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Agenda

• Set up portal accounts
• Create an AD HOC for guardians Guid numbers. To facilitate the distribution of guid numbers ,
      after the user returns the districts acceptable use policy.
• Portal Considerations
• The  areas that need to be set to the Portal in order for the Parents/Students to be able to 

view in the Portal.
• Self service options
• Tool Rights
• Translation Set up
• Portal Display options and creating templates
• Notification settings
• Reports
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Portal Information

Portal
Refers to the Campus Student and Campus Parent apps, which allow students and parents to view 
information from Campus, including assignments, grades, and attendance. The data available in the Portal  
are controlled by school Calendar preferences.

The Parent Portal can be accessed by parents of enrolled students. Parents will see all children in 
their household, or students that are related through the Guardian checkbox of the Relationships tool. 

Students can also be given access to the Student Portal, but they will only be able to access their own 
information.  

Note: Parents and students get to their portal through the school web site
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https://kb.infinitecampus.com/help/relationships


Portal Policies and Considerations

NOTE: Each district can make their own decisions about what policies to put in place.

Suggestions for Portal Policies:

Districts may wish to specify the following in Parent/Student Portal policies:

• Qualifications for parental rights concerning who is allowed access to students' information, which usually includes 
guardians.

• That districts agree to provide free and accurate (to the best of their ability) information meeting the agreed-upon standards 
based on parents' compliance with security requirements.

• Information accuracy as a shared responsibility among schools, parents/guardians and students.
• That districts maintain the right to add, modify or delete information and  Portal functions at any time, as well as the right to 

deny parents access with suitable cause.
• Timeframes concerning when attendance and grade information will be made available.
• Qualifications that must be met by usernames and passwords, such as character length and password strength. It is often a 

good idea to specifically prohibit users from setting their computer to automatically sign in. Some districts choose to set a 
lower number of unsuccessful logins necessary to disable the user account. Districts usually require that parents have their 
own individual accounts rather than household accounts.

• System requirements, as well as a way for users to receive technical support, including how to unlock accounts.
     
 That use of the Portal is subject to electronic monitoring by the district, as well as other specific rights the district maintains.
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Portal Policies and Considerations (Cont’d)

Note: Before completing the necessary steps to give parents access to records contained in Infinite Campus, 
there are some key discussions that need to occur with faculty and staff to outline the internal school policies 
and procedures.

Attendance
Parents can see absences and tardies the moment the teacher or attendance clerk saves an attendance entry. Therefore, an 
attendance timeframe should be set, such as the first ten minutes of class. Teachers should feel comfortable taking 
attendance in that time. This attendance timeframe and other related attendance policies should be communicated to 
parents in the initial Portal letter or by some other means.
Because parents can see attendance information immediately, teachers and attendance staff should develop a level of 
proficiency in taking and managing attendance information before allowing attendance to appear in the Portal.

Grading
As with attendance information, parents can see available Grade Book information, such as scores and comments, as 
soon as they are saved. Parents can see assignments as they are created, including blank scores for assignments that have 
not yet been graded. This can cause concern about missing work and pressure on the teachers to enter scores quickly. 
School should establish a grading deadline (turnaround time) for assignments to be graded and entered in Campus. Some 
schools give a two week deadline to teachers to grade and record scores. This policy should also be communicated to 
parents.
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Portal Policies and Considerations (Cont’d)

Report
Parents can pull unofficial transcripts from Campus. Some instruction should be provided to them so 
they can correctly interpret these documents.
A school will need to take certain data security and integrity measures to differentiate an official 
transcript from an unofficial one.
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Assigning Usernames and Passwords Manually

To create a username/password, search for the user and complete the following steps.

Step 1: Search for the User
Open the Search menu by clicking the magnifying glass icon in the Campus Toolbar.
Select a search Type of User and enter the Last Name, First Name of the user for whom a username and password will be 
created. Use Advanced search options below the results list to enter more search criteria if needed. 
Select the desired user from the Search Results by clicking on the person's name. The User Account tool displays.

