
 
​ How to Create a READ Plan in Infinite Campus​  

 
 
Step 1  Log In 

 

Log into Infinite Campus using your 
district login information 

Step 2  Search student 
 
 

Search for student by student name or 
student ID number 
 
Once found, click on the student’s 
name 

Step 3  Index Tab 

 
 

Go to the Index tab 

Step 4  Go to the PLP Header 

 
 

Under Student Information, choose 
the PLP dropdown triangle 
Select General 

Step 5  Team Members 

 

Select Team Members Tab 
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Step 6   Create Team 

 

Teachers’ names populate 
automatically.  You can add or delete 
names from this list.   
 
Use Find & Link New Team Member to 
add household members.  
 
Use Enter New Team Member to add 
staff not populated in the list of 
classroom teachers.  Complete the box 
that appears to add names to the 
team. 
 
Select Save & Continue 
 
 
 

Step 7  Documents  

 

From the student summary page that 
appears, go to the Document Tab 
 
 
 
 
 
 
 
 

Step 8  Create Document 
 
 

Select New Document 
 
 
 
 
 
 
 

Step 9 Create New Plan 

 

Under Create New Plan, select READ 
Plan and click on Create Document 
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Step 10  Education Plan 

 

Complete all areas highlighted in the 
example on the left.    
 
All areas in red are required to be 
completed in order to Save the plan. 
Each section of the plan will populate 
as you Save and Continue the previous 
section. 
 
Plan Name = READ Plan 
Plan Type = Initial or Continuing Plan 
Learning Area(s) Addressed = Area of 
need: Oral Language + 1 Domain or if 
not MLL 2 Domains for goals 
Select Save & Continue 
 

Step 11 Navigation 

 
 

You may navigate through the Plan 
Outline PLP menu topics (Education 
Plan, Student Demographics, 
Parent/Guardian Information etc.) by 
clicking on them     
 -----------OR------------ 
IC will step you through the menu 
topics by clicking Save & Continue 

Step 12  Student Demographics 
 

 
 
 

Demographics populate automatically 
from Infinite Campus. 
 
Select Save & Continue 
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Step 13  Parent/Guardian Information 

 
 

Family Information populates 
automatically from Infinite Campus. 
 
Select Save & Continue 

Step 14 PLP Team Meeting 

 
 

Select New Team Meeting 
 
All meetings created will appear in the 
Team Meeting List 

Step 15 Team Meeting Notes 

 
 
 

Enter the Meeting Date, minutes from 
the meeting, and check which team 
members were invited and attended. 
 
Select Save & Continue 
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Step 16 Goals and Objectives 

 

Click on New Goal 

Step 17 Goal 

 

Complete all areas highlighted in the 
example on the left.  
Sequence # = Number of the goal (first 
goal is #1) 
Goal Name = Area of need (if the 
student has a CLDE Flag, the Oral 
Language goal needs to be #1) 
Goal = manually type in goal 
 
Associated Standard = optional 
Associated Course = N/A 
Current Performance = optional 
Success Indicators = optional 
Goal Assessment Criteria = optional 
 
Select Save 
 - not Save and Continue 

Step 18 Objective 

 

The objective section is required but 
will not populate automatically.  Click 
on Goals and Objectives in the menu 
to complete the objective area.   
Double-click on the goal just written. 
(wait for IC to bring up the Goal Editor) 
 
Select New Objective 
Sequence # = Number of the objective  
(first objective is #1) 
Objective Name = Area of need 
specific to the goal 
Objective = manually type in objective 
 
Instructional Strategies = optional 
Assessments/Activities  
Resources = optional 
Assessment Criteria = optional 
Associated Test = optional 
Select Save & Continue 
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Step 19  Services 

 

Select New Service Provided to add 
specifics of the intervention 
 
 
 
 
 
 
 
 

Step 20 Services cont’d.  

 
 

Complete all areas highlighted in 
example on the left.  
Service = Select Reading 
Service Provider= n/a 
Service Position = n/a 
General Ed Location = Optional 
Start Date = enter start date 
End Date = enter date intervention will 
end - you must choose a date here. 
Choose one year from the start date 
direct = How many minutes will you be 
providing support to the student 
indirect = Type 0 
# sessions per = type in the number of 
sessions you will meet with the 
student per year, term, month, week, 
or day 
Serivce Frequency = Select year, term, 
month, week, or day 
 
(usually teachers will select something 
like direct = 15, indirect = 0, # sessions 
per = 3, service frequency = week.  
This means that you will meet with the 
student three times a week for 15 
minutes per session.  
  
Select Save & Continue 
 

Step 21  Assessments 
 

 

All assessments entered into Infinite 
Campus auto-populate in this section. 
 
Check if you would like to Print them in 
the plan. 
 
Select Save & Continue 
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Step 22 Learning Attributes 

 

Learner’s Learning Style = optional 
Learner’s Academic Strengths = 
optional 
Learner’s Academic Needs = optional 
 
Select Save & Continue 
 
 

Step 23  Review 

 

Return to Documents Tab. 
 
Highlight the plan by clicking on it 
once. 
 
Select Lock/Unlock to lock the plan 
when complete and ready to be active.  
You can unlock it anytime to make 
necessary changes.  
 
 

Step 24  Progress Monitoring 

 

Once plans are active, progress 
monitoring can be recorded using the 
READ Progress Monitoring Tab. 
 
Open the READ Progress Monitoring 
tab. 
 
Select New Status. 

Step 25 cont’d.  

 

Complete all areas outlined below. 
Status Date = date student was 
assessed 
Baseline score = what the student’s 
baseline score is 
Goal Score = what the student’s goal 
score is 
Current Score = what the student 
scored on the date that was assessed 
Entered By = Enter in Teacher’s name 
End Status Date = do not select unless 
you are ending this progress 
monitoring 
End Status = select appropriate option 
Progress Comments = name what 
assessment was being used for this 
progress monitoring 
It is not necessary to select any of the 
checkboxes to the right 
 

 

Revised 8/25/2022​  
7 


