Workflow and Setup

Last Modified on 06/05/2023 12:39 pm CDT

This section of the study guide explains the setup that needs to be done before using Activity Registration.

Activity Registration Overview

Classic View: Activity Registration > Activity Monitor

Search Terms: Activity Monitor

On this page

Introduction to Activity Registration

The Activity Registration module provides districts with a tool for managing activities that require a registration
process including a registration packet, payment, and a roster. Activity Registration is completed in the Campus
School Store based on registration dates you control. Once a student has registered for an activity, that activity
no longer appears for them in the School Store.

Before You Begin

Be sure you have finished setting up the School Store and Payments modules.

Activity Registration Setup Workflow

Step Campus Location
Set Up Custom Forms and Ad Hoc Filters

1 Upload and manage supplemental Activity Registration documents  Classic View: System
in the Custom Forms tool. Activities require at least one form but Administration > Custom Forms
more can be added. Search Terms: Custom Forms
The following Activity Registration options are available in the
Module field in Custom Forms: Activity, Activity Preapproval,
Athletics and Field Trip. Forms created with these options can only
be assigned to a student via the Campus School Store and Activity
Registration.

The Activity Preapproval process can only use custom form
types of /Interactive Form with Database Table and Interactive
Form.

If you use an interactive form, you can also use the following Ad
hoc fields to prepopulate the form: activityName and
studentFirstLastName. For prepopulating to work, you must use the
Ad hoc fields as the field names in your PDF. These fields are case
sensitive.
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Step

2

Create an Ad Hoc filter for selecting eligible students. Each activity
requires an Ad Hoc filter. Campus only allows students who are
included in the Ad Hoc filter to register for the activity.

Set Up Portal Preferences

3

Make sure the Activity, Athletics, and Field Trip Custom
Modules are selected on the Portal Display Options tool.

Portal Display Options ¥¢ System Settings > Portal Preferences > Portal Display Options

Display Options Template
School: Fillmore Middle School  Template: Fillmore Middle School

Expand All Collapse All

Course Registration +
Documents + Student v Parent -
Enable Documents Tool

Note: If Documents is enabled, the Report Cards, Transcripts and configured Schedule reports

display in the Documents tool if Available in Portal is selected in the Report Preferences.

s 2

Custom Modules @

Activity Preapproval O Student & Parent
Atetics
Behavior O Student & Parent
Counseling O Student & Parent
-
Health O Student & Parent
Personal Learning Plan O Student & Parent

R Intervention

S ——————

Campus Location

Classic View: Ad Hoc Reporting >
Filter Designer
Search Terms: Filter

Classic View: System
Administration > Portal >
Preferences > Display Options
Search Terms: Display Options
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Step

4  Make sure the Enable Activity Registration Viewing Tool
option has the Student and/or Parent checkboxes marked if you
want to allow users to see Activity Registration information in
Campus Student or Campus Parent. When these options are
enabled, users can see the activities for which the student has
registered. To be considered "registered" the activity fee must be
paid. Any applicable forms and options purchased for the student
also display.

System Settings > Portal Preferences > Portal Display Options

Portal Display Options v

Display Options Template
School: Fillmore Middle School ~ Template: Fillmore Middle School
Template Name *

Fillmore Middle School

Filt  Description

(a
Calendars Assigned to the Template (2) +
Display Options

Enable tools and select display options for both the Campus Student and Campus Parent Portals (unless otherwise noted).

Expand All Collapse All

Academic Plan +
Access Log + Student v Parent +
Activity Registration V Student Parent -
Enable Activity Registration Viewing Tool m

Assessments + Student v Parent +
Assignments + Student + Parent +
Attendance + Student + Parent +

Add District Assignments

5  The following checkboxes display on the District Assignments tool
and determine which staff may be assigned to activities.

o Activity Staff: When this checkbox is marked, the staff
member may be assigned as the primary or secondary owner
responsible for an activity.

e Activity Preapproval: When this checkbox is marked, the
staff member may be assigned as the School Approver,
District Approver, or International Approver for an activity
preapproval request.

Set Up Preapproval Configurations (Optional)

6  Use the Preapproval Configuration tool to set up the rules, identify
the appropriate approvers, and assign the forms that must be
completed before an activity can be made available for registration
in the School Store.

Set Up Activities

7  Add new activities in the Activity Builder tool.

Manage Activities

8  View the Activity Roster and mark forms as complete.

Campus Location

Classic View: System
Administration > Portal >
Preferences > Display Options
Search Terms: Display Options

Classic View: Census > People >
District Assignments

Search Terms: District
Assighments

Classic View: Activity Registration
> Preapproval Configuration
Search Terms: Preapproval
Configuration

Classic View: Activity Registration
> Activity Monitor > Activity
Builder

Search Terms: Activity Monitor

Classic View: Activity Registration
> Activity Monitor > Activity Roster
Search Terms: Activity Monitor
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Step

9  Review past activities and monitor upcoming activities in the

Activity Monitor.

10 Use the Activity Monitor to review proposed activities. You can

approve, decline, or return activities submitted through the Activity

Dashboard.

Preapproval Process

The preapproval process is the process in Activity Registration that requires activity owners to request approval
before an activity can finish being created and/or is made available for registration in the School Store. The
specific rules that trigger the preapproval process and the forms that the activity owner must complete and route
to internal approvers are defined in the Preapproval Configuration tool. The Preapproval Process was introduced in

Campus.2223.

Activity Owner
Adds activity in Activity Dashboard or
Activity Monitor,
completes preapproval form(s),
and submits activity for preapproval.

e

Activity Owner
can make changes
and submit the
activity again for
preapproval.

v

Activity Approver
Reviews activity preapproval and
completed forms in the Activity
Preapproval tool.

Activity

Returned

Activity

Approved

Campus Location

Classic View: Activity Registration
> Activity Monitor
Search Terms: Activity Monitor

Classic View: Activity Registration
> Activity Monitor
Search Terms: Activity Monitor

Activity Owner
may rescind
activity
preapproval to
make changes or
cancel the activity.

]

Activity

Declined

The activity is assigned the
Preapproval Returned -

Proposal status and Campus
unlocks the custom form(s).

The activity is assigned the
Preapproval Complete -
Proposal status and the
Activity Owner can finish
creating the activity or submit

their proposed activity.

The activity is assigned the
Preapproval Declined status
and moved to the Previous
tab in the Activity
Monitor/Activity Dashboard.

