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Search Term: 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 article includes the following topics:

¢ Tool Rights

e Enabling Student and Staff Accounts

e Creating Student Accounts

e Creating Staff Accounts

e Disabling Student and Staff Accounts

e Forcing a Password Change

e Adding User Groups to Staff Accounts

¢ Removing User Groups to Staff Accounts

e Informing Users of Newly Created User Accounts

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.
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Infinite :

User Account Batch Wizard ¥

User Management > Main Tools » User Account Batch Wizard

User Account Batch Wizard

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

1. Account Type | Studenis ¥
2. Change Type | Enable Account v

3. Additional Account Information

() Enable user accounts for all students in the selected schoolis)

* Highland Park Senior High -
2/3 Day Preschool - NHLC (Mon Rpt)

2/3 Day Preschoal - ZLE (Hon Rpt)

5 Day Preschool - NHLC {Mon Rpt)

Adult Academic Program

Armstrong Credit Recovery

€ & T OUT (Non Rpt)

Cooper Credit Recovery

Crystal Leaming Center (Mon Rpt)

Early Adventures - Neill

Early Adventures- PLE

Early Childhaod (ECSE)

ECFE - EPA (Non Rpt)

EGFE - FLT (Non Rpt)

ECFE MHLC {Mon Rpt)

ESC (Mon Rpl) -

*Cri-click or Shift-click to select multiple

| Enable user accounts for selscted students

Preview Changes | | Save Changes

Image 1: User Account Batch Wizard

Tool Rights

PATH: System Administration > User Security > Users > Product Security Roles > Student
Information System

In order to access the User Account Batch Wizard, you must be granted the Student Information
System Product Security Role.

User Account User Groups Tool Rights Calendar Rights

ﬂ Save E Delete n Login As User n User Rights Summ

User Account Editor

*Lsername Password
Expires Date Homepage
I Campus Application ¥
| | Force Password Change
|| Disabled
SAML Account Configuration

| Allow Only Local Campus Authentication ¥ |

Product Security Role Assignments
Data Change Tracker

| | Staff Evaluations

| || Student Information System |

|| Student Information System - Group Assignment

|| Student Information System - Login As User

Image 2: Assigning the Student Information System Product Security Role
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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.

e Enable User Accounts for All Students or Staff in a Selected School(s)
e Enable User Accounts for All Selected Students or Staff

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.

1. Account Type | Studenis v

2. Change Type | Enable Account v

3. Addifional Account Information

*' Enable user accounts for all students in the selected school(s)
AREnREnded
AREnMoShow
AREnPrimary
AREnSecondary
BOE
Booth Hill Elementary School
CSReportEndad
CEReportMoShow
CSReportPimary
CSReportSecondary
DAEWStudentPrimary
Daniels Farm Elemeniary School
Frenchtown Elementary School
GrRepEnded
GrRepMoShow
GrRepPrimary -
*Cirl-click or Shift-click to select multipls

Enable user accounts for selected studenis

Preview Changes 2ave Changes

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.
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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 enrollment 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

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

Additionally, this ool allows users to to add or remove one or more user groups from multiple staf accouns at once.

1. ot Tpe| Stusets v |
2. Change Type | Enable Account v 1. Account Type

3. Addifional Account Information

2. Change Type| Enable Account v
'®) Enable user accounts for all students in the selected school(s)
3. Additional Account Information
ACCEL Early Learning -
e o Carus ®) Enable user accounts for all staff n the sefecied school(s)
ro Campus .
ACCEL Early Learning -

ACES East

Andersen Elementary School AGCEL East Campus

Andersen Junior High School AGCEL Metro Campus

Arizona College Prep Erie Campus ACES East

Arizana College Prep Oakland Campus Andersen Elementary School

Autism Academy for Educaticn and Develop Qﬂﬂﬂﬂﬁu:mmf:\gh ::h?:n'

