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Student Login Guide 
 
The Student Login admin tool in CampusLogin is used to set up the Student Portal, where 
students can log in to view their student data while a<ending your organiza?on. This includes 
grades, a<endance, financial data, etc. This guide will show you how to access the admin tool, 
explain all the sec?ons of the tool and how to edit seDngs, and how to provide access to your 
students.  
 

Navigating to the Student Login Admin Tool 
To access the Student Login admin tool: 
 

1. Click the Students tab on the top naviga?on bar.  

 
2. Click Se)ngs. 

 
3. Scroll down and select Student Login.   
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Student Login – Sections and Page Descriptions 
The Student Login admin tool has a variety of sec?ons to set up, as well as separate pages that 
can be made visible or hidden from the student view.  
 

URL and Custom Pages 

The Student Login Link is what you will be providing to your students so that they can access 
the Student Portal.  
 
The header and footer of the Student Portal can be customized. To customize the header and 
footer:  
 

1. Click here at the end of the sentence “You can add your website’s header and footer 
here”. 

 
2. Create the content for the header (top of the page) and footer (bo<om of the page) as 

desired. You can use the edi?ng tools on the page and/or copy and paste exis?ng 
content from elsewhere.  
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3. Click Save. 

 
Custom pages can be added to the Student Portal, depending on your needs. To add a custom 
page to your Student Login Portal:  
 

1. Click here at the end of the sentence “You can add custom pages to your student login 
here”. 

 
2. Enter a Page Name.  

 
3. Add a Short Descrip;on that explains what the page is for. 

 
4. Select which Campus(es) the page is needed for. Only students a<ached to the selected 

campus(es) will be able to see the custom page. 
 

5. Complete the text of the custom page in the provided HTML editor.  
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6. Click Save. 

Once a custom page has been saved, it will appear in a list at the top of the page. From here, 
you can: 
 

1. Edit the page using the Edit Page op?on.  
 

2. Ac;vate the page. Note that students will not see the custom page un?l you click this 
bu<on. 
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Pre-Exis6ng Pages 

 
In this sec?on you can choose which pages are visible for the students. Some of the pages also 
have seDngs that can be edited, depending on what you need. To edit the seDngs for any of 
the pages, you will need to click the pencil symbol under the Se)ngs heading on the right side 
of the table. The Page Name can be edited here as well.  
Announcements 
On the Announcements page, you can create announcements that your student body needs to 
see. To create an announcement on the Announcement Se)ngs page: 
 

1. Under Create New Announcement, type a Subject line.  
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2. Write out the announcement in the HTML editor.  

 
3. Set your filters for whom the announcement needs to be visible.  

 
4. Click Post Message.  
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Once posted, the announcements will be shown in an Ac?ve list at the top of the page. From 
here, you can Modify or Deac;vate any of your announcements.  

 
Schedule 

From the Schedule SeDngs page you can set what is and is not visible on the Schedule tab in 
the Student Portal. Check the boxes you want to apply and click Save.  
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AFendance 

In the A<endance SeDngs you can select which a<endance data/calcula?ons the students can 
view on the Student Portal. Check/uncheck the boxes as needed and click Save.  
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Grades 

The Grades SeDng tool allows you to check off which grade items and documents you would 
like the students to see in the Student Portal. Ensure you click Save acer making your 
selec?ons. 
  
Finance 

Finance data can be filtered by Campus and document types can be ac?vated and deac?vated 
using the Finance SeDngs for the Student Portal Login.  
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Update Contact Informa;on 

The Update Contact Informa?on page can be used to create a form on the Student Login that 
allows the students to update their contact informa?on themselves. The steps for crea?ng and 
managing forms can be found in the Forms Admin Tool Manual. 
 
Contact 

In the Contact SeDngs page you can use the HTML editor to provide the students with the 
contact informa?on of staff members that they may need to contact during their ?me at school 
(Admissions Rep, Student Services, etc.).  
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Registra;on Form 

When the Registra?on Form page is ac?ve on the Student Login, it allows students to self-
register for programs. The Registra;on Form Se)ngs allows you to control which programs, 
starts, etc. are allowed to do so.  
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Student Card 

If your organiza?on provides student cards to your students, you can use the Student Card 
SeDngs to control what you would like those cards to look like, including adding your school 
logo, and deciding which fields should be present.  
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Self-AFendance 

If you have your students signing themselves in and out of class, then you will use this SeDngs 
page to what students see when doing so. You also have the op?on to enable Loca?on Tracking 
(if this is enabled, you can track whether students are logging in from home or from campus, for 
example). More details about loca?on tracking can be found in the Loca;on Tracking sec?on of 
this guide. 
 
