
EWS Login Issue Checklist within Infinite Campus 

 

Below are 5 areas in the Infinite Campus Staff Profile that are required for a user to have access to the 
EWS Applica@on. Please verify the User has the following informa@on in Infinite Campus. 

 

1. Does the User have a staff profile for the current school year?  
a. Search by Last Name, First Name. 
b. Search by current school year. 

 

 

Figure 1: Staff Search 

2. Does the Staff User have a Local Staff Number in Infinite Campus? 
a. This is found under the Demographics tab, in the Person Iden@fiers sec@on. 

 

Figure 2: Local Staff Number 



3. Does the Staff User have a Primary email address? 
a. This is the first email address found under the Demographics tab, in the Personal 

Contact Informa@on sec@on and should be a @cnmipss.org email address. 
b. The email cannot be selected as ‘Private’. If the email is set as ‘Private’ the user will not 

be able to log into the EWS Applica@on. 

 

Figure 3: Primary Email Address 

4. Is the Staff User assigned to an Organiza@on and has an Assignment Code? 
a. The Staff User’s assigned Organiza@on (IE – Koblerville Elementary School) is found 

under the District Assignment tab, under the Assignments sec@on. 
b. The Assignment Code is found under the District Assignment tab, in the Employment 

Assignment Informa@on sec@on. 
c. The Assignment Code must be one of the following: 

i. Assistant Principal 
ii. Assistant Superintendent 

iii. Counselor 
iv. Elementary School Counselors 
v. Elementary Teachers 

vi. Instruc@onal Coordinator 
vii. Kindergarten Teachers 

viii. LEA Administrator 
ix. LEA Specialist 
x. Paraprofessionals/Instruc@onal Aides 

xi. School Administrator 
xii. School Counselors 

xiii. Secondary School Counselors 
xiv. Secondary Teachers 
xv. Superintendent 

xvi. Teacher 
xvii. Ungraded Teachers (SPED, ELL, Title 1) 

d. The Staff User should either not have an End Date or have an End Date in the future (A 
current End Date or End Date in the past will not allow the User access to the EWS 
Applica@on). 



e. The Teacher checkbox needs to be selected for the Staff User to be assigned to a Sec@on 
(step 5). 

  

Figure 4: OrganizaBon Assignment and Assignment Code 

 

 

 

 

 

 

 



5. Does the Staff User have a Sec@on Assignment in the current school year? 
a. Choose the current School Calendar for the Staff User and select the Schedule tab. 

 

Figure 5: SecBon Assignment 

b. The Staff User needs to have the Teacher checkbox selected from Figure 4: Organiza@on 
Assignment and Assignment Code to allow for a Sec@on Assignment. 

c. The Staff User will also need the District Assignment selected under Sec@on Staff History 
(using the Try New Look view in Infinite Campus). 

i. Choose the Try New Look view. 
ii. Select the Staff User’s current School Calendar. 

iii. Select Scheduling and Courses. 
iv. Search for a Course that is in the Staff User’s Sec@on 
v. Select the Staff Member 

vi. Verify the District Assignment is filled in 
1. This should be the same as the District Assignment from Figure 4: 

Organiza@on Assignment and Assignment Code to allow for a Sec@on 
Assignment. 



 

Figure 6: SecBon Staff History 

 

If the Staff User profile meets the required criteria for access to the EWS Application but is still 
unable to log in, please do the following 

1) Submit an EWS troubleshooting work request at https://bit.ly/ewsissue 
2) Reach out to CNMISupport@dbdriven.solutions and provide the User’s First Name, Last 

Name, position and a screenshot of the error the User is receiving. 


