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Infroduction

The Section 504 plan in Infinite Campus

The Section 504 plan in Infinite Campus (IC) allows users to create and amend a student’s
504 plan, provides secure access to a student’s assigned 504 Team, and provides real-time
information and reporting capabilities. It automatically populates a variety of forms with IC
data and tracks changes made to a student’s 504 plan.

Definitions/Terminology

App Switcher

Editor

Enter New Team Member

Fetch Classroom Teachers

Find and Link Team Member

Help

Index

Lock/Unlock

New Document

Open
Plan

Print

Allows counselors and teachers to toggle between
Campus Tools, Campus Instruction, and Campus
Community.

Data entry screens for completing certain forms within
Section 504 Plans.

Allows user to add CCSD staff members to a team who do
not appear after classroom teachers have been fetched.

Allows a Team Manager to pull all teachers on a student’s
schedule into the Team Member tab and gives those
teachers online access to read the student’s 504 plan.

Allows user to add student contacts from census and
adyvisor staff to the tfeam.
Gives users assistance specific to the IC module in the

area they are working in, if available.

Allows user to navigate through the different tools in Infinite
Campus, according to the tool rights given to the user.

Allows user to lock Section 504 plan when completed.
Standard user will not have unlock tool rights.

Used to create a new Section 504 plan and simple forms.

A user may highlight a plan and click this button to open it.
Section 504 plan.

Allows user to view or print information.
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Save and Continue

Search

Upload Document

Team Manager

Tool Bar

Getting Started

takes you to the next editor screen.

Saves the data entered on the current editor screen and

Allows a user to perform various searches within Infinite

Campus.

uploaded.

The assigned Section 504 Liaison.

Documents created outside of Infinite Campus may be

Bar across the top of each Campus screen that shows
calendar information, APP Switcher, and Log Off button.

Browser, Web Address, Home Screen, Crosswalk of Terminology

Mozilla Firefox is the recommended browser used to log into and work in Infinite Campus. To
access, select this link: https://campus.ccsd.net/campus/clark.jsp

There is also an Infinite Campus icon on each user’s desktop, or upon opening a Mozilla
Firefox browser, select this link which will take you to the SEMS webpage.
hitp://ccsd.net/departments/student-education-management-systems then scroll down to

Infinite Campus Production (Mozilla Firefox).

Transforming K12 Education®

District Edition

Version: Campus.1725.7

Username
Clark County NV - Live Site

Eassword)

SignIn ») Logged off

Forgot your password? | Forgot your username? | Problems logging in?

©2003-2017 Infinite Campus, Inc.
www.infinitecampus.com

Log into IC using your Active Directory (AD) username and password.
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Navigation

Once logged into IC, the home page will display. Year and School are to the left on the
green IC banner. Select the down arrow and the Year and School will display dropdowns.

To the right on the green toolbar is the bell icon which is for Notifications. Next to the bell is
the App Switcher which contains Campus Community, Campus Tools, and Campus
Instruction. To the right of the App Switcher is Campus Help and next to Campus Help is the
Log Off icon.

District Announcements are announcements of interest to the entire District. School
Announcements, those items specific to the school, and Process Alerts, are in the center of
this page.

The Navigation Pane to the left of the main working area of the screen allows the user to
navigate different modules of the IC program. The two components of the Navigation Pane
are Index and Search. The left facing arrow next to Search will allow users to expand the
screen to have more viewing space.

Navigation Pane Notifications App Switcher
School Selection \ /
Vear 1617 ¥ v School AllSchools + Calendar All Calendars .
Index - District Announcements -
| [0712012017]
The following Portal features will be tuned off on July 315t and turned back on August 21st to allow schools to continue working on their schedules: =
e Student- Attendance, Grades, Reports, Academic Progress, Academic Planner, and Schedule
CCSD Custom Reports /| [04N1712017] o
Online Registration is now open for the 2017-18 school year!
CCSD Datalab
iLa Inscripcién por Internet esta abierta para el afio escolar 2017-18!
¥ Student Information | 10312412047
General
Academic Planning OLR Upgrades Docun
Program Participation o
Health K
PLP \ /
¥ Special Ed
On March 31, 2017, the Online Registration (OLR) System will be upgraded in preparation for 2017-18 registration. Please click here to read about the new features. Reg
General concems can be sent to the "SDS Help Desk" on InterAct «
Caseload
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Searching for a Student in Infinite Campus

Student Search

To search for a Student in Infinite Campus, follow this path:
Student Information > 504 > General.

