Roster Setup

Last Modified on 03/13/2024 1:55 pm CDT

The Section Roster Setup tool is being removed from the product as of the Campus.2435
Release (August 2024).

Use the following tools for scheduling and planning purposes:

Scheduling Board
Course Planner

Staff Planner
Requests and Rosters

Copy Students from an Existing Section | Manually Add Students to the Section | Remove Students
from a Section

Tool Search: Roster Setup

The Roster Setup tab lists the students who are currently in the section and also allows System
Administrators or Counselors the ability to quickly create a roster for the section, by selecting a
student's name from the list or by copying from another section.

Active students currently enrolled in the section appear in black text. Students who have ended
enrollments or who have dropped the course section appear in red text with the end date.

The following System Preference settings affect the Roster Setup tool:

e Students added to a course section with an entered start date will appear in green font,
according to the Days to Flag Roster Additions System Preference.

e Course fees will automatically post for students added to a course section, according to
the Auto Post Course Fees System Preference.

Copyright © 2010-2024 Infinite Campus. All rights reserved.


http://kb.infinitecampus.com/help/scheduling-board-623feb5
http://kb.infinitecampus.com/help/course-planner-course-planner
http://kb.infinitecampus.com/help/staff-planner-staff-planner
http://kb.infinitecampus.com/help/requests-and-rosters
http://kb.infinitecampus.com/#copy-students-from-an-existing-section
http://kb.infinitecampus.com/#manually-add-students-to-the-section
http://kb.infinitecampus.com/#remove-students-from-a-section
https://kb.infinitecampus.com/help/system-preferences-district
https://kb.infinitecampus.com/help/system-preferences-district
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb610db6e121c4e05915892/n/rostersetup.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb610dcad121ca31d1edfaa/n/rosterSetup_copyroster.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb610dd6e121c450b915703/n/rostersetup_gradelevel.png

Infinite ;'

Index Search Help - 0003-1 Skills Seminar Al

o~ Teacher: Administrator, System
* Student Infarmation

Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup
+ Instruction
 Census [E]) save student List anafor Copy Section
» Behavior
Copy student from this section: -
+ Health
+ Attendance — Current Roster{33/12) Show Students in this gradz only: -
v Scheduling Student, Cody (09) 123455 (End Date: 09/13/2013) - Student, Oliver (11) 987654 &
Student, Frazier(09) 23456 Student, Tula (11) 876543
EXED Student, Dean (09) 345678 Student, Esteban (10) 765432 D
Add Course Student, Ellen (10) 456739 Student, Sylvia (10) 654321
Student, Andrea (10) 567890 (End Date: 08/29/2013)
Schedule Wizard Student, Belinda (11} 673801
Fill Counselor Student, Wanda (12) 785012
Fill Teams
Request Wizard
Roster Copy il i
Schedule Gap Fillsr Click on a student to remove from list. Click on a student to add to section
Scheduling Build Constraints Warning: All existing grading scores and attendance records for this class will be delated if you remove a student.
Student Gap Scheduler Note: Inactive students are highlighted in red in the Current Roster list. Use the walk-in scheduler to schedule inactive studants inte this section.
Lunches Path: Index > Student Information > General > Schedule Tab > Walk-in Schedular

The Roster Setup tool should only be used BEFORE a Course Section begins. If a student
needs to be removed from the section after the term start date or the student ended
enrollment in the school and has since returned, use the Walk-In Scheduler.

Read - View students on a roster.
Write - Add or remove students from a roster.
Add - N/A
Delete - N/A
See the Tool Rights section below for more details on what actions can be performed with
each right.
Students can be added to a Section Roster in two ways:

e Copying students from an existing section
e Manually adding students to the section

When scheduling a student into a section of a Course, any fees assigned to the course will be
added to the student's Fees tab if the fee is not already assigned to the student.

