Instruction and Infinite Campus

New Teacher Induction
Campus Overview

Willmar Public Schools, Student Information Services, Jessie Olson, (320) 231-8555

Highlighted below are reminders and features available to teachers.

Reminders:

O Always check your Year, School, Calendar and Section settings when entering Campus.

U Always LOG OFF to exit instead of X to close browser window to free server resources.
U save, Save, SAVE!

Agenda:

O What is Campus? https://wilmarmn.infinitecampus.org/campus/willmar.jsp (link on district website)

Navigation Window — Left Index

Working Window — Space to the right of the index

Campus Tool Bar: tools assigned to teachers

End User Help: ? in top right corner, District Website and Campus Community

Accessing Campus Instruction & Make Campus Instruction your default Application (if it's not already)

5 Easy Steps to First Day Attendance

O 0O 0O 0 0 0O O

Other tools for Instruction

o Campus Community, Message Center, Planner, Roster, Seating Chart, Lockers, Reports
Student Info, Search, and Bus Home info in Campus Tools, use App Switcher
Log Off

Teacher Tips

o O O O

Questions???



https://wilmarmn.infinitecampus.org/campus/willmar.jsp

1.) Help ? —just click on the “?” in the top right hand corner and then in the new window type in what you are looking for
and documentation will be displayed to select.

Search Campus Help

Search

17-18 Willmar Senior Hi... J ? & [attendance]

Rasults 1-10 af 1168 tor "attendanca”™

. Attendance

Infinite Campus Defined Help

Provides information on the tools and reports available in the Attendance module.

2.) Campus Community Forums, Outline, Self-Paced tools - Infinite

Campus has created a customer support website that you can access from
your login to utilize group discussions for all other schools that are IC users,
documentation, and self-paced videos on the different tools in Campus. Top
Right Corner App Switcher > Campus Community

3.) Go to District webpage > Staff > Campus area for teachers

HOME ABOUTUS

CAMPUS PORTAL

~ Campus Portal

Parent/Student Portal

Staff Portal

ACADEMICS

Contrd

APPLICATIONS

Tools Community

INVOLVEMENT

DEPARTMENTS CoVID-19

Click here for Campus Staff Login Screen

Click here for Campus Community access videos, document, hands on virtual labs and all things Campus

CALENDAR

If there was a document here before that you utilized and would like it added back, please email olsonj@willmarkizmnus

Teachers WPS Summer Updates Video -

o New Teacher Updates video (will be made and linked summer 2021}

WPS Custom Documents:

© First Day Attendance
0 Teacher Comment Fields Options

© MS ICU Assignments, Messenger & Custom Report

Links to Infinite Campus Instruction Documentation and Videos:

Control Center - Main screen when first accessing Campus Instruction

© Control

dent Questions

© Control Cen

© Control Center - Student Engagement Check-In

Account Settings - Set your Campus instruction settings/preferences




U Login

O If not automatically logged into Campus Instruction,

0 Locate and click the App Switcher at the Top Right corner Next to Log Off

O Click on Campus Instruction
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= Instruction & Community

Click Save

O 0000

Notifications

Account Settings - Preferences

Select the application vou would prefer to load on Can
I Campus Instruction EI

Select vour student display preferences.
Show Active Students Onhy

Affects display in Student Course Recommendatio

Show Student Number

Affects display in Attendance List, Class Serve, 5
Groups

Show Student Picture

Affects display in Attendance, Class Serve, Studd
Student Groups

Use Seating Chart for Attendance
Use Canned Comments

When in Campus Instruction, in the top right hand corner click the person icon thenAccount Settings
Set the application to load to Campus Instruction

While you are here, select any of the other preferences you have

To return to Campus Tools, click the App Switcher drop down in the upper left corner & choose Tools

Jessie Olson

- Account Settingﬁ

Log Off




- Five Easy.Steps to Take Attendance -

U Login to Campus (if Campus Instruction is not your default, click App Switcher > Campus Instruction)
o Inthe Control Center Screen that comes up when logged in, in the attendance column next to
the course you need to take attendance for click “ Take”

0 Mark students Absent or Tardy, all default to Present and click SAVE in the bottom of the box

- Attendance
= Instruction Control Center 07/14/2021
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- OR -

o Click on Attendance in left hand Index

0 Locate Period (Course/Section displays at top of attendance list)

0 Mark students Absent or Tardy, all default to Present and click SAVE in the bottom of the box

Control Center Il 45540-1 Math Fundamentals 8

Lunch Milk  Adult
I I
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== Other. Tools in Campus. Instruction -

U Instruction Overview in Campus Community
0 You will need to create your user account to access. After you create your account, the HOVL

has videos, simulations, how-to, and articles on all the areas of this new tool.

U Message Center —

e —
Message Center -
9 Process Alerts ‘ Anncuncements |
Planner | New | | Select Al | | Remove | | Search | Sort by: u

0 The Message Center displays all notices and process alerts. New messages will be identified by
"New" preceding the message. A numerical indicator will also be displayed how many new
messages are in the Message Center.

