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Overview of Calendar Administration

Calendar information is the basis for all student-related data. Students are
enrolled into a calendar, courses are made active for a calendar and state
reporting information is based on calendar years.

Before the scheduling process can begin, calendars need to be created and
modified. The timeline is a district preference. Most districts roll secondary
schools earlier than their elementary/intermediate buildings because the
schedules are more complex. Keep in mind that users should be given restricted
access to future calendars to eliminate data errors and prevent confidentiality
issues.

Schedule Prep can take place after calendar roll, ensuring that all data and rules
are in place for the effective use of the Scheduling Board.



User Security

Calendar Administration should be done with care. Very few users should have the ability to create, delete and modify calendar-related
items.

The staff members that are responsible for the administration of district or school calendars should have appropriate tool rights in the User

Management > User Groups > Tool Rights. fool Rights ¢r
[}
- | Calendar Setup All Read Write Add Delete
School Year Setup Al Read Write Add Delete
Calendar Wizard Al Read Write Add Delete
calendar Information Al Read Write Add Delete
Schedule Structure Setup Al Read write Add Delete
Grade Level Setup Al Read Write Add Delete
Term Setup Al Read Write Add Delete
Period Setup Al Read Write Add Delete
Day Setup Al Read Write Add Delete
Calendar GPA Calculation Setup Al Read Write Add Delete
Calendar Override Setup All Read Write Add Delete
Copy Section Placements Al Read Write Add Delete
Delete Calendar wizard Al Read Write Add Delete
= Read: See information

* Ona “wizard” tool, read access is usually enough rights to run all steps!

Write: Over-write information and click Save

Add: Create an entirely new record and save

Delete: Use sparingly!

* Calendars may now be deleted from the front end of Campus, but this right should be reserved for very few
staff members.

“Overrides” refers to a feature that does not apply to New York.



Creating A School Year

Scheduling & Courses > Calendar Setup > School Year Setup

If the upcoming school year doesn’t already exist in the
database, the school year needs to be created before
any calendars can be created within that year. The
School Years tab lists all years for which data is stored in
Campus. Only one school year can be marked as the
active year at any given time.

Select the New icon.
Enter Label of the New School Year.
Enter Start Year and End Year (yyyy).

New School Year start and end dates must be
07/01/20xx and 06/30/20xx, respectively.

Instructional Minutes Preference settings pertain to the
student attendance minutes count.

School Day Minutes Preference settings pertain to
teacher day minutes count.

You may choose to use preferences from a prior year by
selecting from the drop-down menu.

Do not check Active until you are ready for this to
become the default school year.

Click Save.

Scheduling & Courses > Calendar Setup > School Year Setup
School Year Setup ¥
Save Delete Mew

School Year Editor

Label | Start Year | End Year | Active

2425 2024 2025 X

23.04 2023 2024

22.23 2022 2023

21.22 2021 2022

20.21 2020 2021

19-20 2018 2020 .
1819 2018 2018

 school YearDetandl | |
*Label Active

[25-26 | O

*Start Year *End Year

[2025 | [2026 |

Start Date End Date

0710172025 |5 ]

Schoal Year |
Instructional Minutes Preference

v| | Load Preference From Previous Year | | Reset Default Preference

Exclude non-instructional periods
Exclude non-instructional minutes
Exclude fime gaps between perinds
School Day Minutes Preference
Exclude non-instructional periods

[ ] Exclude non-instructional minutes \:I Max non-instructional minutes per period

[ ] Exclude time gaps between pericds \:l Max non-instructional minutes for period gaps
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Calendar Roll Workflow

Things to consider:

Districts may opt to roll their entire calendar (all elements). Others choose to start with a
completely blank calendar. [t is suggested you roll everything, and save a trial with the rolled
info. If necessary, a blank trial can be created afterward.

By rolling everything, saving it in a scheduling board trial, and then making adjustments in an
alternate trial, you have the option to use the prior year as a “template” rather than having
to rebuild from the start. Also, you will have the original-roll trial in place should your new
schedule scheme present an unresolved issue.

= Roll calendar(s) forward - partial roll is possible
= Roll reports forward

= Roll necessary remaining calendar data not selected in the original roll and complete terms,
days, and rotation elements

= Rollin students - inform all staff that start/end enrollments must now be updated in both years
= Assign limited calendar rights to new year

= Make any course offering / teacher placement changes that are appropriate



Calendar Wizard

Scheduling & Courses > Calendar Setup > Calendar Wizard

The Calendar Wizard allows a user to quickly create new calendars from scratch
(blank calendars), or from previous calendars (rolling forward).

Partial calendar-element rolls are possible, and information can be copied from an
existing calendar into another.

26-27 HamisonHigh M = e

Scheduling & Courses > Calendar Setup » Calendar Wizard

| Related Tools |

Calendar Wizard v

Scheduling & Courses » Calendar Setup » Calendar Wizard

‘ Related Tools ~ |

Calendar Wizard
Copy, Rollforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new scheol calendars by relling data forward, er copying an existing calendar. Days will enly roll forward if there are mafching schedule structures and period schedule names in the new calendar.
Note: Creating calendars is a database intensive procedure. It can take a long time o complete, and may slow down the system while if runs. Please fry fo run this ool during off-peak hours.

Select Wizard Mode

() Create new blank Calendars
( Create new Calendars by rolling forward selected data (last-years data will be added fo a newly created calendar).
() Gopy data into Existing Galendars




Creating a Blank Calendar

Scheduling & Courses > Calendar Setup > Calendar Wizard

Click the first button, Create new blank Calendars
under Select Wizard Mode and click the next box.

When creating a blank calendar, you must choose
the new school year. The wizard does NOT default
to the year following the “active” year, it defaults
to the latest calendar year available.

Select the name scheme template (which can be
updated later).

