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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 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.

User Account Batch Wizard v« User Management > User A

User Account Batch Wizard

t Administration > User Account Batch Wizard

This tool can be used fo balch create, enable or disable student and staff accounts. or flag them for password change. Alsa. fo balch add or remove one or more user groups from staff accounts. Select school(s) or search for
specific student(s)istaff for batch update.

1. Account Type [ Students v
2. Change Type | Enable Account ~

3. Additional Account Information

(®) Enable user accounts for all active students in the selecied calendar(s)
24-25 Basha High Schoal
2024 - AA TEMPE - REGULAR
2024 - AAED - REGULAR (]
2024 - AAG - REGULAR
2024 - AAQC - REGULAR
2024 - ABAT - REGULAR
2024 - ABHSE - REGULAR
2024 - ACCE - REGULAR
2024 - ACCM - REGULAR
2024 - ACESG - REGULAR
2024 - ACESP - REGULAR
2024 - ACEST - REGULAR
2024 - ACPHS - CEC
2024 - ACPHS - GLG
2024 - ACPHS - EDGE
2024 - ACPHS - HILL =

“Cirl-cick or Shift-click to select multiple

) Enable user accounts for selected students

Preview Changes Save Changes

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.

User Account Batch rd

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select

1. Account Type  Students v

Iz Change Type | Enable Account v I

3. Additional Account Information

* Enable user accounts for all students in the selecled school(s)
AREnEnded
ARENNaShow
AREnPrimary
AREnSecondary
BOE
Booth Hill Elementary School
CSReportEnded
CSReporthoShow
CSReportPrimary
CSReportSecondary
DAEWStudentPrimary
Daniels Farm Elementary School
Frenchtown Elementary School
GrRepEnded
GrRepNoShow
GrRepPrimary -
*Ctrl-click or Shift-click to select multiple

Enable user accounts for selected students

Preview Changes Savs Changes
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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.
o Students - Select this option to enable student accounts within the selected school(s).
o 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 enroliment 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
User Account Batch Wizard user Account Batch Wizard
‘enabling,disabing, and flagging enabling, disabing,
el
Honsh
1. Account Type| Students v |
2 Change e Ensle Account v e
S T 2 Change Type | Enable Account v
[ -accounts for il students in the selected school(s).
Bt o oot 3 Adiona Accaunnformation
|AcceL E‘}“:‘"‘P‘" '® Enable user accounts for all staff in the selected school(s)
s Gamps
Acestan /ACCEL Eaty Loaming
ntersen Ecmentoy Schos AcceL &
nderven dnio i Sehon ACGEL o Campes
rtons Calege Prep e Campus Aces e
|Arizona College Prep Oaklanc Andersen Elementary School
o avcaion ot evcop ndersen donior igh Schol
ote Bty Scvot Afcons Catege rep Ere Gamus
2 e e o Catoge PrepOakand Comgus
Sarver e A Aot o Eautson and Dol
Sasna Eomentary Scosl e oty Scnom
Casna i Sehod ey
Sote s g Scoot Caroes Acodeny
Eaesna Eementny Scnoel o s e vt
L LI Bogle Junior High School
T vl vorscoouts o sokced shers Baogna Eementry Schoo o

) Enable user accounts forselected stal

Preveu Changes ‘Save Changes

Preview Changes Save Changes
—_

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

1. Select an Account Type.
o Students - Select this option to enable specific student accounts within the selected school(s).
o 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
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
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account and have a current district assignment record in the selected school(s).

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

User Account Batch Wizard Report
Generated on 09/26/2017 02:49:03 PM
Account Type: students

Change Type: enableAccount

Total number of accounts: 1

LastName FirstName MiddleName Username
Makil Emilie Tester 1111111

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 usernames and passwords are automatically created, as well
as the default homepage (Campus Portal, Campus Student).

When using the Create Account option, accounts will only be created for students with a current or future
enrollment record who do not have an existing user account within the district. If the student transfers
between schools in the same Campus district, they will retain the same student account.
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User Account Batch Wizard

This tool can be used to batch creale, enable or disable student and staff accounts. or flag them for password change. Also, to batch add or remave one or more user gr

Additionally, this tool can be used to baich update the homepage for all the student and parent accounts from Portal to Campus Student Portal or Campus Parent Portal,

1. Account Type | Students ¥
2. Change Type | Greale Account v |

3 Additional Account Information

Username
® Use census email as account ussmame
| Exclude email domain in usemame
' Use a pattem fo generate usemame for sach account created
Authentication Type
| Local Campus Authentication Only v |

Note: Any accounts created with this ication type will be ically flagged for password reset
Password

') Randamly generate password for each account created
{ Use a patiern fo generale password for each account created

(*) Create user accounts for all students in the selected school(s)
2/3 Day Prescheol - NHLC (Non Rpf) Py
2/3 Day Preschool - ZLE (Non Rpt)

5 Day Preschool - NHLC

A. Reck School

Adult Academic Program

Armstrong Credit Recovery

Calendar Test

Community Education Company

‘Community Education Corportation

‘Cooper Credit Recovery

Core School

Crystal Leaming Center (Non Rpf)

©5 Campus Student

Early Adventures - Neill

Early Adventures- PLE

Early Childhood (ECSE) =

“Chri-click or Shifl-click o select mutiple
" Greate user accounts for all selected students

| Preview Changes | | save Changes

Image 5: Creating Student Accounts

Username

Usernames are generated from two sources: the student's email address (available in the Demographics tool) or a
predefined pattern for each account. The table below describes each option.

Field Description
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Field

Use census email as account
username

3. Additional Account Information

1®) Use census email as account usemar
e e—

| Use a pattem to generate usemame for each account created

Description

Selecting this option means usernames will be generated to match the
email address listed in the Email field in the student's Demographics tool
(see below).

If you would like to remove the domain from usernames generated from a
student's census email address, mark the Exclude email domain in
username checkbox. For example, if the user's email address is
‘joetester@email.com’, their generated Campus username would be
'joetester’.

Usernames created via email account do not qualify for collision
resolution. If the email address is missing or is already taken by an
existing user account, the user account will not be created.

Demographics # Census > People > Demographics
- Tester, Nate B}

Delete & Person Summary Report % Demographics Data | Documents

I S— T
e I — T
s )

portal Username o ctve Portal Account

Personal Contact Information
Messenger Preferences Contact Reasons

outs onaer
— s S0 Emacgncy Mot Moo Gonet Pty oo
ersfegeton ]| 0 en o o oo
ey

u]

F

i

§

H
0O0D0Do0oooo O
0Oo0D0DooDoo O
0 00 00 0o
D 0D 00 0o
0 00 00 0o

preterred Langusge

Once the user account has been created, the user will enter their email
address as their username to log in to Campus on the Campus login
screen (see below).

