
Infinite Campus: How to access attendance...
First of all, Infinite Campus runs through the web, just like checking email through Zimbra. This 
means that anywhere you have access to the internet, you have access to Infinite Campus. 
Secondly, all web browsers have quirks. Firefox works best with Infinite Campus. This handout 
wonÕt address any browser other than Firefox. If you have questions about this, see one of the 
teacher coaches.

 Of course, we first need to log in to Infinite Campus:

Enter in your user name and password.
The goal is for this to be the same as your current network login. 
This may not be done by the time we start using Infinite Campus, so 
we may be issued temporary logins until all of the names and 
passwords are transferred.

The main screen should look something 
like the picture to the left.

Infinite Campus has a lot of options. 
Our left hand menu, called the Index 
Outline, will likely start off with fewer 
options, but this is the layout of your 
starting page.

This highlighted box should be your login name. Right now, 
IÕm logged in as Ò06 Coach.Ó 

To navigate through Infinite Campus, you should be clicking 
on items in the I.C. screen, not the forward and back arrows 
that are part of the browser. For instance, from any point, 
clicking on your name in the Index Outline will bring you 
back to this main page.



Back to taking attendance... From the Instruction tab (on 
the Index Outline), select the Attendance item.

This opens up an attendance page with tabs for each of your 
classes. What classes are displayed actually has nothing to 
do with the section selected in the header bar. If you have 
multiple rosters for a study hall, all rosters for a particular 
day should show up at once.

The default is for everyone to be 
present, just change the few that are 
tardy or absent (just like SchoolMaster). 
A new feature is a comment field. If 
you want, you could leave yourself a 
note, that Johnny was 20 minutes late. 
When you are done, you need to click 
the ÒSaveÓ icon. At the moment, 
Infinite Campus does not auto save 
attendance when you switch sections. 
This is different from School Master. 

How do you know if you have saved 
attendance for each class? Go back to the 
main page (click on your name). This bottom 
third or so of your main page is the ÒProcess 
Inbox.Ó Think of it as priority email on a 
timer. Everyday, we will each have a stack of 
messages here. Each class needing attendance 
will be listed as well as the No Pass List 
message from SAO. After attendance is taken 
and saved, the message disappears. So, at the 
end of the day, check your Process Inbox. If 
any messages remain, you need to go back, 
enter the attendance, and SAVE it. You can 
also click these messages as shortcuts to get 

to each of your classes. Each day, the previous batch of messages are automatically deleted and a 
new list of reminders are added.

Last but not least, you need to log out. This is at the bottom of the 
Index Outline.


