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Overview
The Campus Portal is a powerful tool to communicate student data to 
students and to people authorized to view their information.  Authorized 
access is set by having a relationship to the student marked as Portal 
in Census.  While parents will have one login to see all students they 
have a relationship to, the types of information displayed can vary from 
school to school. This lesson will cover setting options for which type 
of data is displayed in the Campus Portal.  Each school will need to set 
the type of data to display in the Portal, meaning the district may pilot 
the Portal at a few schools, and/or allow each school to choose which 
parts of the Portal to open.

Navigating to Portal Options
Select the school in the dropdown menu on the gray header bar.1. 
Expand System Administration and the Resources folder.2. 

Path: System Administration > Resources > Resources•	
Select the Portal options tab.3. 
If particular types of information are not checked, that particular 4. 
information will not be seen on the Portal.  Building and district 
P&P will determine which types of information are displayed on the 
Portal.

Attendance•	   will display the students’ attendance history for 
the school year.
Reports •	 will provide the ability for parents to access and 
print report cards and transcripts. Parents will also be able 
to print a student schedule and missing assignment report.
The •	 IEP checkbox will provide parents who are on their 
child’s team with access to the locked IEP through the 
Portal.
The •	 Newsletter checkbox will enable parents to access 
teacher newsletters (created in the Instruction module’s 
Newsletter tool) with a link in the course entry on the stu-
dent’s schedule.
Behavior•	  will display the students’ behavior events and 
associated comments for the school year.
Contact Info•	  will allow parents to change their email 
address and Messenger contact preferences.
Assessment •	 will display state and national test scores.
The •	 Health option will let parents check immunization 
records only.
The Access Log•	  displays a record of where and when the 
user accessed the portal account.

The Schedule Preferences allow users to select which schedule 5. 
and which term to show by selecting the calendar from the drop-

Data from the 
Campus applica-
tion is available 
instantaneously in 
the Campus Portal.  
There is no synch 
or update process, 
allowing parents 
to instantly check 
on their student’s 
attendance, grades, 
behavior informa-
tion, and lunch 
account information 
for schools using 
Campus Food Ser-
vice.
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down list and checking the appropriate term checkboxes.
The text fields may be used to provide parents with school poli-6. 
cies or other information on the specified page in the Portal.  As an 
example, some high schools will put their attendance reporting and 
process policy on the attendance page of the Portal.

When finished setting portal options, click Save.7. 
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user aCCounts

Overview
This tool allows users to make batch changes to all student portal ac-
counts in a selected calendar. 

Objectives
At the conclusion of this lesson, learners will be able to complete stu-
dent account maintenance.

Student Accounts
Path:  System Administration > User Security > Student Accounts

A wizard exists in the User Security folder that can be used to mass 
create and maintain student portal accounts for the school selected.  
The wizard will create accounts with the students’ local student number 
as the user name and their birthdate (in MMDDYY format) as the 
password.  Their accounts can be flagged to force a password change 
when the student logs in for the first time.  

The recommended procedure for updating student accounts prior to 
the start of a new school year are listed below.

Select the previous year, school and calendar from the Campus 1. 
toolbar.
Select the Disable Accounts radio button.2. 

Optional: •	 Select the Delete Accounts radio button to start the 
new school year with completely new student portal accounts. 
This is only necessary if a compromise in security was discov-
ered with previously created accounts. If this is the case, it is 
recommended that the user enable Force Password change at 
the same time.

Click Change Accounts.3. 
Select the new school year, school and calendar from the Campus 4. 
toolbar.
Select Enable Accounts radio button.5. 
Click Change Accounts.6. 

Add Users – adds user accounts 
with the student number as the 
username and the student’s birth 
date (mmddyy) as the password.

Delete Users – deletes all 
student user accounts for the 
selected calendar.

Disable Accounts – disables 
all student user accounts for the 
selected calendar.

Enables Accounts – enables 
existing student accounts for 
the selected calendar.

Force Password Change – 
forces all students to modify their 
passwords. 
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With the new school year, school and calendar selected select the 7. 
Add Users radio button.
Click Change Accounts.8. 

Optional: •	 Select the Force Password Change radio button, 
Click Change Accounts. This will force each student to change 
their password from their birth date to a password of the stu-
dent’s choosing.

Student accounts may also be created one at a time if needed.  The 
accounts are created by searching for the potential user, clicking 
on their name in the search results and defining the user name and 
password.  A student should be set up with the Campus Portal as their 
home page so they will be directed to the Portal.  Students will only 
have access to their own information in the portal.

Portal Accounts for Parents & other Portal Contacts
Portal accounts for people who need access to student’s data (such as 
parents) can be created by two methods.

Staff-created Portal Accounts
Some Campus districts will require parents to sign up for Portal access; 
the internal process prior to creating the Portal account may include 
checking Census to be sure relationships are set correctly.  The district 
will need to decide any external processes as part of P&P.  Once any 
checks or verifications are made, the account is created in the same 
manner as creating a staff account but Campus Portal is selected in 
the Home page dropdown.
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Self-Service Portal Accounts Using the GUID
The second option 
involves using the GUID 
(Global Unique Identi-
fier) that is unique to 
each person in the 
Campus database as 
a one-time registration 
key on the Portal.   A link 
on the Portal homep-
age allows the user to 
enter their GUID.  The 
user may then choose 
their own user name 
and password.  An Ad 
hoc filter may be created 
to extract the GUID for 
contacts marked with 
Portal rights.  This Ad 
hoc can then be extracted out of Campus and used in a Mail Merge to 
create form letters or labels for distribution to parents and other Portal 
account contacts.
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