Enter a number (optional- Campus will assign a
default calendarlID for reference).

Select a school building for the new calendar (list
is populated from School & District Settings >
Schools > School Information).

Multiple schools may be chosen at this time.

Click Run Wizard.

Scheduling & Courses > Calendar Setup > Calendar Wizard

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data
This wizard will walk you through the creation of new school calendars by roling data forward, or copying an existing calen:
Nete: Creating calendars is a database infensive procedure. It can take a long time to complete, and may slow down the sy

Select Wizard Mode

(®) Create new blank Calendars
() Create new Calendars by rolling forward selected data (last-years data will be added fo a newly created calendar).

() Gopy data into Existing Galendars

Calendar Wizard ¥

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data
This wizard will walk you through the creation of new school calendars by rolling data forward
Note: Creating calendars is a database intensive procedure. It can take a long time to comple

Edit Calendar Altributes for new Calendars Select Schools

veer Carter wicde -
SETBIEEED | | [yeanschooiname] | | Cleveland Elementary

Number Clinton Secondary

*Start Date Eigmg{r;lﬂii{;n:'le School

“End Date Jackson High School

Jefferson Middle

Lincoln Elementary
McKinley Elementary School
Monroe High

Pierce Junior High

Polk Middle School

Taylor K-8

Van Buren High School

-

CTRL-click and SHIFT-click for multiple




Creating a Blank Calendar (Ctd.)

Scheduling & Courses > Calendar Setup > Schedule Structure Setup

= The calendar tab will show the new calendar ID, the default name scheme
chosen in the wizard preference, and the start/end dates chosen in the wizard.
The required fields can be overwritten, or other fields can be filled if necessary,
and click Save.

= All other calendar tab elements will be blank, and it will be necessary to create
the new elements by hand, or copy them from existing calendars using the
wizard/copy function.

All Years A T o
Scheduling & Courses > Calendar Setup > Schedule Structure Setup

Schedule Structure Setup ¥

Mew Save Delete

Cined ir 1t L
Structure 1D
284
*Mame External LMS Exclude

| Main|

Sequence
[0




Scheduling & Courses > Calendar Setup >

Create a New Calendar by Rolling Forward

Scheduling & Courses > Calendar Setup > Calendar Wizard

Click the second button, “Create new
Calendars by rolling forward selected
data...” under Select Wizard Mode, then
click the Next button.

Calendar Wizard

This screen functions exactly as the blank
calendar screen, with one important
exception:

= This copier rolls from specific
CALENDARS created for the selected
school building; if the wrong year is
chosen for roll, calendar elements

(courses, teachers, terms, etc.) will be
copied, it does not auto-roll from the

active year’s elements.

Remember 07/01/20xx and 06/30/20xx
must be the start and end dates.

Allvears M =

Scheduling & Courses > Calendar Setup > Calendar Wizard

Copy, Rellforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an existing cale
Mote: Creating calendars is a database intensive procedure. It can fake a long time fo complete, and may slow down the

Select Wizard Mode

() Create new blank Calendars
®) Create new Calendars by rolling forward selected data (last-years data will be added to a newly created calendar).

() Gopy data into Existing Calendars

Calendar Wizard ¥

Calendar Wizard

Copy, Rolliforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data forward, or
Mote: Creating calendars is a database intensive procedure. It can take a long time fo complete,

Edit Calendar Aftributes for new Calendars Select Calendars to Roll
26-27 Arthur Elementary -
Year X
Nome Temniate o/ 26-27 Carter Middle .I
pate | | [year]ischoolname] v | |26-27 Cleveland Elementary

26-27 Fillmore Middle School

Number
“End Date 06/3012027 | 3| / 26-27 Vian Buren High School

25-26 Arthur Elementary

25-26 Carter Middle

25-26 Cleveland Elementary
25-26 Fillmore Middle School
25-26 Harrison High

25-26 Taylor K-8

KG 25-26 Arthur Elementary

KG 25-26 Cleveland Elementary

Van Buren High School 25-26 -
CTRL-click and SHIFT-click for multiple




Create a New Calendar by Rolling Forward (Ctd.)

= Select the elements to roll forward. A
partial roll is possible, and elements
may be copied after the original roll.
Once rolled, they can only be
removed by creating and loading
(activating) a new schedule trial, or by
manually changing in the Campus
application.

» Calendar attributes will roll the
student day minutes, whole day
absence minutes, summer school
checkbox preference, etc. from the
Calendar tab.

=  Term schedules will roll the term
format, but not the actual dates.
They will need to be reassigned to
new dates that fall within the new
school year.

= Days can not be rolled, as the current
year’s date will not reoccur in the
future year.

= Calendar Overrides do not apply in
NYS -selecting or deselecting this box
will have no effect.

Calendar Wizard

Copy, Rellforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new schoel calendars by relling data forward, or
Mote: Creating calendars is a database infensive procedure. It can take a long time fo complete

Pick the Data to Copy

|:| Calendar Attribuies
|| =chedule Structures

|:| Term Schedules
(NOTE: Term dates will not roll if they fall outside of the calendar start and end dafes.)

[ Period Schedules
Days
Day Evenis
Secfion Templates
|:| Portal Calendar and Term Settings
|:| Grade Levels
[ courses
[l sections w/ Schedule Placement
|:| Teacher Azsignments
|:| Zection Staff Assignments
|:| Room Assignments
|:| Grading Tasks, Credits, Standards
|:| Grade Calc Options
|:| Categories
[ course Rules
|:| Schedule Building Constraints
[ course Fees
(] assessments
|:| Cross-Site Course/Section Settings
(] Attendance Excuse Codes
|:| Scheduling Teams
|:| Seclion Team Assignmenis
[ calendar Overmides
[ cPa calculations

| Run Wizard |

| < Back |



Create a New Calendar by Rolling Forward (Ctd.)

