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Tool Search: User Account Batch Wizard

The User Account Batch Wizard allows users to batch create student and staff user accounts using the census
email address or a username pattern, enable student and staff user accounts, disable student and staff user
accounts, force a password reset for student and staff user accounts, and add or remove user groups for user
accounts en masse.

Accounts can be modified for all students or staff within a selected school(s) or for specific users. You can also
preview the changes that will be made prior to initiating modifications within Campus. 

This article includes the following topics:

Enabling Student and Staff Accounts
Creating Student Accounts
Creating Staff Accounts

This tool does not feature the ability to delete user accounts en masse. This option is not available due to the
dangers mass deleting user accounts can introduce throughout Campus. Instead of deleting accounts, users
are encouraged to disable them. If users have forgotten their account usernames and/or passwords, they are
encouraged to use the Forgot Your Username? and Forgot Your Password? recovery options found on the Campus
login page.

Image 1: User Account Batch Wizard

In order to access the User Account Batch Wizard, you must be granted the Student Information System
Product Security Role.

Enabling Student and Staff Accounts
The Enable Account option allows you to enable user accounts for all students or staff within a school(s) or for
specific set of users. See the following sections below for more information.

Enable User Accounts for All Students or Staff in a Selected School(s)
Enable User Accounts for All Selected Students or Staff

http://kb.infinitecampus.com/#enabling-student-and-staff-accounts
http://kb.infinitecampus.com/#creating-student-accounts
http://kb.infinitecampus.com/#creating-staff-accounts
http://kb.infinitecampus.com/#UserAccountBatchWizard-DisablingStudentandStaffAccounts
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65fd9dc5ee5ee07c641db1c5/n/1711119813170.png
https://kb.infinitecampus.com/help/single-product-environment-campus-sis-only-security-administration
http://kb.infinitecampus.com/#UserAccountBatchWizard-EnableUserAccountsforAllStudentsorStaffinaSelectedSchool\(s\)
http://kb.infinitecampus.com/#UserAccountBatchWizard-EnableUserAccountsforAllSelectedStudentsorStaff
https://dyzz9obi78pm5.cloudfront.net/app/image/id/65fda648833078416020c013/n/1711121992314.png
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Image 3: Enabling Accounts

Enable User Accounts for All Students or Staff in a Selected
School(s)
To enable all user accounts for all students or staff within a selected school(s):

1. Select an Account Type.
Students - Select this option to enable student accounts within the selected school(s).
Staff - Select this option to enable staff accounts within the selected school(s).

2. Select a Change Type of 'Enable Account'.
3. Mark the Enable user accounts for all students in the selected school(s)  OR Enable user accounts

for all staff in the selected school(s) radio button. 
4. Select which school(s) will have user accounts enabled. To select multiple schools, hold the CTRL button while

selecting each school. 
5. To preview a list of all user accounts that will be enabled, click the Preview Changes button. A report will

appear in CSV format.
6. To initiate the enabling of student or staff user accounts, click the Save Changes button. A report will appear

in CSV format, detailing all user accounts enabled (see Image 6).

Student Accounts - Accounts will be enabled for students who currently have a disabled user account and
have a current or future enrollment record in the selected school(s).

Staff Accounts - Accounts will be enabled for staff members who currently have a disabled user account and
have a current district assignment record in the selected school(s).

Student Accounts Staff Accounts

Enable User Accounts for Selected Students or Staff
To enable user accounts for a specific student or staff:

1. Select an Account Type.
Students - Select this option to enable specific student accounts within the selected school(s).
Staff - Select this option to enable specific staff accounts within the selected school(s).

2. Select a Change Type of 'Enable Account'.
3. Mark the Enable user accounts for selected students OR Enable user accounts for selected staff

https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d48f6e121cae719156b0/n/enable%20account%201.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d490ec161caa6b450c88/n/enable%20account%202-2.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d491ad121c830a1ee0d9/n/enable%20all%20staff%20accounts.png
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radio button. 

4. Enter search criteria for the student or staff member (e.g., Last Name, First Name, Gender, Grade) or staff
(e.g., Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria will
appear in the window on the right. 

Search results are district-wide.

5. In the B. Select a person to add to edit list  window, select the name of each person who will have their
user account enabled. When a person is selected, their name will appear in the C. Click on a person to
remove from list window.

6. To preview a list of all user accounts that will be enabled, click the Preview Changes button. A report will
appear in CSV format.