Student Information System Versiom Campus-31 S 114

intAZ

Username (Required)

l testing@test.com

Password (Required)

[ e
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Field Description

Use a pattern to generate Selecting this option lets you specify a pattern for generating usernames
username for each account for each account.
created

Sremame For example, using the criteria shown in the picture to the left (Last Name,

T o s s e e e First Name, Student Number), if the student's name is John Doe and his

T S E— student number is 123456789, he would log in with a username of

Cr— Doe.John.123456789

[ v]
| T

Your patter example: Doe. Jane.567391234(..1, 2,etc. if username already exists)

i Version: C 31.3.114
Student Information System ersion: Campus

intAZ

Username (Required)

[ Doe.John. 123456789

Password (Required)

Authentication Type

The Authentication Type determines how users of the generated accounts will log into Campus.

This option will only appear if LDAP or SAML are configured in Campus. If hidden, the default authentication
type is Local Campus Authentication.

Authentication Type ¢ Local Campus Authentication Only - This option
Local Campus Authentication Only ¥ means users will use their Campus username and
Note: Any accounts created with this authentication type will be automatically flagged for password reset password to |og into Campus_

LDAP Authentication - This option means users will
log into Campus using their LDAP username and
password (controlled and maintained by their
school/district's IDP). See the LDAP Authentication
article for more information.

SAML Authentication - This means users will log
into Campus using their SAML username and
password (controlled and maintained by their
school/district's IDP). See the SSO Service Provider
Configuration article for more information.

Password

When determining how user account passwords are created, you have the following two options:

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.

Field Description
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Field

Randomly generate password for
each account created

Password

| Randomiy generate passuiord for each accoun created |
(' Use a pattern to generate password for each account created
Homepage

Campus Portal ¥

Description

Selecting this option means Campus will randomly generate a
unique password for each account created.

For more information about communicating usernames and helping
users log into their new account, please see the following articles:
e Notifying Users via Email

Use a pattern to generate password
for each account created

Password
' Randomly generate password for each account created

1® Use a patiern to generate password for sach account created
Ficld Max Characters
Last Name v 10
First Hame v 10
[ L ]
[ v ]| ]
Homepage

Campus Portal ¥

Homepage

e Notifying Users via Letters

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.

Selecting this option allows you to designate a pattern for how
passwords are generated for each user account created.

In the example to the left, based on the criteria (Last Name, First
Name, 10 characters), a user named Nate Student would have a
password of 'studentnate’.

When automatically creating new student user account passwords
containing portions or a combination of a student's PIl (Personally
Identifiable Information), you do so at your own risk. Often much of a
student's common PIl attributes are public knowledge and can be
easily ascertained. Please ensure the utmost due diligence when
distributing communication of a password containing portions or
combinations of student PII to the applicable student(s).

Once Username and Password criteria has been established, determine the Homepage of the accounts. The
Homepage indicates whether the student will have access to Campus Student or the Campus Parent Portal. Select

Campus Student.

Password
' Randomly generate passward for each account created
'8 Use a pattem to generate password for sach account created

Field Max Characters
[ Last Name v 10]
[ First Hame v 10|

[ v \
[ 2| \

-—

Image 6: Setting the Campus Homepage

For example, if the Homepage is set to '‘Campus Student', each generated student account defaults to 'Campus
Student Portal' as the Homepage, meaning they will be sent to Campus Student when logging into Campus. This

value is set on the student's User Account.

User Account vy

- Tester, Nate [&)

User Account Detail natetester

User Account Information

User Credentials

Homepage

Authentication Type

User Management > User Account Administration > User Account

l Campus Student Portal ]

[ Local Campus Authe.. v

Username *

() Force Password Change
Account Expiration Date

month/day/year E

() Disable Account

Image 7: Example of Where the Homepage Value is Set Within Campus
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Create User Accounts for All Students in a School or Select
Students

Once the Username, Password, and Homepage criteria are set, you must determine which students will have user
accounts created. User accounts can be created for all students within a selected school(s) or for a specific set of

students. 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
Informing Users of Newly Created User Accounts section below.

To create user accounts for all students within a selected school(s):

1. Select an Account Type of 'Students'.
. Select a Change Type of 'Create Account'.

S W N

button while selecting each school.

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

6. To create student user accounts, click the Save Changes button. A report will appear in CSV format,
detailing all user accounts created.

User Account Batch Wizard

This tool can be used to batch creale, enable or disable student and staff accounts. or flag them for password change. Also, to baich add or renj

Additionally, this tool can be used to baich update the homepage for all the student and parent accounts from Portal to Campus Student Portal

1. Account Tpe | Sterts ¥ |
2. Change Type | Greale Account v

3. Additional Account Information
Username
® Use census email as account ussmame
| Exclude email domain in usemame
() Use a pattern fo generate usemame for each account created
Authentication Type
| Local Campus Authentication Only v |

Note: Any accounts created with this i type will be ically flagged for password reset
Password

') Randamly generate password for each account created
{ Use a patiern fo generale password for each account created

® Creale user accounts for all students in the selected school(s)

2/3 Day Prescheol - NHLC (Non Rpf) Py
2/3 Day Preschool - ZLE (Non Rpt)

5 Day Preschool - NHLC

A, Reck Scheal

Adult Academic Program

Armstrong Credit Recovery

Calendar Test

Community Education Company

‘Community Education Cerportation

‘Cooper Credit Recovery

Core School

Crystal Leaming Center (Non Rpf)

©5 Campus Student

Early Adventures - Neill

Early Adventures- PLE

Early Childhood (ECSE) =

“C-click or Shifl-click o select mutiple
" Greate user accounts for all selected students

Preview Changes | | save Changes

Image 8: Creating Accounts for All Students in a School

To create user accounts for a specific student or set of students:

1. Select an Account Type of 'Students'.
2. Select a Change Type of 'Create Account'.
3. Mark the Create user accounts for selected students radio button.

4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) and click theSearch
button. Students matching the 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 the edit list window, select the name of each student whose user
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http://kb.infinitecampus.com/#UserAccountBatchWizard-InformingUsersofNewlyCreatedUserAccounts

account will be created. When a student 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 created, click the Preview Changes button. A report will
appear in CSV format.

7. To create student user accounts, click the Save Changes button. A report will appear in CSV format,
detailing all user accounts created.