Activity Proposal Workflow

The following chart provides the basic process a proposed activity goes through in Campus. The ability to propose
activities was introduced in Campus.2116.
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Activity Dashboard Activity Monitor

3

-~

Proposed activity appears with Pending status in

User cri?isail;}gigmposes = Proposed area for user with
Activity Approval tool rights
Y
Proposed activity appears Y

with Pending status and can ] - . .
be edited or recalled until the User with tool rights reviews prOpDS'_Ed activity and
status changes to In Review

review starts. Once in In
Review status, changes

cannot be made v v v
Activity displays in Current or Activity is Activity is Activity is
appropriate status
Activity displays in Previous Y v v
area with status Declined Activity Activity is Activity
and comments from the displays in removed from displays in
reviewer Isplays | the Activity Proposed
Current or Menitor area with
Upcoming
. status
Activity displays in Proposed area W?th Returned
. appropriate
area with status Returned
status
and comments from the
reviewer

v

User can edit and resubmit
activity for approval

Tool Rights for Activity Registration

Tool Rights determine the level of access users have to tools throughout Campus. This article refers to tool rights
in abbreviated form (i.e., R, W, A, D or any combination of the four). Sub-rights appear as italicized.

Right Description
R The R right indicates the information on the corresponding tool may be viewed by the user. When
(Read) applicable, the user is also allowed to print information. The user will NOT have access to the Save,

Add or Delete icons in the action bar.

w The W right indicates the user may view and modify the information on the corresponding tool.

(Write) The Save icon in the action bar will be functional. This right allows the user to modify only existing
data in the area since adding new data is controlled by the A right. This right includes the ability to
change or remove data from a specific field.

A (Add) The Aright indicates the user may view, modify and add to the information on the corresponding
tool. The New and Add icons in the action bar will be functional. This right allows the user to add

new data/records.
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Right

Description

D ASSIGN THIS RIGHT WITH CAUTION. The D right indicates the information on the corresponding tool

(Delete)

may be deleted. The Delete icon in the action bar will be functional. This right provides the ability

to completely remove an existing record, including all data contained within the record. The ability
to change/remove data from a field is controlled through the W right.

RWAD Rights assigned at the module or folder level give those rights to all features within the module. For
example, giving RW rights to the System Administration Health folder assigns RW rights to all tools within that
folder, including any subrights.

Tool Right Paths

e Student Information > Activity Registration
e School Store > Product Inventory

Right

Activity
Registration

Activity Monitor

Activity Approval

Activity
Dashboard

Activity Roll
Forward

Preapproval
Configuration

R

View Only

View Only

Allows users to
approve, return,
and decline
proposed activities.

Users can view any
activities they
submit or view
activities for which
they are listed as
the activity owner.

W

View and Modify

View and Modify

N/A

Users may edit
proposed activities
that they have
submitted.

A

View, Modify, and
Add

View, Modify, Add,
and Copy

N/A

Users may submit
proposals for new
activities and copy
existing activities.

N/A

Users can remove
activities that are in
the Ready
(Upcoming) or Draft
(Current) status.

N/A

Users can remove
activities that are in
the Ready
(Upcoming) or Draft
- Proposal
(Proposed) status or
recall proposed
activities after they
are sent for
approval.

Secondary Activity Owners only have a read-only view of the activity to which they are

assigned unless they are also the creator of the proposed activity.

Secondary owners on an activity do not have the Remove button for delete/cancel
functions even if the Delete tool right is assigned.

N/A

View Only

N/A

View and Modify

Users can roll
activities forward
en masse.

View, Modify, and
Add
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Right R w A D

Preapproval View Only Allows users N/A N/A
Requests manage

preapproval

requests.

Previous Versions

Activity Registration Overview [.2124 -.2219]

Enable and Create School Store

School Store needs to be enabled in Digital Repository Preferences so pictures can be added within the Activity
Registration module. See Step 1 of the article below to enable School Store.

+

If schools are going to use the Activity Registration module, each school needs to establish a School Store.

+
+

Set Up Product Types

Product Types are assigned to Products and aligned to Fund Accounts in the Payments module. When a product is
purchased, funds are deposited into the bank associated with the Fund Account to which you assigned the Product

Type
+ T
+

Set Up Fund Accounts

Fund Accounts identify which bank accounts are used for items purchased in the School Store and Activity
Registration. Product Types and Fee Types are tied to fund accounts.

+
+

Create Custom Forms

Classic View: System Administration > Custom Forms
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Search Terms: Custom Forms

The Custom Forms tool uploads and manages supplemental documents that can then be linked to a person's
record. Custom Forms can be set up to pull information directly from Campus and/or have data entered into a
form queried and reported in Ad hoc.

Three types of forms can be created using this tool. Select an option below to read detailed instructions on how to
create each type:

e Interactive Form with Database Table
e Interactive Form
e Blank Form

See the Custom Form Creation and Troubleshooting Custom Forms documents for additional information.

Custom Forms List

By default all existing Custom Forms are sorted by Module. Drag column headers to the top of the screen to
further sort. Forms can also be sorted by clicking on the column headers.

Enter text into the fields below the header or select values in the dropdowns to filter the list of Forms. The funnel
icon provides additional filtering options. Custom forms can be filtered by Module, Status, Name, Sequence,
Form Type, Start Date, and/or End Date.

Custom Forms
+ MODULE x
MODULE STATUS NAME SEQUENCE FORM TYPE START DATE END DATE
(All) \J (All) \J student = (All) v month/... [ month/.. &

v MODULE: Counseling -
Counseling 32:::‘;:2:: 0 Blank 01/01/1901
Counseling i::::gr rom O Blank 01/01/1901
Counseling g:luiel(rgu t 3 Interactive 07/16/2019
Counseling i‘lev(\jfT)Torva... 0 Interactive 01/01/1901 01/01/1901
Counseling ;‘z:f:;‘:\g:;e 0 Blank 01/01/1901 01/01/1901
Counseling ?::::P; rorm O Interactive 01/01/1901 01/01/1901
Counseling ?::s;"; rom © Interactive 01/01/1901 01/01/1901
Counseling i::::;:r rom © Blank 01/01/1901 01/01/1901

¥ MODULE: Health
Health 3::&';;0” 0 Interactive 01/01/1901

Image 1: Custom Forms List Screen

Column Description
Header
Module The module in which the form is available.
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Column
Header

Status

Name

Sequence

Form
Type

Start
Date

End Date

Description

The state of the form. The Status indicates if a form is currently available to attach to a person's
record.
e Active forms have a Start Date on or before the current date.
¢ Inactive forms have an End Date before the current date or a Start Date after the current
date.
¢ Draft forms are those that do not have a Start Date or a future Start Date.

Custom Forms in draft status can be previewed on a person's Forms tool or Documents tab.
See the Preview Draft Forms section for additional information.

The Name of the form.

The order in which the form displays in the custom forms list screen, in the dropdown of forms
available on the person's Forms tool or Documents tab (Interactive Forms), and in the Outline
(Blank Forms). Lower numbers appear higher on the list.

An indicator if the form is Portal, Portal Fillable, Portal eSignature, Interactive with Database
Table, Interactive, and Blank.
See each section below for detailed instructions on how to create each form type.

The form is active as of this date.

The form is inactive after this date.

