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Campus Portal 
 
The Campus Portal is a customized, secure website which gives our parents and 
students secure immediate access to the information found in our school 
management software – Infinite Campus. Information pertaining to your child 
such as assignments, attendance, and grades is available in the Campus Portal. 
Parents/Guardians also have the ability to email teachers with questions 
pertaining to their child.  In order to help parents/guardians better schedule and 
plan, the Campus Portal also includes important building announcements, 
notices, meetings, and other pertinent information. 
 
In order to access the Campus Portal, you must have a computer with Internet 
access. Once an account has been set up, the account will remain active while 
your student remains within the Hillsboro School District. 
All users must sign an “Acceptable Use” policy before allowing access to the 
Campus Portal.   
 

 
Users are required to enter a username and 
password.  Information on how to obtain 
access to the Portal can be obtained from the 
District Registrar. The Campus Portal 
incorporates the highest level of security. 
Parents/Guardians can see only information 
related to the students they are authorized to 
view.  Passwords must be at least six 
characters long and meet three of the four 
qualifications listed: 
 
A lower case letter (a, j, r, etc.) 
An upper case letter (A, J, R, etc.) 
A number (3, 7, 1, etc.) 
A symbol (@, %, &, etc.) 
 

The user is allowed five attempts to log in.  After five unsuccessful attempts, the 
account will become disabled, and the user must e-mail 
campus_support@mail.hillsboro.k12.mo.us and have the account reactivated. 
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Accessing the Campus Portal 
 
To access the Campus Portal, you will need to go to the following website: 
www.hillsboro.k12.mo.us. The following screen will appear: 
 
 
 
1. Left-click on the Infinite 

Campus 

Logo 

The following screen will appear: 
 

 
 

 
 
 
2. Left-click on Campus Portal 

 
Logging on to the Campus Portal 
 

First Time Users 

You are now ready to log on to the Campus Portal. 
1. If you are a first time user and have just received your activation key, click 
on the “click here” next to Campus Portal Activation Key. 
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2. Enter your activation key 

 

 

 

 

 

 

 

 

 

 

 

 

3. Left-click Submit – The following screen will appear: 

 

 
 
 
4. Decide on a username and password and enter in the boxes provided 

(password should be at least six characters) 
 
5. Retype the password to verify 

 
6. Left-click Create 

Account 

 

7. Left-click “Click Here” to 

enter the Campus Portal 
 
You are now ready to log in to the Campus Portal 

 

1. Type in your new username and password 

 

The Campus Portal will now open  
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Navigating the Campus Portal 
 
Home Screen:  

 
 
 
 
 
 
 
 
 
 
 
 
 

The Navigation Pane will appear to the left of your screen.  The screen to your 
right includes District, School, and Inbox Notices. 
 
The Home button and Sign Out button appear in the upper right corner, 
along with the user’s name.  By clicking on the Home button, the user will be 
taken back to the homepage. 
 
By default, the Family view is displayed.  By clicking on Switch Student, you can 
view information pertaining to each of your students. 
 
 
 
 
 
 
 
When a student is 
selected in the 
Switch Student 
option, a menu 
specific to that 
students appears and 
includes information 
such as schedule, 
attendance, fees, and reports. 
 
  

Navigation Pane 

Welcome Cathleen Hawk 

Welcome Cathleen Hawk 

Justine Hawk 

Andrea Hawk 
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Family View 
The tabs in the Family section apply to all students in the family.  For example, 
when accessing the Calendar tab from the Family section, the calendar displays 
assignments, day events, and attendance for all of the students, whereas when 
accessing the Calendar tab from a specific student, only information pertaining 
to that student will appear on the calendar. 
 

Messages 
The Message tab appears on the home page and is displayed by default.  Its 
contents are divided into three sections:  District Notices, School Notices, and the 
Inbox.  Notices are sorted by start date and display until the expiration date is 
reached.  The Inbox displays messages from newest to oldest.  These messages 
can include missing assignments, failing grade notices, surveys, and general 
information.  Messages may be viewed by clicking on the Home button or by 
selecting the Messages tab.  To open the 
Messages windows, click on the arrow. 
 
 
 

To Delete Messages from the Inbox, click 
on the message and click the Delete button 
 

 
 
 

Household Information 
 
This tab lists the household phone number and all current addresses of the 
household.  
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To Update Household Information: 
1. Click Household Information located under the Navigation Pane (The 

following screen will appear:) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

2. To update Household Phone Number, click on Update below the phone 

number. 
The following screen will appear: 

 
 

3. Enter the 10-digit household phone number 
4. Enter any Comments related to the change  
5. Click Send Update 
6. Click OK to return to the Household 

Information view 
 
 
Updating the phone number will update the household phone number for all 
members of the household.  