Step 2: Create a New User Account
Click New.
Indicate the Homepage of the account, such as Campus Parent Portal or Campus Student Portal.
Enter a Username.
Enter a Password or click Generate Password. If entering the password manually, enter it again in Verify Password.
Verify that the entered Password is correct by entering it again.
If the user should be required to set a new password the first time they log in, mark Force Password Change.
Click Save.

Note: Share the account information with the user to allow them to log in to Campus Parent or Campus Student.
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Allow Users to Create Their Own Accounts

Location: Census > Demographics  > scroll to Person Identifiers > Person GUID
Allow Campus Parent and Campus Student users to create their own accounts by giving them their Activation 
Key. This key is the person's GUID (Global Unique Identifier) which is the ID used to identify them in the 
Campus database.
This GUID is visible on the Demographics and Summary tools.

*To facilitate the distribution of GUIDs
create a report in the Ad hoc Filter Designer to pull users' first and last names and their GUIDs. This 
information can be distributed to users after they have returned the district's Acceptable Use policy.

See next page
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https://kb.infinitecampus.com/help/demographics
https://kb.infinitecampus.com/help/summary-tab
https://kb.infinitecampus.com/help/filter-designer


AD Hoc for Contacts Guardian GUID
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Allow Users to Create Their Own Accounts (Cont’d)

1. They will go  into their  email account to get the Guid#
2. They WILL PUT IN THE Guid # and then it will prompt them to create a new account,  a new password and security email.
3. They will put in a security email, which is the email that infinite campus will notify them with.
4. Then they should be ready to log in.

Steps for Users to create their own account:

They would click New User in yellow

This is where they would put the GUID #- Where it says 
activation key and follow the prompts
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Portal Display Options

The Portal Display Options allow schools to determine which tools and data are available in the Campus Student and Campus Parent 
Portals. This tool is connected to the school selected in the Campus toolbar.

Portal options are managed by creating templates and assigning calendars (and schedule structures) to that template. This tool also 
contains Batch Edit options to simplify updating multiple templates or schools.

Portal Display Options apply to the web versions of Campus Student and Campus Parent and the mobile apps.
Calendars can be enabled if they are for the current, active school year, the prior (previous) school year, or the next (future) school year.
Calendars from the previous school year can be enabled for only 90 days from the Calendar End Date. This is done by extending the 
enabled status of the calendar,

For enabled calendars in the active and previous school years, the data available on the Portals is determined by the 
Display Options selected. For calendars in the future school year, only the Display Options for Academic Plan, Activity 
Registration, Course Registration, Documents, and Schedule tools are applicable. All other data is hidden from enabled 
calendars in future school years.

Note: The Active year is the School Year currently marked as Active in the School Year Setup tool.
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https://kb.infinitecampus.com/help/batch-edit-portal-display-options
https://kb.infinitecampus.com/help/campus-student-portal
https://kb.infinitecampus.com/help/campus-parent-portal
https://kb.infinitecampus.com/help/school-year-setup
https://kb.infinitecampus.com/help/8df1dbb
https://kb.infinitecampus.com/help/school-year-setup


Portal Display Options (Cont’d)

Create a Template:

To create a new display options template, click the New Template button at the bottom of the tool. Alternately, open an existing template, 
click the arrow next to the Save button, and then Save & Copy to create a copy of that template as a starting point.

Enter a unique Template Name. This is the name 
displayed in the Portal Display Options tool and 
when assigning calendars. Enter a Description if 
desired. Currently, this description is only displayed 
in this tool. It may help to provide more 
information about what data is enabled in the 
template. 
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Assign Calendars to a Template

To assign calendars to a template, click the Manage Calendars button at the bottom of the template. Click Assign next to the calendar(s) 
to assign to this template. Calendars can also be assigned by clicking the calendar name from the main display options screen.

