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What is it? This Quick Sheet provides instructions on
Teachers will need student Network ID’s and Passwords to how to:

access the Student Portal “MY BACKPACK. e Access student Network ID’s

¢ Create a school list
¢ Find a network ID and Password

Login
Type the Infinite Campus URL: ic.apsk12.org

Once you are logged into Infinite Campus, Under INDEX you will see CUSTOM REPORTS.

You will click on the + sign next to Custom Reports J Year | 2012-2013 |4 School
to expand the window.

Index ’ Search ‘ Help |

Next, click on Custom Course Reports and then @ SARAH GRANT
choose SEl Student Email Information. # =1 (] Custom Reports
= (] Custom Course Reports
| ] SEI-Student Email Information

Select the teacher’'s name to retfrieve students

from that class. Click View Report on the left of the screen. Select all teachers for a
complete school list.

Teacher(s): " —b‘

[ (Select All) O
# () ANICETTE, SUZZANNE
M ATTLES, LEROY

() BALL, CHARLES

When you click View Report you will see the students’ name,

user names (Network ID), grade level, class period and other User Name
demographic information. Network ID’s consist of first initial, last KAnderso6748
name (up to 7 characters), last four digits of the student DAMOISES46
number. Export as a .CSV file. Save new document. Filter/Sort ::m’;%%
accordingly. ——r
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If you want to search for one student and retreive their Network ID, Click the Search Tab,
Type in Student name, Click Go and select the student. On the Summary Tab, scroll to
the bottom to view the Network ID. )
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