Create a New Custom Form

Click the New button to open the Form Type selection screen. See each section below for detailed instructions
on how to create each form type.

Clicking the down arrow on the New button provides a shortcut to select the form type and skips the Form
Type selection screen.

TTanSIeT or

Interactive Form with Database Table

Interactive Form

Blank Form

E]
'Y

Image 2: New Button Options
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Custom Form Type

Choose a custom form type.
O interactive Form with Database Table +

Interactive Form =

« Can be associated with a person's record.

« Data can be entered using the interface.

« Can prepopulate data from Campus using Ad hoc fields.

+ Rules can be defined for users entering data on the form.

« Can display on Roster.

« Can be sent to Campus Parent/Campus Student for electronic Signature.
« Can be sent to Campus Parent/Campus Student to be filled out.

Blank Form 5

« Canbe printed.

« Data cannot be entered using the interface.

Delete Existing Custom Forms

Custom Forms cannot be deleted if there are instances of the form associated to a person's record. The Form
Count field is located on the Upload screen and indicated the number of instances of this form created for
people in Campus.

Existing Custom Forms can be deleted if necessary. Campus advises adding an end date to the form instead of
deleting a custom form for historical purposes.

Click on an existing Custom Form and click the Delete button. Database Tables will be removed when the Form is
deleted.

Interactive Form with Database Table

Data entered into an interactive form with a database table can be queried and reported in Ad hoc. See the
Custom Forms in Ad hoc section for additional information. Users can enter data directly into interactive forms
from the person's Document's tool or Forms tool. Existing data from Campus can be pulled into the form.

Additional options for interactive forms include allowing the form to display on Roster or on the Campus Parent
and/or Campus Student Portal. Guardians and students can also electronically sign and fill out information using
the Portal.

Data entered into an interactive form with a database table does not modify any existing data in Campus
fields. Existing data can be pulled onto the form and data entered into the form can be reported in Ad hoc,
but existing data in Campus is not rewritten.

From the Form Type selection screen, select the Interactive with Database Table form type and then click
Next. The Interactive with Database Table workflow displays.

Upload Prepopulate Fields Configure Table Define Rules Publish

Copyright © 2021 Infinite Campus. All rights reserved.


http://kb-test.infinitecampus.com/#CustomForms-CustomFormsinAdhoc

Infinite (=

Campus

Select a link to navigate to a step in the Interactive Form with Database Table creation process:

Upload

Prepopulate Fields
Configure Table
Define Rules
Publish

Preview Draft Forms

oOuU A wWwN

~ Back to Top

Interactive Form

Once an interactive form is active, it is available for use to fill out for a person. Users can enter data directly into
interactive forms from the person's Document's tool or Forms tool. Existing data from Campus can be pulled into
the form.

Additional options for interactive forms include allowing the form to display on Roster or on the Campus Parent
and/or Campus Student Portal. Guardians and students can also electronically sign and fill out information using
the Portal.

Data entered into an interactive form does not modify any existing data in Campus fields. Existing data can
be pulled onto the form, but existing data in Campus is not rewritten.

From the Form Type selection screen, select the Interactive form type and then click Next. Unlike the
Interactive with Database Table form type, the Interactive type does not use the Configure Table step. The
Upload, Prepopulate Fields, Define Rules, and Publish steps are the same for both interactive form types.

Note: hyperlinks are not supported.

Upload Prepopulate Fields Define Rules Publish

Image 5: Interactive Workflow

Select a link to navigate to a step in the Interactive Form creation process:

Upload

Prepopulate Fields
Define Rules
Publish

Preview Draft Forms

uswnN e

~ Back to Top
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Blank Form

Blank forms can only be printed. Blank forms are located in the Forms tool.

From the Form Type selection screen, select the Blank form type and then click Next. The Blank Form upload
screen displays.

Blank Form

Blank Forms are located in the Forms tool and in the outline under the module's Blank Forms folder.

Module *

The module cannot be modified after saving.

Counseling v

MName *

Limit 50 characters.

Notice of Team Meeting

PDF *
Max File Size: 4 MB

Select file...

NOTICE OF TEAM MEETING.pdf X
Sequence
The sequence determines the order displayed in the Forms tool and in the outline under the module’s Blank Forms folder.

5 -
Start Date *

07/01/2019 )
End Date

month/day/year &=
Status

The Status is calculated based on the Start and End Date.
ACTIVE

Uploaded By
Plainview Schools

Save Cancel

Image 6: Blank Upload Screen

Field Description
Name

Copyright © 2021 Infinite Campus. All rights reserved.



Field
Name

Module

Name

PDF

Sequence

Start

Date

End Date

Status

Uploaded
By

Description

The module in which the form is available. Available modules include:
e Activity
e Counseling
e Health
e PLP
e Response to Intervention
e Special Ed

See the Forms tool for additional information.

The name of the form as it displays in the custom forms list screen and the Forms tool.

The name of the PDF file named by the user as the form was created in Adobe Acrobat
Professional. Only PDF documents (.PDF) can be uploaded. Additional file types can be uploaded
on an individual person's Forms tool or Documents tab.

Only PDFs created using Adobe Acrobat Professional or Adobe DC are supported for Custom
Form creation.

The order in which the form displays in the custom forms list screen and in the Outline. Lower
numbers appear higher on the list.

The form is active as of this date. The start date can be on a past, current, or future date.

The form is inactive after this date. The end date can be on a past, current, or future date. This
field can be left blank.

The state of the form. The Status indicates if the form is Active, Inactive, or Draft. Status is
calculated based on the Start and End date.

The name of the user who uploaded the form. This is either the district name or Infinite Campus.

Blank Form Creation Process

© No vk WwN e

Select the Module in which the form will be available.

Enter a Name for the form.

Click Select File.

Locate the PDF file then click Open.

Enter a Sequence number for the form. The arrows buttons can be used to select a sequence number.
Enter a Start Date for when the form becomes active.

Optional: enter an End Date for when the form becomes inactive.

Click Save when finished.

Once active, the Blank Form is available for users to print from the Forms tool. See the Forms tool for additional

information.

~ Back to Top

Interactive Form and Interactive Form with Database
Table Workflow

This section details each step of the Interactive and Interactive with Database Table workflow. The Configure
Table step only applies to the Interactive with Database Table form type.
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Upload

The first step in the custom form creation process is to upload the PDF file and name the form.

Users can enter data directly into the form using the interface. Existing data from Campus can be prepopulated into the form using Ad hoc fields.

Module *
The module cannot be modified after saving.

Special Ed v

Name *
Limit 50 characters.

Notice of Team Meeting 2020

PDF *
Max File Size: 4 MB

Select file...