Awder Elementary School rizona Gollege Prep Erie Campus

A2 Aspire A:ﬂderrs;ly Arizona College Prep Oakland Campus

Banner Academy Autism Academy for Education and Develop

Basha Elementary School Auder Elementary Seaool

Basha High School AZ Aspire Academy

Bogle Junior High Schaol Banner Academy

Bologna Elementary School - Basha Elementary School
*Ctri-click or Shift-click 1o select multipie le :Ju‘:a 5 ‘g’ilnsmm

" Enable user accounts for selected students Bologna Elementary School -
“Chl-click or Shiftcick to select multiple

' Enable user accounts for selected staff

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

Copyright © 2021 Infinite Campus. All rights reserved.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d490ec161caa6b450c88/n/enable%20account%202-2.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d491ad121c830a1ee0d9/n/enable%20all%20staff%20accounts.png

Infinite ("
afiskncC

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 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

“This ool il allow for batch creation, enabling, disabling, ¥ search and select “This tool il allow for batch creation, enabling, disabling, and flagging for password change of user accounts via sshool iter r search and select for both student and staff accounts,
Additionall, more

1. Account Type| Studerts ¥
s 1. Account Type | Staft v |
2 Change Type| Ensble iccount v |

3. Additional Account Information

- Enable user accounts for allstudents in the selected school(s)

foral staff n the selected school(s)

able wser accounts fo selected students o
pers: B Select a person 1o add o edit st C. Click on a person {6 remove from st
Emile- 1111111 5

Emte-TrTTTT
Lastname fester | Fester, Nathan - netelesing Tester, Nathan - natetesting =

Select a person to add to et st ‘Clck on a person to remove from fst

L —

| Remove a1 | =

Select Al

Freview Changes Save Changes
———

Preview Changes Save Changes

Below is an example of the CSV report that will generate once the Save 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 username and passwords are
automatically created, as well as the default homepage (Campus Portal, Campus Student).
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» Click here to expand...

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 for determining how usernames are automatically
created, as well as the default homepage (Campus Tools, Campus Instruction).

» Click here to expand...

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 activalion.

For more information about communicating usernames and helping users log into their new
account, 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 User Group and Username criteria has 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.
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Your pattern example: Doe.Jane.567591234(...1, 2, efc. if username already exists)
Password

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

Image 14: Setting the Homepage

For example, if the Homepage is set to 'Campus Instruction', each generated staff account is
defaulted to a Homepage value of 'Campus Instruction', meaning they will be sent to Campus
Instruction when logging into Campus. This value is set on the user's User Account tab.

Index Search - User: natetest
Person: Tester, Nate
Search Campus Tools Q

User Account User Groups Tool Rights Calendar Rights Access Log

» Student Porffolio n Save Delete ﬂ Login As User User Rights Summary

» Surveys User Account Editor

) *Username Password
= Transportation Reset Password

¥ User Securi Expires Dale Homepage
’ Eampe eincten +

Users | | Force Password Change
User Groups |#| Disabled
» Batch and Import Wizard - Modified by: Unknown 09/0%2017 01.58

- Created Date: Unknowr
» LDAFP Management

» SAML Management Product Secu Role Assignments

|| Student Information System
» User Preference Manage 0 o ation Sy Group Assignment
E-Signature || Student Information System - Login As User

» Reports

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 User Group, Username, Password, and Homepage criteria is 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.
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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).
. Select the Create user accounts for all staff in the selected school(s) radio button.
. 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.

(S

Password
Each account generated will require account activation.
Homepage

Campus Tools A

® Create user accounts for all staff in the selected school(s)

2/3 Day Preschoel - MHLC (Mon Rpt) -
243 Day Preschool - ZLE (Mon Rpt)

5 Day Preschool - NHLC

A. Rock Schoal

Adult Academic Proegram

Armztrong Credit Recovery

Cooper Credit Recovery

Core Schoal

Crystal Leaming Center (Non Rpt)

5 Campus Student

Eary Adventures - Meill

Early Adventures- PLE

Eary Childhood (ECSE)

ECFE - EPA (Mon Rpt)

ECFE - FLT (Mon Rpt)

ECFE MHLC (Mon Rpt) -

*Cirl-click or Shift-click to select multipls

() Create user accounts for all selected staff

Preview Changes | | Save Changes

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

To create user accounts for a specific staff members:

1. Select an Account Type of 'Staff'.

2. Select a Change Type of 'Create Account'.

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

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

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

Search results are district-wide.
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6. In the Select a person to add to edit list window, select the name of each staff member
which will have their user account created. When a staff member is selected, their name will
appear in the Click on a person to remove from list window.