(%) Create user accounts for all sslected students

A. Search for person B. Select a person to add to edit list C. Click on a person to remove from list

Lastname Tester, Student Tester, Student .
P

Gender | v

Grade | v

Adhoc | v

Filter

Remove All

Preview Changes | | Save Changes

Image 9: Creating Accounts for Specific Students

Below is an example of the CSV report generated when the Save Changes button is selected (Image 10).

User Account Batch Wizard Report
Generated on 09/28/2017 09:38:19 AM
Account Type: students

Change Type: createAccount

Number of successful accounts: 1

LastName FirstName MiddleName ResultType Username IsCollisionResolution ErrorMessage
Tester Student SUCCESsS test@test.com FALSE

Image 10: Example of the CSV Report Detailing Created Accounts

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 to determine how usernames are automatically created and the default
homepage (Campus Tools or Campus Instruction).

When using the Create Account option, accounts will only be created for staff members with a current district
assignment who do not have an existing user account within the district.

Usel unt Batch Wizard

This tool vill allow for batch creation, snabling, disabling, and flagging for password change of ussr accounts via school filter or search and select for both student and staff accounts.
Additionally. this tool allovrs users to to add or remove one or mare user groups from mulfiple staf accounts at once.

1. Account Type
2. Change Type | Create Account v

3. Additional Account Information

Search Groups Click on a group to add to the list Click on a group to remove from list
Group Type | Toal Right Group v COUNSELING SECRETARY GOUNSELING SECRETARY N
Gioup ame

Note: Staff accounts will be created based on district assignment and any accounts created will be automatically flagged

Image 11: Create Staff User Accounts Option
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User Groups

User Groups can be automatically assigned to all newly created staff user accounts within a school or for a specific
set of staff members. This functionality is useful for assigning tool and calendar rights to new user accounts via
user groups, eliminating the need to manage and assign these rights on a person-by-person basis.

User Groups are broken into the following three categories:

By

¢ Tool Rights Groups - These groups only contain tool rights and do not assign calendar rights.

e 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.

separating user groups into these categories, users have a better understanding of what types of rights will be

assigned and can easily identify and sort through different user groups when assigning.

User Account Batch Wizard

This teol will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.

Additionally, this fool allows users to 1o add or remove one or more user groups from mulliple staff accounts at once.
1 AccountType St v
2. Change Type Create Account v
3. Additional Account Information
Search Groups. Click on a group to add o th list Giick on a group to remove from list

‘COUNSELING SECRETARY -
CroupType | Tool Right Group v COUNSELING SECRETARY
Groupame
ot 0

Image 12: Adding User Groups to Created User Accounts

To select user groups for staff accounts being created:
1. Select an Account Type of 'Staff'.
2. Select a Change Type of 'Create Account'.
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 that match 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 new accounts. Selected groups will appear in theClick 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. Once all groups have been selected, move on to the Username section below.
Username

Usernames are generated from two sources: the staff member's email address (on the Demographics tab) or a
predefined pattern for each account. The table below describes each option.

Field Description
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Field

Use census email as account username

Username

%) Use census email 3s account ussmame

") Exciude email domain n usemane ¢

" Use 2 pattern to gensrate usemame for each account created

Use a pattern to generate username for each

account created

Username

') Use census email as account usemame

(®) Use a pattem to generate ussmame for sach account created
Field Max Characters Delimiter

sthame v ol v

1T N —

T ——

[ ]

Your pattern example: Doe.Jane. {4, 2, ete. if

already exists)

Description

Selecting this option means usernames will be
generated to match the email address listed in the
Email field on the staff member's Demographics tab
(see below).

If you would like to remove the domain from
usernames generated from a staff member's census
email address, mark the Exclude email domain in
username checkbox. For example, if the user's
email address is 'joetester@email.com’, his
generated Campus username would be 'joetester'.

Usernames created via email account do not qualify
for collision resolution. If the email address is missing
or is already taken by an existing user account, the
user account will not be created.

Demographics [Epp———

o e |
Doeis @8 Person Summay Roport 88 Demographics Osa Documents

sz E— T

prrreso  — 0

fo— [

Personal Contact Information

Once the user account has been created, the user
will enter their email address as their username for
logging into Campus via the Campus login screen
(see below).

Student Information System version Campus 313114

intAZ
Username (Required)

testing@test com

Password (Required)

—

Selecting this option allows you to designate a
pattern for how usernames are generated for each
account.

For example, using the criteria entered in the picture
to the left (Last Name, First Name, Staff Number), if
the staff member's name is John Doe with a staff
number of 123456789, he would log in with a
username of Doe.John.123456789

. Ve X 4
Student Information System erson Campus 31311

-~
Doe.John 123456789

intAz

Password (Required)

Login
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Authentication Type

The Authentication Type determines how users of the generated accounts will log into Campus.

This option will only appear if LDAP or SAML are configured in Campus. If hidden, the default authentication
type is Local Campus Authentication.

Authentication Type ¢ Local Campus Authentication Only - This option
Local Campus Authentication Only means users will use their Campus username and
Note: Any accounts creatad with this authentication type will be automatically lagged for passwiord raset password to log into Campus.

LDAP Authentication - This option means users will
log into Campus using their LDAP username and
password (controlled and maintained by their
school/district's IDP). See the LDAP Authentication
article for more information.

SAML Authentication - This means users will log
into Campus using their SAML username and
password (controlled and maintained by their
school/district's IDP). See the SSO Service Provider
Configuration article for more information.

Password

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.

Password
Each account generated will require account activation.

For more information about communicating usernames and helping users log into their new accounts, 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 the User Group and Username criteria have 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.

Your pattern example: Doe.Jans.667891234...1, 2, etc. if username already exists)
Password

Each account generatsd will be assigned a randomly generated password.
Homepage P
‘Campus Tools v hat

Image 14: Setting the Homepage

For example, if the Homepage is set to 'Campus Instruction', each generated staff account is defaulted to '‘Campus
Instruction’, meaning they will be sent to Campus Instruction when logging in to Campus. This value is set on the
user's User Account tab.
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User Account v User Management > User Account Administration > User Account

- Tester, Nate [2}

User Account Detail natetester

User Account Information —

User Credentials Authentication Information

Homepage Authentication Type Authentication Options

[ Campus Instruction v l [ Local Campus Authenti.. v l (] Exclude from Multi-Factor Authentication and New Device
Notifications

Username * (CJ Time-Based Two-Factor Authentication

(C) Force Password Change
Account Expiration Date

month/day/year E

() Dpisable Account

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 the User Group, Username, Password, and Homepage criteria are 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 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.