*Calendars can only be assigned to one template at a time.

click on the calendar structure to fill in the Calendar and Term settings.

click on the Display Options Template to assign the calendar to the Template.
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Batch Edit ( Portal Display)

Click on Batch Edit on the bottom of screen and you can copy a Template, Edit a Template and Edit a Calendar and Term Settings.
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Portal Gender identity

Note: If you put a name in the Nickname part of the Demographic page – It will not show up in the 
portal.

• This is done on a district level (All schools)

• This needs to be enabled in the Core Attribute/Dictionary tool to display

• The Pronoun needs to be set up in Census 

• Individual identities in Census

• Click save
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Identities

Place the students pronouns in their Identities section.
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Portal Request Processor

The Portal Request Processor tool is used by approved staff members to approve or deny changes made by guardians of students through the Campus 
Parent Portal. Requests submitted through the Portal are listed in the user's Message Center if they are identified as a Self Service Approver on their 
district assignment and the student is enrolled in a calendar that the user has rights to in the current year.

Note: Request changes that are made by the guardians are based on the Portal Self Service settings.

Requests that can be made by Guardians are as follows:

Address Requests:  Street address changes  and Mailing address changes

Family Contact Requests: First Name, Last Name, Middle Name (for non-students) Gender (for non-students) Phone (cell, work, other) Primary and 
Secondary Email Address

Family Relationship Requests: Relationship types, Legal Guardian Relationship. Emergency Priority

Non-Household Contact Requests: First Name, Middle Name, Last Name, and Suffix of Contact, Gender, Primary and Secondary Email address 

Phone Numbers: (cell, work, other), Emergency Priority. Relationship to student. Legal Guardian

Student Demographic Requests

Each type of Portal Request has it’s own tool right. When granted, the staff person processing the request selects a 
request from the User Request List, reviews the entered changes made by the guardian and approve or deny the 
request. Original values display for the processor to know what fields were being changed. The approver can also 
enter comments related to the request, which are displayed in the Portal for the person who submitted the 
request.
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https://kb.infinitecampus.com/help/message-center-1
https://kb.infinitecampus.com/help/address-requests-portal-request-processor
https://kb.infinitecampus.com/help/family-contact-requests-portal-request-processor
https://kb.infinitecampus.com/help/family-relationship-requests-portal-request-processor
https://kb.infinitecampus.com/help/non-household-contact-requests-portal-request-processor
https://kb.infinitecampus.com/help/student-demographic-requests-portal-request-processor


Address Requests Tool Rights                                          Family Contact Requests Tool Rights

Portal Request Processor Tool Rights

Family Relationship Requests Tool Rights Non-Household Contact Requests
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Portal Request Processor Tool Rights

Household Phone Requests Tool Rights Student Demographic Requests Tool Rights
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Portal Request Processor

When a new request is made, the staff will see the request in their message Center.

When they go to the Portal request Processor and click on the Request, this is what they would see. 

From here, they can start the Approval or denial process
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Census > Change requests > Portal Request Processor



• Campus Student users (usually enrolled students) are not able to request changes to their data unless they are emancipated and 
their own guardian.

• Student Demographic information, Household Contact information, Phone and Addresses can be viewed and modified for 
individuals marked as the student's guardian. The guardian does not need to reside in the student's primary or secondary 
household.

• Staff who have students in the district are allowed to view and edit information, as defined in the table shown on prior page . 
Staff who do not have students in the district should use My Data to request changes to demographic, household and contact 
information.

Note the following:
• Self Service options are District-wide.
• Users have to determine which items to display and which items to allow for change requests.
• Districts can choose to allow parents/guardians to request updates to Census information via Campus Student and Campus 

Parent. Submitted update requests are then reviewed by an authorized staff person using the Portal Request Processor, and each 
request can be approved or denied individually.