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

A report will appear in CSV format.
8. 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.

@] Create user accounts for all staff in the selecied school{s)
®) Create user accounts for all selected staff
Search for person Select a person to add fo edit list Click on a person to remove from list
<EiTEE Tester, Core - coretester Tester, Core - corstester -
First nama l:l Tester, Ty - Ty1977 Tester, Ty - Ty1977
R
Title: | v |
Role | v |
Adhac Filter | v
-
Scect A1
Preview Changes: | | Save Changes

Image 17: Creating Accounts for Specific Staff

Below is an example of the CSV report that will generate once theSave 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 IsCollisi luti; Errol g

Johnson Jane success Testl@test.com FALSE

Johnson Tester success Test2@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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e Disable User Accounts for All Students or Staff in a Selected Calendar(s)
e Disable User Accounts for All Selected Students or Staff

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 | /

3. Additional Account Information

' Dizable user accounts for all active students in the selected calendar(s)

2021-22 213 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 OUT (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

oy
\_/ Disable user accounts 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 calendar, 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.
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6. To initiate the disabling of student or staff user accounts, click the Save Changes button. A
report will appear in CSV format, detailing all user accounts disabled.

Student Accounts Staff Accounts
User Account Batch Wizard 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. This tool can be used to batch create, enable or disable student and staff accounts, or fla|
update. update
1. Account Type Suderts v 1. Accoun Type e~
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) @ Disable user accounts for all staff in the selected school(s)
2021-22 2/3 Day Preschool - NH 273 Day Praschool - NHLC (Non Rpt)
2021-22 2/3 Day Preschool - ZL 213 Day Preschool - ZLE (Non Rpt)
2021-22 5 Day Praschool - NHLC 5 Day Preschool - NHLC (Non Rpt)
2021-22 Adult Academic Program Adult Academic Program
2021-22 C & T OUT (Non Rpt) Armstrong Credit Recovery
2021-22 Cooper Credit Recovery C & T OUT (Nen Rpt)
2021-22 Early Adventures - Nei Cooper Credit Recovery
2021-22 Early Adventures- PLE Crystal Leamning Center (Non Rpt)
2021-22 Early Childhood (ECSE) Early Adventures - Neill
2021-22 EGFE - 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 Scheol - Crystal ECFE - FLT (Non Rpt)
2021-22 FAIR School Pilgrim La ECFE NHLC (Nen Rpt)
2021-22 Forest Elementary ESC (Non Rpt)
2021-22 Highview Altemative P - FAIR School - Crystal -
*Ctrl-click or Shift-click to select multiple “Ctrl-click or Shift-click to select multiple
O Disable user accounts for all selected students © 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
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).
2. Select a Change Type of 'Enable Account'.
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.qg.,
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 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 the disabling of student or staff user accounts, click the Save Changes button. A
report will appear in CSV format, detailing all user accounts disabled.
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User Account Batch Wizard User Account Batch Wizard
1. Account Type. 1. Account Typs [ Staff_ v |
B w— e w—
O pisable counts for O Disable user accounts for al staffin the selected schaol(s)

le user accounts for al selected students. © Disable user accounts for all selected staff

Search for person Select a person to add to edit list. Click on a person to remove from list ‘Search for person ‘Select a person to add to edit list Click on a person to remove from list
Lastname [ jonn John, ~ [John, . Lastname [ Tester Tester, Julia - aaaAAAT
i E— o i T
Gender o, Gender
Grade o THe
Adhoc Fier John Role
Select Al Remove All

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 09/20/2017 11:47:29 AM

|| Account Type: students

|| Change Type: disableAccount

|| Total number of accounts: 1

LastMame FirstName MiddleName Username
|| Tester leff 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 which is enabled and does not already have the
Force Password Change field selected will be forced to change their password.

