
Infinite Campus - Add Staff 
 

●​ Search  all people for the Staff Member in Infinite Campus 

●​ Create the Person if needed 

 

●​ Go to Census> Staff> District Employment 

●​ Choose New 

●​ Enter the Start Date 

●​ Save 

 

 

 

 

 

 

 

 

 

 

●​ Go to the District Assignments Tab 

●​ Select New 

●​ Choose the School 

●​ Enter Start Date 

●​ Enter Title 

●​ Enter Type 

●​ Select Check boxes as needed.   

●​ Save 

 

 

 

 

 

 

 

 

 

 

Create Lunch Account 



●​ Go to Food Service > Wizards > Add Account 

●​ Search by Person 

●​ Click on the person you want to add the account 

●​ Hit Save 
 

 

 

 

 

 

 

 

 

 

●​ Open their POS 

Account 

●​ Check the Auto Gen 

Box 

●​ SAVE 

●​ This will assign a PIN 

●​ If they are also a POS 

Cashier, check the Auto 

Gen Box for Cashier 

PIN 

●​ SAVE 

 

 

 

 

 

 

 

 

 

Create Staff User: 

●​ Search for the staff name - Users 

 

●​ Select the Name of the new staff member. 



●​ Enter Username 

○​ First initial last name 

●​ Enter Home Page 

○​ For Teachers - Campus Instruction 

○​ Secretaries and other staff members - Campus Application 

●​ Enter Password and Verify Password 

○​ The password Strength bar will turn green when the 

password is strong enough. 

●​ Enter Group Membership 

○​ Add Calendars the staff member needs. (i.e. C-High School) 

○​ Enter any Tool Groups (i.e. T-HS Teachers) 

■​ Click on the Group and it will move to the Membership box. 

■​ Each tool group gives security access to selected areas of I.C. 

●​ SAVE 

 

 