NOTICE OF TEAM MEETING required.pdf x

Display Gustom Form on Portal
V] Campus Parent

Guardian eSignature Request
Guardian Fill out the Form

¥ Campus Student

Student eSignature Request
Student Fill out the Form

Display PDF on Roster
Roster
Sequence
The order in which the form displays in the Custom Forms list and the list of Forms available to attach to a person.
a
55 3
Status

The Status is calculated based on the Start and End Date, which is established on the Publish screen. Form administrators can preview draft forms attached to a person's Forms tool or Documents tool for testing

purposes.

( DRAFT |

Overflow

Allow users to type beyond the limited space in a multi-ine text field. Text may overflow to subsequent pages when printing.
Comments

Enter any information regarding the uploaded form. Any information entered here is only visible from this tool. Limit 500 characters

Instructions

Enter any instructions regarding this form. Instructions are visible for the user filling out the form for a person. Limit 500 characters.

Uploaded By
Plainview Schools

Image 8: Interactive and Interactive with Database Table Upload Screen

Field Description

Module The module in which the form is available. Available modules include:
e Activity
e Counseling
e Health

e PLP
e Response to Intervention
e Special Ed

See the Forms tool for additional information.

Name The name of the form as it displays in the custom forms list screen and for the user filling out
the form for a person on the Forms tool or Documents tab.
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Field

PDF

Display
Custom Form
on Portal

Guardian
eSignature
Request,
Student
eSignature
Request

Guardian Fill
out Form,
Student Fill
out Form

Description

The name of the PDF file named by the user as the form was created in Adobe Acrobat
Professional. Only PDF documents (.PDF) can be uploaded. Additional file types can be
uploaded on an individual person's Forms tool or Documents tab.

Only PDFs created using Adobe Acrobat Professional or Adobe DC are supported for
Custom Form creation.

When the form is attached to a student and locked, a read-only version of the Custom Form
displays on the Campus Parent and/or Campus Student application.

Three conditions must happen in order for a Custom Form to display on the portal:
1. The Display Custom Form on Portal option is marked at System Administration >
Custom Forms on the Upload step.
2. The Portal Preference is marked for the module the form is in at System Administration
> Portal > Preferences > Display Options on the Documents section.

Portal preferences are set by school. See the Portal Preferences Display Options
documentation for additional information.

3. The Custom Form is attached to a student and locked (either on the Forms tool or the
Documents tool).

See the Campus Parent Portal and Campus Student Portal documentation for additional
information.

Forms supports emancipated student functionality. Emancipated students will receive a
form via the Parent Portal if it is marked to be sent to the Parent Portal. See the
Emancipated Students documentation for information on setting up emancipated
students.

When the Display Custom Form on Portal option and this option is marked, a request for
signature is sent to the student and/or parent/guardian(s) on the Campus Parent and/or
Campus Student application.

Custom Forms with eSignature are not available on the Documents tool. Note:
eSignature data cannot be queried in Ad hoc.

Custom Form eSignature functionality does not require a pin to complete.

See the following documents for additional information:
e Campus Parent Portal
e Campus Student Portal
e Custom Forms on Portal Process

When the Display Custom Form on Portal, eSignature, and this option is marked a request for
data entry and signature is sent to the student and/or parent/guardian(s) on the Campus
Parent and/or Campus Student application.

See the Campus Parent Portal and Campus Student Portal documentation for additional
information.
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Field Description

Display PDF When the form is attached to a student, a PDF version of the Custom Form displays on the
on Roster Roster.
Three conditions must happen in order for a user to view a Custom Form on Roster:
1. The user must have Read tool rights for Student Information > General > Forms >
(Module) > Custom Forms OR Student Information > (Module) > General > Documents
> Custom Forms,
2. The user must have Read tool rights for Scheduling > Section > Roster OR Campus
Instruction > Roster > Roster, AND
3. The Custom Form is attached to a student and locked (either on the Forms tool or the
Documents tool).

See the Roster (Section) documentation for additional information. See the Scheduling Tool
Rights or the Campus Instruction Tool Rights documentation for additional information.

Sequence The order in which the form displays in the custom forms list screen and in the dropdown of
forms available on the person's Forms tool or Documents tab. Lower numbers appear higher
on the list.

Overflow A checkbox that toggles the overflow functionality. When marked, users have the ability to

input text into multi-line text fields beyond the limit of the field's space. Overflow text prints
on subsequent pages.

Comments A text field used to enter text related to the form, such as when the form was last updated or
which user uploaded the form. This text (limit 500 characters) can be used for any
information regarding the uploaded file, but entered comments are only visible within this
tool.

The following symbols cannot be saved into the text field:
e ampersand (&)
e pound (#)
e percent (%)

Instructions A text field used to enter text instructions for the user attaching the form to a person's
record. This text (limit 500 characters) appears when creating a new document for a person.
It can contain instructions for use, specific rules for case managers, etc

The following symbols cannot be saved into the text field:
e ampersand (&)
e pound (#)
e percent (%)

Form Count The number of instances of this form created for people in Campus.

Custom Forms cannot be deleted if there are instances of the form associated to a
person's record.

Uploaded By The name of the user who uploaded the form. This is either the district name or Infinite
Campus.

~ Back to Top

Prepopulate Fields

This is an optional step and can be completed at any time, even after a form is Active and attached to a
person. The content of existing custom forms associated with a person does not change when an
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Administrator changes Ad hoc mappings on the form in System Administration.

The Prepopulate Fields step is used to map Ad hoc fields that pull data from Campus into the form. This reduces
the amount of data entry when a user fills out a form for a person. Not all fields need to be mapped.

e Field Sequence

¢ Map Date Fields

e Link Ad Hoc Fields

e Common Use Cases for Linking Ad Hoc Fields

Users who have rights to a form are able to view all data that may be pulled into that form, regardless of
whether they have rights to that data or the tool it comes from. For example, if an administrator maps
behavior event information to a field in the form, any users of the form are able to see that information. This
occurs even if they don't have rights to behavior tools. This includes social security numbers.

Click a field on the form to map it to a field in Campus. The Form Field Properties editor displays. Editable fields
display in gray. Dark gray fields indicate that a mapped Ad hoc has already been mapped onto the form. Light
gray fields with an orange/yellow border indicate that field does not have a mapped field name (See Image 9
below). Available field types include text fields, date fields, and number fields.

Keyboard shortcuts:

e Arrow keys: move between Ad hoc fields.
e Tab: move between fields in the interface. Tab does not navigate between form fields on the PDF.
e Enter: from mapping window, same as clicking OK or Cancel.

Form Field Properties x

Ad Hoc Fields and Text

GELTSD | *studentFirstLastName x

B Instructions

7407

Student Name: .
studentFirstlastName [CECEEC

When choosing an Ad hoc field, note that users who have access

School: schoolName to a form can view all fields populated into that form, including
sensitive and protected information such as sccial security
Dear | auardianl ] numbers.