Self Service Options

21

https://kb.infinitecampus.com/help/my-data
https://kb.infinitecampus.com/help/campus-student-portal/
https://kb.infinitecampus.com/help/campus-parent-portal/
https://kb.infinitecampus.com/help/campus-parent-portal/
https://kb.infinitecampus.com/help/146d3c1


Self Service Options

The Portal Self Service options allow districts to display and allow updates to Census data for users of Campus Parent and Campus 
Student. Information can be selected at a granular level allowing districts to choose what information can be viewed and what 
information can be updated. Districts are able to review all update requests submitted prior to updating the database

System Settings  > Portal Preferences  > Self Service Options
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https://amityvilleny.infinitecampus.org/campus/sis/navigation/parent/system.admin
https://amityvilleny.infinitecampus.org/campus/sis/navigation/category/settings.PortalPreferences


Self Service Options - Push to Notifications

Staff must activate the Enable Push notifications in order for the Parents to get the 
Notifications.

System Settings > Portal Preferences > Push Notifications
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https://amityvilleny.infinitecampus.org/campus/sis/navigation/parent/system.admin
https://amityvilleny.infinitecampus.org/campus/sis/navigation/category/settings.PortalPreferences


Self Service Options - Push to Notifications (Cont’d)

The definitions are as 

follows:

Grades: grades that are 

entered/changed

Assignments: assignment 

scores that are entered

Attendance: If a student 

is Absent or tardy

Responsive Schedule: 

notifies of a future 

responsive Course

Document requires 

esignature: For uploaded 

documents that require a 

signature
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This is what the parent will see in their portal notification 
settings page, if the district enables the Portal push 
notifications.



Custom Reports - Set Portal

Grading & Standards > Report Translation Module Tools > Custom Reports - Set Portal

NOTE: This functionality is available to districts that have purchased the Multi-Language Editor as an add-on 
service. For more information, contact the appropriate Client Relationship Manager

The Custom Reports—Set Portal Options tool manages which custom reports and transcripts are displayed on the 
portal by school. The Calendar and School are based on the calendar and school the user has rights to and has 
selected in the action bar.

Select which report to display in the portal per school, then click Set Portal Status. The Check/Uncheck All option 
can mark all options en masse. Parents/guardians who have students in the selected school can view the custom 
report for that calendar.
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https://amityvilleny.infinitecampus.org/campus/sis/navigation/parent/curriculum.Folder
https://amityvilleny.infinitecampus.org/campus/sis/navigation/category/cusDev.reportModule.tools


Translation Language Setup

The Translation Language Setup and Translation Setup tools allow districts to provide content to students and parents in other 
languages for their Portal experience.

The Languages editor allows users to add languages and assign them a language code. Once a language is added, translations 
can be assigned for fields that display in Campus Parent and Campus Student.
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Translation Language Setup (Cont’d)

The Translations tool allows you to enter a language translation for individual fields within a specific tool (module) or application.

Once a language is created, translations are entered by the district for the field names, and the language is activated, users can 
select this language from a dropdown list at the bottom of the Campus login page.

Note: make sure when you enter a language, it is clicked to active.
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Suggested User Groups

Typically, users of these tools have already been assigned one or more Product Security Roles that grant administrative-
level access; therefore, a user group assignment is not necessary.
If your district's needs are different, you may choose to create a group that meets those needs.
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These are the different tool rights for different areas of the portal

Portal Display Options Tool Rights
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Portal Preferences Reports Tool Rights

Since generating a report doesn't add or change existing data, only Read rights are required. Write/Add/Delete rights, if granted, 
have no impact
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Portal Gender Identity Tool Rights

The Portal Gender Identity tool allows schools to choose whether Gender and Pronouns are displayed in Campus Student and Campus 
Parent portals, specifically when viewing Demographics, Meal Benefits and OLR.
This requires the following: Pronouns and Gender are enabled in the Core Attribute Dictionary.
                                                  
Pronouns have been set up in the Pronoun Setup tool: Census > People Setup > Pronoun Setup

The Display Gender and Display Pronoun preferences apply to the Demographics tool in Campus Student and Campus Parent. If the 
Demographics tool is not enabled in Portal Display Options, these options have no effect.
Both options are disabled by default, unless the district has Self Service Options > Activate Demographics > Display Student 
Demographics enabled.