Password
Each account generated will require account activation.
Homepage

‘Campus Tools v

18) Create user accounts for all staffin the selected school(s)

273 Day Preschool - NHLC (Mon Rpt) -
273 Day Preschool - ZLE (Hon Rpt]

5 Day Preschool - NHLG

A. Rock School

Adult Academic Program

Armstrong Credit Recovery

Cooper Credit Recovery

Core School

Crystal Leaming Center (Non Rpt)

€S Campus Student

Early Adventures - Neill

Early Adveniures- PLE

Early Childhood (ECSE)

ECFE - EPA {Non Rpt)

EGFE - FLT (Non Rpt)

ECFE NHLC (Nen Rpt) -

*Cirl-click or Shift-click to select multiple

) Create user accounts for all selected staff

Preview Changes | | Save Changes

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

1.
2.
3.

4.,
5.

6.

7

8

create user accounts for a specific staff members:

Select an Account Type of 'Staff'.

Select a Change Type of 'Create Account'.

Set User Group, Username, Password, and Homepage criteria (as described in the sections
above).

Select the Create user accounts for all selected staff radio button.

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

the right.
Search results are district-wide.

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

. To preview a list of all user accounts that will be created, click the Preview Changes button. A

report will appear in CSV format.

. To create staff user accounts, click the Save Changes button. A report will appear in CSV format,

detailing all user accounts created.

" Create user accounts for all staff in fhe selected schaol(s]

(%) Create user accounts for all selected staff

‘Search for person ‘Select a person fo add to edit list Glick on a person to remove from list
LI Tester, Core - corelester Tester, Core - corstester "
First name |:| Tester, Ty - Ty1977 Tester, Ty - Ty1977

A ——
L —

povocrver| v
Solect Al
| Preview Changes | | Save Changes

Image 17: Creating Accounts for Specific Staff

Below is an example of the CSV report that will be generated when the Save Changes button is
selected (Image 18).

User Account Batch Wizard Preview
Generated on 10/26/2017 02:17:30 PM
Account Type: staff

Change Type: createAccount

Number of successful accounts: 2
Number of errors: 2

LastName FirstName MiddleName ResultType Username IsCollisionResolution ErrorMessage
Johnson Jane success  Testl@test.com FALSE
Johnson Tester success  Testa@test.com FALSE
Johnson Staff Lee error Unable to generate account for this staff member. No email available to use as username,
Johnson Test error Unable to generate account for this staff member. No email available to use as username.

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.
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User Account Batch Wizard

This tool can be used to batch create, enable or disable student and staff accounts, or flag them for password change
update.

1. Account Type
2. Change Type | Disable Account v I (/

3. Additional Account Information

isable user accounts for all active students in the selected calendar(s)
2021-22 2/3 Day Preschool - NH

2021-22 2/3 Day Preschool - ZL

2021-22 5 Day Preschool - NHLC

2021-22 Adult Academic Program

2021-22 C & T QUT (Non Rpt)

2021-22 Cooper Credit Recovery

2021-22 Early Adventures - Nei

2021-22 Early Adventures- PLE

2021-22 Early Childhood (ECSE)

2021-22 ECFE - FLT (Non Rpt}

2021-22 ECFE NHLC (Non Rpt)

2021-22 ECFE NHLC Preschool

2021-22 FAIR School - Crystal

2021-22 FAIR Scheol Pilgrim La

2021-22 Forest Elementary

2021-22 Highview Alternative P -

*Ctrl-click or Shift-click to select multiple

O Disable user accaunts for all selected students

Preview Changes ‘ ‘ Save Changes

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
o Students - Select this option to disable all students within a selected calendar(s).
o 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 calendars, 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 disabling a student or staff user account, click the Save Changes button. A report will
appear in CSV format, listing all disabled user accounts.

Student Accounts Staff Accounts
User Account Batch Wizard User Account Batch ard
This tool can be used to batch create, enable or disable student and staff accounts, or flag them for password change. This tool can be used to batch create, enable or disable student and staff accounts, or fla|
update.
1 TS 1 Account Type
2. Change Type | Disable Account v 2. Change Type | Disable Account v
3. Additional Account Information 3. Additional Account Information

Disable user accounts for all active students in the selected calendar(s) isable user accounts for all staff in the selected school(s)
2021-22 213 Day Preschool - NH 2/3 Day Preschool - NHLC (Non Rpt)

2021-22 2/3 Day Preschool - ZL 2/3 Day Preschool - ZLE (Non Rot)

2021-22 5 Day Preschool - NHLC 5 Day Preschool - NHLC (Non Rpt)

2021-22 Adult Academic Program Adult Academic Program

2021-22 C & T OUT (Non Rpt) Amstrong Credit Recovery

2021-22 Cooper Credit Recovery C&T OUT (Non Rpt)

2021-22 Early Adventures - Nei Cooper Credit Recovery

2021-22 Early Adventures- PLE Crystal Learning Center (Non Rpt)

2021-22 Early Childhood (ECSE) Early Adventures - Neill

2021-22 ECFE - FLT (Non Rpt) Early Adventures- PLE

2021-22 ECFE NHLC (Non Rpt) Early Childhood (ECSE)

2021-22 ECFE NHLC Preschool ECFE - EPA (Non Rpt)

2021-22 FAIR School - Crystal ECFE - FLT (Non Rpt)

2021-22 FAIR School Pilgrim La ECFE NHLC (Non Rpt)

2021-22 Forest Elementary ESC (Non Rpt)

2021-22 Highview Alternative P - FAIR School - Crystal -
“Crl-click or Shift-click to select multiple. “Ctrl-click or Shift-click to select multiple.

© Disable user accounts for all selected students O Disable user accounts for all selected staff

Preview Changes Save Changes Preview Changes Save Changes

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
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o Students - Select this option to disable specific students within a selected calendar(s).
o Staff - Select this option to disable specific staff within a selected calendar(s).
. Select a Change Type of 'Disable Account'.

N

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 the 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 the edit list window, select the name of each person

whose user account will be 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 disabling a student or staff user account, click the Save Changes button. A report will

appear in CSV format, listing all disabled user accounts.

Student Accounts Staff Accounts

1 AccauntTps s+
2 Changs Type DisbleAccom v

3 Adtons Acezunt foraon

[ ————
=

(et ks~ saAh

Below is an example of the CSV report that will be generated when the Save Changes button is
selected (Image 20).