You are invited to attend a meeting to plan for/_ studeniFil  Form Field Name

(Studen  ydentFirstLastName
time on l&l L

Time Date Rooem Number - By
Please allow forw meet.
The purpose of this meeting is:

Data Type
text

~

iy
D erce! n
Tha fallauing narcane ars avinantad ta attand:
Previous Cancel o Save & Next

Image 9: Prepopulate Fields

When mapping fields, enter search terms to narrow the list of fields. In addition to Ad hoc fields, the existing
Reserved Name List is still available at the bottom of the dropdown list.

Online Registration (OLR) data is not available in Ad hoc and cannot be pulled directly into a Custom Form.
Data must first be posted from online registration to custom fields on a custom tab and then mapped to fields
on a Custom Form. See the Online Registration documentation for additional information.
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Field Sequence

Ad hoc fields may be selected multiple times to prepopulate data from multiple records. For example, a form may
list four behavior incidents. When mapping fields, select the appropriate Sequence for repeated fields, in this
example 1-4 (see Image 10). If a student is involved in multiple behavior incidents, the sequencing of the Ad hoc
fields can be used to order and pull the different behavior incidents when the form is added to the student's
record. If sequencing is not used and all behavior incidents are given a 1 (one) sequence number, only one
behavior event will be pulled onto the form.

Fill in specific information evaluated by the team tha ifies the rating:
behaviorDetail.incidentiD.1

behaviorDetail.incidentiD.2
behaviorDetail.incidentiD.3 ‘ Form Field Preparties x
behaviorDetail.incidentiD.4 ~
Ad Hoe Fields and Text Sequence
[ * behaviorDetail.incidentID x | 1 - |
B Instructions
H Caution

niey/Afirmative Action Emplayer Dering Equsl Eduestional Opportunities
Form Field Name

behavior eventl

Data Type

multi-line text

lJeffersan County Public Schools
ttion 504 Student Eligibility Form (cont.) cancel n

uide for Implementation of the Regulations of the Rehabilitation Act of 1973)

Image 10: Field Sequence

~ Back to Top

Map Date Fields

Form administrators have the ability to map date fields onto forms. Supported formats for date fields include:

e m/d/lyy

e m/d/yyyy

e mm/dd/yy
e mm/dd/yyyy

When the form is uploaded, all date fields display in a mm/dd/yyyy format. Time is not supported. Selecting Ad
hoc fields with a timestamp may not display as expected. When selecting date fields using the Form Field
Properties editor, Ad hoc fields that contain timestamps are displayed in red (see Image 11 below). Only dates
should be mapped to date fields.
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Respense to Intervention -
rti.planStartDate
rti.planEndDate

Response to Intervention.RTI Progress
rtiDelivery.assessmentDate
rtiDelivery.createdTimestamp
rtiDelivery.startTime

rtiDelivery.endTime

|| F Custom Form Reserved Name List X

studentDOB

currentDate -
4 » Sequence

l rtiDelivery.startTime x - | 1 "

[ Instructions

@ Caution

Date fields can only display dates when creating the form. Red
options may prepopulate time information, which will not display
as expected.

Form Field Name
studentDOB

Data Type
date

Image 11: Map Date Fields

~ Back to Top

Link Ad Hoc Fields

Ad hoc fields can be linked together, or combined, to pull related information into one field on forms. For
example, a team member's name can be set up to pull both the first name and last name into the same field. This
would look like [contacts.firstName] [<SPACE>] [contacts.lastName].1l (see Image 12 below).

At this time, combining Ad hoc fields can only be done during this step.

1. Type search terms to narrow the list of fields provided.

2. Select desired Ad Hoc field.

3. Type and select desired non-Ad hoc text between Ad Hoc fields (optional). Non-Ad hoc text can be words
(the, and, etc.), symbols (comma, semicolon, colon, etc.), and/or spaces. When a user hits the space bar on
the keyboard, the letters <SPACE> appear. In the completed document, this looks like a regular space.

Users must select non-Ad hoc text by either clicking on the selection in the dropdown or hitting the
Enter/Return key on the keyboard before proceeding.

4. Repeat steps 1-3 to include up to 10 (ten) Ad Hoc fields and non-Ad hoc text.

Once a linked phrase is entered on a form, that same phrase can be used again on the same form. In this
example, the same linked phrase is used to pull multiple contact persons' names onto the form by using the
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sequencing options (see Image 12).

It is best practice to not link fields from multiple tables. See the Ad Hoc documentation for additional

information on Ad Hoc.

Student Name:
studentFirstLastName Date: currentDate
School: schoclName Grade: arade DOB: Shdeminan
Dearl [contacts.firstName] [<SPACE>] L [contacts. firstName] [<SPACE>] Form Field Properties S ‘
~
You are invited to attend a meeting to plan for_ studentFirsth s gducation progran _Ad Hoc Fields and Text Sequence
(Student’s Name) - .
| tme Jon [ mpate at | place |1 ‘
Time Date Room Number - Building - Address | % <SPACE> | [ » contacts.lastName |
L forwm meet. | % «SPACE> | * contacts rel hip |
he purpose of this meeting is:
B Instructions
purpese
® Caution
The following persons are expected to attend: y
Name Title Name Form Field Name
guardianl
| guardianl1 | |
Data Type
| guardian22 | | text
tmName3 v
““NE'"M_ ' Cancel n
e —
~ Back to Top
Common Use Cases for Linking Ad Hoc Fields
Description Example
Weapon description and ID ] ]
Form Field Properties x
A
Ad Hoe Fields and Text Sequence
[ = behaviorDeta iI.weaponType] x ‘ 1 - ‘
[-<SPACE> |

[ * behaviorDetail. weaponDescription ]

@ Instructions

= Caution

When choosing an Ad hoc field, note that users who have access
to a form can view all fields populated into that form, including
sensitive and protected information such as social security
numbers.

Form Field Name
weapon

Data Type
multi-line text

e n
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Description Example

Staff Member Name and Title

Form Field Properties s
~
Ad Hoe Fields and Text Sequence
[xstaffMember_ﬁrstName] % ‘ 1 - ‘

[ <SPACE> | [ x staffMemberlastName |
[ %:<SPACE= | [ » staffMember title |

& Instructions

[ Caution

Form Field Name
Team Name

Data Type
text
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Description Example

Course Name and Number ] ]
Form Field Properties X

Ad Hoc Fields and Text Sequence

*course.number

[ x<SPACE> | [ xcourse name |

®
1

@ Instructions
[H Caution

Form Field Name

Other comment box

Data Type
text

After all mappings are complete, click Save & Next. This step is optional and can be done at any time, even after
the form has been activated.

~ Back to Top

Configure Table

This step only applies to the Interactive with Database Table form type. Skip to the Define Rules step to
continue the process for creating an Interactive form.

