Form Batch Setup
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Create New Batch | Select Form | Prepare Form | Term Section Add Students | Ad hoc Add Students
| Check Status | Print Batch Forms | Complete Batch Forms | Delete Batch | Large Form Batches |
Tool Rights

The Form Batch Setup tool is used to assign a Custom Form to a group of students. Toggle
between the Ad Hoc Batch and Term Section Batch buttons to create new and view existing
batches. Select an existing batch to navigate to the step the user left off on.

Form Batches are school and calendar specific.

Forms Dashboard

Ad Hoc Batch ~ Term Section Batch

I Select a Term and Section to view existing and create new Form Batches.

Term Section Student Group
Term T1 v AM ) 500-5 Fifth Grade H (Ally v
Filter By Batch Name Filter By Module Filter By Batch Status
Search By Batch Name (ALL) v (ALL) v
Authorization Form Module: Health Status:
Term/Section: AM ) 500-5 Fifth Grade Homeroom (Term T1) Group: e
all
Created by: Xenia Keepleam Total Requested 23 Forms Pending 0 Form Completed: 23

Term Section Form Batch

See the Form Batch Setup Tool Rights article for information about rights needed to use this
tool.

The Filter By Batch Name, Filter By Module, Filter By Batch Status fields can be used to
quickly narrow the results and find particular batches quickly.

Ad Hoc Batch: only batches created by the user can be viewed.

Term Section Batch: users must be associated with the term section to run the Term Section
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Batch.

Field/Column Name Description

Term The type of school structure associated with the selected calendar.
*Term Section Batch

Only

Section The individual course offering.

*Term Section Batch

Only

Student Group Any applicable learning groups within the section. See the Student
*Term Section Batch Groups documentation for additional information.

Only

Module The module in which the form is organized.

Batch Name The name of the batch group.

Form Type This indicates whether the form is Portal, Portal Fillable, Portal

eSignature, Interactive with Database Table, or Interactive.

Status The state of the batch. Statuses include:

Draft: batch forms haven't been generated yet.

Forms Generated: forms have been generated without error.
Action Required: some or all forms need some attention.
Published: all forms are on the Portal.

Completed: all forms are locked/completed.

Total Requested The current number of students selected.
Forms Pending The number of forms that require attention.
Forms Complete The number of completed forms.

Create New Batch

A Form Batch can be created for students in a Term Section or an Ad hoc filter. Users assigned to
a course/section and having rostered students can create Form Batches using the Term Section
option. Users can also create Form Batches using any Ad Hoc filters and other filters with the Ad
Hoc Batch option.

The process for creating a Form Batch is the same for both options except the Add Students
step, noted below.
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Select the Form Batch option, Ad hoc or Term Section, then click New to create a new batch. The
Select Form screen displays.

Select Form

The Select Form screen displays all active forms available. All forms assigned to a student via
the Form Batch tool display on the Forms tool, but not on the module's Documents tool.

This article uses an interactive form that will be sent to the Campus Parent and Campus Student
Portal to be filled out and for an eSignature as an example. See the Custom Forms tool for
information on how to set up each of the Form types. Other options for forms that can be created
using the Form Batch tool include:

Form Type Description

Interactive ¢ Displays on Forms tool
e Teacher/user can fill out the form

Interactive, Portal e Displays on Forms tool
e Teacher/user can fill out the form
e Read-only on Portal

Interactive, eSign ¢ Displays on Forms tool
e Teacher/user can fill out the form
e Parent/guardian and/or student can sign the form via
the Portal

Interactive, p Fillable ¢ Displays on Forms tool
e Teacher/user can fill out the form
e Parent/guardian and/or student can sign the form via
the Portal
e Parent/guardian and/or student can fill out the form

Interactive with DB Table e Creates a database table where data can be queried
and reported in Ad hoc
¢ Displays on Forms tool
e Teacher/user can fill out the form

Interactive with DB Table, ¢ Creates a database table where data can be queried
Portal and reported in Ad hoc

¢ Displays on Forms tool

e Teacher/user can fill out the form

e Read-only on Portal
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Form Type Description
Interactive with DB Table, ¢ Creates a database table where data can be queried
eSign and reported in Ad hoc

¢ Displays on Forms tool
e Teacher/user can fill out the form
e Parent/guardian and/or student can sign the form via

the Portal
Interactive with DB Table, p ¢ Creates a database table where data can be queried
Fillable and reported in Ad hoc

e Displays on Forms tool

e Teacher/user can fill out the form

e Parent/guardian and/or student can sign the form via
the Portal

e Parent/guardian and/or student can fill out the form

Select Form
Module Title Form Instruction Form Type
T T i (All) v
Health Authoriz?tﬁon to Obtain and Disclose Interactive, p Fillable -
Information
Health Injury Report Interactive
Health Physical/Medical History Interactive
Health Student Medication Interactive
Health Diabetes Plan Interactive d
Cancel

Choose a form to associate with the student(s). The Prepare Form screen displays.