Note: Display of Gender and Pronoun fields also depend on whether the fields are enabled in the Core Attribute/Dictionary. 
Pronoun options are managed via the Pronoun Setup tool. 31

https://kb.infinitecampus.com/help/attribute-dictionary
https://kb.infinitecampus.com/help/pronoun-setup-pronoun-setup
https://kb.infinitecampus.com/help/portal-display-options
https://kb.infinitecampus.com/help/pronoun-setup-pronoun-setup


Portal Home Screen Tool Rights

The Portal Home Screen tool allows districts to add a message that displays for all Campus Student and Campus Parent users.

Display text entered in this tool displays for all students or parents, respectively. Use the WYSIWYG to format text and include images or 
links. Use the first editor for Campus Student and the second editor for Campus Parent.
Entered text, links, and images display at the top of the Home screen in Campus Student or Campus Parent
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https://kb.infinitecampus.com/help/campus-student-portal
https://kb.infinitecampus.com/help/campus-parent-portal


Portal Home Screen Tool Rights (Cont’d)
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Push Notifications Tool Rights

When enabled, users of the mobile portal app who have subscribed to notifications, receive push notifications 

informing them of changes to the student data available in the mobile portal.  
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Portal Self Service Option Tool Rights

The Portal Self Service Options allow districts to display and allow updates to Census data for users of Campus Parent and Campus Student
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Portal Request Tool Rights
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Portal Reports

The Display Options Report lists the display options for the selected calendars. Display Options are the various tools 
and additional data that can be enabled on Campus Student and/or Campus Parent. Display options are managed via 
templates, which then have calendars assigned to them.
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https://kb.infinitecampus.com/help/portal-display-options
https://kb.infinitecampus.com/help/campus-student-portal
https://kb.infinitecampus.com/help/campus-parent-portal


Portal Request Summary Report

The Portal Request Summary Report lists requests submitted via the portal, the person who requested the update, 
the person for whom the request was made, who processed the request, the date it was requested, the date it was 
processed and the status of the request. These requests are processed using the Portal Request Processor.
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https://kb.infinitecampus.com/help/146d3c1


Portal Usage Report

The Portal Usage Report lists which students and parents have Portal accounts, and the login activity on those 
accounts. A version of this report is also available for administrators.
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https://kb.infinitecampus.com/help/portal-usage-report-system-settings


Here are some Random areas where you would need to check off portal, in order for it to be seen  on the Portal
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Areas that require a checkmark in order to be seen on the Portal



Random areas where you would need to check off portal, in order for it to be seen on the Portal
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Areas that require a checkmark in order to be seen on the Portal (Cont’d)



Random areas where you would need to check off portal, in order for it to be seen. on the Portal

42

Areas that require a checkmark in order to be seen on the Portal (Cont’d)
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Have Questions?                                                    Need more help? 
Campus Community is a great resource! 

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

https://kb.infinitecampus.com/help/portal-overview

https://kb.infinitecampus.com/help/portal-setup-admin

https://kb.infinitecampus.com/help/portal-preferences-tool-rights

https://kb.infinitecampus.com/help/portal-display-options

https://kb.infinitecampus.com/help/campus-parent-portal

https://kb.infinitecampus.com/help/146d3c1

https://kb.infinitecampus.com/help/portal-gender-identity-1

https://kb.infinitecampus.com/help/portal-overview
https://kb.infinitecampus.com/help/portal-setup-admin
https://kb.infinitecampus.com/help/portal-preferences-tool-rights
https://kb.infinitecampus.com/help/portal-display-options
https://kb.infinitecampus.com/help/campus-parent-portal
https://kb.infinitecampus.com/help/146d3c1
https://kb.infinitecampus.com/help/portal-gender-identity-1
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