The Configure Table step is used to define the table name, column names, and character limits for each field on
the form. Once the form is published, the table is created and the form becomes available for use to fill out for
people. Any data entered into the form for a person can then be reported in Ad hoc.
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Once the table is published, the table name, column names, and database limits cannot be edited. The

Configure Table step becomes read-only. Existing documents cannot be converted into an Interactive form
with a database table.

The first step of the Database Table Designer displays information and instructions about how to use database

table designer. Click the plus icons to expand or hide this information.

The Table Name is the name of the table in the database. A suggested name for the table is prepopulated from
the Name field on the Upload screen, but can be modified. Table names must be unique. Table names are not
case-sensitive (Example: Form_AAA is the same as Form_aaa).

@

Upload

Student I.D No:

Interactive Form with Database Table - Student Eligibility Form with Database Table

© @

Prepopulate Fields Configure Table

Form View

studentlD Jefferson County Public Schools
Section 504 Student Eligibility F

(District Guide for Implementation of the Regulations of the Rehabilit

2. Specify the physical or mental impairment(s):*

Student’s Name: studentFirstLastName School:
Date of Birth: studentDOB | Grade: grade
Name of Teacher(s) Name of Teachers
1. Reason for Referral: studentFirstLastName has been referred for consideratit

under Section 504 of the Rehabilitation ACT of 1973 because of the following educationa

disability 1

»

< Previous Cancel o Save & Next >

Define Rules Publish

@ 1 Error Database Table Designer

= TableName @Pagel Page2

Table Name

The table name is not case-sensitive and must be unique.

form.Form_ StudentEligibilityFormWithD:

B Instructions

Enter names and character limits for each field to
create the database table. All fields must be
populated before a table can be created

About

Pagination

Each page of the PDF that contains fields displays as a tab in the table designer. Enter a name for the field as it

Image 13: Database Table Designer

displays in a column of an Ad hoc report and database limit for each field.
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© 1 Error Database Table Designer
Table Name @ Page
DB DB FIELD -
AD HOC NAME n’PE0 LIMIT TYPE
text,
:] varchar 1150 multi-
line
studentFirstL varchar 300 text
currentDate date date
schoolName varchar 300 text
grade varchar 300 text
studentDOB date date
contactsFirstl varchar 300 text
contactsFirstl varchar 300 text
studentFirstN varchar 300 text
time varchar 300 text
MDate date date
place varchar 300 text
time2 varchar 300 text
text,
purpose varchar 2750 multi-
line
guardianii varchar 300 text -

Image 14: Database Pagination

Field Description

Name

Field The type of field in the document. Options include: text, checkbox, dropdown, etc.
Type

Ad Hoc The Name of the field as it appears as a column name in Ad hoc. Suggested values are
Name prepopulated, but can be modified.

All column names must be named correctly before a table can be created. Providing appropriate
and informative column names helps users locate the correct data when building reports in Ad
hoc. Ad hoc names cannot contain symbols or spaces. Only letters, numbers, and underscores
(L) can be used. Names must begin with a letter and have a minimum of two (2) characters.

DB Three database types are supported: text (varchar), number, and date. Most fields are text fields.
Type Using date fields allows users to sort, calculate, and filter reports by date. Fields are configured when
creating the PDF in Adobe Acrobat Professional, before uploading the form.

Only PDFs created using Adobe Acrobat Professional or Adobe DC are supported for Custom
Form creation.
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Field Description

Name
DB The character limit in the database. This is the maximum allowable characters that can be entered
Limit and saved into the field. Suggested values are prepopulated based on the size of the field, but can

be modified.

Some values are set based on limits set for the field in Adobe Acrobat Professional, or on the
limited values that can be entered, like checkboxes. These values cannot be modified. Valid
values can be between 1-8000 or MAX. MAX is 1 GB of data.

If the Overflow checkbox is marked, users will be able to enter up to the set DB Limit number of
characters.

After entering Ad hoc names and database limits for each field on the form, click Save & Next. A Draft of the
table can be saved and this step in the process can be finished later.

Users are not able to advance to the Publish screen without naming all fields, establishing database limits,
and fixing all errors. The number of errors displays at the top of the Database Table Designer. Clicking the
number of errors navigates the user to the next error.

~ Back to Top

Define Rules

This is an optional step and can be completed at any time, even after a form is Active and attached to a
person. If a form administrator changes the rules on a document already Active and attached to a person,
these changes may cause the form to change status.

Form administrators can add rules to the form with the Define Rules step in the workflow. When a user fills out
the form for a person, they must adhere to the rules created on this screen.

For forms being sent to the Campus Parent and/or Campus Student Portal to be filled out, this screen is also used
to define which user can fill out each field. By default, all fields are marked for Staff and Portal. These checkboxes
only display for fillable forms on Portal.

Note: A single field should not be marked as both Staff Fill and Portal Fill, as this REQUIRES both a staff
member and portal user to modify the field. If both options are marked and a staff member does not modify
the field before sending the form to the Portal, the custom form will be in a Draft status.

Best practice is to only mark either Staff Fill OR Portal Fill per field, not both.

e Add a New Rule
e Delete Rule

The first screen when navigating to the Define Rules step is the Field List. The PDF displays on the left side of the
screen and the Field List displays on the right. On the PDF, light gray fields with an orange/yellow border indicate
that field does not have a rule defined. Dark gray fields indicate that a rule has already been defined for that field.
On the Field List, all fields on the form display on the left column and the number of rules associated with that
field display on the right column. The Staff and Portal checkboxes indicate which users can enter data into that
field. Multiple rules can be created for one field.
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Field List
NOTICE OF A TEAM MEETING =
o Field Staff Portal  Rule
districtinfo
707 v (Al v A v v
Student Name: districtinfo
studentFirstLastName Date: [ curentdate | . studentFirstL.. (Grue)
School: | schoolName | Grade: | grade | DOB: studentDOB currentdate
Dear | guardian1 El guardian2 ] schoolName
You are invited to attend a meeting to plan for] _studentFirstName ' education program. The meeting will be at grade
(Student’s Name)
J time ‘ on | mDate ‘al J place | studentDOB
Time Room Number - Building - Address .
Please allow for time2 to meet. - guardiant
<« I ——_ » . _ — M

Image 15: Define Rules Field List

» Click here to expand...

~ Back to Top

Add a New Rule

Select a field on the Field List or on the PDF to add a new rule. The Field Detail displays. The Field Detail displays
the name of the field, the data type, the user(s) who can enter data into that field, and any rules already created
for the field, if applicable.

Field Detail

Form Field Name

schoolName

Data Type
Text

Staff Fill
Portal Fill

FIELD RULES

No defined rules.

