Preschool KSI
Instructions for Setting Up a KSI Course in Infinite Campus
The KSI course needs to be scheduled into a non-instructional period.  If your schedule does not already contain a non-instructional period, you will need to add one.  To do this, go to System Administration>Calendar>Calendar and click on the Periods tab.  If the school contains more than one schedule structure, be sure the appropriate schedule structure is selected in the toolbar.  Click on the appropriate period schedule in the Period Schedule/Periods Editor to access the Period Schedule Info.  Click on Add Period and enter the Name, Sequence, Start Time, End Time, and check the Non-Instructional Period checkbox.
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If your district uses a district-wide course catalog, someone with the appropriate user access will need to add the course master to the course catalog.  

Go to Grading & Standards > Course Catalogs and click on New Course Master:
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· Select the appropriate Course catalog from the dropdown list
· Enter a course code (district-defined number)

· Enter the course name as KSI
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Note:  State Course Code is not needed since the course is being scheduled into a non-instructional period.  It will not be reflected on the LEAD report.
At the school where KSI is being conducted, go to Scheduling>Add Course and highlight KSI.  Click on Select this Course Master.
[image: image4.png]Index | Search | Help |

) sysiem scmsraor
our st nas defined  disrictwide Course Cataio foryour school o use. To creae a Cours
e — our distrct has defie  istrict-wide Course Cataog for yourschooltouse. To creae Co

{3 nstruction ourse that does not exst i the Catalog, speak wih your distict administraton.

By census

urse Crea

Course Master Record

¥ Atendance Humber Hame.
8 sereauing 123 Ksi
Courses 1034 - Cotsborate st Stnte Code riment

11 - Readng Workshop pepe
1100 - Sty Sudent
ope e S oA weight Transeript Posted
12 - STUDY HALL-NS. oo o
1200 - Lorary A Type Actvty
13- STUDY RALL o

Scnedue Gap Filer 1200 - Front Office Alde.

1301 - Liary Aie
=) Scheduing Buid Consirain v [___Select his Course Master ]
=] 9 iyl Select ihis Course Master

Student Gap Scheduler e

[ Lunches 1400 - Middle Sch Learn Ad
3 Scheduing Group 15- Career Hentorng
[ Trns 1500 - Homebouna

Reports 15 Aias Prep




[image: image5.png]Index | Search | Help |
) 5ystem Acminsirstor

(£ Sudert nformaton
 nstructon

By census

¥ Atendance
= g Seneauing

5 Schedule Gap Fker
5 Schedulng Buid Consiran
2 Suent Gap Scheduier
3 Luncres,
[ senscuing Groue
[ Trns

Repors
5 Gracing & Stancrds
(S Mesican

Homeroom  Alow requests  Alow feacher requests Attendance  Uni Attendance
[m] O (m] (m] (m]

3 c Hoc Reportng Teaching Hethod

) er Conmancston

G system Adminitration nsiructonalSeitng
o
e o o
P

[ Account Setings.

[ Access Log

@uosort





Enter the appropriate Terms, Schedules, Periods and Sections to Build.  Make sure the Attendance checkbox is not checked.
Once the course/sections have been created, the students can be scheduled into the KSI course.

If a KSI course has already been created and is scheduled into an instructional period, you will need to make the following changes:

· Search for the KSI course

· Click on the Section

· Remove the check from the instructional period:
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· Check the non-instructional period:
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This will need to be done for each section that has been created.  It will change the schedule for all students assigned to the KSI course from the instructional period to the non-instructional period.
