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Enrollment Roll Forward:  

❖ Online Calendar: K-11 Enrollments were rolled forward. 
o Students returning to Regular Calendars will need a new enrollment 

record created in the Regular Building Calendar for 26-27 
o The Online Calendar Enrollment will need to be removed, since they have 

previously been rolled into the current year 
▪ NOTE: Create the new enrollment record before deleting the 

incorrect one.  

❖ Electronic/Out of District Calendar:  K-11 Enrollments were rolled 
o Students in grades PS, 12, 13 or 23 were not rolled forward.  

▪ Manually create an enrollment record for 26-27 for those grade 
levels if needed 

o Students may need an updated Building IRN Override 
▪ NOTE: This IRN will be the Building the student would attend if they 

were in your district.  
▪ Check for students transitioning from one building grade to the next 

(switching buildings) 
▪ The Building IRN Override cannot be ***** Not Applicable 

o Students in this calendar being educated by a non-EMIS reporting Entity 
at the District Expense need to have a schedule entered. 

❖ Regular Calendars: K-11 Enrollments were rolled forward 
o Students in Grades PS, 12, 13 or 23 were not rolled forward 

▪ Manually create the 26-27 enrollment records for any of those 
returning students.  

o Check for students that withdrew or enrolled at the end of 25-26sy (after 
students were rolled forward to 26-27sy) 
▪ Manually add or remove enrollment records for those students 

o If students were not reported as withdrawn in FY26 (end reason) but are 
not attending in FY27 and do not have a 26-27 enrollment record, they 
will likely need to be included in the FC-Student Withdrawal Override 
Record for FY27 

o All students scheduled in the Regular Calendar(s) should have a full 26-
27 Schedule 
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Calendar Items: 
 

❖ Term Dates (Scheduling & Courses > Calendar Setup > Term Setup) 
o Term Dates should match the District Approved Calendar 
o Term Dates do NOT overlap, and they DO NOT have gaps between 

end dates and the next start date 

❖ Period Schedule (Scheduling & Courses > Calendar Setup > Period Setup) 

o Period Start and ent time should not have a gap (include hall pass 
time) 

o The 1st instructional period should start at the beginning of the 
student day and the last instructional period should end at the end 
of the students day 

 

❖ Instructional Minutes (Scheduling & Courses > Calendar Setup > Calendar 

Information) 

o These Minutes are Calculated from the Period Setup Screen, but 
are reported to EMIS from the Calendar Information Screen. Both 
areas should match!  
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❖ No School Days (Scheduling & Courses > Calendar Setup > Day Setup) 
o Ensure the days before the first day of school and the days after the 

last day of school have the No School Day Codes added via Multi 
Day Events.  

▪ The No School code should NOT be tied to a state reporting 
code (Attribute/Dictionary > Day > Type > Dictionary) 

 
▪ Make sure to enter all days starting 7/1/2026 until the day 

BEFORE the first day of school and run again for the day 
AFTER the last day of school until 6/30/2027.  

❖ Calendar Dates (Scheduling & Courses > Calendar Setup > Calendar Wizard) 

o Calendar Dates that are the same for multiple calendars within the 
district can be entered into one calendar and copied to the other 
calendars within the district.  
▪ Do this before adding Calendar unique Dates for only certain 

building 
o Steps: 

1. Select the “Copy data into Existing Calendars” 
2. Choose the 1st radio button “Override TermDays…” 
3. Source Calendar: The calendar where day events are entered 
4. Destination Calendar: All the schools you want those days to 

be copied into 
5. Select Days checkbox (Click proceed on the popup box) 
6. Click Day Event 
7. Click Run Wizard 

❖ Attendance Pattern (Student Information >  General > Enrollments) 

o Students that had an attendance pattern in the 25-26sy, may be 
incorrect for the 26-27sy.  

o To get the old attendance patterns removed by META, send a 
helpdesk ticket including Calendar Name, Grade Level and 
Attendance pattern code to be removed.  
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❖ Grade Level Verification (Scheduling & Courses > Calendar Setup > Grade Level 

Setup) 

o Calendars should only include grade levels of students enrolled in 
the calendar 

o Any grade level without students: Checkmark the “exclude from 
State Reporting”  

 
 

Final Checks and Reports: 
❖ School Setup (School & District Settings > Schools > School Information)  

o Changing Principal Name or School Demographic 
o Select the Building (Don’t click the + Sign). The Principal, Email adds, phone 

number and mailing address are edited in this location 

 
❖ Enrollment Loss Report (Student Information > Reports > Enrollment Loss Report) 

o This report lists situations where the student who is currently enrolled in 
the selected school does not have a primary enrollment in the same 
school for next year.  
▪ Run this report in the 25-26 Calendar 
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❖ Duplicate Student Report (Scheduling & Courses > Reports > Duplicate Student 

Report) 

o Suggested to run for All Schools 
o Select the options to consider, but change the defaults to Soundex Match 

 
 
 

❖ Staff History Report (Scheduling & Courses > Staff History Report) 

✓ All course sections MUST have a Primary Teacher for Reporting.  
▪ Steps: Select All Courses, Select Only includes sections without 

staff, Select-Primary Teacher 

❖ Reminders:  
✓ Check Report Card Settings 
✓ Verify Grade Calc Options 
✓ Push All Courses to Sections 

▪ Must be done prior to teachers entering assignments 
✓ Run Student Gap Scheduler to find students that do not have a full 

schedule 
▪ The effective enrollment date MUST be after the first day of classes 

✓ Add 26-27 Calendar Access to Users by updating the dates on the 
0Calendar Name Calendar Groups 

✓ Open Portal Access to Parents 
✓ Create Grading Windows 
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Contact Us: 
➢ META IC Support: infinitecampushelp@metasolutions.net 

➢ META IC Training Videos & Docs: metasolutions.net/campustraining 

➢ META IC Website: metasolutions.net/infinitecampus 

 

 

 

 

 

 

 

 

 

 

Questions
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