Clicking on the General module navigates you to the Search tab. On the dropdown, select
Student:

Index Search

Student A

L

Advanced Search

Search for a student by Last Name or a combination of the Last Name and First Name
A list of names will appear on the left

If the name is in red, the student does not have an active enrollment

If the name is in black, the student is actively enrolled in your school

Select the student’s name

Once you have selected the student, the right side of the screen will display the 504
Module tabs and information

All People Search
To search for a student in Infinite Campus, follow this path:
Student Information > 504 > General.

Clicking on the General module navigates you to the Search tab. On the dropdown, select
All People

Indesx Search

| All People v |

[search &l Feople

Advanced Search

e Search for a student by Last Name or a Student Number

e Returns staff, students, and other people in Infinite Campus

e If you used a Student Number, it will pull all students with those numbers in their student
number

e Viewing student information is based on user and calendar rights

e Advanced Search: This allows a user to search the Census area. You can search by
many different criteria.
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Summary Tab

PATH: Student Information > 504 > General > Summary

The Summary tab displays basic demographic information about the student such as

birthdate, address, telephone number, ethnicity, family members, and emergency contact
information.

I - <o  Heain Condion

Grade: W D DOB:- Gender: 8

Summary Team Members Documents Contact Log 504 Audit Log

E Person Summary Report E Print Mailing Label ﬂ Print Envelope

Team Members Tab

PATH: Student Information > 504 > General > Team Members

Allows users to assign feam members in IC to a student’s 504 Team. Team members could
be school counselors, general education teachers, or school administration. Team members

added to this section will appear on the team meeting section editor with the documents
tab.

Summary Team Members Documents Contact Log

504 Audit Log

n Find & Link Mew Team Member E Enter New Team Member E Primt Active Cnly E Primt AN

Team Member Editor

Start Date | End Date | Tide | Mame | Role

| Fetch Classroom Teachers |

Under the Team members tab, you will find the following links:

Find & Link New Team Members
Fetch Classroom Teachers
Enter New Team Member

Print Active Only

Print All
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Find & Link New Team Member

1. Select Find & Link New Team Member.
2. Add Advisor Staff by utilizing the advisor staff dropdown.
3. Add the role to the advisor staff using the role dropdown.
4. Click on the "Add Team Member” button to add the member. Only one member
can be added at a fime.
Summary Team Members Documents Contact Log 504 Audif Log
—I I Find & Link Mew Team Member I Enter Mew Team Member Print Active Cnly Print ANl
Team Member Editor
Start Date  |EndDate | Titke | Mame | Role
Find New Team Member
Census Role

Classroom Teachers
Fefch Classroom Teache [y

Advisor Staff
# L —
( Add Team Membac))

Fetch Classroom Teachers
Add all actively rostered teachers at once using this tool.

1. Select Fetch Classroom Teachers. (Teachers will populate when the page refreshes.)
2. Select each teacher to modify the details of the assignment.
3. Click the Save icon when finished.
o Note: Start and End dates populate for each teacher’s record based on when
the student is enrolled in the teacher’s class.
o When a student has a schedule change or enrolls info a new CCSD school, the
504 licison/designated staff member must click on Fetch Classroom Teachers to
add the new teachers. Update former/previous teacher’s end date status so
they no longer have access to the plan.

Summary Team Members Documents Contact Log 504 Audit Log
Find & Link New Team Member Enter Mew Team Member Print Active Cnly Print Al
StatDate  |EndDate | Tite | Mame | Fiole

# | Fetch Classroom Teachers |
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Enter New Team Member

1. Select the Enter New Team Member icon. A Team Member Detail editor displays.
2. Enter the following fields:
o Start Date

o End Date

o Staff Member

o Role

3. Click the Save icon when finished. The new member will display in the Team
Member Editor.
Summary Team Members Documents Contact Log 504 Audit Log
Find & Link New Team Member | Enter Mew Team Memberl Print Active Cnly Pring All
Team Member Editor
StartDate  |[EndDate | Title | Mame | Role ‘
Team Member Detail
Note: Team Members that are already fracked in the system should be added using the 'Find & Link new Team Member' tool.
Team Members added through this interface will not appear in that user's caseload.
. Start Date End Date Staff Member Fole
Fetch Classroom Teachers | - j = d
I il
Addrass
Qualifications
p
Camments
p

Other Phone Work Phone
1 X = { i B
Cell Phane: Email

1 l 1 %

Print Active Only

e To print a list of all active team members, click the Print Active Only button.