Calendar Wizard

= After your selections are made, and Run Wizard is Copy, Rollforward, or Create new Calendar-linked Data
. . This wizard will walk you through the creation of new school ¢
C||Cked’ you canreview the Cha nges made by the Mote: Creating calendars is a database intensive procedure. It

wizard. There will be a message stating Complete
at the bottom of the window. If you do not see _
this message, wait before changing modules. Building 25 26 JACKIE TEST HS

1 Schedule Structures copied.
1 Miszing Assignments Preferences copied.
1 new Trials created.
. 1 Trial User View Sellipgs. copied.

From the Calendar Wizard header: T

3 Period Schedules copied.

27 Periods copied.

0 Section Template Groups copied.

Progress

. . . . 0 Section Templates copied.
Note: Creating calendars is a database intensive 0 Section Templae Placements copied. _
- . 1 Porial Display Options Templal_e A.smgr!menls copied.
procedure. It can take a long time to complete, 2 Crae Lo o g opted
and may slow down the system while it runs. 25 Atsndance Bxcuse Codes copid

0 Behavior Refe.rral Schedules copied. -

Calendar Wizard

Copy, Rellforward, or Create new Calendar-linked Data
This wizard will walk you through the creation of new school ¢

= You may receive an error message if the calendar Hote: Creating calendars is a catabase intensive procedure. |
has already been rolled with the identical calendar
attributes. If you receive an error message .
. . . . . 346 Section Plgcerfrents copied.
indicating attempts at creating duplicate records, 39 Teaching Soclion Assigamenis copled.

. K Course Fees copied.

0 Staff Section Azsignments copied.

log off and log back in to confirm the calendar has § Saff Secton Assignmenis copied.  1es copied
0 Build Consfraints - Course Placement - copied.

n Ot a | I’ea dy bee n rO | | ed . 0 Build Consftraints - Course Room - copied.
0 Build Constraints - Course Teacher - copied.
0 Build Constrainis - Room Placement - copied.
0 Build Consiraints - Teacher Placement - copied.
0 Build Consiraints - Teacher Room - copied.
34 Grading Tasks, Standards, and Credits copied.
436 Grade Calc Option entries copied.
& Categories copied.
0 Calendar Owverrides copiad.
0 Az=essmenis copied. I}.
0 GPA Calculations copied.

Please try to run this tool during off-peak hours.

Progreszs

11
Complete hd



Clean vour new Calendar data elements

= \When the new calendar is

accessed, check all the rolled in 26-27 Harrison High
preferences.

= Pay specific attention to the Scheduling & Courses » Calendar Setup > Grade Level Setup
State Grade Levels and | Related Tools v |

Sequence numbers assigned to
Grade Levels in the grades tab.

The Sequence is what drives the Calendar Information vy
grade level roll of your students
in the steps following the [ sove B Mark for Deetion
calendar roll. Grade levels with Calendar info
“unyy ; Catendar ID ?;lﬂ{:-?érrisnn High {schoollD:15)
sequence 0” are |gnored. 269 g :
*Name Number Sequence
| 26-27 Harrison High |
. - 1] *Start Date *End Date Summer School
26-27 Harrison High g ams a (07012026 | 06302027 [ 73] 0
Student Day (instructional minutes) Teacher Day (minutes) Exclude
ﬂ_asu ﬂ_zo
Scheduling & Courses CalendarSetup _W Whole Day Absence (minutes) Hali Day Absence (minutes) S?houl Choice
[‘Relatea Tools v | ®
) i Type
Grade Level Setup
Require Student Assignment External LMS Exclude
] ]
H Ignore Master Push
New [ Werification of roll
Grade Level Editor L L - ,_4_:[-’-7""F
= | Seq ‘mlllng 1211272017 09:47 AM
09 10
10 11
1 12

12 13




Clean your new Calendar data elements (Ctd.)

. 26-27 Harrison High M = 2
=  When marked, the grade level can be assigned
to the calendars for reporting purposes (e.g., Scheduling & Courses > Calendar Setup > Grade Level Setup
recording 8th grade transcript records for high | Related Tools v |
school credit), but students cannot be enrolled
into this grade level. Grade Level Setup ¥
. . MNew Save Delete
= The grade level DOES NOT display in
lame 2q [ame (10
Enrollments (Census, Student = i I
. " 12
Information) or Student Locator. I ¢ %ﬂﬁmde;ml ot
- grade -
= The Enrollment Roll Forward process Standard ba
DOES NOT roll students into this grade [ e B
Whole Day Absence (minutes)
| eve | : Half Day Absence (minutes)
u SChOOl ChO|Ce DOES NOT a”OW Maximum Approved School Choice Applications
. . . . 5
applications or processing for this grade Kindergarien Schedle
Exclude from cumulative GPA/Rank calculations
level. 0
Exclude from state reporting
O
Exclude from Enroliment
. . ;
= For a full list of reports where this grade level o Acsgnment
will not display, go to: Slandard Code (SIF code
Exclude from SIF reporting
0
https://kb.infinitecampus.com/help/grade-levels T
External LMS Exclude
Exclude from Online Regisiration Calculations

13
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Clean your new Calendar data elements (Ctd.)

26-27 Harrison High A g5 —

Scheduling & Courses Calendar Setup Term Setup

|_ Related Tools ~~ |

Change your term dates to dates that
occur within the new school year.
Estimated dates are OK. These do not e
have to be exact until the first day of N

instruction. =

Term Setup tr

= e e
. . X [2 |[2 |[09i2812026 |75)[ 12/25/2026 |75 CliTerm[] :
Alter your period times, schedules ‘ e e
[Add Term |
(rotation), and instructional
. = arrison i === -
preferences if necessary. D R — | —
Scheduling & Courses Calendar Setup FPeriod Setup

| Related Tools ~ |

Period Setup ¥r

.