Add Close

Image 21: Field Details

Click Add to create a rule for the field. The Rule Builder displays. The Data Type of the field determines what
type of rule can be created for the field. Available rules include:

e Required

e Conditional Required

e Comparative Date Rules

e Comparative Number Rules

Required rules can be added to any type of field on the PDF. Any user filling out the form for a person must enter
information into a field that has been marked as required.
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Rule Builder

Form Field Name

studentFirstLastName

Select Rule Option *

is required v

Rule Description

"studentFirstLastName' is required

Image 22: Rule Builder - Required

Select the "is required" option from the Select Rule Option dropdown. The Rule Description at the bottom of
the screen displays the rule in a complete sentence as it is being built. Verify the rule is correct and then click
Update.

Conditional Required rules are required fields based on the selection of or data entered into another field. Select
the "is required when" option from the Select Rule Option dropdown. Then Select Another Field that the first
field is dependent on. The Rule Description at the bottom of the screen displays the rule in a complete sentence
as it is being built. Verify the rule is correct and then click Update.

In the example below (Image 23), when the user marks the "Yes" military connection radio button (step 1), the
Name field becomes required for them to fill out (step 2).

Rule Builder

Form Field Name

18-19 Military Connections e

‘ Select Rule Option *

New for the 2018-2019 school year, the Department of Public Instruction is rec is required when v
information from Military Connected Families. If a parent or guardian is conne

that they answer the following questions and indicate the Military Connected | Select Another Field *

of Birth (DOB). Please disregard if this does not apply to your family. i Military Connection (valu v |iafilled

Please return the form to your child’s school by Friday, October 18, 2018.

o @ No, parent or guardian in this household is a member of the military.

Yes, indivi it ilitary.
Namd: Name DOB: i

Start Date of military service: Start Date 0 End Date of military si s required whe+Military Connection (value: Yes)" is filled

Please indicate the following information about this service member Parent/G

What is the current status for this service member? - Update Cancel

4 | »

Image 23: Conditional Required Example

Comparative Date Rules can only be applied to date fields. When a date field is selected, additional options
display in the Select Rule Option dropdown on the Rule Builder. Date options include:

e must be the same day as (=)

e must be after the start of (=)

e must be after the end of (>)

e must be before the end of (=)
e must be before the start of (<)
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The Select Date Type field has two options. A date field can either be compared to a specific date entered or to
another date field on the PDF.

Specific Date Another Date Field
To compare a date field to a specific date: To compare a date field to another date field on the PDF:
1. Choose a date rule option from the 1. Choose a date rule option from the Select Rule Option
Select Rule Option dropdown. dropdown.
2. Choose the "Select Date" option from 2. Choose the "Select Another Date Field" option from the
the Select Date Type dropdown. Select Date Type dropdown.
3. Either enter a date into the Select Date 3. Either choose another date field from the Select
field or click the Calendar button next Another Date Field dropdown or choose another date
to the Select Date field and choose a field from the PDF. When selecting another date field,
date. only date fields display on the PDF (see Image 25 below).
4. The Rule Description at the bottom of 4. The Rule Description at the bottom of the screen
the screen displays the rule in a displays the rule in a complete sentence as it is being
complete sentence as it is being built. built. Verify the rule is correct and then click Update .
Verify the rule is correct and then click i
Update. i ]
® Section 504 Student Ell .
Rule Builder
s
must be after the startof (2) v of @)
Select Date b -
St bate + Image 25: Compare Date Field to Another Date Field
01/01/ZIR il
Rule Description
“studentDOB" must be after the start of (=) 01/01/2000
Update Cancel

Image 24: Compare Date Field to an
Entered Date

Comparative Number Rules can only be applied to Number fields. When a number field is selected, additional
options display in the Select Rule Option dropdown on the Rule Builder. Number options include:

e must be equal to (=)

e must be greater than or equal to (=)
e must be greater than (>)

e must be less than or equal to (=)

e must be less than (<)

The Select Number Type field has two options. A number field can either be compared to a number entered or
to another number field on the PDF.
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Specific Number Another Number Field
To compare a number field to a To compare a number field to another number field on the PDF:
specific number: 1. Choose a number rule option from the Select Rule Option

1. Choose a number rule option dropdown.
from the Select Rule Option 2. Choose the "Select Another Number Field" option from the Select
dropdown. Number Type dropdown.

2. Choose the "Select Number" 3. Either choose another number field from the Select Another
option from the Select Number Number Field dropdown or choose another number field from the
Type dropdown. PDF. When selecting another number field, only number fields

3. Either enter a number into the display on the PDF (see Image 27 below).

Select Date field or use the 4. The Rule Description at the bottom of the screen displays the
arrow buttons next to the Select rule in a complete sentence as it is being built. Verify the rule is
Number field and choose a correct and then click Update.

number.

Rule Buider

4. The Rule Description at the
bottom of the screen displays
the rule in a complete sentence
as it is being built. Verify the
rule is correct and then click

Update.
Rule Builder Image 27: Compare Number Field to
Another Number Field
Form Field Name
grade
Select Rule Option *

must be greater than (>)

<

Select Number Type *

Select Number v

Select Number *
8.0000

o

Rule Description

"grade’ must be greater than (>) 8.0000

Update Cancel

Image 26: Compare Number Field to an
Entered Number

Once a rule has been created for a field, the rule can be viewed by navigating to the Field Detail.

~ Back to Top

Delete Rule

To remove a rule from a field, click on the rule from the Field Detail screen. The Rule Detail displays. Click
Remove to delete the rule.
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Rule Detail

"studentFirstLastName" is required

Remove Close

Image 28: Ruled Detail

Click Save & Next to navigate to the Publish step once all rule setup is complete.

~ Back to Top

Publish

Publishing an interactive form makes the form available for use to fill out for a person. See the Forms tool for
additional information.

Publishing an interactive form with a database table creates a database table. The table name, column names,
and database limits cannot be edited and the Configure Table step becomes read-only. When this form is active
and associated with a person, the data entered into the form is available in Ad hoc for reporting. See the Custom
Forms in Ad hoc section for additional information.

Before publishing, users can preview Custom Forms to test Ad hoc mapping, database limits, and rules. See
the Preview Draft Forms sections for additional information.

Publishing this form makes it available for users to create for a person.

Start Date *

10/05/2020 i
End Date

month/day/year ]
Status

The Status is calculated based on the Start and End Date. Form administrators can preview draft forms attached to a person's Forms tool or Documents tool for
testing purposes.

Image 29: Publish

Field Description

Start The form is active as of this date. The start date can be on a past, current, or future date.
Date

End The form is inactive after this date. The end date can be on a past, current, or future date. This
Date field can be left blank.
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Field Description
Status The state of the form. This is calculated based on the Start and End date.

Deactivating a form removes the form from the user's custom form selection list. Existing forms
can still be edited and/or copied even if the form is deactivated.
~ Back to Top

Custom Forms in Ad hoc

Classic Path: Ad Hoc Reporting > Filter Designer > Query Workflow/Student > Search: Custom

Search Terms: Filter Designer

This information only applies to the Interactive with Database Table form type.