Household:  Hawk 

636 789-0000 

20 Hawk Drive 

Hillsboro, MO  63050 

Mailing: Yes 

Update 

Welcome: Cathleen Hawk 
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To Update Household Address 
1. Click on Update next to Primary Address (the following screen will appear:) 

 
 
Please note:  Address changes will not be 
approved until Proof of Residency is provided 
to the Registrar.  Proof of Residency includes 
any of the following:  Rent Receipt, Utility Bill, 
Affidavit Resident Landlord, Mortgage 
Statement, or Real Estate Tax Receipt.  
Proof of Residency may be mailed to the 
following address:  District Registrar 20 Hawk 
Drive, Hillsboro, MO  63050 or e-mailed to 
campus_support@mail.hillsboro.k12.mo.us. 
 
 
 
 

2. Fill in the new address – see field definitions below (The tag will be Rd, Dr, 

Ln, etc.)   
3. If mail goes to this address, make sure Send mail to this address is checked 

4. Check the appropriate button next to Type of Change either moved or 
correcting information 

5. Enter the effective date of the new address 

6. Enter any comments relating to the modification 

7. Click Send Update 

8. Click OK to return to the Household Information view 

To cancel request, click the Cancel button 
 

Address Field Definitions 
P.O. Box Indicates the address is not a street address and mail is sent to the 

resident Post Off ice for collect ion. When a household has a P.O. box as the mailing 

address, a second address is often listed for transportat ion (bus) drop off s. 

 

Number House Number of the address, or Box number if the address is a P.O. Box 

address.  In the address 7750 South Barstow  Street NE, My Town MN 55555 , 

7750 is the number. Only enter the number of the address. 

 

Prefix Direct ion of the street in the address.  In the address 7750 South Barstow  

Street NE, MyTown MN 55555 , South is the pref ix.  

 

Street Name of the street.  In the address 7750 South Barstow  Street NE, My 

Tow n MN 55555, Barstow is the street name.  Enter only the name of the street. 

 

Tag Label of the entered street - Avenue, Street, Blvd., etc.  In the address 7750 

South Barstow  Street NE, My Tow n MN 55555 , Street is the tag. Only use 

abbreviat ions.  Enter only the tag in this f ield.  In this case w e w ould enter St for 

street. 
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Direction indicat ing the placement of the street w ithin the city limits.  

In the address 7750 South Barstow  Street NE, MyTow n MN 55555 , NE is the 

direct ion. Enter only the direct ion in this f ield. 

 

Apt Apartment number if  this address is for an apartment building location. 

In the address 7750 South Barstow  Street NE, Apt. 101 My Tow n MN 55555 , 101 

is the Apartment number. 

 

City Postal city for the address. 

 

State Two-digit  state code for the address. 

 

Zip Code Postal zip code (plus 4 if  available). 

 

County in which the address is located. 
 
 
 
Reminder:  Address changes will not be approved until Proof of Residency is 
provided to the Registrar.  Proof of Residency includes any of the following:  Rent 
Receipt, Utility Bill, Affidavit Resident Landlord, Mortgage Statement, or Real 
Estate Tax Receipt.  Proof of Residency may be mailed to the following address:  
Attn: District Registrar 20 Hawk Drive, Hillsboro, MO  63050 or e-mailed to 
campus_support@mail.hillsboro.k12.mo.us. 
 
Please Note:  Requests to change data will be reviewed by the District Registrar 
and approved accordingly.  Please allow one week for changes to be reflected.  
Please provide proof of residency within one week of the change of address 
request. 
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Family Members 
 
The Family Member tab provides demographic information for all household 
members.  Contact information and relationships between household members 
can be viewed from this tab. 
 

Updating Contact Information 
 
Parents can request changes to the following information: 
 
Contact information, including: 

 First Name, Middle Name, Last Name, Suff ix and Gender (for non-students 

only) 

 Cell Phone 

 Work Phone 

 Other Phone 

 Email Address 

Relat ionships 

 Type of relat ionship 

 Contact Order 

 Legal Guardian Relat ionship 

 

 

 

9. Click on Family Members 

10. Select the appropriate family member for w hich to request a change in 

information by clicking on 

the arrow  next to his/her 

name. 