*Name *Sequence ExceptionSpecial Instructional School
Daily | 1 |Da3|r Minutes Day
0 347 415
Period Info
*MNarme *Sequence Start Time End Time Lunch MNon- Responsive
Time Instructional

> |o IE |[ 07-40 Ana |[08:35 Am |[o | O

> 1 |[2 |[ 0840 AM |[09:35 am |[o | O (]

» |2 |[3 |[ 09-45 Am |[10:05 Ana |[o | O |

e aE |[ 4 |[10:10 A |[11:05 Am |[o | O (]

= e |[5 |[11:05 Am |[12:04 PM |[o | (|

> |5 |[& |[12:47 PM |[01:41 PM |[o | O (]

> |8 |7 |[01:-456 PMa |[02:40 PM |[o | O O

> |7 |[& |[ 02:45 PMm |[03:35 PM |[o | O 0

> [acT |[2 |[ 04-:00 PR |[05:00 PM |[o | O

Add Period

Instructional Minutes Preference for 26-27 School Year
Exclude non-instructional periods
Exclude non-instructional minutes
Exclude time gaps between periods

School Day Preference for 26-27 School Year
Exclude non-instructional periods
Include non-instructional minutes
Include time gaps between periods 14

= &N s WNa D




Clean your new Calendar data elements (Ctd.)

Create Days:

H Day Reset
SChedU|lng & Courses > Calendar Setup > Day This tool will generate a Day record for each day in the Calendar. If your calendar
dat year-round, or | than the days v d fo frack. ent ller dat
Setup > Day Reset Tool range 1o only creale Day records for days thal have instructional meaning for his
Schedule Structure. If this function is performed on an existing calendar, all days and
. L. day events will be lost cutside the range you choosze (Unless you chocse "Fill Missing
Estimated dates are OK. Individual days may 02 O <t Calendar Day
*Start Date
be added or removed, these do not have to
. . . . *End Date
be exact until the first day of instruction. os0m0zs gL 0t Ca'e”daLEaV
. Dwurati
Check days as School, Instructional, N | Will default if eft anadjusted
Attendance. However, if you have the exact g o o™
information available, you may edit the " "’ = =
individual holidays on the calendar at this | Create Days |

time.

Rotate Days:

Day Rotations
This tocl will re-assign Period Schedules to Days to facilifate alternating and MTWRF

SChEdUIlng & COUI‘SES > Calenda r Setup > Day Day Rofations within the specified date range. MTWRF Schedules need 5 Period
. Schedules defined (cannot be exceplion/special days). Alternating will work on any
Setup > Day Rotation tool

schedule.

Sminse | st :
onmimns | L day of rotation

Rotate the days using your estimated day
schedule. Rotation will need to be reset at a |ater | Rotation Type

'®) Aliernating (lgnore vacation days)

Last day of rotation

date if your actual calendar dates are not yet MTWRF - (Assign by days of week)
. . *Starting Period Schedule (rotation continues following sequence numbers)
determined. However, rotation must be
. *Days repeated for Starting Period Schedule {first fime OMLY, alternating days will have 1)
completed for proper course/section schedule [1
. . . *Days repeated for all follewing schedules {alternative days will have 1)
placement in the schedule trials. Period [1
Assign Rotati
Schedules MUST be named MTWRF for Campus | —=sereeens .

to recognize days of the week.



Check your Day Types for Reporting

= System Settings > Core Attribute/Dictionary > Day > Type > Dictionary

= Make sure your Day Types match the Standard Code field as depicted in the Day
Calendar Extract Report specifications.

https://kb.infinitecampus.com/help/sirs-day-calendar-new-york

Core Attribute/Dictionary v

25-26 JACKIE TEST HS

System Settings » Custom Data and Links > Core Attribute/Dictionary

_Jl CrisisEvent

| § CTEProgram
i DailyHsalthLog
_J DataCertffication
) DataCertfficationObject
i DataCertification Type
_" DataCertification Typelember
-1 j DataExtractUtility

E{G Day

E|} Type

[0} Dicticnary (20 Entries)

e Day Type Codes
Code PATH: System Administration = Calendar > Calendar = Day = Day Event = Day Type / Standard Code Active
. AD The Day Type Codes are used to set up Day events and eflects the Day Type status in-thtsTEport] LATEAEARLY X -
Logic section for more information.
by CH HOLIDAY x
: Description Standard Code
ED EMERGENCYD X
X Instructional day INSTRUCTIO
w oo Teacher only day TEACHERONL TEACHERONL X
w s Holiday HOLIDAY TEACHERONL X
% MU Make-up day MAKEUPDAY MAKEUPDAY X
Weather day WEATHERDAY
by OH HOLIDAY x
) Late Arrv/Early Dism ~ LATEAEARLY
» oT OTHER X
- Emergency day EMERGENCYD
Strike STRIKE
Other OTHER 16



https://kb.infinitecampus.com/help/sirs-day-calendar-new-york

When finalized district calendar is available

Change the detail of a Single Day: = Change the detail of multiple days
» Scheduling & Courses > Calendar Setup >Day " Pav Setup > Click “Multi Day Event”
Setup > Click on Date
= In Day Detail, alter the School ooy seledeq T eueton, Allendance, or Schao! Day cholces
Day/Instruction/Attendance check boxes as (canazezs ]
needed, and click Add Day Event. (oamumas [2] ) oy hangesto

*Type

= Select the proper Day Event Code for state (Ot Holieay - Oiher 2
LI Instruction O O

Scheduling & Courses > Calendar Setup > Day Setup VI DSaTDd
Save Day/Day Events Delete Day/Day Events Day Reset Day Rotation Print Print Rotation Multi Day Event | Save Multi Day Event |
September 2025 e
= e e s e s = Fill the dates, remembering that a Campus
(EX = A B A U

“day” runs from 12 a.m. to 11:59 p.m.
= Add the day Event Type

= Alter the School
Day/Instruction/Attendance check boxes as
needed.