Prepare Form

The Prepare Form screen is used to set up the form for the student(s). Enter a Name for the
batch and any information into the fillable fields. Any data entered into the form on the Prepare
Form screen applies to ALL student forms.

The Term, Section, and Student Group fields are read-only on this screen.

The Custom Form Name and the Instructions display at the top of the form. The header also
indicates if the form will display on Roster and/or Portal or be sent to the parent/guardian and/or
student for eSignature and data entry.
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Form Batch Setup - Health Disclosure Form

Prepare Form Add Students Check Status
Name * (Limit 216 characters.) Term Section
Health Disclosure Form Term 1 2) 3300-20 English 11 (Daily) (Term 1)
Student Group
(All)
Custom Form - Authorization to Obtain and Disclose Information o
Instructions

+Portal Display v'eSignature Request v Portal Fillable
O show Field Detail

AUTHORIZATION TO OBTAIN AND DISCLOSE INFORMATION

Name: ID No.: DOB: Date: >

Cancel Save Save & Next

The Show Field Detail field can be marked to allow the user to view additional information about
each field upon hover.

Custom Form - Authorization to Obtain and Disclose Information

Instructions PROPERTY EDIT LOCATION

v Portal Display veSignature Request vPortal Fillable Number of
Characters

. Prepopulate Fields
[@ Show Field Detail SEuE bk i

This Field

Rules Define Rules Tool

AUTHORIZATION TO OBT- kil 123 PDF

Name: ID No.:

INSTRUCTIONS: Complete one or both of the Authorization Statements below, place checkmarks by the information that may be
disclosed and sign the authorization. In order to allow the exchange of information between the

and the identified individinallentite nleace choeclk hath af the Autharizatinn Qtatemente

Enter data onto the form for all students. Click Save to save progress and remain on the screen,
or Save & Next to save and proceed to the next step. The Add Students screen displays.

Term Section Add Students

See the Ad Hoc Add Students section for batches created using the Ad hoc Batch option.

Page 5


http://kb.infinitecampus.com/#ad-hoc-add-students

The Add Students screen is used to select which students will have the form associated to them.

The Search and Add Students section displays all students from the Term, Section, and Student
Group selected . Click Add All to put all students into the batch. Selecting an individual student's
name adds that student to the Current Students list and vice versa. Individual students can also

be selected to add or remove students to and from the different columns.

The Current Students section displays the names of the students that will be included in the
batch. Click Clear to remove all students from the list.

Form Batch Setup - Authorization Form

© 2]

Prepare Form Add Students Check Status
Term Section Student Group
TermT1 AM ) 500-5 Fifth Grade Homeroom (Term T1) (All)
Search and Add Students (23 of 23) * Current Students (0 of 23) 1
T ;1

Abegg, Stella = Mo students added. &l
Aberger, Stacy

Bailey, Katelyn

Compton, Jordan

Frost, Kelly

Groth, Joshua

Holmes, Amanda

Holt, Alexandra

Jones, Terry

Karkoc, Ivan

LaBounty, Scott 82 b

Add Al Clear

Previous Cancel Save

Add Students (Term Section Batch)

Once the desired students are selected, click Save to save progress and remain on the screen, or
Generate Forms to save and proceed to the next step. A pop-up displays explaining the number
of forms that will be generated and warning the user that once the forms are generated, students
cannot be added/removed from the batch and prefilled content cannot be modified. It will also
display on the Forms tool as soon as the form is generated.
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Confirm Generate Forms

You are about to generate 6 form(s). You will not be able to
add/remove students or change prefilled content after generation.
Click Generate to generate the form(s) or Cancel to go back.

Click Generate to create the batch forms, or Cancel to go back. The Check Status Screen
Displays.

Ad hoc Add Students

See the Term Section Add Students section for batches created using a Term Section.

The Add Students screen is used to select which students will have the form associated to them.

The Find Students section can be used to select an Ad hoc filter to find a group of students.
Selecting an individual student's name adds that student to the Selected Students list and vice
versa. Individual students can also be selected to add or remove students to and from the
different columns. Users can also filter by student name, grade, or student group to find students.
See the Student Group documentation for additional information.