11. Click the update button 

located below  the w ork 

phone f ield.  A pop-up 

w indow  w ill appear. 

12. Enter the correct contact 

information 

13. Enter any comments 

pertaining to the 

requested information 

14. Click Send Update 

15. Click OK 

 

 

 
  

Household:  Hawk 

Andrea Hawk Sibling                      No 

Cathleen Hawk  Mother                     Yes 
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Updating Relationship Information 
 

1. Click the Update button to the right of 
the person’s name under Relationship.  
A pop-up window will appear. 
 

2. Select the appropriate relationship 
from the drop down window 
 

3. Enter the Contact Order for this 
relationship. 
 

4. Select whether the relationship is a 
Legal Guardian Relationship 
 

5. Enter Comments related to the requested change in information 
 

6. Click the Send Update button 
 

7. Click OK 
 
 
  

Relationship between Justine Hawk and Andrea Hawk 
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Calendar 
 
From the Family Section, the Calendar tab displays events for each school a 
student is enrolled.  Additional information such as assignments and attendance 
is available from the calendar.  The default calendar view is the current month; 
however, users are able to view previous and future months, by clicking on the 
arrows on either side of the month and year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
By clicking on an attendance event,         an additional window will open with 
details of the attendance event.  
 

 
To close the window, click the X in the upper right corner.  
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Clicking on the Assignment icon     opens another window which provides details 
of the student assignment such as a description of the assignment and the due 
date.  To return to the calendar, click on the browser back button. 
 

 
 
 
 
  

Justine’s Assignment and Activities for 03/21/2011 
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To Do List 
 
To Do List tab provides a summary of assignments that are due and/or late for all 
students in the family.  It includes the student name, course, assignment, date 
assigned, due date, and days remaining or overdue.  The To Do List can be 
filtered to show All Dates or only assignments for a specific month.   
 

 
 
 

Using the Student Section 
 
The Student Section will appear after selecting a student from the Switch Student 
drop list.  This information will be specific to the student named displayed in the 
header.   
 

Calendar 
From the Student view, the Calendar tab displays all events, assignments, and 
attendance for the student whose name is displayed in the header.  The default 
calendar view is the current month; however, users are able to view previous and 
future months, by clicking on the arrows on either side of the month and year. 
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By clicking on an attendance event,         an additional window will open with 
details of the attendance event.  
 

 
 
Clicking on the Assignment icon     opens another window which provides details 
of the student assignment such as a description of the assignment and the due 
date.  To return to the calendar, click on the browser back button. 
 
 

  

Justine’s Assignment and Activities for 03/21/2011 
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Schedule 
 
The Course Schedule lists the student ' s classes in each period, quarter, or 

semester, along w ith the teacher, t ime, and location the class meets.  

 

 
 
 
By clicking on the e-mail 
icon, it will allow you to e-
mail your student’s 
teacher. 
 
 
 
 
 
 
 
 
 

 
 
A Paper icon and a date under a teacher' s name 

indicate that the teacher has posted a new sletter. 

Clicking the Date w ill open the most recent new sletter 

in a new  tab of the brow ser in PDF format.  A 

new sletter w ill remain available until the end date 

selected by the teacher. All new sletters w hose end 

date has not been reached as available by clicking the 

> >  or and < <  in the new sletter display page. 

 

Clicking the Name of a course w hen a notebook w ith 

pencil icon appears next to it w ill send the user to the  

Grade book for that student and course, which includes 

assignments and grades. 
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By clicking on an assignment, a 

w indow  w ill open w hich 

provides addit ional detail about 

that specif ic assignment.  This 

allow s parents to see missing or 

late assignments.  Click on Back 

to the Complete Grade book to 

return to the Grade Book 

Window . 

 

 

 

 

 

 

 

 
Grading Scale will appear at the bottom of the page. 
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Attendance 
 
The Attendance tab allows parents to monitor their student’s attendance using 
several different summary options.  Attendance displayed on the portal is real 
time as the teacher or attendance secretary enters absences or tardies. 
 
The Attendance tab displays for the selected student under the Switch Student 
tab.  The Calendar allows parents to quickly view their student’s attendance at a 
glance for the month.  Non-instructional days are grayed out and cannot be 
selected.  Attendance events display in color according to the legend shown 
below the calendar.  A set of four tabs allows a user to view attendance 

information by Course, by Period, by Day and by Semester. 
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The attendance colors are defined as follow s.  

