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Counseling Team Members 

The counseling team members can be used to track individuals working with a student.  This section 

allows you to link your individuals to a student.  Linking a school counselor to a student will also allow 

the counselor to be displayed under the student name at the top of the page.  

Student Information > Counseling > Team Members Tab 

 

Manually Adding Team Members 
To add team members who are linked to the student in Infinite Campus, click Find & Link New Team Member. 

Household members, classroom teachers, counselors, and advisors are the people who can be linked to a student 

from Infinite Campus. For the members who are not in Infinite Campus, click Enter New Team Member. For 

example, a social worker, court appointee, ect. could all be team members who are not in Infinite Campus. 

 

1. To add a member who has been entered into Infinite Campus, click Find & Link New Team Member 
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a. Several different kinds of Team members can be added 
i. Census Team Members are people who are tied to the student through Household or 

Non – Household Relationships 

 
 

ii. Classroom Teachers Team Members are the teachers the student is scheduled to. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 3 of 10 Office of Student Information, Planning and Assessment Created 10/14/2011 

iii. Counselor Staff are all staff in Infinite Campus who are listed as a Counselor.  
*NOTE:  These are not just counselors for an individual building 

 
 

iv. Advisor Staff are all staff in Infinite Campus who are listed as Advisors 
*NOTE: These are not just Advisors for an individual building. 
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2. Choose a name from one of the Team Member sections and choose their Role 
a. View-Only and Read-Only will allow the team member to Read the documents listed under the 

counseling section provided they have access to Infinite Campus 
b. Write will allow the team member to write or upload documents 
c. Advisor would be selected if a person is chosen from the Advisor Staff drop down 
d. Counselor would be selected if a person is chosen from the Counselor Staff drop down 

 
 

3. The record will automatically default the Start Date to today’s date. Click on the record to edit it or to 
see more information on the team member. 
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4. If information is changed on this page, be sure to Save the record.  

 
 

5. Click on the Student’s name to refresh the record. 

 
 

6. The Counselor’s Name should appear under the student’s name 
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a. If the counselor who was chosen for the student is not a counselor in the building the student is  
currently enrolled, the counselor name will not show up under the student’s name.  

 
 

7. To add a Team Member that is not In Infinite Campus, click Enter New Team Member 

 
 

8. Fill In the information on the Team Member and click Save 

 



Page 7 of 10 Office of Student Information, Planning and Assessment Created 10/14/2011 

9. Team Members who are bold are active.  A list of the student’s team members can be printed by Active 
Only or Print All. 

 
 

Mass Assign a Counselor  
Running this wizard will assign a counselor in the Counseling Team Members tab with a start date of the day you 

run you’re the wizard.  

1. Scheduling > Fill Counselor 

 

2. There are several ways to assign a counselor to students 

a. By Grade 

b. Through an Ad Hoc Filter 

c. By First Name 

d. By Last Name 
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3. Decide which method from above to use to assign your counselors and click Search Students.  

 
 

4. The Search results will provide a student count and a list of the students who meet the criteria as set 

above. 

 
a. If there is a student in this who needs to be removed, simply click on their name and the student 

will be removed from the list. 

b. To get that student name back, hit Ctrl-z to bring the name back into the list. 

 

 

 

 

 

5. When satisfied with the list of students, choose a Counselor from the drop down list and click Fill 

Counselor. 
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a. To end date the existing counselor who is listed, check the End existing counselors check box.   

 

6. A message will pop up showing the counselor has been filled.  
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7. View of a record after the Wizard has been run 

 