User Account Batch Wizard Report
Generated on 09/20/2017 11:47:29 AM
Account Type: students

Change Type: disableAccount

Total number of accounts: 1

LastName FirstName MiddleName Username
Tester Jeff J testerjeff

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 that is enabled and does not already have the Force
Password Change field selected will be forced to change their password.
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User Account Batch Wizard

This tool vill allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select

1. Account Type Students ¥

| 2. Change Type| Force Password Change ¥ |

3. Addifional Account Information

'®) Farce password change for all student accounts in the selected school(s)

AREnEnded

AREnNoShow

AREnPrimary
AREnSecondary

BOE

Booth Hill Elementary School
CSReportEnded
CSReporttloShow
CSReportPrimary
CSReportSecondary
DAEWStudentPrimary

Daniels Farm Elementary School
Frenchtown Elementary School
GrRepEnded

GrRephoShow

GrRepPrimary

Cirl-click or Shift-click to select multiple

() Force password change for all selected students

Preview Changes |

| save Changes

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

o Student - Selecting this option means that all students in the selected school(s) will be
forced to change their passwords.

o Staff - Selecting this option forces all staff within the selected school(s) to change their
passwords. 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 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 who do not already have the Force Password Change field selected will be required
to change their user account password.

Page 17



Student Accounts Staf

User Account Batch Wizard User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select. This teol will allow for baich creation, enabling, disabling, and
select for both student and staff accounts.

1 Acwuanype

Additionaly, this tool allows users to o add or remove one or1

2 Change Type Force Passviord Change ¥ | 1. Account Typs| Statt v |
3. Additional Account Informafion 2. Change Type Force Password Change ¥ |
® Force password change for al student accounts in the selected school(s) BT A R
i&:t :::{é:;r::;g - '® Force password change for all staff accounts in the selected
:ggg'g‘;‘m Campus ACCEL Early Learning

ACCEL East Campus
AGCEL Metro Gampus
ACES East

Andersen Elementary School

Andersen Elementary School
Andersen Junior High School

Arizona College Prep Erie Campus
Arizona College Prep Oakland Campus And Junior High School
Autism Academy for Education and Develop Anm:,r:nml‘l:;:rpsp E:e Campus

Acder Elementary Schaal Arizona College Prep Oakland Campus

AZ Aspire Academy Autism Academy for Education and Develop
Banner Academy

Auxier Elementary School
Basha Elementary School

AZ As) Acadel
Basha High Schaal Bann;lrcad;nym
Bogle Junior High Schoal Basha Elementary School
Bologna Elementary School hd Basha High School
“Clii-click or Shifl-click o select multiple Bogle Junior High Schoal
" Force password change for all selected students Belogna Elementary School

*Ctrl-click or Shift-click to select multiple

' Force password change for all selected staff

Preview Changes ‘ ‘ Save Changes

Preview Changes ‘ | Save Changes

Force a Password Change for All Selected Students or Staff

To force a password change for specific students or staff:

1.

w N

w

~

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 a specific staff member. 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.

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

all selected staff radio button.

. 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 the search
criteria will appear in the window on the right.

Search results are district-wide.

. 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.

. To preview a list of all user accounts that will be impacted, click the Preview Changes button. A

report will appear in CSV format.

. To initiate 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.
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Student Accounts

unt Batch Wi User Account Batch Wizard
This tool will allow for baich creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select. This tool will allew for baich creal
Additionally, this tool llows user:
1. Account Type| Students v |
yoe | Stugents v | 1. Account Type
2. Change Type  Force Password Change ¥
2. Change Type | Force Password C
3. Additional Account Information
= 3. Additional Account Information
'/ Force password change for all student accounts in the selected schoal(s)
‘arce password changs for all s
® Force password change for al selecled students » ) Force password change for all s
A. Search for person B. Select a person to add fo edit list C. Click on a person to remove from list e peeay
Last name John - John555 John - John555 -
- Lastname
Firstname | Jopn John - Jahngas J?J'c‘l'.“ - JT;“&?; Tester
. John - Johnd4.4 n- n First name
e - John - Jonn 777 1 John - John 777
Grade v B
Adhoc Filter | v Tite
Search Role
Adhoc Filter
Select Al | Remove A1 |
C
" e
Preview Changes ‘ | Save Changes

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

User Account Batch Wizard Report
Generated on 09/26/2017 03:34:45 PM
Account Type: students

Change Type: forcePasswordChange
Total number of accounts: 4

LastName FirstName MiddleName Username
John Tester Johns5s
John Tester Johnaas
John Tester Johnaaa
John Tester lohn777

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 following three categories:

¢ Tool Rights Groups - These groups only contain tool rights and do not assign calendar rights.

e Calendar Group - These groups only contain calendar rights and do not assign tool rights.

e 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 which rights are

assigned and can easily identify and sort through different user groups when assigning.

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.
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User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and siaff accounts.
Addifionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type | Add User Groups v

3. Additional Account Informafion

Search Groups Click on a group to add to the list Click on a group to remove from list
Group Type | Galendar Group v \ilder 16-17 Calendar Wikler 16-17 Calendar a
Group Name: Wilder Admin Calendar
Wilder Calendar
Wilder PreSchool

Wilder SAGC Calendar

'®) Add User Groups fo all staff in the selected school(s)
A

Ames Elementary

Arapahee High Schoal

Centennial Academy

Center for Online Studies

Center for Online Studies Evening S
East Elementary School

Englewood School District

Euclid Middle School

Field Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High Schoal

High School Cheice - AHS/HHSLHS
High School Choice - HHSLHS
Highland Elementary Schoal

*Ctri-click or Shifl-click to select multiple
() Add User Groups for selected staff

Preview Changes | | Save Changes

m

age 23: Add User Groups Option

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

To

1.
2.
3.

10.

11.

add user groups for all staff within a selected school(s):

Select an Account Type of 'Staff'

Select a Change Type of 'Add User Groups'.

Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type that match the
group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the lis
window on the right.

. 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.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added.

. Select the Add User Groups to all staff in the selected school(s) radio button.

. 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.

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.

Select the Save Changes button. Specified User Groups have now been added to all staff

members in the selected schools.

t
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User Account Batch Wizard

This tool will allow for baich creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from muliiple staff accounts af once.

pr—
2. Change Type | Add User Groups v

3. Additional Account Informafion

‘Search Groups Click on a group to add fo the list Click on & group to remave from list
Group Type | Calendar Group v 16-17 Calendar 16-17 Calendar =
Group Name: I:l Admin Galendar
Calendar
PreSchool
SACC Calendar
soct
(#) Add User Groups to all staff in the selecled schoolis)
AA -
Ames Elementary

Arapahoe High School

Centennial Academy

Cenler for Online Studies

Center for Online Studies Evening 5
East Elementary School

Englewooed School District

Euclid Middle Schoel

Field Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High Schoal

High School Cheice - AHS/HHSLHS
High School Choice - HHSILHS
Highland Elementary School

*Cirl-click or Shift-click to select multiple
() Add User Groups for selected staff

Preview Changes | ‘ Save Changes

m

age 24: Adding User Groups for All Staff in a School(s)

Add User Groups for Specific Staff Members

To

1.
2.

add user groups for specific staff members:

Select an Account Type of 'Staff'
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

10.