0 Teacher Messenger for general class message, grades messenger and missing assignments
messenger is also located in this tool area. Just click new and follow through the different
selections/options for each area. Test. Send.

4 Planner
Message Center - m My Schedule | Other Schedules

0 My Curriculum — view and print your curriculum and also view and print student attendance

Other Curriculum — View and create assignments from other teachers planners

0 My Schedule — view and print teachers scheduled course/sections and school events and also
view and print student attendance

0 Other Schedules — Click search on the bottom right hand corner to search for other teachers
and save their schedule to view. Nice for departments to know when other teachers are
available.

0 To Do List —To do list in your Planner! Located at the bottom right hand corner of the planner,
you can make a “To Do List”, check them off and drag to reorganize. View list of tasks to do
and list of completed tasks.
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O Roster — Interactive Sortable list of students on your roster for the section on the dropdown. You can
select at the top to view all, active, incoming or dropped list of students and then report options will let

you print your roster with many options of what to print.

m Active | Incoming | Dropped | Report Options

Active Students (5)

Males: 4 Grade 03: 5
Females: 1

Name & Gender Grade DoB Start Date End Date Flags Health IEP PLP

SIS3Teststudent, Emis I 03 D%21/1988 DSOH2013

O Seating Chart — Click New and then edit/select the options to create a seating chart. Click Create
Chart then use the options at the top to fill seat, move students, clear or use drag and drop to place

seats where ever you wish to have them.

| Save | | Delete | | Copy Layout | | Report Options | | Mew | | Open |

| Clear Students | | Place Students | | Make Default | | Expand Workspace | | Contract Workspace

Mew Desk

Math 1 : J5540-1 Math Fundamentals 8

Seated students: 5 Unzeated students: 0 Desks: 5

08 SISTeststudent,

08 ZISTeststudent,
Georgia

Emis

08 SISTeststudent, 02 SISTeststudent,
Henry |saac

02 SISTeststudent,
Jesza

O Lockers — List of students and their locker information.

O Reports — click on each report and see a description on the top of each screen relating to Attendance,
Grade Book, Planner and Roster information.




O Student Info, Search, and Bus Home info in Campus Tools, use App
Switcher and in New Student App (Beta).

Y Students (Beta) Transp(

APPLICATIONS

New Student Pickup Dropoff Inclement Weather tab - -

Instruction Commun ity

Log Off

Index l Search I SISTeststudent, Ernie F Medical # Health Condition
Grade: 08 :09/21/1998  Gender:M  Couns

- - HE
Student h Summary m Attendance Assessment Transporation Perm|

I Person Summary Report Print Mailing Label Print Envelope

’0

14-15 SIS Te

Advanced Search Person Information “Start Date

PersoniD
45690

Hame Nickname:
[Search Resulis: 14 SISTeststudent,

07/01/2014]

In Bus

Ernie

Gender Race Ethnicity
M

State Race/Ethnicty: 5:White, not
Hispanic

2 SISTeststudent, Alpha A #1223
11 S1STeststudent, Beta #12

Federal Designation:  €-White

Race(s): White

Transportation

11 SISTeststudent, Carter #1

= Teacher. Tips.--

O Use keyboard shortcut Cntrl +/- to change the size of Campus Instruction.

U Remove Index to show more of the grade book by clicking the triple lines icon next to the Message
Center.

O Click the Chevron symbol to expand/collapse sections in the index.

O Use categories so it is easy to identify at a quick glance where students are struggling (i.e. tests,
homework, projects, class participation).

O Inthe Grade Book header rows, click the Sort Symbols (#) next to each item to sort ascending, click
again for descending and then again to return to the original sort order.

U Items that are blue and underlined are linked to the related details, for example, in the roster, click on
student name and it brings up their relationship and demographic data.

U For Student Submissions (electronic) have the students add their name to the file name when
uploading so you can compare if the name on the upload is the same as the creator of the file, also it
makes it easy to identify whose assignments are whose.

O Keep in mind that the Portal for Students and Parents is a “BEFORE” tool, not an after tool. Set up
assignments so parents/students can use it to plan and prepare...no excuses.

O For use with Parents:

0 Use last login (in the Grade Book, click on the students name to expand and look at the date
next to Login:, that is the last time a parent logged into Portal) to introduce or ask why they are
not utilizing it.

o0 Pictures say a lot for some parents so utilize Sparkline or Box and Whiskers but leave it simple
such as “This is the top score, this is the bottom score, the dot is your student”.

0 Sparkline graph is ALWAYS in date order so when looking at the Sparkline graph, sort
assignments by date also so they correspond.

o0 Get many phone calls/emails/questions that an assignment is past due but no grade is entered
because you just haven't had the chance to enter them, use the “Turned In” flag to let
parents/students know you have it just haven’t entered the grade.