= |nstructional Minutes on a day event will
SUBTRACT that value from the calendar

— report’s minutes, but will not affect

| e <l o] attendance taken on that day in any way.

Save as needed, and verify that days are set properly by running the Day Calendar extract. Reporting > NY
State Reporting > SIRS Extracts > Day Calendar.

Update Term start/end dates as necessary. Scheduling & Courses > Calendar Setup > Calendar Informlc;:ltion >
Term Setup.



Use the Copier to Sync similar Calendars

Once you have a single calendar set, you
can copy the updated data to calendars
with matching schedule and period
structures (i.e. multiple elementary
schools using the same day/period
rotations, or secondary schools on the
same rotation.)

Scheduling & Courses > Calendar Setup >
Calendar Wizard

Copy data into Existing Calendars:

Click Overwrite Terms/Days to “sync” like
calendars, Next, select the recently
updated calendar as the “source” and
click all similar calendars for destination.
Click Next, and select Term Schedules,
Days (any other previously un-copied data
will be “selectable” at this time also) and
click Run Wizard.

Calendar Wizard

Copy, Rollferward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an existing cals
Mote: Creating calendars is a dafabase infensive procedure. It can take a long time to complete, and may slow down the

Select Wizard Mode:

A ! Create new blank Calendars
\_! Create new Calendars by rolling forward selected data {last-years data will be added o a newly created calendar).
®) Copy data into Existing Calendars

| Next > |

Calendar Wizard

Copy, Rolforward, or Create new Calendar-linked Data
Thiz wizard will walk vou through the creation of new zchool calendars by rolling data ferward, or copying an existing calendd
peried schedule names in the new calendar.

Note: Creating calendars iz a databaze intensive procedure. It can take a long time to complete, and may =low down the syste

Select Copy Mode

@ Overwrite Termz/Days - Useful for updating termiday changes to calendars that already have days. Will update Term
dates, Day flags (instruction attendance zchoclDay) and will ync up A/B days if the calendars use the 2ame names for
PeriodSchedules.

C CopyiAppend other data elementz

Copy, Rollforward, or Create mew Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data
Mote: Creating calendars is a database intensive procedure. I can take a long time to

Source Calendar Destination Calendars
| 24-25 JACKIE TEST HS e | [25-26 Jackie Test ES
25-26 Jackie Test MS
24-25 Angela test ES

24-25 Angela Test HS

24-25 Christine ES

24-25 Christine MS

24-25 Christine MS 1

24-25 Christine Test HS

24-25 Jackie Test ES

24-25 JACKIE TEST HS

24-25 Jackie Test MS

24-25 Jennifer Test HS

24-25 JoAnn Test ES

24-23 JoAnn Test HS

24-25 Joann Tect WS i
CTRL-click and SHIFT-click for multiple

| < Back | Next > | 8



Copy data without Terms/Days

To copy data not directly related to the
terms and days (for example, teacher
and room placement,) select
Copy/Append other data elements.
Select source and destination calendars,
and select the items to be copied.

If there is a conflict after clicking Run
Wizard, there will be a specific error
message in the window. These are
usually messages stating that creation of
a duplicate record has been attempted,
or that the calendar structure does not
match from source to destination. If
there are problems overwriting data (i.e.
a section can’t be copied because its
course doesn’t exist,) you will receive
zeroes in the progress window. Verify
your data before re-attempting.

Copy, Rollforward, or Create new Calendar-linked Data
Thiz wizard wil walk you through the creatien of new =chool calendars by rolling data forward, or copying an existing calen
period scheduls names in the new calendar.
Mote: Creating calendars iz a databaze intensive procedurs. It can taks a leng time to complets, and may slow down the syaty

Select Copy Mode

O Overwrite Termz/Days - U=eful for updating term’day changes to calendars that already have days. Wil update Term
dates, Day flags (in=truction,attendance,schoolDay) and will sync up A/B days if the calendars use the sams names for
PeriodSchedules.

® Copy/Append other data elements

< Back Mext =

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data

This wizard will walk you through the creaticn of new scheel calendars by relling data forward, or copying an existing calendar.
Mote: Creating calendars is a database intensive procedure. It can take a long time fo complete, and may slow down the system

Select Copy Mode

L : ! Overwrite Terms/Days - This mede will update Term dates, Day Altributes {School Day, Instruction, Attendance), Day
Events and the Period Schedules assigned fo individual days so long as the Period Schedule names and Schedule Struciure
names are the same in the source and destinafion calendar.

(®) Copyisppend other data elements
\_) Copy School Maonth data

| <Back | Next > |

Progress

Running Wizard...
Copying into 25-26 Jackie Test HS
1 Calendars updated.

Complete



Moving Students into the New School Year

Enrollment records, like
calendar data, can be rolled
forward from the current school
calendar into the next school
year. Before running the
Enrollment Roll Forward tool,
run an Enrollment Summary
Report, found under Student
Information > Reports >
Enrollment Summary Report, so
that you can verify the total
number of students enrolled in
current year and how many are
expected to roll into next
calendar at each grade level.

Enrcllment Summary Report

This report will list a of enr by school, grade, gender and racefethnicity. The report can be
generated using Federal Race/Ethnicit: 15 or State R city values. If your state has many different
values for Race/Ethnicity, the Tall report format is recommended. Students with enroliments flagged as "No Show™ are not
inciuded in this report

Enroliment Effective Date® | 12/20/2024 |T&o
Which schools would you like to include in the report?

[All Schools
[ Jackie Test ES

Jackie Test MS

Which Race/Ethnicity values would you like fo use?