11.

12.

appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type that match the
group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.

. 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.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added.

. Select the Add User Groups for selected staff radio button.

. 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.

Select which users will have user groups added by clicking 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.

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.

Once read,y 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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User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for passward change of user accounts via school filter or search and select for both student and staff accounts.
Addifionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type | Add User Groups v

3. Additional Account Information

Search Groups

Group Type | Calendar Group v
N —

Click on a group o add to the list

Click on a group o remave from list

16-17 Calendar
Admin Calendar
(Calendar
PreSchool
'SACC Calendar

Select All

| Add User Groups to all staff in the selected school(s)

16-17 Calendar

*' Add User Groups for selected staff
Search for person

Lt rane

Select a person to add to edit list

Click on @ person to remove from list

‘Johnson, Carole - CMJohnson
‘Johnson_ Carolyn - CFJohnson
1Johnson. Geri - GJohnson

Johnson, Carole - CMJohnson
Johnson, Carolyn - CFJohnsen

Gender |:|

I —
O —
L ——

Preview Changes | | Save Changes |

Image 25: Adding User Groups for Specific Staff Members

Below is an example of the report generated after user groups are added.

User Account Batch Wizard Report
Generated on 10/26/2017 02:34:39 PM
Account Type: staff

Change Type: addGroups

LastName FirstName MiddleName UserName GroupName
Johnson Carole CMJohnson 16-17 Calendar
Johnson Carole CMJohnson | Admin Calendar
Johnson Carole CMUohnson | Calendar
Johnson Carole CMiohnson | PreSchool
Johnson Carole CMJohnson | SACC Calendar
Johnson Carolyn CFJohnson | 16-17 Calendar
Johnson Carolyn CFJohnson | Admin Calendar
Johnson Carolyn CFlohnson | Calendar
Johnson Carolyn CFlohnson | PreSchool
Johnson Carolyn CFJohnson | SACC Calendar

Image 26: Example of the User Group Report

Removing User Groups from 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 for mass-removing calendar 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.).
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User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school fiter or search and select for both student and staff accounts.
Additionally, this tool allovis users to 1o add o remove one or more user groups fram multiple staff accounts at once.

1. Account Type| Stafl v |
2. Change Type Remove User Groups ¥

3. Additional Account Information
Search Groups Click on a group to add fo the list Click on = group lo remave from ist

Group Type | _Select User Group Type-- ¥ ~
o

Somiza

Im.

age 27: Remove User Groups Option

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

To

1.
2.
3.

10.

11.

remove user groups for all staff within a selected school(s):

Select an Account Type of 'Staff'

Select a Change Type of 'Remove User Groups'.

Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type which matches the
group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.

. 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.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added for removal.

. Select the Remove User Groups to all staff in the selected school(s) radio button.

. 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.

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.

Select the Save Changes button. Specified User Groups have now been removed to all staff

members in the selected schools.
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User Account Batch Wizard

This tool will allow for baich creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type| Remove User Groups ¥

3. Additional Account Information

Search Groups. Click on a group 1o add fo the list Click on a group 1o remove from list
Group Type | Calendar Group v 16-17 Calondar 16-17 Calendar -
GoupName | | Admin Calendar Admin Calendar
Calendar Calendar
Preschool PreSchool
SACC Calendar SACC Calendar
Serdt 2l
'® Remove User Groups from all staff in the selscted school(s)
AN -
Ames Elementary
Arapahoe High School
Centennial Academy

Center for Online Studies

Cenler for Online Studies Evening S
East Elementary School

Englewood School District

Euclid Middle School

Field Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High School

High School Choice - AHS/HHS/LHS
High School Choice - HHSLHS
Highland Elementary School -

*Clrl-click or Shift-click to select mulfiple
) Remove User Groups for selected staff

Preview Changes | | Save Changes

Image 28: Removing User Groups for All Staff in a School(s)

Remove User Groups for Specific Staff Members

To

1.
2.
3.

10.

12.

remove user groups for specific staff members:

Select an Account Type of 'Staff'

Select a Change Type of 'Remove User Groups'.

Search for a User Group by first selecting the Group Type. Only user groups of this type will
appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type that match the

group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the list

window on the right.

. 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.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be

added for removal.

. Select the Remove User Groups for selected staff radio button.
. 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.

Select which users will have user groups removed by clicking 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.

. 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.
Once read,y 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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This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filler or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. ccount Type Siaf ¥
2. Change Type| Remove User Groups ¥

3. Additional Account Information

Search Groups Click on a group to add fo the list Click on a group to remove from list
Group Type | Calendar Group v 16.17 Calendar 16-17 Calendar -
Group Name I:l Admin Calendar Adpmin Calendar
Calendar Calendar
PreSchool PreSchool
SACC Calendar SACC Calendar
T

| Remave User Groups from all staffin the selecled schaol(s)

Remave User Groups for selected staff

Search for person Select a person to add to edit list Click on a person to remove from list
Lestname Johnsan, Garale - ChJohnsan Johnsan, Carole - Chidohnson .
First name :l Johnson, Caralyn - CFJshnson Johnson, Carolyn - CFJohnson
Johnson, Geri - GJahnson
Cencer v

O —
e E—
S —

et

Preview Changes. Save Changes

Image 29: Removing User Groups for Specific Staff Members

Below is an example of the report that appears when the Save Changes button is selected.

User Account Batch Wizard Preview |
Generated on 10/26/2017 02:36:33 PM
Account Type: staff

Change Type: removeGroups

LastName FirstName MiddleName UserName GroupName
Johnson Carole CMiohnson | 16-17 Calendar
Johnson Carole CMJohnson | Admin Calendar
Johnson Carole CMJohnson | Calendar
Johnson Carole CNUohnson | PreSchool
Johnson Carole CMiohnson | SACC Calendar
Johnson Carolyn CFlohnson |16-17 Calendar
Johnson Carolyn CFJohnson |Admin Calendar
Johnson Carolyn CFlohnson | cCalendar
Johnson Carolyn CFlohnson | PreSchool
Johnson Carolyn CFlohnson | SACC Calendar

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 in to their account and update their account password by using the User Account
Messenger, User Account Messenger Scheduler, and Account Letter Builder tools.

See the following sections below for more information:

e Creating an Email Message to Inform Users of Their New User Account
e Establishing a Recurring User Account Activation Message
e Creating Letters to Inform Users of Newly Created User Accounts

Creating an Email Message to Inform Users of Their New User
Account
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Tool Search: User Account Messenger

You can use the User Account Messenger to send an email for users to follow and access their new

user account.