 

Color Code Definition 

 

Green Excused - Parents notify the school w ith a reason for the absence and 

district policy determines if  this is an excused absence, such as doctor, 

dentist/orthodontist, hospital, court, or funeral. 

 

Red Unexcused - Districts have determined that the absence is not excused.  

 

Grey Exempt - These are usually school-sponsored events, such as f ield trips, 

concerts or athlet ic act ivit ies. 

 

Yellow Unknow n - The reason for the absence has not been verif ied by school 

staff . 

 

Attendance taken by the teacher displays in yellow until it has been verified by 

school staff and an excuse type has been assigned.  

 

Clicking on any day in the calendar w ill generate an Attendance Detail for that day.  

 

 
 

Each summary tab provides a detailed view  of the student ’s period-based 

attendance. Text in blue can be clicked on to view  addit ional information. Clicking a 

right facing triangle displays a list of the dates w hich are included in the attendance 

period totals.  Select ing a date allows the user to view  the Attendance Details for 

the day. When a period count link is selected, a pop up displays excuse type detail. 

The Period tab allow s the user to move from one term to the next using the arrow s 

located below  Attendance Summary by Period. The Term tab offers an addit ional 

column displaying Whole/Half day attendance for each term. 
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In the Attendance Summaries, numbers or dates indicating attendance events can 

be clicked on to generate an addit ional detail screen about that attendance event or 

day. Clicking a number, such as an absence total, w ill display a detail screen as in 

the image below , describing attendance events as Excused, Unexcused, Exempt or 

Unknow n. 
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Fees 
The Fees tab provides a list of all fees assigned to the student. These fees can 

include a f ine for books not returned, uniform not returned, etc.  Both fees that are 

st ill ow ed and ones that have been paid appear in this list, follow ed by the ongoing 

balance for all fees. 

 

 
 

To Do List 
 
The To Do List tab provides a summary of assignments that are due and/or late for 

that student. The summary includes the Course and Assignment, the Date 

Assigned, Due Date and the Days Remaining or Overdue. 

 

 
 

The To Do List can be filtered to show  All Dates or only assignments for a specif ic 

month. Clicking the Print icon w ill generate the List in PDF format to be printed. 
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Reports 
 
The Reports tab allows parents to generate reports of information such as missing 

assignments, a student ' s schedule, and any transcripts or report cards that are 

available. 

These reports generate in PDF format using Adobe Acrobat Reader. 
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Demographics – Personal Information 
The Demographics tab lists the information for the selected student. Personal 

information and non-household contact information may be updated.  Non-

household contacts are those people w ho are related to the student , or people w ho 

should be contacted in case of emergency for that student but do not live in a 

household w ith that student. 

 

To Update Demographic Information: 
Switch to the student for whom you wish to update information by clicking on the 
student’s name 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

To Update Personal Information on the Student 
 
 

1. Click Demographics on the left side of the screen (The 
following screen will appear:) 
 

 
 
 
 
 
 
 
 
 

636 789-0000 

20 Hawk Drive 

Hillsboro, MO  63050 

Mailing: Yes 

Update 

Household:  Hawk 

Update 

Justine Hawk 

Michael Hawk 

Household:  Hawk 

Justine Hawk 

F 

Carline Joness 

Welcome: Cathleen Hawk 



Page 23 
 

 
  
 

2. Click on Update under 
Personal Information 

3. Change data that needs 
updated 

4. Add comments pertinent to 
the changes made 

5. Click on Send Update 

 
 

To Update Non-household Contact Information 
 

1. Click on +Add Contact (located under e-mail)  
 

2. Type in the first name, last name, gender, and relationship (Please 
verify information is correct as this may affect more than one student’s 
contact information) 

 
3. Type in any changes in phone numbers or contact order  

 
4. Type in any Comments pertaining to the request 

 
5. Click on Send Update 

 
 
  

636 789-0000 

636 789-0074 
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To Add Additional Contacts 
 

1. Click on +Add Contact button 
(The following screen will appear:) 
 

2. Enter Information on New 
Contact 

3. Click on Send Update 
 
 
   
  
  
  
 
Please Note:  When adding additional contacts, you must add the contact 
to each student.   
 
 
User Account 
The third navigation pane can be used to manage account details, such as 

passw ords  

 

 

 

 

 

1. Click on Change Password under the Navigation Pane 
1. Type in Old Password 
2. Type in New Password 
3. Verify New Password by typing it again 

 

 
 

 
 
 

Add Contact for Justine Hawk                                                                                                                                X 


