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MYAP
Multi-Year Academic Planner

- This is a tool built into Infinite Campus that tracks 
credits, assessments, and GPA as they are required 
for various diploma types and certifications

- All students should have a plan identified to track 
progress

- Those without a plan will be placed in the Diploma of 
Graduation Program by the fourth Friday of the 
Academic Year

- New students should be assigned to a plan by their 
counselor within 20 school days of enrollment

- We will develop a Certify Rule to identify students 
without an academic plan
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Internship Hours Entry

Internship hours must be entered in Infinite Campus

Path: Index > Student Information > General > Counseling > General > Internship Tab

- Each Internship session needs to be entered with the 
appropriate information as shown

- All hours for graduating students should be completed by 
May 1 of the graduation year

- Run the Internship Hours report to get totals for all 
students in the cohort

- Path: Index > Grading & Standards > Reports > 
Internship Hours 

- After minimum number of hours are verified (120), a credit 
for the Internship course (991230) must be added 
manually to the transcript
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Posting to Transcript

Final grades should be posted to the Transcript prior to the graduation ceremony

- Administrators should work with teachers to 
ensure all final grades have been entered 
(including exam grades) using the Missing 
Grades Report

- Once all grades are verified, run the Post to 
Transcript tool in Infinite Campus for all 
graduating students (can filter by grade or 
cohort)

- This process should be completed by close of 
business the day after senior exams are 
completed
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Setting a Cohort Year

How do I know if a student has a set cohort?
• Check the transcript
• Check ODDEX

How will ODE determine the cohort if it’s not already set?
• Was the student reported through EMIS the previous year?

• If Yes - The determination will be Grade Level
• If No - The determination will be 9th grade entry date

What if they have a cohort set and it’s incorrect?  Can we appeal it?
• Set by CCS – Appeal will not be approved
• Set by another district – We can file an appeal if we have supporting 

documentation.

Path: Index > Links > Infinite Campus Dashboard: Setting a Cohort
https://columbus.atlassian.net/wiki/spaces/SC/pages/732923275/Setting+a+Cohort

https://columbus.atlassian.net/wiki/spaces/SC/pages/732923275/Setting+a+Cohort
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Reports
Grad Planner and Graduation Points 
Grading & Standards > Reports

• Grad Planner
• Graduation Points

Graduates
Student Information > Reports

• > Data Verification Reports
• > Graduates
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Grad Planner Report

Path: Index > Grading & Standards > 
Reports > Grad Planner

- Provides an overview of graduation 
progress by cohort year

• Demographics

• GPA

• Rank

• Current Courses

• Credential Points

• End of Course Points

• Credit Summary
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Graduation Points Report

Path: Index > Grading & Standards > Reports > 
Graduation Points

-Provides an overview of graduation points 
and credentials for each student

• EOC Exam Points
• Advanced Placement Assessments
• International Baccalaureate 

Assessments
• College Credit Plus courses
• ACT / SAT Assessments
• Credentials & Work Keys Assessments
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Verification Reports

Path: Index > Student Information > Reports > Data Verification Reports > Graduates

Graduate Verification
Identifies missing fields on the Graduation tab

Total Graduate Counts by School and Cohort
Identifies the count of graduates by cohort for school year

Graduation Additional Options
Identifies students for whom you have entered additional graduation options

Mismatched Cohorts between Infinite Campus and ODDEX
Identifies if the cohort in Infinite Campus is different from the set cohort in ODDEX

Grad Class Dropout Verification
Identifies students who are counting negatively in your graduation rate
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Timeline

School Counselors Set Cohort Year (End of Semester 1 or within 20 
school days of Enrollment if enrolled after December 1st).
• Enter ‘Date First Entered the 9th Grade’ to populate the NGA Cohort End 

Year
• Run the Mismatched Cohorts between IC/ODDEX Report

Assign Graduation Plan
• Student Information Systems Team will mass Set Diploma of Graduation 

for all students without a graduation plan (Fourth Friday of the academic 
year).

• School Counselors will set all newly enrolled students (End of Q1 or within 
20 school days of Enrollment if enrolled after the conclusion of Q1).
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Timeline

College and Career Readiness Coordinators will enter Internship Hours into 
IC (May 1st of Expected Year of Graduation).

School Counselors will run Graduation Planner Report/MYAP/Graduation 
Points Report (Run Quarterly during Expected Year of Graduation).

School Counselors will run Transfer Credits Missing Report (New) (Run 
Quarterly during Expected Year of Graduation).
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Timeline

School Counselors begin Graduation Tab completion for students expected to 
Graduate (Must be completed by 1 day prior to graduation but can begin 
entry --where appropriate-- on May 1st of Expected Year of Graduation).

Building Administrators Final Post to Transcript (Must be completed by the 
day after the completion of Senior Exams).

School Counselors Final Review of Grad Planner Report/MYAP/Graduation 
Points (1 Day after Final Post to Transcript).
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Timeline

School Counselors Complete Graduation Tab
• School Counselors check that core academic areas met fields are indicated 

on Graduation Tab (Beginning upon completion of core academic areas 
but no later than 1 day prior to the Graduation Ceremony).

• All components of the Graduation tab must be completed at least 1 day 
prior to the Graduation Ceremony.

School Counselors run Graduation Verification Reports (Beginning May 1st

and completed no later than 1 day prior to the Graduation Ceremony.)
• Graduates Report
• Graduation Additional Options Report
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Timeline

School counselors submit Retentions via CCSDAS as appropriate (including 
non-grads and ‘Graduation Test Required’ students. (As determined by the 
End of Year Check Out Procedures).

School Counselors collaborate with Special Education Coordinators
• Prepare list of special need students who will continue education in 

grade 23 (Beginning May 1st and completed no later than 1 day prior to 
the Graduation Ceremony).

• Enter core academic areas met and Courses Completed Date on 
Graduation Tab – Do not populate Diploma Date field (Beginning May 
1st and completed no later than 1 day prior to the Graduation 
Ceremony).
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Questions