Self-AFendance Makeup Hours 

This tool is like the Self-A<endance tool but is meant for only make up hours, and not regularly 
scheduled hours. You can also choose which Course Types students are allowed to complete 
make up hours for.  
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Access to Student Login 

If there are any statuses that should not have access to the Student Login, then you should 
check them off in this list here and click Save. For example, you might want to revoke access to 
the Student Login if a student drops out or graduates.  
 

Preferred Name 

Here you can choose whether to display the student’s real name or their preferred name (if you 
use that field in your organiza?on). To toggle this op?on, click the checkbox and click Save. 
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Sharing the Student Login with Your Students 
Once you have the Student Login Portal set up for your organiza?on, you need to provide the 
students with their login informa?on so that they can view the portal.  
 
To share the login details with your students, it is recommended that you create an email 
template (either manual or as an autoresponder) and include:  
 

1. URL – copy and paste the URL from the Student Login admin tool. We recommend 
pas?ng the URL as a link that is masked by “Student Portal” to make it look cleaner. 

 
2. Username and Password – use the replacement fields {Username} and {Password} in 

the email template. When the email is sent to each student, their details will be input 
into the email. Addi?onal informa?on on crea?ng Email Templates and u?lizing links and 
replacement fields can be found in the Email Templates User Guide. 
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Changing the Password for Your Students 
Passwords for the Student Login Portal are created automa?cally in CampusLogin when the 
contact is created. Some?mes, however, the students will request that you change their 
password.  
 
To change a student’s default password: 
 

1. Go to the student’s profile.  
 

2. Navigate to the sec?on with the Password field (in a standard setup, this will be found 
under the Addi;onal Informa;on sec?on). 
 

3. Type the new password into the Password textbox. 
 

4. Click Save. 
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Location Tracking 

Allowing Loca6on Tracking 
If you choose to have loca?on tracking enabled for Self-A<endance on the Student Login Portal, 
the students will need to enable the tracking when they first log in to the portal. It is 
recommended you send them the following instruc?ons for doing so: 
 
 

When logging in for the first time, you will be prompted to allow/deny providing your location 
to student1.campuslogin.com. To use self-attendance, you will need to choose Allow. This will 
ensure we are only able to see your location when clocked in/out. Your location will be required 
for valid attendance. 

 

If you wish, you can check the Remember this decision box when you allow, then you will not 
be prompted for permission every time you log in to the Student Portal.  
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iPhone Users 
How to give apps permission to use your loca;on 

Some apps might not work unless you turn on Location Services.1 The first time an app needs to 
access your Location Services information, you'll get a notification asking for permission. 
Choose one of these options: 

• Tap Allow to let the app use Location Services information as needed. 
• Tap Don't Allow to prevent access.2 
• Tap Ask Next Time or When I Share to choose Always While Using App, Allow Once, or 

Don't Allow. 

iOS and iPadOS devices might use Wi-Fi and Bluetooth to determine your location. GPS and 
cellular location are available on iPhone and iPad (Wi-Fi + Cellular) models. 

How to turn Loca;on Services on or off for specific apps 

1. On iPhone, go to settings, go to privacy and security settings, click location 
services 

2. Scroll down to safari location and make sure it says "while using" 
3. Then go back to the main setting Home Screen 
4. Scroll down to Safari and click on it 
5. Under the safari settings, scroll down till you see the location setting.  Then 

select "allow" 

Android Phone Users 

1. Swipe down from the top of the screen. 

2. Touch and hold Loca?on . If you don't find Loca?on : 

1. Tap Edit  or SeDngs . Then drag Loca?on  into your Quick SeDngs. 
3. Tap App loca;on permissions. 
4. Under “Allowed all the ?me", “Allowed only while in use”, and “Not allowed” find the 

apps that can use your device's loca?on. 
5. To change the app's permissions, tap it. Then, choose the loca?on access for the app. 

Stop an app from using your phone’s loca;on 

You can control which apps can access and use your device's location and when. For example, 
you could let Google Maps use your device's location to give you driving directions, but not 
share your location with a game or social media app. 

1. On your phone's home screen, find the app icon. 
2. Touch and hold the app icon. 

3. Tap App info . 
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4. Tap Permissions  Loca;on. 
5. Select an op?on: 

o All the ;me: The app can use your loca?on at any ?me. 
o Only while using the app: The app can use your loca?on only when you're using 

that app. 
o Ask every ;me: Every ?me you open the app, it’ll ask to use your loca?on. The 

app can use the seDng un?l you close it. 
o Deny: The app cannot use your loca?on, even when you’re using the app.  

6. If you've allowed loca?on access, you can also turn Use Precise Loca;on on or off. 

 

 


