OLR Q&A Cafe

Michele Faubel, West Point PS
Barb Olsufka, Aurora PS
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Agenda

*OLR Setup

*OLR System Settings

*OLR Builder

*OLR Literal Bank/ OLR Lists Bank
*Upload Options

*Looking at the parents side of OLR
*Staff Processing

eQuestions
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OLR Setup

**We open our year for Kindergarten and Preschool Roundup in May and then close it back
up for new enrollments until July.

OLR Setup ¥
Name (Required) End Year (Required) Required o configGrouplD
ﬂ 2025 U 2026 0 8
Display Name (Required) Archive °
| 2025/2026 | O

If the Annual Update or New Student Portal dates are active, be sure 1o enable the 'Online Registration’ Portal outline links via: System Settings > Portal Preferences > Online

Registration.
Portal - Annual Update Start Date (Required) Portal - Annual Update End Date (Required)
| 07/13/2025 ir] | 09/15/2025 ]
Portal - New Student Start Date (Required) Portal - New Student End Date (Required)
| 07/13/2025 ﬁ‘ | 05/31/2026 Iﬁ\
Email/Kiosk Start Date (Required) Email/Kiosk End Date (Required)
| 07/13/2025 Iﬁ\ | 05/31/2026 ﬁ\
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Campus Community — Online Registration (OLR) workflow is Super helpful

egis

Online Registration (OLR) Workflow zax

Last Modified on 09/25/2023 9-23 am CDT
This article is for Campus Online Registration (OLR) and Campus Online Registration-Prime (OLR Prime)

Step Campus Location OLR OLR
Prime

Calendar and Enroliment Management

1 Create calendars for the next school year System Administration > Calendar = X X
Calendar Wizard

2 Roll enroliments forward for the next school year. System Administration = Student = X X
Enroliment Roll Forward

3 Rewview the grade levels associated with each System Administration = Calendar = X X
calendar, and if desired, mark the Exclude from Calendar = Grade Levels
Online Registration Calculations checkbox.

Online Registration Setup
4 | Add Languages System Administration = Data X X

Utilities = Multi-Language Editor =
Language Groups

5  Enter language translations that display on Online System Administration = Data X X
Registration panels. Utilities = Multi-Language Editor =
OLR Literals Bank

6 | Enter language translations that display on Online System Administration = Data X X

Registration panels in the dropdown lists. Utilities = Multi-Language Editor =
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OLR System Settings

*»Every District does it differently- we have things turned on and off
that apply to our district.

‘*For Example:
**We do not allow parents to “remove the other household”

**We do allow them to add a secondary household — we can keep or
deny that in staff processing

**We do require E signatures on certain things.

**We do pull health information (allows the nurse to look over
medical conditions and medications)
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OLR Builder

OLR Builder v

Configuration (Required)

OLR Basic - Does not have as many
capabilities

» [ Household OLR Prime _

> W perent | call this my table of contents:

. B Other Household You can turn things off, and add new
. B Swdent fields and pleats and make your
application how you want it.

| 2025 v

» [ Emergency Contact

®
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Adding a New Pleat and Field

**Click on New Pleat —
**Pleat Name — no spaces
**Index/ Editor — where you want your pleat to be found

**Sequence — if you want it at the bottom select a large number — if
you want it intermixed — look at your existing pleats

**Show for — Everyone? Or only New? (proof of residency/ birth
certificate, etc)

**Enabled — yes or no

**Show this pleat if they answer another one (when setting up other
fields)
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Adding a New Pleat and Field

**Click on New Field —
**Field Name — no spaces
**Display Name — what the parents are going to see
**Field Type — dropdown
**Validation — Required or no
*¢Location — where do you want to find this — in which pleat

**Show this field based on another field — ex. If certain grade show
this field

s Location — do you want it to
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OLR Literals Bank

* In the Literals Bank — This is where you write what you want

in your application.

* Infinite Campus puts a lot of the information in, you will need to change the ones >

you have manually put in.

* We have quite a few families in Spanish so once | have
completed in English — | google translate or Al the Spanish v Student

Side (the right hand side shows what the English version Emergency Contacts

says)

student. OPENCAMPUS.customfield. OPENCAMPUS...

+: q: B i U A

Si. Habiendo leido las pautas anteriores, doy mi permiso para
que mi hijo abandone el campus de las escuelas publicas de
West Point durante el almuerzo, por los trimestres que haya
ganado. Acepto responsabilidad por mi hijo mientras esté
fuera del campus durante el periodo de campus abierto.

OLR Literals Bank Category {(Required)

OPEMCAMPUS ¥

» Emergency Contact

» Household

¢ | > Login

Other Household

» Parent 5
» Receipt
»  Shell

Demographics

Emergency Information

Health Conditions

Yes - Having Read the preceding guidelines, | give my permission
for my child to leave the West Point Public School Campus during
lunch, for the quarters they have earned. | accept responsibility and
Liability for my child while off campus during the open campus
period.

Make sure you save at the bottom left hand

side.
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OLR Lists Bank

* The List Bank comes from your fields under your pleats in OLR Builder - in my example is
the Digital Equity bank

Language Group * OLR List Bank *
English v [ custom-DigitalEquity \d ]
Description Code Seq
ResidentialBroadband (DSL, Cable, Fiber) RB 1
Cellular Network CN 2
Hot Spot HS 3
Satellite SA 4
Dial-up DU 5
Other oT 6
Mone MNA 7
Community Provided Wi-Fi Ccw 8
Unknown UN 9
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Upload Options

*You can have an upload of what you need: here is my example of a
birth certificate. | have this posted to the “Person Documents” Tab

Document Upload Options

Document Name * Code *

[ Birth Certificate| ]

Enabled Required Active For *

New v

Location of This Button in an OLR Application

Pleat * Seq *

student-Demographics v 1 v

Show This Button Based on the Value of a Field

Field Toggle Value

= In - Select items...

Location Where the Document Will be Posted

Post Tab *

Person Documents v
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Seeing the Parent’s Side

* https://westpointne.infinitecampus.org/campus/portal/parents/wes
tpoint.jsp
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Application Processing

*Under Census — Online Registration — Application Processing
*Search Applications —
* Review Application
* |f it is all green for existing students — you can click approve

* For New students — make sure everything looks correct — make
sure the address is put in correctly. Once you are comfortable
with it — you can click approve.

* |f there is something duplicated or same name — you are able to
link that student or parent.
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Questions?

-
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Agenda

Thank you!

Michele Faubel
West Point Public Schools
mfaubel@wpcadets.net

402-372-5860
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