Student Constraints DO NOT display on the Roster Setup tab. If there is concern about having
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certain students in a course section, use the Student Constraints tool to manage their
placement.

Copy Students from an Existing
Section

1. Select from the dropdown list the section from which to copy students. This list includes
responsive section offerings.

2. Click the Save Student List and/or Copy Section. Students in the selected section will be
copied into this section.

Student names will only appear AFTER the information has been saved.

Index Search Help - 0003-1 Skills Seminar A |

.| Teacher Administrator, System
+ Student Information

Section Staff History Roster Aftendance Grading By Task Grading By Student Roster Setup
» Instruction
» Census E Save Student List and/or Copy Section
+ Behavior -
| Copy student from this section: 007 ABC Lab-1 -
+ Health
+ Attendance E Current Roster(33/12) Show Students in this grade only- -
v Scheduling Student, Cody (09) 123456 (End Date: 09/13/2013) B Student, Oliver (11) 987854 o
Student, Frazier(09) 23456 Student, Tula (11) 876543
Courses Student Dean (09) 345678 Student, Esteban (10} 765432 U
Add Course Student, Ellen (10) 456789 Student, Sylvia (10) 654321
Student, Andrea (10) 557880 (End Date: 08/28/2013)
Schedule Wizard Student, Belinda (11) 673301

Fill Counselor Student, Wanda (12) 788012

Fill Teams

Request Wizard

Roster Copy

- -
Schedule Gap Filler Click on a student to remove from lst. Click on a student to add to section
Scheduling Build Gonstraints Warning: All existing grading scores and attendance records for this class will be deleted if you remove a student.
Student Gap Scheduler Note: Inactive students are highlighted in rad in the Current Roster list. Usa the walk-in scheduler to schedule inactive students into this section
Lunches Path: Index > Student Information > General > Schadule Tab > Walk-in Schedular

Manually Add Students to the Section

1. Select students to move into the section by clicking on their name in the right hand column.
Their name will then be displayed in the Current Roster column.
2. Click the Save Student List and/or Copy Section icon when finished.

If the section is for a specific grade level (i.e., Health is only for 9th grade students), select the
grade level from the dropdown list. Only students in that grade level will be available for selection.
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Index Search Help - 0003-1 Skills Seminar Al
o~ Teacher: Administrator, System
+ Student Information
Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup
» Instruction
 Census [E]) save student List anafor Copy Section
» Behavior
Copy student from this section: -
+ Health
» Attendance | Current Rester33nn) | Show Students in this grade cnly: 11w |
v Scheduling Student, Cody (09) 123455 (End Date: 09/13/2013) - Student, Oliver (11) 987654 &
Student, Frazier(09) 23456 Student, Tula (11) 876543 o
LTI Student, Dean (09) 345678
Add Course Student, Ellen (10) 456739
Student, Andrea (10) 567890 (End Date: 08/29/2013)
Schedule Wizard Student, Belinda (11) 672801
Fill Counselor Student, Wanda (12) 785012
Fill Teams
Request Wizard
Roster Copy il i
Schedule Gap Fillsr Click on a student to remove from list. Click on a student to add to section
Scheduling Build Constraints Warning: All existing grading scores and attendance records for this class will be delated if you remove a student.
Student Gap Scheduler Note: Inactive students are highlighted in red in the Current Roster list. Use the walk-in scheduler to schedule inactive studants inte this section.
Lunches Path: Index > Student Information > General > Schedule Tab > Walk-in Schedular

Remove Students from a Section

This process should only be done if the Course Section has not begun, meaning the term start
date has not occurred.

1. Click the student's name to remove from the Current Roster column. This will remove the
student from the left-hand column and place it in the right-hand column.
2. Click the Save Student List and/or Copy Section icon.

When removing students from a section, all existing grading scores and attendance records
for that student will be deleted.

When a student is removed from the section and attendance data is deleted, a record of this
action is recorded in the Audit Attendance table.
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