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Section Creation, Rostering, and Adding a Course: 
This 6-page guide will provide the steps necessary creating a section and adding a course within Infinite 
Campus for Summer Intersession. If you have any questions or concerns, please log a ticket into Web 
Help Desk at  https://webhelpdesk.washoeschools.net/ 
 

SECTION CREATION FOR AM AND PM ATTENDANCE SECTIONS: 
Path: Search > Course/Section > Courses 

1. Change the Year, School, and Calendar to indicate the Intersession Calendar.  
 

 
2. Search for the course you wish to create a section for under ‘Course/Section’ in the 

dropdown menu in ‘Search’ and click ‘Go’. Courses will appear below. 

 
3. To create a new section, navigate to the course by searching for the course in the search 

tool. 
• Select the Sections tab. 
• Click the blue link to Add a Section 
• Enter the Section Number (The Section Number should be the same for 

both AM/PM Attendance with the same teacher) 
• Enter the Teacher Display Name 
• Enter a Maximum Number of Students for this section  
• Select the Room that the course will meet in. 
• For AM Attendance, select the checkbox under SS1. 
• Click on Create Section 

https://webhelpdesk.washoeschools.net/
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4. Navigate to the Staff History Tab 
• Click on New Primary Teacher 
• Under the Staff History Detail box, select the teacher name from the dropdown. If a 

teacher is not listed, please log a ticket to have the teacher added. 
• For District Assignment dropdown, choose Teacher.  
• Under Assignment, enter the start and end date for the summer term. 
• Leave everything else as is and click Save 

 
 

 
 
 

5. For PM Attendance, follow the same steps as Step 3 and 4. This time, select Period PM for the 
Section Schedule Placement. (The Section Number should be the same for both AM/PM 
Attendance with the same teacher) 
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ROSTERING STUDENTS TO A SECTION: 
Path: Search > Course/Section > Courses 
 

1. Select the course you would like to roster students by clicking on the Roster Setup Tab 
• Select students to move into the section by clicking on their name in the right hand 

column. Their name will then be displayed in the Current Roster column. 
• Click the Save Student List and/or Copy Section icon when finished. 
• If the section is for a specific grade level (i.e., Health is only for 9th grade students), 

select the grade level from the dropdown list. Only students in that grade level will be 
available for selection. 
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REMOVING STUDENTS FROM A SECTION: 

1. Click the student's name to remove from the Current Roster column. This will remove the 
student from the left-hand column and place it in the right-hand column. 

2. Click the Save Student List and/or Copy Section icon. 
 

COPY STUDENTS FROM AN EXISTING SECTION: 

1. Navigate to PM Attendance and select the appropriate section once you have rostered 
students in AM Attendance.  

2. Select the Save Student List and/or Copy Section. Students in the selected section will be 
copied into this section. Student names will only appear AFTER the information has been 
saved. 

 
 

 

ADDING A COURSE IN INFINITE CAMPUS: 
Path: Index > Scheduling > Add Course 

1. Navigate to Scheduling 
2. Click on Add Course  
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3. Search for the course you are looking for and select the course 
 
a. Click the Select this Course 
Master button. An Add Course 
Editor will appear. 
b. Everything will be populated. 
c. Click the Save button when 
finished.  
d. Navigate to the Course/Section  
dropdown under search and click 
Go. The newly added course will 
appear. 
 
CTRL+Click for Multiple Courses: 
Multiple courses can be selected at 
one time. This changes the Select 
this Course Master button to Batch 
Add these Course Masters. When 
the course masters are finished 
being added, a pop-up displays 
noting how many courses were 
added. 
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