Print All

e To print all team members, including inactive ones, click the Print All button. The list of
team members will print in PDF format, sorted by Active and Inactive, with the Name,
Title and Contact Information (personal phone numbers) for the team members.

Assigning Roles in Infinite Campus

Different roles are assigned to team members. For feam managers, you can leave the end
date blank until the student gets a new tfeam manager. There cannot be more than one
user with the team manager role. Teachers will have an end date starting when the student
is no longer in their class. All other members can add an end date when they are no longer
a member of the team.
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Roles:

Team Manager
Teacher
Counselor
Administrator

Viewing the Caseload

PATH: Student Information > 504 > Caseload

In order to create a caseload, you must first assign yourself the role of Team Manager in the
Team Members tab. Use the instructions under the assigning roles in Infinite Campus section.

Clicking on the Caseload tool opens a table view of students in the caseload. The number
of students on the caseload appears at the top. Expand or collapse the table by clicking
the + or —icons in the top left corner.

Information only populates in these tables based on locked documents.

Year | 17-18 T School | DistrictHS v

Index Search 504 Caseload

User.
Search Campus Tools

Caseload

» CCSD Custom Reports
CCSD Datalab

i Student - DOB $ Grade % LastPlan #
* Student Information
Test, Lisz Elzabeth Madeline [F) i}

General State D £4174B54823
= Counseling
Academic Planning
* Program Participation
* Health
= NVLAADPL Tools
v 504

General

— I Caseload I

Clicking a student’'s name opens the 504 tabs for the student, landing on the Summary Tab:
e Summary

Team Members

Documents

Contact Log

504 Audit Log

From here, the team manager can access and modify the student’s plans as needed.
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Documents Tab
PATH: Student Information > 504 > General > Documents

In the Documents tab, you can perform the following functions with plans and forms:

e Open - dllows the user to open the plan or 504 form

e Lock/Unlock - allows the user to lock the plan and simple forms (users cannot unlock
plans)

e Delete — users cannot delete plans or simple forms

e Print — allows the user to view or print documents

e New Document — allows the user to create a new document

e Upload Document — allows the user to upload a document file (i.e. browse from

desktop or saved file)

Summary Team Members Documents Contact Log 504 Audit Log

Open n LockUnlock Delete E Print Mew Document E Upload Document

Completing the Section 504 Plan

PATH: Student Information > 504 > General > Documents > New Document

Test, John H  mickname: Johnny
Grade: 11 #12225775 DOB: 01/01/1901 Gender: M

Summary Team Members Documents Contact Log 504 Audit Log
¥4 New Document E Upload Document

Open n LockUnlock Delete E Print
Documents List \
Create Mew Document Wizard

+- (71 2018-2020 (1)
Flegse select one of the following docwments:

+  Create New Plan:
Goals and Oiyechives, Senices. Accommodalions. Transifion, and Other informstion

*| 504 Plan

Craate Mew Simple Form:

DOCIMENT SELECTED FOR CREATION - 504 Flan

| Create Document | | Cancel |
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New Documents Wizard:

1. Click the New Document button in the action bar. The Create New Document
Wizard displays.

2. Mark in the appropriate checkbox next to the type of document to create, such as a
504 plan or a Simple Form. Only one document can be created at a time. The
following options are available:

a. Create New Plan
b. Create New Simple Form

3. Select Create New Plan and then select 504 Plan.

4. Click Create Document to continue. The first editor of the document will open, with
the Document Outline on the left. The following editors are available:

a. 504 Plan(Education Plan)
b. Student Demographics
c. 504 Team Meeting

504 Plan Editor

Summary Team Members Documents Contact Log 504 Audit Log
Save Save & Confinue Print
Plan Outline zzCustom504
504 Plan The ability to lock or mark a document az complele has bean relocated to the main view of the
Stident Demograohics Documents fab, outzioe of the plan editors.
504 Team Mesting
"3t Oate End Date
Plan Mame