®) Federal Race/Ethnicity Values
./ State Race/Ethnicity Values

How would you like to format the report?
':éi' Original Format: Race/Ethnicities across the top and Grade Levels vertically
! Tall Format: Grade Levels across the fop and Race/Ethnicities vertically
What types of enroliments would you like to include in the report?
P:Primary
S:Partial
N:Special Ed Services

[ observe State Exclude (Do not include enroliments marked as state exclude)

[ only print Race/Ethnicities in which there is at least one student with that value

Report Format:

| Generate Report |

24-25
Jackie Test HS

Generated on 11#20!2[)24'[)9:3-4:[)? AM  Page 1 of 1

Student Enrollment Summary Report
Effective Date: 12/20/2024 Enrollment Types: P, 5, N
Total Race/Ethnicities: 2 of 7 Total Schools: 1
Race/Ethnicity Source: Federal Male/Female/Total: 5/7/12

Student Population by Race/Ethnicity and Grade Level (Male/Female/Total)

Jackie Test HS

S:Mative
2:American 4:Black or Hawaiian or
1:Hispanic/ Indian or African Other Pacific T:Twio or
Grade Latino Alaska Mative F:Asian American Islander E:White more races Undefined Total
a9 20002 - - - - 2406 - - 45458
10 - - 14243 14243
i1 - oMM - - Py
All Grades 25002 20547 - 14243 S47M2
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Enrollment Roll Forward

Student Information > General Student
Administration > Enrollment Roll Forward Wizard

Student enroliment roll may be run multiple times.
Previously rolled students will not receive a
duplicate enrollment record.

Students marked with a Retained or Demoted end-
action in their enrollment record will be ignored and
not moved forward.

Do not end enrollments prior to rolling students
forward. If an enrollment has an end date, the
Enrollment Roll Forward will not create a new
enrollment record for that student. *

Make sure that your grade sequence numbers in
your calendar grade levels are correct.

If you are using School Boundaries (Census >
Addresses > School Boundaries Tab) the School Tab
must be filled in or the students will roll to incorrect
school (do not pick school — the last enrollment
grade level will roll forward correctly.)

Set Next Calendar, Next Grade on the student’s
current year enrollment for those who will NOT roll
forward by grade sequence or school boundary.

*There is a check box to “Include students whose

enrollments end on the last day of the last term”.

Select Source Calendars

Select Local Start Status

25-26 Jackie Test HS

24-25 Jackie Test ES

24-25 Jackie Test HS

24-25 Jackie Test M3

23-24 Jackie Test ES

23-24 Jackie Test HS

23-24 Jackie Test MS

*DONT USE* 22-23 Karen Test ES
22-23 Cindi High Schoal

22-23 Jackie Test ES

22-23 Jackie Test HS

22-23 Jackie Test M3

22-23 Jesse TestES

22-23 Jesse Test MS

22-23 Summer School v

| 0011: Enrcliment in building or grade (Valid 93-94 thru curr v

(OPTIONAL)
Select Destination Calendar

| v|
Select Destination Grade

Select Destination Structure

CTRL-click and SHIFT-click for multiple

® Select Source Grades

Start Date Ovemide

If school days for the next school year have been finalized and Calendar Days
have been set, this date does not have to be enfered. The first term date of the
next school year is automatically selected. If Calendar Days have not been sef,
enter the Slart Date Override as the first instructional day of the next school
year.
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[ A

|:| Allow Duplicate Primary Enrollments

Totals Orly
LI Show Warnings
| Include students whose enrollments end on the last day of the last term

" RUNTEST | | RUN |
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Enrollment Roll Forward (Ctd.)

Select a Source Calendar: Students in multiple
calendars may be rolled at once, but make sure to
have the Enrollment Summary for all students in
those calendars.

Select Source Grades: Multiple grade levels may be
rolled, or one at a time.

Students may also be rolled from ad hoc sources,
however, they must qualify within the calendar
header’s selection.

Select a Service Type: Most districts enroll students
as Primary, and you can verify through Ad Hoc or roll
all three types to ensure all students are rolled.

Select a Source Structure: Even if your calendar only
contains one structure, this must be selected.

Select a start status: 0011 is the most common.

You may select a destination calendar to guarantee
your students are moving to the correct location. You
do not have to select a destination calendar if:

= You are using school boundary settings and
students are already directed toward the proper
building

= Your grade level sequences are set properly and
students will move to the next sequence.

You may select a destination grade level, but only if
you are rolling one grade level at a time.

Select a Destination Structure: Even if your calendar
only contains one structure, this must be selected.

ENTER for the new year in your Start
Date Override. The default date is incorrect per NYS
SIRS instructions.

nroliment Roll Forward

The Enrollment Rell Ferward tool assists in the promafion, retention or demotion of currently enrolled students into the n

This tool is safle to run repeatedly. Each student is rolled only once. If a student already has an exisfing enrcllment in the

Before using this fool, ensure calendars have been rolled forward using the Calendar Wizard.

NOTE: If you are using Scheol Boundary seftings on your househelds, different logic is used. For more information, click

Select Source Calendars Select Local Start Status

253-26 Jackie Test H3 | 0011: Enroliment in building or grade (Valid 93-94 thru curr v
24-25 Jackie Test ES

24-25 Jackie Test HS (OPTIOMAL)

2425 Jackie Test MS Select Destination Calendar

23-24 Jackie Test ES | v

23-24 Jackie Test HS Select Destination Grade

23-24 Jackie Test MS

*DONT USE* 22-23 Karen Test ES
2223 Cindi High School

22-23 Jackie Test ES

22-23 Jackie Test HS

22-23 Jackie Test MS

22-23 Jesse Test ES

2223 Jesse Test M5

22-23 Summer School 7

Select Destination Structure

CTRL-click and SHIFT-click for muliple

®) select Source Grades

Start Date Override

If school days for the next school year have been finalized and Calendar Days
have been sei, this daie does not have to be enlered. The first term date of the
next school year is automatically selected. If Calendar Days have not been sef,
enter the Start Date Override as the first instructional day of the next school
year.
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|:| Allow Duplicate Primary Enrollments

Totals Only

|:| Show Wamings

|:| Include students whose enrcliments end on the last day of the last term
| RUN TEST | | RUN |
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Enrollment Roll

Forward (Ctd.)