7. To initiate the enabling of student or staff user accounts, click the Save Changes button. A report will appear
in CSV format, detailing all user accounts enabled (see Image 6).

Student Accounts - Accounts will be enabled for selected students who currently have a disabled user
account and have a current or future enrollment record.

Staff Accounts - Accounts will be enabled for selected staff members who currently have a disabled user
account and have a current district assignment record in the selected school(s).

Student Accounts Staff Accounts

Below is an example of the CSV report that will generate once the Save Changes button is selected (Image 4).

Image 4: Example of the Enabled Accounts Report

Creating Student Accounts
The Create Account option allows you to create user accounts for all students within a school(s) or for specific
students. Options are available for determining how username and passwords are automatically created, as well
as the default homepage (Campus Portal, Campus Student).

  Click here to expand...

Creating Staff Accounts
The Create Account option also allows you to create user accounts for all staff within a school(s) or for specific
staff members. Options are available for determining how usernames are automatically created, as well as the
default homepage (Campus Tools, Campus Instruction).

  Click here to expand...

Password

https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4926e121cf66c915ad9/n/enable%20account%202-1.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d493ad121cbe0a1edf0b/n/enable%20staff%20account%20-%20individual.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4948e121c977eea159c/n/enable%20account%203.png
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Each account created will require the staff member go through the account activation process. During this
process, their password will be established. 

This section is not available if the Authentication Type is set to LDAP or SAML as account passwords are
controlled and managed via your IDP. 

Image 13: Staff Passwords

For more information about communicating usernames and helping users log into their new account, see the
Informing Users of Newly Created User Accounts section below.

If generating random passwords for users, it is critical you follow the steps detailed in the article linked above.
This is the only way to properly have a users log in and set their own password if a random
password was established by Campus.

Homepage
Once User Group and Username criteria has been established, determine the Homepage of the accounts. The
Homepage indicates whether the staff will default to Campus Tools or Campus Instruction when logging in.

Image 14: Setting the Homepage

For example, if the Homepage is set to 'Campus Instruction', each generated staff account is defaulted to a
Homepage value of 'Campus Instruction', meaning they will be sent to Campus Instruction when logging into
Campus. This value is set on the user's User Account tab.

Image 15: Example of Where the Homepage Value is Set Within Campus

Create User Accounts for All Staff in a School or Select Staff
Members
Once User Group, Username, Password, and Homepage criteria is set, you must determine which staff members
will have user accounts created. User accounts can be created for all staff within a selected school(s) or for a
specific set of staff members. See the following sections below for more information about these two options.

All accounts created require a password change upon first login.

For more information about creating letters and emails to inform users of their new user account, see the

https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4abec161cc46b450cb8/n/password%20field.png
http://kb.infinitecampus.com/#UserAccountBatchWizard-InformingUsersofNewlyCreatedUserAccounts
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4acec161caa6b450c92/n/create%20staff%205.png
https://kb.infinitecampus.com/help/user-account
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Informing Users of Newly Created User Accounts section below.

To create user accounts for all staff within a selected school(s):
1. Select an Account Type of 'Staff'.
2. Select a Change Type of 'Create Account'.
3. Set User Group, Username, Authentication Type, Password, and Homepage criteria (as described in the

sections above).
4. Select the Create user accounts for all staff in the selected school(s)  radio button.
5. Select which school(s) will have all staff user accounts created. To select multiple schools, hold the CTRL

button while selecting each school. 
6. To preview a list of all user accounts that will be created, click the Preview Changes button. A report will

appear in CSV format.
7. To initiate the creation of staff user accounts, click the Save Changes button. A report will appear in CSV

format, detailing all user accounts created.

Image 16: Creating Accounts for All Staff Members in a School

To create user accounts for a specific staff members:
1. Select an Account Type of 'Staff'.
2. Select a Change Type of 'Create Account'.
3. Set User Group, Username, Password, and Homepage criteria (as described in the sections above).
4. Select the Create user accounts for all selected staff  radio button.

5. Enter search criteria for the staff member (e.g., Last Name, First Name, Gender, Title, etc) and click the
Search button. Staff members matching search criteria will appear in the window on the right.

Search results are district-wide.

6. In the Select a person to add to edit list  window, select the name of each staff member which will have
their user account created. When a staff member is selected, their name will appear in the Click on a
person to remove from list window.

7. To preview a list of all user accounts that will be created, click the Preview Changes button. A report will
appear in CSV format.