Once a table has been published, those fields become available in Ad hoc. See the Ad hoc documentation for
more information.

Select categories & fields

Fiter8y cusom | Search

All Fiskds Sel
[=) £l Learner Planning a

EI %3 Learning Plans

QI Literacy Custom Forms

- €¥ PLP Custom Forms

E|2| Special Ed Custom Forms

%3 angie push (Form_angiepush44)

¥ angie trunc table (Form_AngieTruncTable)

%3 angie push dirty track table2 (Ferm_AngiePushDirty

[} €3 Eligibility Form (Form_EligibilityForm)

----- customForm_documentID

----- customFom_districti D

----- customForm_name

----- customForm_modifiedDate

----- customForm_modifiedByID
----- customForm_crestedDate
----- customForm_crestedBylD
----- customForm_comments
----- customForm_module

----- cusiomForm_archive

----- customForm_formGUID
----- customForm_enrollment! D
----- customForm_sortByDate
----- customForm locked

Image 30: Custom Forms in Ad hoc

The first section of fields include form identifications fields:

customForm_documentID
customForm_districtlD
customForm_name
customForm_modifiedDate
customForm_modifiedByID
customForm_createdDate
customForm_createdByID
customForm_comments
customForm_module
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customForm_archive
customForm_formGUID
customForm_enrollmentID
customForm_sortByDate
customForm_locked
customForm_personName
customForm_formDocName

All fillable fields on the form are listed after the identification fields. All items in the list are available for creating
reports.

~ Back to Top

Preview Draft Forms

Classic Path: Student Information > Module > General > Documents
Classic Path: Student Information > General > Forms

Search Terms: (Module) Documents, Forms

Users have the ability to preview Interactive and Interactive with Database Table custom forms in draft status on
a person's Forms tool or Documents tab. This preview allows form administrators to troubleshoot and test custom
forms before the form is published. See the Tool Rights (Custom Forms) document for additional information.

Any information entered on the form is only for testing purposes and is not saved to the person's record.

Preview Draft Forms Process
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Documents Tool Forms Tool

1. Navigate to Student Information > Module > General > 1. Navigate to Student Information > General :
Documents > Create New Document/Plan. The Create Forms. The Forms List Screen displays.
New Document Wizard displays. 2. Click the New button dropdown and select

the Preview Unpublished Forms option.

Please select one of the following documents:
Create Custom Form: Custom Forms

Notices, checklists, and supplemental forms

| Preview Custom Form in Draft Status:
Text entered into the form is only for testing purposes and canno be saved
Selecta Form Link to n Enroliment

(Mo Form Selected) v || 1818 Hamison Righ(07/02/2013-) v Preview Unpublished Forms
SELEGTED FOR selected)
Create Document Cancel
Select the Preview Custom Form in Draft Status 2. 3. Choose the form from the Select Form to
checkbox. Preview screen.
3. Choose the form from the Select a Form... dropdown. 4. If data selection is applicable on the form,
4. Click the Create Document button. select the prepopulated data for the person.
5. If data selection is applicable on the form, select the See the Documents tool documentation for
prepopulated data for the person. See the Documents tool additional information on selecting
documentation for additional information on selecting prepopulated data for custom forms.
prepopulated data for custom forms. 5. Click the Preview Form button. The draft
6. Click the Preview Form button. The draft custom form custom form displays.
displays. 6. Hover over or click a fillable field on the
7. Hover over or click a fillable field on the custom form. A custom form. A field properties window
field properties window displays. displays.
Cancel Refresh
Plainview Schools NOTICE OF A TEAM MEETING
123 Main Street
Metro City, MN 55585 PROPERTY VALUE EDIT LOCATION
707 Number of Characters 11 cChar  This Field
. Ad Hoc Fields Set Prepopulate Fields Tool
Student Name:
\Dylan Abegg I DB Limit 300Char  Configure Table Tool
Required
School: \Harrison High ‘ Grade: 11 Read Only
Dear [Donald Abegg | : Stella Abeqg =iz
You are invited to attend a meeting to plan forDylan *s education program, The meeting will be at

Recommended: Open the Custom Forms module and the Preview screen in two separate browser windows
or tabs. Saving changes made to the form using the Custom Forms module can be seen on the Preview screen
when the user clicks the Refresh button.

The Property lists the properties associated with the particular field. The Value provides information pertaining
to the property. The Edit Location indicates where this field property can be edited.

Field Description
Property

Number of The entered value.
Characters
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Field Description

Property

Ad Hoc Indicates an Ad hoc field has been mapped to pull information from the person's record.

Fields

DB Limit Indicates the maximum allowable characters that could be entered into the field.

Required Indicates this field must be filled out.
This indicator is for Required fields set up in Adobe Acrobat Professional. If users click Save
& Next on the Define Rules screen, this indicator is removed. See the Define Rules section
for additional information.

Rules Indicates if a rule is created for this field, including required fields.

Read Only Indicates this field cannot be edited.
Overflow Indicates this field has the overflow functionality.

Field Type Indicates if the field is a text, date, or number field.

~ Back to Top
Reserved Name List

Campus does not recommend using the Reserved Name List to map prepopulated fields.

Student Information Fields Notes

statelD

studentID

studentName Displays Last Name, First Name Middle Name
studentFirstLastName Displays First Name, Middle Name Last Name

studentFirstName
studentLastName
studentMiddleName
studentDOB This field will map to a date field.
grade
studentGender
studentAge
studentHomePhone
studentAddressl
studentAddress2
Guardian Fields

guardianlName Displays Last Name, First Name, Middle Name
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Student Information Fields Notes

guardianlFirstLastName Displays First Name Middle Name Last Name
guardianlLastName

guardianlFirstName

guardianlMiddleName

guardianlWorkPhone

guardianlRelationship

guardianlHomePhone

guardianlAddressl

guardianlAddress2

guardian2Name Displays Last Name, First Name, Middle Name
guardian2FirstLastName Displays First Name Middle Name Last Name
guardian2LastName

guardian2FirstName

guardian2MiddleName

guardian2WorkPhone

guardian2Relationship

guardian2HomePhone

guardian2Addressl

guardian2Address2

School/District Information

districtinfo

districtName

districtAddress1

districtAddress2

districtPhone

schoolName
schoolAddressl
schoolAddress2

schoolPhone

currentDate This field will map to a date field.
user Displays the user's full name
username

tmNamel-tmNamel2 tm = Team Member
tmTitlel-tmTitlel2 tm = Team Member
caseManager

Copyright © 2021 Infinite Campus. All rights reserved.



Student Information Fields Notes

caseManagerTitle

caseManagerPhone

~ Back to Top

Set Up Preapproval Configurations

Certain activities may need preapproval based on rules determined by a school or the district. These activities
require forms to be completed and submitted. The Preapproval Configuration tool is used to create rules and
associate forms for activities requiring a preapproval process.

+
+
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