User Account Messenger v User Management > User Account Administration > User Account Messenger

User Account Messenger

The User Account Messenger will send security account-related messages to Messenger contacts for student andior staff and/or parent and guardizn accounts based upon the eriteria
selected in the filter criteria section below. You can select between a generic Student. Staff or Parent/Guardian with a force change password setting or  specific expiration date filer, or you
can select amongst the student or person (Gensus/Staff) based Ad Hoc filter or utiiize an additional auto-generated guardian selection which is based upon a student based Ad Hoc fitter.

Agditional functionality includes the ability to generate messages with a unique account activation URL and an expiration date for the end user to log on. This expiration date can be setin
the fiter criteria section below and will alvizys be required vhen the uniqueLinkActivationURL Campus fiekd is selected in the Messenger editor. Please see the associated help for this tool
for more detailed information.

A5 with the standard Messenger functionality, the Template Name and User/Group can be changed after selecting Save or Copy. Messages templates that have been saved can be
scheduled for automatic delivery in the User Account Messenger Scheduler ool

User ~ Template Copy | Delele

Enter the filter criteria for User Account Builder:

Deliver fo
O Individual Search

Student

‘Staff Member

Parent/Guardian

Force Change Password

Expiration Dale
) Stugent based Ad Hoe Filters
v

) Census/Staff based Ad Hoc Filters (Portal Accounts)
v

O c based Ad Hoc Filte
v

() Guardians of Student based Ad Hoe Filiers

~

Account Activation URL Expiration Date:
Reply To Email: [ icaemo@icdemo. my.infinitecampus.org

Image 31: User Account Messenger

In the example below, an Ad hoc filter was created that includes the total login count
(usage.totalLoginCount) and if the account is flagged to require a password change
(usage.forceChangePassword). These fields are important as they can be combined with Filter
Parameters to identify only those users who have a Campus user account who have never logged into
their account and need to change their password (which will be the case for any accounts auto-
generated via Account Security Preferences).

Use the following values to ensure a proper list is generated (see Image 32):

e usage.totalLoginCount
o Operator: =
o Value: 0

e usage.forceChangePassword
o Operator: =TRUE
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Field Selection

Select fields to use for creating a fiter for which logic and output formatting may be applied. Click a field within the All Fiekds window, or use the Add
Function option to add the field to the Selected Fields window. To remove a field from the Selected Fields window, select the field(s) and click the
back arrow =--. The output will sequence the fields in the order selected; however, the sequence can be changed on the Output Formatting screen.
At least one field must be selected to continue.

Field Selection > Fiter Parameters > Output Formatting > Grouping and Aggregation

*Query Name: Users with a New User Account

Short Description: | ]
Long Description:
Select categories & fields
o E—
Al Fiekds Selected Fields
. . usage totalLoginCount -
&3l Student usage forceChangePassword
3l Demographics student firsthlame
23l School Boundaries student lastame

usage.username

43 Counselor

Ad Hoc Query Wizard - Filter Parameters

Parameters are used to fiter data based on specific logic. Use the operators to apply logic b designated fislds. Logic
not being output. Click the Add Field button to apply additional logic criteria to a single field already assigned an Operal
Expression (optional) to set conditions for the operaters using AND, OR, and NOT congflions. If a Logical Expression
will be applied to all operators. If using Logical Expression, include all fields that have @perators or the Operator for the

Field Selection = Filter Parameters » Output Formatting » Grouping and Aggreggion

*Quesry Name:  |Users with a New User Account ]

Short Description: /
N / pd

Filter the data \ " /
1D *Field Operator Value

e 1 | usage totallLoginCount v = v |0 ]
* 2 | usage forceChangePassword ¥ | = TRUE B3

* 3 | student firsthame v Al ]
x 4 | student lastiame v v ]
% 5 [ussgeusememe al al ]

Image 32: Filter of Users Who Need to Log into their User Account
Once this filter is created, use the User Account Messenger to send a message to each user.

This message should include the following Campus fields:

e The accountManagement.username field.
e The accountManagement.uniqueLinkActivationURL field.
e The accountManagmeent.uniquelLinkExpirationDate field.

You should also enter an Account Activation URL Expiration Date (see Image 33). This is the date
the unique activation URL contained in the message will expire. Users will need to select this URL prior
to this date.

Filter criteria is important when sending this message. Only users who match the filter criteria
selected (e.g., Student based Ad Hoc Filters, Census/Staff based Ad hoc Filters (Staff Accounts, etc)
will receive the message and be able to activate their accounts.
For notifying Staff, please consider the following:
o If notifying staff of their newly created Campus Application accounts (System Administration
> User Security > Users > User Account > Homepage = Campus Instruction OR Campus
Application), use the Census/Staff based Ad Hoc Filters (Staff Accounts) filter option.
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User Account Messenger

The User Account Messenger will send security account-related messages to Messenger contacts for student andior staff andior parent and
\guardian accounts based upen the criteria selected in the fiter criteria section below. You can select between a generic Student, Staff or
ParentiGuardian with a force change password setting or a specific expiration date fitter, or you can select amongst the student or person
(Census/Staff) based Ad Hoc fitter or utilize an additional autc-generated guardian selection which is based upon a student based Ad Hoc
fiter.

Additional functionality includes the ability to generate messages with & unigue account activation URL and an expiration date for the end
user to log on. This expiration date can be set in the filter criteria section below and will always be required when the:
uniqueLinkActivationURL Campus field is selected in the Messenger editor. Please see the associated help for this tool for more detailed
information

‘As with the standard Messenger functionality, the Template Name and User/Group can be changed after selecting Save or Copy.

= Y Tempiae

Enter the filter criteria for User Account Builder:

Deiiver fo:
() Individual Search
Student
Staff Member
ParentiGuardian
Force Change Password
i
') Student based Ad Hoc Filters

UAM-2016-09-26-17-21-33-jmm.csv. v

| Census/Staff based Ad Hoc Filters (Portal Accounts|
v

| Census/Staff based Ad Hoc Filters. (Staff Accounts)
v

) Guardians of Student based Ad Hoc Filters

v

|Amwnl Activation URL Expiration Date: |

Message Subject User Account Activation |

Message Body

T 8B I = = @ = © = — a [F

+ accountManagement.unigueLinkActivationURL Eand update

your account password.

Please goto

complete this process.

Thanks||

Delivery Date: |DE/07/2017

| Test | | Previewisend |

Image 33: Informing Users who Need to Log into Their User Account

Establishing a Recurring User Account Activation Message
Tool Search: User Account Messenger Scheduler
Once you have created and saved a user account activation message in the User Account Messenger

tool (see the steps mentioned in the section above), you can establish a daily, weekly, or monthly
recurring message event using the User Account Messenger Scheduler.