Allow Duplicate Primary Enrollments is a district
administration preference - check accordingly.

Totals Only will group your roll results by grade level.
If this button remains unclicked, you will see the
name and grade level of each student included in the
roll, and this will slow the process.

Show Warnings will let you know if your selections
aren’t specific enough (i.e. two buildings offer the
same grade level and School Boundary is not in use).

Include students whose enrollments end on the last
day of the last term will locate students who have an
end enrollment already set for the last day of the
school term.

ALWAYS RUN TEST FIRST
Compare roll totals to your Enrollment Summary.

Only proceed if your totals can be verified as
accurate.

Enrollment Roll Forward - Test Mode

Destination CalendariGrade

24-25 Jackie Test HS 09 rolled to 25-26 Jackie Test HS(Main) 10 Students: 22
24-25 Jackie Test HS 10 rolled to 25-26 Jackie Test HS(Main) 11 Students: 3
24-25 Jackie Test HS 11 rolled to 25-26 Jackie Test HS{Main) 12 Studenis: 1

* Student's enroliment ended on the last day of the term

nrollment Roll Forward

Thie Enrollment Riall Forward ool assists in the promaotion, retention or demotion of currently enrolled students into the next ca
This tool is safe to run repeatedly. Each student is rofled only once. If a student already has an easting enrollment in the next
Before using this tool, ensure calendars have been rolled forward using the Calendar Wizand.

MOTE: If you are using School Boundary settings on your househalds, different logic is used. For more information, click hers.

Select Source Calendars Select Local Start Status

25-20 Jackie Test HS [10011: Enrcliment in building or grade (Valid 82-84 thru curr ¥

24-25 Jackie Test ES

24-25 Jackie Test HS [OPTIONAL)

2425 Jackie Test MS Select Destination Calendar

23-24 Jackie Test ES [ 25-25 Jackie Test HS v

23-24 Jackie Test HS Select Destination Grade

23-24 Jackie Test MS

*DOMT USE® 22-23 Karen Test ES

22-23 Cindi High School Select Destination Structure

22-23 Jackie Test ES

22-23 Jackie Test HS

22-23 Jackie Test MS Start Date Override

72.2% Jesze Test ES If school days for the next school year have been finalized and Calendar Days

29.9% Jesze Test MS have been set, th_is date :Iot_as not have to be entered. The first term date of the:
- next school year is automatically selected. If Calendar Days hawve not been sef,

22-23 Summer School i

enter the Start Date Owverride as the first instructional day of the nexd school year.
0702028 [To

| Allow Duglicate Primary Enrollments

CTRL-click and SHIFT-click for multiple

(®) Select Source Grades
Cor CJoz Clos Clos
[Jos [Cos o7 [os

Totals Onty
[ Show Warnings
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After Enrollments are Rolled

Once the new calendar has been created and students have been rolled in, you must be sure to
keep up to date with any changes in enrollment that occur in both the current year and the new
year.

= |f 3 student leaves the district and a schedule has been created for this student, delete the
upcoming year’s requests and schedule before the next year’s enrollment is deleted. This
will prevent “ghost records” in your seat count for scheduling trials.

= |f a new student enters the district after the rollover, an enrollment in the new calendar
should be created so that the student may be scheduled in the trials for the upcoming year.

Clean up courses
= |nactivate any course not offered in new year
= Create necessary new courses

If allowing Campus Portal Course Request Registrations, open in System Settings > Portal
Preferences > Portal Display Options > Course Registration.

If using Academic Planning (Grad Planner/Course Recommendations) open in System Settings >
Portal Preferences > Portal Display Options > Academic Plan, then select “Enable...” and rule
elements as needed.

Review the “next year” calendar group memberships for accuracy, and then point the “next
year” group to the newly created calendar.



Calendar Rights to the New Year

Search > User Group > [Calendar
Name] Next Year

Click to Membership Summary Tab,
make sure users are appropriate.

Point School Year Rights to the new
calendar.

Administrators, Schedulers, and
Registrars should have access to the
new year for Enrollment and
Scheduling purposes.

Modify Rights allows users to work
within the calendar (unchecked
Modify Rights means “read only”).

=  (Close School Months doesn’t
apply to NY.

3
2526 JackieTestHs MR s 2
User Management > User Groups » Calendar Rights
Calendar Rights i¥
Jackie Test HS Next Year
u Mew n Save u Delete
School Year Ri
Name School
24-25 Jackie Test HS [ Jackie Test HS W |
“fear
Calendar
[ 25-26 Jackie Test HS W |
Wiodify Fights Close School Months
a
3
2526 Jackie TestHs A s 2

User Management

Membership Summary ¢
Jackie Test HS Next Year

Jackeeadmin (Admin, Jackie)
feerubeteach (Berube, J.F)
rbourqueteach (Bourque, Ryan)
dipietroteach (Di Pietro, Rick)
goringteach (Goring. Butch)
lafontteach (La Fontaine, Pat)
smithteach (Smith, Billy}
tonelliteach (Tonelli, John)

arburteach (Arbar, Al
bossyteach (Bossy, Mike)
brodewrteach (Brodeur, Richard)
fistleyteach (Flatley, Pat)
akelhealth (Kelman, Amy)
momowteach (Momow, Ken)
bsutterteach (Sutter, Brent)
trottierteach (Trottier, Bryan)

User Groups

cherubsteach (Berube, Craig)
boumeteach (Sourne, Bob)
carrollteach (Carroll, Billy)
gilliesteach (Gillies, Clark)
akelteach (Kelman, Andrew)

nystromteach (Mystrom, Bobby)
dsutterteach (Sutter, Duane)

Membership Summary
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Report Roll Forward

System Settings > System Preferences > Reports Roll Forward Wizard.