See the following sections below for more information.

e Force a Password Change for All Students or Staff in a Selected School(s)
e Force a Password Change for All Selected Students or Staff
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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

1. Account Type | Studenis ¥

I 2. Change Type | Force Password Change ¥ I

3. Addifional Account Information

*' Force password change for all student accounts in the selected schoal(s)
AREnEnded
AREnMaShow
AREnPrimary
AREnSecondary
BOE
Booth Hill Elementary Schocl
CEReportEnded
CSReportMaShow
CSReportPrimary
CSReportSecondary
DAEWStudentPrimary
Daniels Farm Elementary Schoaol
Frenchiown Elementary School
GrRepEnded
GrRepMoShow
GrRepPrimary -
*Cirl-click or Shift-click to select multiple

Force password change for all selected students

| Preview Changes | | Save Changes

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 all students within the selected school(s) will be
forced to change their password.

o Staff - Selecting this option means all staff within the selected school(s) will be forced to

change their password. 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.
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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 the forcing of 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 does not already have the Force Password Change field selected will be required
to change their user account password.

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 toel ill allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and

selsct for both student and staff accounts
‘Additionally, this tool allows users to to add o remawe one or more user groups from multiple staff accounts at once

1. Account Type| Students ¥

2. Change Type Force Password Change v 1. Account Type _m
3. Addifional Account Information 2. Change Type| Force Password Change ¥
') Force password changs for all student accounts in the selected school(s) 3. Additional Account Information
ACCEL Early Leaming - =
ACGEL East Gampus '® Farce password change for all staff accounls in the selected schoolis)
ACCEL Metro Gampus AGCEL Early Leaming -
ACES East AGGEL East Campus
Andersen Elementary School AGCEL Metro Campus
Andersen Junior High School ACES East i
Arizanz College Prep Erie Campus Andersen Elementary Scheol
Arizona College Prep Gakland Campus Andersen Junior High School
Autism Acagemy for Education and Develop Arizana College Prep Erie Gampus
uder Eementary Schiel Arizona College Prep Oakland Campus
42 nopirs eacemy Autism Academy for Education and Develop
Y Auier Elementary Schocl
Basha Elementary School AZ fispire Acade:
Basha High School Banner hcademy
Bogle Junior High School Botha Elementary Schodl
Bologna Elementary School - Bacha High Schou
Cii-clck or Shift.click 1o select multipie Bogle Junior High School
'/ Foree password ehange for all selected students. Bologna Elementary School -
“Chl-click or Shiflciick to select multiple

() Force passward change for all selectsd staff

Presiow Granges

Seve Cronges

Force a Password Change for All Selected Students or Staff

To force a password change for specific students or staff:

1. 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 specific staff. 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.

2. Select a Change Type of 'Force Password Change'.

3. Mark the Force password change for all selected students or Force password change
for all selected staff radio button.
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4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) or staff (e.qg.,
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 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.

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

7. To initiate the forcing of 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.

1 ccount Tpe| Stucets ¥ |
e e 1+ AccantTie S v |
2 Charg Tpe Fore PasswordChage ¥ |
© Acstonst Accoont nfomaton 2 Crange Type | Fore Passuod Changs
O roms = B e T
'* Force password change for all selected students '® Force password chz for all selected staff
A Search for person B Select a person to add 1o edi st C. Ciick on a person 1o remove from st - P ange
Lot e
1 Jahn - John3s5
Firstname John - Jones Lastname [ fester Fester Ty~ Ty1977 Tester, Ty - Ty 977
John - Jomta 4 e
Genser | v Jonndomm 7T Foteme [ ]
i e —
Adhoc Filter Title :I
Roe [ 7]
L —
| Remove a1 |

e

Preview Changes Save Changes
Preview Changes Save Changes

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

LastMame FirstName MiddleName Username
John Tester John555
John Tester lohn3ss
John Tester Johnd44
John Tester Jlohn777

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 three following 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.