User Account Messenger Scheduler 1 User Management > User Account Administration > User Account Messenger Scheduler

Image 34: User Account Message Scheduler

For example, using a user account activation message template and setting to a frequency of daily,
you can set the User Account Messenger Scheduler to email the user account activation email to any
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user accounts created in the last 24 hours and repeat this process every day within a certain
timeframe.

See the User Account Messenger Scheduler article for more information about this process.

Creating Letters to Inform Users of Newly Created User Accounts
Tool Search: User Account Letter Builder

You can use the User Account Letter Builder to 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.

User Account Letter Builder ¢ User Management > User Account Administration > User Account Letter Builder
Account Activation Letter Builder

This tool will merge an Ad Hoc filter with a letier design to create letters. The output will be in PDF format. Select one letter format and one or mere filters to limit the data
Note: The resuit of student based ad hoc fiters is based on the calendar selected in the Campus Toolbar. The census based ad hoc filters do not take the selected calendar into consideration.

Saved Filters (select 1 or more) Saved Account Activation Letters
W pete

Q fe

Q Military Connection Status.

Q, Missing Gender Lesley

Edit | | Delete | | Copy

Filter Type:
Census/Staff based Ad Hoc Filters (Portal Accounts) ~
[J Filter for persons without a user account

et s

Sort Options @ apha () Zip

Build Letiers

Image 35: Account Letter Builder

In the example below, an Ad hoc filter was created that includes the total login count
(usage.totalLoginCount) and if the account is flagged to require a password change
(usage.forceChangePassword). These fields are important as they can be combined with Filter
Parameters to identify only those users who have a Campus user account who have never logged into
their account and need to change their password (which will be the case for any accounts auto-
generated via Account Security Preferences).

Use the following values to ensure a proper list is generated (see Image 35):

e usage.totalLoginCount
o Operator: =
o Value: 0

e usage.forceChangePassword
o Operator: =TRUE
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Ad Hoc Query Wi

ield Selection

Select fields to use for creating a fiter for which logic and output formatting may be applied. Click a field within the All Fields window, or use the Add
Function option to add the field to the Selected Fields window. To remove a field from the Selected Fields window, select the field(s) and click the
back arrow =--. The output will sequence the fields in the order selected; however, the sequence can be changed on the Output Formatting screen.
At least one field must be selected to continue.

Field Selection > Fiter Parameters > Output Formatting > Grouping and Aggregation

*Query Name: Users with a New User Account

Short Description: | ]
Long Description
Select categories & fields
FiterBy | Seanh | Gl |
Al Fields Selected Fields
. usage.totalLoginCount -
&3l Student usage.forceChangePassword
3l Demographics student firsthiame
23l School Boundaries student lastame

usage.username

43l School Calendar
43l School
42l District
43l Learner
43 Counselor

Ad Hoc Query Wizard - Filter Parameters

Parameters are used to fiter data based on specific logic. Use the operators to apply logic #6 designated fiskds. Logic
not being output. Glick the Add Field button to apply additional logic criteria to a single field already assigned an Opera|
will be applied to all operators. If using Logical Expression, include aII ﬂelds that have @ipe ratnrs or the Operator for thy

Field Selection = Filter Parameters » Output Formatting » Grouping and Aggreggion

*Quesry Name:  |Users with a New User Account ]

‘Short Destription: | V4
Long Description \ /
Filter the data

1D *Field Operator Value
w 1 | usage.totalLoginCount v = v o |
* 2 | usage forceChangePassword ¥ | = TRUE v
x 3 | student firstName v Al ]
¥ # | studentlastiame v v ]
W 5| ussge.usename v v ]

Image 36: Filter of Users Who Need to Log into their User Account
Once this filter is created, use the Account Letter Designer to design a letter that will be generated for
each one of these users.

This letter should include the following Campus fields (see Image 36):

e The accountManagement.username field.
e The accountManagement.uniqueLinkActivationURL field.
e The accountManagmeent.uniqueLinkExpirationDate field.

This wizard will walk you through the creation of a new letter format intended for User Security
notifications.

*Name
‘User Account Motification |
Format

1T 8B I U = @ = o = — A [F

You have until accoumManagementunlqueLmkExp\ratlonDate o

complete this process.

Thank you.

Organized To:
| User Account v

Save Format
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Image 37: Building a Letter to Inform Users who Need to Log Into Their Account
Once the filter has been created and the account activation letter has been built:

1. Select a Filter Type.

Filter criteria is important when generating this letter. Only users who match the filter criteria
selected (e.g., Student based Ad Hoc Filters, Census/Staff based Ad hoc Filters (Portal
Accounts), etc) will have a letter generated.

For notifying Staff, please consider the following:

o If notifying staff of their newly created staff Portal accounts (System Administration >
User Security > Users > User Account > Homepage = Campus Portal), use the
Census/Staff based Ad Hoc Filters (Portal Accounts) filter option.

o If notifying staff of their newly created Campus Application accounts (System
Administration > User Security > Users > User Account > Homepage = Campus
Instruction OR Campus Application), use the Census/Staff based Ad Hoc Filters (Staff
Accounts) filter option.

2. Select the filter from the Saved Filters window.

. Select the letter from the Saved Account Activation Letters window.

4. Enter an Account Activation URL Expiration Date. This is the date the unique activation URL
contained in the message will expire (see Image 37). Users will need to select this URL prior to
this date.

5. Click the Build Letters button. The letters will appear in a separate window.

w

Account Activation Letter Builder

This tool will merge an Ad Hoc filter with a letter design to create letters. The output will be in PDF format and is based on the Calendar selected in the
Campus Toolbar. Select one letter format and one or more fiters to limit the data.

Saved Filters (select 1 or more)

] Anna's Queries

O] Course Reports

[C] Course Requests - By Halman
[21 Haliman Go Live Fiters

[ Scheduling

(3, =aDmA

. Users with a New User Account | e

Student based Ad Hoc Fitters L
*Account Activation URL Expiration Date: |D6/08/2017 [Ta]

AN

et Operaiors [ Uion 7

Sort Options ® Alpha ) Zip

Build Letters

Image 38: Generating a Letter
Below is an example of a generated letter using this scenario (Image 38).

- Ryan
Mililani, HI
You now have a Campus user account! The following are your login credentials:
Username: 234030

Please go to: https:ifie. link/I ?appName=iehi. This will require you
setup a new account password.

You have until 06/09/2017 to complete this process.

Thank you.

Image 39: Example of a Letter
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