8. To initiate the creation of staff user accounts, click the Save Changes button. A report will appear in CSV
format, detailing all user accounts created.

http://kb.infinitecampus.com/#UserAccountBatchWizard-InformingUsersofNewlyCreatedUserAccounts
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4ae8e121c987eea1599/n/user%20accounts%20for%20all%20staff%20111.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4af8e121cde7bea17ba/n/staff%20create%20-%20specific%20users.png
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Image 17: Creating Accounts for Specific Staff

Below is an example of the CSV report that will generate once the Save Changes button is selected (Image 18).

Image 18: Example of the CSV Report Detailing Created Accounts 

Disabling Student and Staff Accounts
The Disable Account option allows you to disable user accounts for all students or staff within a
calendar(s) or for a specific set of users. See the following sections below for more information.

Disable User Accounts for All Students or Staff in a Selected Calendar(s)
Disable User Accounts for All Selected Students or Staff

Image 19: Disable Account Option

Disable User Accounts for All Students or Staff in a Selected
Calendar(s)
To disable all user accounts for all students or staff within a selected calendar(s):

1. Select an Account Type 
Students - Select this option to disable all students within a selected calendar(s).
Staff - Select this option to disable all staff within a selected calendar(s).

2. Select a Change Type of 'Disable Account'.
3. Mark the Disable user accounts for all students in the selected calendar(s) OR Disable

user accounts for all staff in the selected calendar(s) radio button. 
4. Select which calendar(s) will have user accounts disabled. To select multiple calendar, hold the

CTRL button while selecting each calendar. 
5. To preview a list of all user accounts that will be disabled, click the Preview Changes button. A

report will appear in CSV format.
6. To initiate the disabling of student or staff user accounts, click the Save Changes button. A

report will appear in CSV format, detailing all user accounts disabled.

https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4b0ad121c1f0b1ede10/n/create%20staff%20example.png
http://kb.infinitecampus.com/#disable-user-accounts-for-all-students-or-staff-in-a-selected-calendars
http://kb.infinitecampus.com/#UserAccountBatchWizard-DisableUserAccountsforAllSelectedStudentsorStaff
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Student Accounts Staff Accounts

Disable User Accounts for All Selected Students or Staff
To disable user accounts for a specific student or set of students:

1. Select an Account Type
Students - Select this option to disable specific students within a selected calendar(s).
Staff - Select this option to disable specific staff within a selected calendar(s).

2. Select a Change Type of 'Enable Account'.
3. Mark the Disable user accounts for selected students OR Disable user accounts for all

selected staff radio button. 
4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) or staff (e.g.,

Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria
will appear in the window on the right.

Search results are district-wide.

5. In the B. Select a person to add to edit list window, select the name of each person who will
have their user account disabled. When a person is selected, their name will appear in the C.
Click on a person to remove from list window.

6. To preview a list of all user accounts that will be disabled, click the Preview Changes button. A
report will appear in CSV format.

7. To initiate the disabling of student or staff user accounts, click the Save Changes button. A
report will appear in CSV format, detailing all user accounts disabled.

Student Accounts Staff Accounts

Below is an example of the CSV report that will generate once the Save Changes button is selected
(Image 20).
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Image 20: Example of the CSV Report Detailing Disabled Accounts

Forcing a Password Change
The Force Password Change option allows you to force a password change for all student or staff user
accounts in a school(s) or for a specific set students or staff. 

Only students with a student user account which is enabled and does not already have the Force
Password Change field selected will be forced to change their password.

See the following sections below for more information.

Force a Password Change for All Students or Staff in a Selected School(s)
Force a Password Change for All Selected Students or Staff

Image 21: Force Password Change Option

Force a Password Change for All Students or Staff in a Selected
School(s)
To force a password change for all student or staff accounts in a selected school(s):

1. Select an Account Type
Student - Selecting this option means all students within the selected school(s) will be
forced to change their password.
Staff - Selecting this option means all staff within the selected school(s) will be forced to
change their password. Staff are identified based on the presence of a District Assignment
record. 

When forcing a password change for staff, the tool omits staff members with the following
Product Security Roles: Application Security, Finance, Human Resources, Open Market
Food Service, Payroll, Student Information System, Campus Learning.

2. Select a Change Type of 'Force Password Change'.
3. Mark the Force password change for all student accounts in the selected school(s) OR

Force password change for all staff accounts in the selected school(s) radio button. 
4. Select which schools will have all student or staff accounts forced to change their password.
5. To preview a list of all user accounts that will be impacted, click the Preview Changes button. A

report will appear in CSV format.
6. To initiate the forcing of a password change for student or staff user accounts in the selected

school(s), click the Save Changes button. A report will appear in CSV format, detailing all user
accounts impacted.