Set calendar header to “roll from” year, select the target calendar to “roll to”.

The Report Roll Forward tool will copy selected reports created in Report Preferences and move
them into your new calendars. This eliminates the need to recreate the same reports in multiple

calendars.

For conventional templates, review each rolled template to ensure Report on Terms check boxes
are filled. For standards-based templates, select Terms checks or score “grade” options.

Report Roll Forward

This tool will copy the selected reports format fo the target calendar.

Select Source Reports
ReportCard
Report Card
Transcript
Transcript
Schedule
eTranscript

N

Select calendans) you would like to roll selected repori{s) toc
(®) jist by school
() list by year
Jackie Test ES

24-25 Jackie Test ES
Jackie Test HS

25-26 Jackie Test HS
Jackie Test M5

24-25 Jackie Test MS

CTRL-click or SHIFT-click to select multiple

System Settings

Reports Roll Results

System Preferences

3
24-25 JackieTestHs MK

ke

The following 2 reports have been rolled forward:

Reports Roll Forward Wizard

Report Name Target Calendar Type
Report Card 25-26 Jackie Test HS reportCard
Transcript 25-26 Jackie Test HS transcript
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Report Preferences Tip

Once the reports have been rolled
forward, you may want to remove
“Available in:” checkboxes in the new
year’s System Settings > System
Preferences > Report Setup area.

This will prevent the display of
schedules once the new school year is
activated.

Deactivating the report card display
will prevent the teacher name from
displaying on any canned report card
templates, also.

25-26 JACKIE TEST HS A

System Settings > System Preferences > Report Setup

Report Setup v

E Mew n Save n Delete
8

Name | Type
Report Card reportCard

Transcript transcript

epo
*Name *Type Available in

[Report Card -
|Dﬂ@ [ portal - Active
| [ partal - Historical
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Have Questions? Need more help?
Campus Community is a great resource!

https://kb.infinitecampus.com/help/school-year-setup

https://kb.infinitecampus.com/help/calendar-wizard-a

https://kb.infinitecampus.com/help/terms

https://kb.infinitecampus.com/help/periods

https://kb.infinitecampus.com/help/day-setup

https://kb.infinitecampus.com/help/enrollment-roll-forward

https://kb.infinitecampus.com/help/report-roll-forward

Click the Campus Community link in your Campus header,
and search the Knowledge Base.

25-26 JACKIE TEST HS A

Schedy r@ Campus Learning Home y Setup

._e i
asa Community )8



https://kb.infinitecampus.com/help/calendar-wizard-a
https://kb.infinitecampus.com/help/calendar-wizard-a
https://kb.infinitecampus.com/help/terms
https://kb.infinitecampus.com/help/periods
https://kb.infinitecampus.com/help/day-setup
https://kb.infinitecampus.com/help/enrollment-roll-forward
https://kb.infinitecampus.com/help/report-roll-forward
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Eastern Suffolk BOCES Board and Administration

President
Lisa Israel
Vice President
William K. Miller
Members
Arlene Barresi Susan Lipman Brian O. Mealy
Angelo Cassarino Joseph LoSchiavo Catherine M. Romano
Linda S. Goldsmith Anne Mackesey Robert P. Sweeney
William Hsiang James F. McKenna John Wyche
Kelli Anne Jennings
District Superintendent Chief Operating Officer
Jasmin Varela, Ed.D. David Wicks

Assoclate Superintendent
Claudy Damus-Makelele - Educational Services

Assoclate Superintendent
James J. Stucchio - Management Services

Assistant Superintendent
Nichelle Rivers, Ed.D. - Human Resources

Directors
Leah Arnold - Career, Technical and Adult Education
Kate Davern - Educational Support Services
Arlene Durkalski - Human Resources
Mark Finnerty - Facilities
Katelyn Fretto - Business Services
Susan Maddi - Administrative Services
Gina Reilly - Special Education
Darlene Roces - Regional Information Center
Vacant - Diversity, Equity, and Inclusivity

www.esboces.org

Eastem Suffolk BOCES does not discriminate against any employee, student, applicant for employment, or candidate for enroliment on the basis of sex, gender, race, color, religion or creed, age, weight, national origin, marital
status, disability, sexual orientation, gender identity or expression, fransgender status, military or veteran status, domestic violence victim status, genetic predisposition or carier status, or any other cassification protected by
Federal, State, or local law. This policy of nondiscrimination includes: access by students 1o educational student activities, recruitment, appointment and promotion of employees, salaries, pay, and other benefits.
ESBOCES also provides equal access to the Boy Scouts and other designated youth groups. ESBOCES fully complies with all applicable rules and regulations pertaining 1o civil nghts for students and employees (e.g., Title IX of
the Education Amendments of 1972, §504 of the Rehabilitation Act of 1973, Titles VI and VIl of the Civil Rights Act of 1964, Dignity for All Students Act. §303 of Age Discrimination Act of 1975, the Americans with Disabilities Act
of 1930, and the Boy Scouts of American Equal Access Act of 2001). Inquines regarding the implementation of the above laws should be directed to either of the Eastern Suffolk BOCES Civil Rights Compliance Officers at
ComplianceOfficers@esboces.org: the Assistant Superintendent for Human Resources, 631-687-3029, or the Assocate Superintendent for Educational Services, 631-687-3056, 201 Sunrise Highway, Patchogue, NY 11772
Inquiries may also be addressed to the Office for Civll Rights at the US Department of Education, 32 Ol Slip, 26 Floor. New York, NY 10005, 646-428-3800, OCR NewYork@ed.gov.