Summary of Evaluation Eaia: Summaries must include information from a vanety of sources, which
may include tests, behavioral input, teacher information and input, student health status/medical reconds,

J—

. Enter start date. The end date will pre-fill.
2. Select plan name. The plan name MUST be one of the following:

Initial 504

Annual 504
Discipline Review 504
Exit 504

Revision 504

3. Enter the Summary of Evaluation Data. The summary must include all relevant
information, from a variety of sources and parental input.

4. Enter the physical or mental impairment.

5. Enter the major life activity/activities affected.

6. Enter the educational impact of the student’'s 504 disability
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7. Click “Yes" to answer “Does the student qualify for section 504 accommodationse”
***|f conducting an Exit 504, click “No"” to answer the question***

8. Discipline Review 504 ONLY- enter the information and answer the two questions. If
not conducting a discipline review, leave the information box BLANK and DO NOT
answer the two questions.

9. Enter accommodations based upon the student’s disability related need(s).

10.Enter the date a copy of the Section 504 Procedural Safeguards was provided. The
date must be on or before the plan start date.

11.Click Save when finished or click Save & Continue to move to the next editor.

12.Click on the Documents tab to view the saved form within its designated folder in the
Document List.

Student Demographics Editor
This editor pre-fills from student’s census info. Select Refresh Student Information.

e Student Information should auto populate in this box

e Select "Refresh Student Information” to pull the most current information from
census

e If census information is not populated, then check the Summary Tab to
ensure census information is available

Team Mermbers Documents Contact Log 504 Audit Log

Save Save & Co Pr
F‘!""T"-"‘-"_ [ Student 0 RN - e s e G e s )
504 Plan mkwmﬂw 15 QENETAtEC. 3 SNA0SNCt Of e SN0ent Jata § @en 10 get a resh
D56 K s b Sk

“4 Team \'«l q

Retesh Stucent informaton

Student Preferred Language
e This datais pre-populated from Census > People > Home Language.

Assigned School Information
e This information is pre-populated from the Student Enrollment

504 Team Meeting Editor

Sawe Save & Continue Delete FPrrine I Pl Temon Moeting I

Pl Owutieree Zis 0 SthornSs == g Lis
sa.aﬂ.;n Frnt = Flan | Mesting Date | Mestrn Locaman
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1. Select New Team Meeting to open the Team Meeting Editor.
2. Enter applicable information regarding the team meeting:
e Meeting Time
e Meeting Date
e Meeting Location
e Check Team Members invited fo the 504 meeting
» A noftice will be sent fo CCSD team members regarding the meeting.
e Check Team Members who attended the 504 meeting
» |f ateam member attended the 504 meeting, their information will appear
on the 504-plan document.
3. Click Save when finished.

Section 504 Forms

PATH: Student Information > 504 > General > Documents > New Document

The 504 Documents tab allows users to enter and save district-created documents related to
a student’s 504 plan.

When a Simple Form is created and saved for a student, the Document Detail that appears
below the Document list will include a Sort By Date. This date defaults to the date the form
was created and determines with what Calendar the Form will be associated. Forms can be
moved to appear under another Calendar by changing this Sort By Date.

Create a New Simple Form
1. Select New Document at the top of the Documents tab.
2. Check the Create New Simple Form box to view the dropdown lists. The following
forms are available:
= Section 504 Referral
» Section 504 Parent Nofification Letter
= Parent Notice of Section 504 Evaluation Action
» Section 504 Parental Consent For Initial Evaluation
» Parent Noftice of Section 504 Intent to Implement or Refusal Action
=  Section 504 Testing Accommodations
3. Select the document to be added from the dropdown list.
4. Select the enrollment to which the document should be linked in the Enrollment
dropdown list, if different than the student’s active enrollment.

5. Click Create Document to continue.
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Enter the desired information and click Save when finished.

Click on the Documents tab to view the saved form within its designated folder in the
Document List.

Lock the form. See instructions under the section Lock a 504 plan or form.