¢ 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 what types of 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.

See the following sections below for more information.

e Add User Groups for All Staff in a Selected School(s)
e Add User Groups for Specific Staff Members
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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 staff accounts.
Additienally, this ool allows users to to add or remove one or more user groups from mulliple staff accounts at once

1. Account Type | Staff v

2. Change Type  Add User Groups 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 | Calendar Group v Wilder 16-17 Calendar Wilder 16-17 Calendar
Wilder Admin Calendar

Wilder Calendar

Wilder PraSchool

Wilder SACC Calendar

Group Name | yilder

Search

Select All Remaove All

* Add User Groups to all staffin the sslected school(s)
AL
Ames Elementary
Arapahoe High School
Centennial Acadermy
Center for Online Sfudies
Center for Online Studies Evening 5
East Elementary Schoal
Englewood School District
Euclid Middle School
Field Elementary School
Franklin Elementary School
Goddard Middle School
Heritage High Schoaol
High School Cheice - AHS/HHS/LHS
High School Choice - HHS/LHS
Highland Elementary School

*Ctrl-click or Shift-click to select multiple

Add User Groups for selected staff

Preview Changes Save Changes

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

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

1. Select an Account Type of 'Staff'

2. 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
appear in search results.

4. Enter the Group Name being searched. Only user groups of the selected type which matches
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 user accounts. Selected groups will appear in the
Click 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
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added.
8. Select the Add User Groups to all staff in the selected school(s) radio button.
9. 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.
10. 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.
11. Select the Save Changes button. Specified User Groups have now been added to all staff
members in the selected schools.

User Account Batch Wizard

This tool will allowe 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 fool allows users to to add or remove one or more user groups from multiple staff accounts at once.

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

3. Addifional Account Information

Search Groups Click on a group to add to the list Click on a group to remove from list
Group Type | Calendar Group v 16-17 Calendar 16-17 Calendar
Group Name Admin Calendar
Calendar
Search PreSchool

SACC Calendar

Select All Remaove All

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

A

Ames Elementary

Arapahoe High Schoaol

Centennial Acadery

Center for Online Studies

Center for Online Studies Evening 5
East Elementary School

Englewood School District

Euclid Middle School

Figld Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High School

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

*Cirl-click or Shift-click to select multiple

Add User Groups for selected staff

Preview Changes Save Changes

Add User Groups for Specific Staff Members

To add user groups for specific staff members:

1. Select an Account Type of 'Staff'
2. 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
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10.

11.

12.

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 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 click 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 ready 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 password change of user accounts via school filter or search and select for both student and staff accounis.
Additionally, this tool allows users to to add or remove one or more user groups from mulliple staff accounts at once

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

3. Additional Account Information

Search Groups Click on a group to add to the list Click on a group to remave from list
Group Type | Calendar Group v 16-17 Calendar 16-17 Calendar
Group Mame Admin Calendar
Calendar
Search PraSchool

SACC Calendar

Select All Remove All
Add User Groups to all staff in the selected school(s)
* pdd User Groups for selected staff
Search for person Zelect a person to add to edit list Click on a person fo remove from list
Lastname | jghnsan Johnson, Carale - CMJohnzon Johnsan. Carale - ChJohnson
T Johnson. Caralyn - GFJohnson Johnson. Carolyn - CFJohnson
Johnson, Geri - GJohnzon
Gender v
Tithe: v
Role v
Adhoc Filter v
Search
Select All Remove All
Preview Changes Save Changes

Below is an example of the report that is produced once user groups are added.
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User Account Batch Wizard Report
Generated on 10/26/2017 02:34:39 PM
Account Type: staff

Change Type: addGroups

LastMame FirstName MiddleName UserName GroupMame
Johnson Carole CMJohnson 16-17 Calendar
Johnson Carole ChMJohnson | Admin Calendar
Johnson Carole CMJohnson| Calendar
Johnson Carole CMJohnson | PreSchool
Johnson Carole ChMJohnson | SACC Calendar
Johnson Carolyn CFlohnson |16-17 Calendar
Johnson Carolyn CFlohnson |Admin Calendar
Johnson Carolyn CFlohnson |Calendar
Johnson Carolyn CFlohnson |PreSchool
Johnson Carolyn CFlohnson | SACC Calendar

Image 26: Example of the User Group Report

Removing User Groups to 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 in mass removing 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).