Only students with an active user account, an active or future enrollment record in the selected
school(s), and does not already have the Force Password Change field selected will be required to
change their user account password.

http://kb.infinitecampus.com/#UserAccountBatchWizard-ForceaPasswordChangeforAllStudentsorStaffinaSelectedSchool\(s\)
http://kb.infinitecampus.com/#UserAccountBatchWizard-ForceaPasswordChangeforAllSelectedStudentsorStaff
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Student Accounts Staff Accounts

Force a Password Change for All Selected Students or Staff
To force a password change for specific students or staff:

1. Select an Account Type.
1. Student - Select this option to force a password change for specific students.
2. Staff - Select this option to force a password change for specific staff. Logic identifies staff

members by looking for user accounts set with a Homepage of 'Campus Application' and then
excluding some users based on their user group/product security roles. 

When forcing a password change for staff, the tool omits staff members with the following
Product Security Roles: Application Security, Finance, Human Resources, Open Market
Food Service, Payroll, Student Information System, Campus Learning.

2. Select a Change Type of 'Force Password Change'.
3. Mark the Force password change for all selected students or Force password change for

all selected staff radio button. 
4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) or staff (e.g.,

Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria
will appear in the window on the right. 

Search results are district-wide.

5. In the B. Select a person to add to edit list window, select the name of each person who will
be forced to change their password. When a person is selected, their name will appear in the C.
Click on a person to remove from list window.

6. To preview a list of all user accounts that will be impacted, click the Preview Changes button. A
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report will appear in CSV format.
7. To initiate the forcing of a password change for all selected students or staff, click the Save

Changes button. A report will appear in CSV format, detailing all user accounts impacted.

Only selected students with an active user account, an active or future enrollment record in the
selected school(s), and does not already have the Force Password Change field selected will be
required to change their user account password.

Student Accounts

Below is an example of the CSV report that will generate once the Save Changes button is selected
(Image 20).

Image 22: Example of the CSV Report Detailing User Accounts Forced to Change Their Password

Adding User Groups to Staff Accounts
User Groups can be assigned to all staff user accounts within a school or for a specific set of staff
members. This functionality is useful in mass applying calendar rights and tool rights for all staff
members in a school or for a specific set of staff members (e.g., all teachers, specific counselors, etc). 

User Groups are broken into the three following categories: 

Tool Rights Groups - These groups only contain tool rights and do not assign calendar rights.
Calendar Group - These groups only contain calendar rights and do not assign tool rights.
Mixed or Empty Group - These groups assign a combination of tool and calendar rights or they
are blank and contain no calendar or tool rights at the moment.

By separating user groups into these categories, users have more control over what types of rights
are assigned and can easily identify and sort through different user groups when assigning. 
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User groups containing all schools and all calendars cannot be added to staff accounts
via the User Account Batch Wizard. User accounts requiring all schools/all calendars
must be handled manually.

See the following sections below for more information.

Add User Groups for All Staff in a Selected School(s)
Add User Groups for Specific Staff Members

Image 23: Add User Groups Option

Add User Groups for All Staff in a Selected School(s)
To add user groups for all staff within a selected school(s):

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Add User Groups'.
3. Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.
4. Enter the Group Name being searched. Only user groups of the selected type which matches the

group name entered will appear in search results.
5. Click the Search button. Search results will appear in the Click on a group to add to the list

window on the right.
6. Select which groups will be assigned to these user accounts. Selected groups will appear in the

Click on a group to remove from list window.
7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be

added.
8. Select the Add User Groups to all staff in the selected school(s) radio button.
9. Select which school(s) will have selected user groups assigned to all staff members. To select

multiple schools, hold the CTRL button while selecting each school. 
10. To preview a list of all user accounts and what user groups will be added, click the Preview

Changes button. A report will appear in CSV format.
11. Select the Save Changes button. Specified User Groups have now been added to all staff

members in the selected schools. 

http://kb.infinitecampus.com/#UserAccountBatchWizard-AddUserGroupsforAllStaffinaSelectedSchool\(s\)
http://kb.infinitecampus.com/#UserAccountBatchWizard-AddUserGroupsforSpecificStaffMembers
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Image 24: Adding User Groups for All Staff in a School(s)

Add User Groups for Specific Staff Members
To add user groups for specific staff members:

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Add User Groups'.
3. Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.
4. Enter the Group Name being searched. Only user groups of the selected type which matches the

group name entered will appear in search results.
5. Click the Search button. Search results will appear in the Click on a group to add to the list

window on the right.
6. Select which groups will be assigned to these user accounts. Selected groups will appear in the

Click on a group to remove from list window.
7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be

added.
8. Select the Add User Groups for selected staff radio button.
9. Search for a person by entering identifying criteria (e.g., Last Name, First Name, Gender, Title,

etc) and click the Search button. Search results will appear in the window to the right. 