Note: For information regarding Section 504 forms see the Section 504 Procedural

Handbook flow charts.

Uploading 504 Documents

PATH: Student Information > 504 > Documents > Upload Document

The Upload Document option allows users to add existing additional documents and forms
to a student’'s Documents tab. All uploaded documents appear under the Uploaded Forms
folder.

Uploading Documents

1.

Click Upload Document. A new window will appear.

Test, Lisa Elizabeth M wickname: Lizzy

Grade: 12 #12041991 DOB: 01011901 Gender: F
Summary Team Members Documents Contact Log 504 Audit Log
Open LockiUnlock Delete Print MNew Document Upload Document

e
— ] 2017-2018 (3}
+- ) Flans (2)
+- ] Uploaded Forms (1)

¥

“Mame: || |

*Date: [07/12/2018 |74

Comments:

*Document Filepath:
Choose Fike | Mo file chosen
Organization Options:

Staple this document to an existing form
Associate this document with a specific form fype and year
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2. Enter a Name for the document. Please use the following Naming Conventions:

Document Name Naming Convention

Section 504 Referral 504Ref_LastName_FirstName_StudentNumber
Parental Consent for Initial 504Consent_LastName_FirstName_StudentNumber
Evaluation

Parent Notice of Section 504 504EvalAct_LastName_FirstName_Student Number

Evaluation Action

Intent to Implement or Refusall 504Intent_LastName_FirstName_StudentNumber
Action

Parent Notification Letter 504Notif _LastName_FirstName_StudentNumber
504 Plan 504Plan_LastName_FirstName

| Name: | |

*Date: (07/19/2018 [75]

Comments:

*Document Filepath:

Chocse File | Mo file chosen

‘Organization Options:
Staple this document to an existing form
Associate this document with a specific form fype and year

3. The Date will default to the current date. Modify if desired by entering a date
in mmddyy format or selecting the Calendar icon and choosing a date.

*Diocument Filepath:

Choose File | No file chosen

Organization Options:
Staple this document fo an existing form
Associate this document with a specific form fype and year
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4. Enter any Comments about the document.

*Name: | |

*Date: 07112018 [T

. Comments:

*Diocument Filepath:

Chocse Filz | Mo file chosen

Organization Options:
Staple this document to an existing form
Associate this document with a specific form fype and year

5. Click Choose File to select the file to upload. From Browse window, click OK when the
document is selected or double click on the document name to select it. Only .pdf,
.doc, .docx, and .odt file types can be uploaded.

“Name: | |

*Date: (0711272018 [T

Comments:

*Document Filepath:

* Chocse File | Mo file chosen

Organization Options:
Staple this document fo an existing form
Associate this document with a specific form fype and year

6. Select the Organization Options for this uploaded document, if desired:
a. Staple this document to an existing form. (see section Stapling this document
to an existing form)
Organization Options:

* I Staple this document to an existing form I
Associate this document with a specific form fype and year

b. Associate this document with a specific form type and year. (see section

Associate this document with a specific form type and year)

Organization Options:
Etaple this document fo an existing form
* ||| Associate this document with a specific form fype and year |

7. Click Save when finished.
8. If the Organization Options are not chosen when uploading a document, the
uploaded document displays in an Uploaded Forms folder.
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Stapling this document to an existing form

1. Select the Document Year fo which the uploaded form should be stapled.

2. Select the Plan to which the uploaded form should be stapled.

3. When the uploaded document is saved, the Plan or Evaluation to which it was
stapled will have a plus sign next to it. Expanding this plus sign shows the uploaded
document.

4. The staplericon indicates an uploaded document that was stapled to an existing
form.

NOTE: Stapling an uploaded document to a Plan or Evaluation is not counted as a
separate document in the folder.

Associating this document with a specific form type and year

1. Select the Document Year to which the uploaded form should be associated.
2. Select the appropriate document to associate with the uploaded form:
a. Plan
b. Form
3. When the uploaded document is saved, the Plan or Form to which the document
was associated displays the uploaded document within the plan year at the bottom
of the documents list for that document type.
4. The paper icon with a green arrow pointing upward indicates an uploaded
document was associated to a form or plan.

NOTE: Associating an uploaded document to a Plan or Form is counted as a
separate document in the folder.
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