See the following sections below for more information.

e Remove User Groups for All Staff in a Selected School(s)
e Remove User Groups for Specific Staff Members
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User Account Batch Wizard

This tocl 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 tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type | Staff A

2. Change Type | Remove User Groups v

3. Additional Account Information
Seanch Groups Click on a group to add to the list Click on a group to remave from list
Group Type | —_Select User Group Type- ¥

Group Name

Search

Select All Remove All

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

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

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Remove User Groups'.
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 which matches
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 removed from these user accounts. Selected groups will appear in
the Click 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 for removal.
8. Select the Remove User Groups to all staff in the selected school(s) radio button.
9. 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.
10. 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.
11. Select the Save Changes button. Specified User Groups have now been removed to all staff
members in the selected schools.

Copyright © 2021 Infinite Campus. All rights reserved.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d4c26e121c846e915baf/n/remove%20user%20group%20overview.png

[ 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 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 | Staff v
2. Change Type | Remove User Groups v

3. Addifional Account Information

Search Groups Click on a group to add to the list Click on a group to remove from list
Group Type | Calendar Group v 16-17 Calendar 16-17 Calendar
Group Name Admin Calendar Admin Calendar
Calendar Calendar
Search PreSchool PreSchool
SACC Calendar SACC Calendar
Select All Remaove All

*' Remove User Groups from all staffin the selected school(s)
A4
Ames Elementary
Arapahos High School
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 Choice - AHS/HHS/LHS
High School Choice - HHSLHS
Highland Elementary School -

=Cirl-click or Shifi-click to select multiple

Remaove User Groups for selected staff

Preview Changes Save Changes

Remove User Groups for Specific Staff Members

To remove user groups for specific staff members:

1. Select an Account Type of 'Staff’
Select a Change Type of 'Remove User Groups'.

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 which matches
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 removed from these user accounts. Selected groups will appear in
the Click 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
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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 click 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 ready 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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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 accounis.
Additionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once

1. Account Type | Staff v

3. Additional Account Information
Search Groups
Group Type | Calendar Group

Group Hame |

Search

2. Change Type | Remove User Groups v

Click on a group to add to the list

16-17 Calendar
Admin Calendar
Calendar
PreSchool
SACC Calendar

Select All

Remove User Groups from all staff in the selected school(s)

Click on a group to remove from list

16-17 Calendar
Admin Calendar
Calendar
PreSchool
SACC Calendar

Remave All

Search for person

Lastname | johnson

First name

Gender v

Title

Role

Adhoc Filter v

Search

* Remove User Groups for selected staff

Select a person to add to edit list
Johnson, Carale - CMJohnson

Johnson, Carolyn - CFJohnson
Johnson, Geri - GJahnson

Select All

Click on a person to remowve from list

Johnson, Carole - CMJohnson
Johnson, Caralyn - CFJohnson

Remaove All

Preview Changes

Save Changes

Below is an example of the report that will appear once the Save Changes button is selected.
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User Account Batch Wizard Preview
Generated on 10/26/2017 02:36:33 PM
Account Type: staff

Change Type: removeGroups

LastMame FirstName MiddleName UserName GroupMame
Johnson Carcle CNJohnson |16-17 Calendar
Johnson Carole CMJohnson | Admin Calendar
Johnson Carole CMJohnson | Calendar
Johnson Carole CMJohnson | PreSchool
Johnson Carole CMJohnson | SACC Calendar
Johnson Carolyn CFlohnson |16-17 Calendar
Johnson Carolyn CFlohnson |Admin Calendar
Johnson Carolyn CFlohnson |Calendar
Johnson Carolyn CFlohnson | PreSchool
Johnson Carolyn CFlohnson | SACC Calendar

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

» Click here to expand...
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