Search results are district-wide.

10. Select which users will have user groups added by click on their name in the Select a person to
add to edit list window. Once a person is selected they will appear in the Click on a person to
remove from list window.

11. To preview a list of what user groups will be added for which people, click the Preview Changes
button. A report will appear in CSV format.

12. Once ready initiate the addition of the user groups, select the Save Changes button. Specified
User Groups have now been added to the selected users. 
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Image 25: Adding User Groups for Specific Staff Members

Below is an example of the report that is produced once user groups are added.

Image 26: Example of the User Group Report

Removing User Groups to Staff Accounts
User Groups can also be removed from all staff user accounts within a school or for a specific set of
staff members. This functionality is useful in mass removing calendar rights and tool rights for all staff
members in a school or for a specific set of staff members (e.g., all teachers, specific counselors, etc). 

See the following sections below for more information.

Remove User Groups for All Staff in a Selected School(s)
Remove User Groups for Specific Staff Members

http://kb.infinitecampus.com/#UserAccountBatchWizard-RemoveUserGroupsforAllStaffinaSelectedSchool\(s\)
http://kb.infinitecampus.com/#UserAccountBatchWizard-RemoveUserGroupsforSpecificStaffMembers
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Image 27: Remove User Groups Option

Remove User Groups for All Staff in a Selected School(s)
To remove user groups for all staff within a selected school(s):

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Remove User Groups'.
3. Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.
4. Enter the Group Name being searched. Only user groups of the selected type which matches the

group name entered will appear in search results.
5. Click the Search button. Search results will appear in the Click on a group to add to the list

window on the right.
6. Select which groups will be removed from these user accounts. Selected groups will appear in the

Click on a group to remove from list window.
7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be

added for removal.
8. Select the Remove User Groups to all staff in the selected school(s) radio button.
9. Select which school(s) will have selected user groups removed for all staff members. To select

multiple schools, hold the CTRL button while selecting each school. 
10. To preview a list of all user accounts that will have user groups removed, click the Preview

Changes button. A report will appear in CSV format.
11. Select the Save Changes button. Specified User Groups have now been removed to all staff

members in the selected schools. 
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Image 28: Removing User Groups for All Staff in a School(s)

Remove User Groups for Specific Staff Members
To remove user groups for specific staff members:

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Remove User Groups'.
3. Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.
4. Enter the Group Name being searched. Only user groups of the selected type which matches the

group name entered will appear in search results.
5. Click the Search button. Search results will appear in the Click on a group to add to the list

window on the right.
6. Select which groups will be removed from these user accounts. Selected groups will appear in the

Click on a group to remove from list window.
7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be

added for removal.
8. Select the Remove User Groups for selected staff radio button.
9. Search for a person by entering identifying criteria (e.g., Last Name, First Name, Gender, Title,

etc) and click the Search button. Search results will appear in the window to the right. 

Search results are district-wide.

10. Select which users will have user groups removed by click on their name in the Select a person
to add to edit list window. Once a person is selected they will appear in the Click on a person
to remove from list window.

11. To preview a list of what user groups will be removed for which people, click the Preview
Changes button. A report will appear in CSV format.

12. Once ready initiate the removal of the user groups, select the Save Changes button. Specified
User Groups have now been removed for the selected users. 
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Image 29: Removing User Groups for Specific Staff Members

Below is an example of the report that will appear once the Save Changes button is selected.

Image 30: Example of the Remove User Groups Report

Informing Users of Newly Created User
Accounts
You can inform all users who have a newly created user account or who have never logged into their
user account to log into their account and update their account password by using the User Account
Messenger, User Account Messenger Scheduler, and Account Letter Builder tools. 

 Click here to expand...

https://kb.infinitecampus.com/help/user-account-messenger
https://kb.infinitecampus.com/help/user-account-messenger-scheduler
https://kb.infinitecampus.com/help/account-letter-builder