The Selected Students section displays the names of the students that will be included in the
batch. Click Clear to remove all students from the list.
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Form Batch Setup - Peanut Allergy Group

@ @

Prepare Form Add Students Check Status

Find Students

Filter By Ad Hoc

Peanut Allergies v

Select Students For Peanut Allergy Group

Filter By Student Name Filter By Grade Filter By Group
All Grades ». All Groups ¥
All Students Selected Students (3) Limit 2000 students
03 Gering, Teresa 113877 Add 02 Anthoni, Gayan 104122 Remove
05 Diggs, Lamont 030230143 Add 04 Ring, Eloisa 128202 Remave
05 Urbach, Casey 622639 Add 05 Wheeler, Alex T Remave
KG Orbell, Max 125342 Add DAA00NL

»

<«

Previous Cancel Generate & Next

Once the desired students are selected, click Generate & Next to proceed to the next step. A
pop-up displays explaining the number of forms that will be generated and warning the user that
once the forms are generated, students cannot be added/removed from the batch and prefilled
content cannot be modified. It will also display on the Forms tool as soon as the form is generated.

Confirm Generate Forms

You are about to generate 6 form(s). You will not be able to
add/remove students or change prefilled content after generation.
Click Generate to generate the form(s) or Cancel to go back.
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Click Generate to create the batch forms, or Cancel to go back. The Check Status Screen
Displays.

Check Status

The Check Status screen is used to view the status and edit the forms. All functions that can be
performed on the Forms tool can also be performed on this screen, with additional batch functions
that can be done for all forms. These include setting a Start Date/Time and End Date, Requesting
eSignature, Locking, and Completing forms. Individual forms can be edited independently from the
batch, including setting different Start and End Dates.

Select a form to modify an individual form.

If the student's Enrollment has been deleted after a Form has been generated, "No grade
found" displays in the Grade column. For eSignature Forms, an End Date may be entered to
allow the Form on the Portal to expire.

Form Batch Setup - test

© o

Prepare Form Add Students Check Status
Term Section Student Group
Term T1 AM) EAM100-107 First Grade AM (M TR F) (Term T1) (All)
Mame + Grade Status Start Date End Date
(Al v (All) v
Ali, Benjamin 01 =
Amor, Sophia 01
Campos, Anthony 01
Chong Valenzuela, Mia 01
Cullens, Braeden 01
Enriquez, Abigail 01
Flores, Dahlani 01
aeanseTmie N

nEANEETIRR

Previous Cancel Print & Request eSignatures & Lock & Publish & Complete Forms
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Column Description

Name

Name The student's name.

Grade The student's grade.

Status The state of the form. Statuses include:

Non-eSignature Documents Statuses
e Draft: The form contains errors that must be corrected before completion.
e Locked: The forms is complete and locked. No further edits can be made.
¢ Unlocked: The form does not contain any errors.
¢ |Locked and Published: The form is complete and is available for
parent/guardian(s) and/or students to view on the Campus Parent and/or
Student Portal. No further edits can be made.

eSignature Documents Statuses

e Draft: The form contains errors that must be corrected before completion.

e Requesting eSignature: All errors have been corrected and the form is ready
to be sent to the parent/guardian(s) and/or student for eSignature.

e Pending eSign: The number of days the signature request was sent and is
awaiting eSignature.

e Pending Publish: The number of days until the form will be sent to the portal.

e Expired: The End Date of the form has passed.

¢ Action Required: Indicates all signatures are collected and the form is ready
to be completed.

¢ Locked and Signed: The form is complete and all participants have signed
the document. No further edits can be made.

¢ Locked and Declined: The form is complete and a participant has declined
the document. No further edits can be made.

¢ Locked and Overridden: The form is complete and the user has overridden at
least one signature. No further edits can be made.

¢ No Participants: There are no valid Portal accounts.

¢ Unlocked: The user has confirmed there are no participants. The form will be
read-only on the Portal.

Note: If the form has no participants, the user can contact their administrator
regarding updating Census information OR they can confirm that there aren't
any participants by selecting the individual form and Review Participants >
Confirm No Participants. The form will still display on the Forms tool.

Start Date The date the form will be sent to the Portal in the future. This is optional.

End Date The date after which the form becomes read-only on the Portal. This is optional.

Once all data entry is complete, click the Request eSignature button. A pop-up displays.
Entering a Start Date/Time and End Date sets that value for all forms that do not have any values
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entered already. Additional changes cannot be made after the eSignature request has been sent.
The form will display on the Portal as of the Start Date.

When the One Guardian eSignature Required to Complete option is marked on the
Custom Forms Setup tool, all guardians associated with the student receive the form, but only
one signature is required. The first guardian to sign the form prevents the other guardian(s)
from signing.

