Select on the Title- (Date)

2. Check the Behavior Admin box 
under the “Employment 
Assignment Information” section

3. Click Save

3

4

Adding a Behavior Admin: 
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Path: Fees > Setup > Fee Editor

Creating a New Fee

1. Select New 
❖ The “Fee Detail Editor” will auto 

populate
2. Enter the name and amount of the fee
3. Select the School the fee will apply to
4. Select the Fee Type

❖ See Slide 42 for adding a fee type
5. Optional: Enter a Description
6. Select appropriate checkboxes

❖ See Slide:  43 for option descriptions 
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Path: System Settings > Custom Data and Links > Core Attribute/Dictionary

Creating Fee Types: 
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Assessed Only Once
A warning message will display when assigning the fee to 
the student if it’s already been assigned in the selected 
calendar

Variable Rate: 
Means the fee can have a different amount entered than 

the default amount. It is distinguished by an asterisk after 
the Fee Name when assigning the fee to a student.

May be exempted
Indicates the student does not have to pay the fee. It 
allows the Exempt checkbox on the student's fees tab to 
display

Active
Allows the fee to be assigned to the student. If the box is 

not checked, the fee will show as red at the bottom of the 
list. 

May be adjusted
Allows the Make Adjustment button populate on the 

student's fee’s tab

Optional
Only use if the Online Payment function is turned on.

Permits parents to assign the optional fee to their child, 
for things like donations or classroom assistance. 

Exempted from Fee Maximums
The amount will not count toward the student's Fee 

Maximum amount

Allow Recurring Pmts
When you select this box, the “Exempt from fee 

maximums” box is auto checked.

Fee Checkbox Details: 
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Fees can be deleted by selecting the fee from the Fee 
Editor and clicking Delete.
If the fee is assigned to a student, you will receive the following error:

Deleting a Fee
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Path: System Settings > Portal Preferences > Portal Display Options

➢ The primary view lists the Templates created for the 
Calendar assigned to each template. Click the name of the 
template or Calendar (structure) to view more information. 

➢ If the category is enabled, that data is available on the 
Campus Student/Parent for that specific calendar. 

➢ To copy an existing template, click the arrow next to the 
Save button and select Save & Copy. 

➢ Click New Template to create a new display option 
template.  

The Display Options allow schools to determine which tools/date are available in Campus Student/Parent Portals. 
Options are managed by creating templates and assigning calendars to that template. 

Portal Preferences: 
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❖ When a calendar is enabled, 
data in that calendar is 
available in the portals. 

❖ Keeping calendars enabled 
when its in the previous 
school allows 
parents/students to continue 
their access of a calendar past 
it’s end date (Access can be 
extended for up to 90 days past the 
calendars End Date). 

❖ Term-specific settings 
control access to 
Assignments, 
Attendance, Grades, and 
Schedule data. 

❖ Terms are automatically 
enabled based on the 
preference selection. 

Click on the School Name to  Manage Calendars and Display Options.  

Portal Preferences Cont. 
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Take a moment to review your district-level System Preferences tool to ensure your settings are up-to date for your 
districts general use of Infinite Campus. Please click HERE for an in-depth description of each preference, and the 

impact it may have on your product use. 

Path: System Settings > System Preferences > System Preferences

Bonus Insight*

https://kb.infinitecampus.com/help/system-preferences-district
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Cathy 
Edwards

Ext. 11304
Athens

Athens Office – 740.594.7663     Columbus Office – 614.473.8300
infinitecampushelp@metasolutions.net 

Daira 
Richey

Ext. 16030
Columbus

Dave Graff
Ext. 11104

Athens

Ericka 
Spiezio

Ext. 11301
Athens

Kari 
Gibson

Ext. 11307
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Laura 
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Ext. 11308
Athens
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