Request eSignatures X

Requesting eSignatures will make the forms read only. You will not be able
to make additional changes. Forms will be published to the portal on the
Start Date and will expire on the End Date. Dates will be set where dates
have not previously been set.

Start Date Time

month/day/year &= hour AM ®
End Date

month/day/year 5

Request eSignatures Cancel

Additional buttons can display at the bottom of the Check Status screen, depending on the forms'
status. For example, when one form has been signed by all participants, the Complete button
displays. When clicked, only forms with all signatures gathered will be completed. The rest of the
forms remain in their existing statuses.

Print Batch Forms

Individual student forms can be printed on the Check Status screen by opening an individual
document. Forms can also be printed as a batch by clicking the Print button. The down arrow on
the Print button provides users with options to print a batch of forms with a particular status:

Page 11


http://kb.infinitecampus.com/help/custom-forms-setup

e Action Required
ACTION REQUIRED

e Draft

e No Participants DRAFT

e Requesting

. NO PARTICIPANTS
eSignature

e Unlocked REQUESTING ESIGNATURE
UNLOCKED
Print v Request e

Complete Batch Forms

Once the batch is generated, the forms can be completed individually and as a batch the same
way they can be completed on the Forms tool. See the Complete Forms section on the Forms tool
document for additional information.

Click Complete Forms to complete all applicable eSignature forms. Click the Lock &
Publish button to complete Unlocked forms.

Note: The Complete Forms button display any time there are forms that can be Completed.

Delete Batch

Batches for eSignature forms can be deleted from the Prepare Form screen. Once a form has
been sent to the Portal, the batch cannot be deleted. Portal-only and non-Portal forms can be
deleted at any time.

Large Form Batches

Form Batches with 50 or more students (maximum 2000 students) AND batch printing jobs with 50
or more forms are automatically sent to the Batch Queue. Navigate to the Message Center to view
and/or print the Form Batch.

Note: By default, Batch Queue reports are deleted after 30 days unless otherwise specified in
System Preferences (System Administration > Preferences > System Preferences > Batch
Queue Expiration Days).
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Main Menu

| New | | selectan | | Remove | | Search | Sortby:
Message Center (3)

School Anmouncement Arthur Elementary
A Book Fairwill be held at Arthur Elementary this

Student Information in conjunction with conferences. Adulf volunteers ng

Instruction

... More

Attendance Office [] Batch Report Complete New Form Batch Generation Report

Behavior Office [] District Announcement New
You are in the Campus Main DB. All data is fictit

... More
Communication

Large print jobs of approximately 6000 pages or more automatically get broken up into multiple
print jobs in the Batch Queue. When this occurs, the batch reports will be labeled with the same
Batch ID and be denoted as Part 1, Part 2, etc.

Tool Rights

Tool Search: Tool Rights

To create a form batch for a module, users need to have tool rights to individual modules under
the Forms tool (Tool Rights > Student Information > General > Forms > Module ) and the Form
Batch Setup tool (Tool Rights > Student Information > Form Batch Setup). See the Forms Tool
Rights documentation for additional information.
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v General Student Administration Clan (=) Read (=) write (=) Add [ Delete
Custom Form Setup Can Read Write add [ Delete
Activity Clan Read Write aAdd [ Delete
Activity Preapproval () anl Read Write Add () Delete
Athletics CJ A Read Write Add [ Delete
Behavior () anl Read Write Add () Delete
Counseling O an Read Write Add [ Delete
Field Trip Clan Read Write Add (] Delete
Health Clan Read Write Add [ Delete
PLP CJan Read Write Add [ Delete
Response to Intervention () anl Read Write Add [ Delete
Special Ed () an Read Write Add [ Delete
Custom Module Setup ) anl ([ Read [Jwrite (Jadd ([ Delete
Enrollment Cleanup Wizard OJ an (JRead [Jwrite (JAdd () Delete
Enroliment End Batch Wizard (Jal [JRead ([ write [Jadd [ Delete
Enroliment End Status Setup Clan [(JRead [ write [JAdd [ Delete
Enrollment Roll Forward Wizard Clan [ JRead [ write [JAdd [ Delete
Enrollment Start Status Setup Clan [ JRead [ write [JAdd [ Delete
Form Batch Setup O an Read Write Add [ Delete
View Form Batches Created by Others CJ Al Read Write Add [ Delete
Form Batch Setup Tool Rights
Tool Read Write Add Delete
Form Batch View existing Edit existing Create new
Users do not
Setup form batches. batches. batches.
need Module
Delete rights
to delete a
batch.
View Form View existing N/A N/A N/A
Batches form batches
Created by created by other
Others users.
Note: users

must navigate to
the Forms tool to
view a specific
form. This tool
right is only
associated with
the batch itself.
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