CENSUS MODIFICATION
OVERVIEW
This documentation will introduce the process of changing data in the Census module. Changes to a person’s
data such as their legal name and contact information will be completed in Census > People. Changes in
household membership and addresses are changed at the household level.

Upon completion of this training, users will be able to:
Change a person’s Identity.
Change a person’s contact information.
Change Preferences for Messenger Contact.
Change a household address and phone number.
Change household membership.
Change a household name.
Split a household.
Maintain or Change relationships.

CHANGING A PERSON’S IDENTITY
Always change a person’s Identity from the Identities tab. This will maintain the name history and when
someone searches for the old name, the results will include the new name.
Scenario: A teacher has gotten married and is changing her name or a student has a legal name change.
Note: Student names changes must be accompanied by a new birth certificate or legal papers showing name
change.
1. Search for the person—Search > All People.
2. Select the person from the search results. Review the Demographics and make sure this is the correct person record.
3. Click Identities. You will see the current name in the Identities Editor field.

4. Click New.

5. Enter the new information in the Identity Information window by typing in the new data in the appropriate
field.

6. Click Save. You will now see an additional name in the list. The current name will have an X in the Current column.
7. Select the person’s old name in the search results.
8. Verify the new name appears above the Census tabs.

CHANGING CONTACT INFO FOR A PERSON
Scenario: parent calls into the school with a new cell phone number and a new work number. She would also
like to add her email address.
1. Search for the person—Search > All People.
2. Select the person from the Search Results list.
3. From the Demographics tab, scroll down to the Personal Contact Information.
4. Enter the new cell phone number, work phone number or email address.
5. Click Save.

CHANGING PREFERENCES FOR A MESSENGER CONTACT
Messenger allows schools and teachers to send messages to the parents. Many teachers have started using the
Messenger module in Teacher Tools so the Teacher box must be marked for parent’s to receive the messages.
Attendance messages are not sent through Infinite Campus.
1. Search for the person—Search > All People
2. Select the person from the Search Results list.
3. On the Demographics tab, scroll down to Personal Contact Information.
4. Check the appropriate check boxes that match the type of communication the user wishes to receive.
5. Click Save.

CHANGING A HOUSEHOLD ADDRESS
Scenario: a household moves to a new address.
1. Search for the household by entering the name of a member of the household—Search > Household.
2. Select the household from the Search Results list.
3. Click on the Addresses tab.
4. Click Find New Address.

5. Search for the new address. Enter the address number only and review the list of matching results. If the
address is not in the search results, log a call with the IT help desk 789-3456 and the Infinite Campus support team will add the address and contact you when it has been entered.

6. Click on the matching address.

7. Enter the Start Date.
8. Check the Mailing check box if this is the Primary address (there is no P. O. Box).
9. Click Save. You will see a message indicating that the old address will be end dated.

Remember that in Washoe Country School District, the mailing address is the Primary address.

CHANGING HOUSEHOLD MEMBERSHIP
Scenario: A person has moved out of one household and has moved into another existing household. This
could be a student or a person moving from one household to another. If the situation involves a divorce or a
student becoming emancipated, see the section on splitting a household into two new households.
There are two different ways to end date a person from a household and add them to a different household.
Process 1:
1. Search for the person—Search-All People.
2. Select the person from the search results on the left side of the window.

3.

Click on the Edit link.

4. Enter the End Date, the date the person left the household.
5. Click Save.

A dialogue box will appear asking if you want to keep the relationships. This will depend on what kind of relationships the person has to the remaining people in the household.


Parents would keep the relationship unless they have lost custodial rights.



Non-Household relationships such as Emergency Contact may end or the relationship may be deleted.

6. Select the appropriate button then click OK.

7. Click New Household Membership.

8. Enter the search data for the new household. You can use the Household name, address or the name of a
person that resides in the household.
9. Click Search.

10. Click on the household name of the matching household.

11. Enter the date the person became a member of the household.

12. Click Save.
Remember, you can mark a student as Secondary using this tool. A student can only have one Primary
address. If a student resides in two households, he must be marked as Secondary in one. Mark the student as Secondary, not the Address.

Process 2:
Index>Search>Household
1. Enter the search criteria for the person or the address of the household.

2. Click on the name of the Household.
3. Click on the Members tab.

4. Click on the name of the person leaving the household.

5. Type in the End Date or click on the calendar icon and choose the appropriate date.

6. Click Save.
7. Go to Index>Search>Household.
8. Enter the search criteria for the name of person or address of household.

9. Click on the Household name.
10. Click on the Members tab.

11. Click on Find New Member.

12. Enter the name of the person you are adding to the household, then click Search.

13. Find the correct person in the results list and click on their name.
14. Enter the Start Date. (If this person is a student living in this household as a Secondary household, click
the Secondary checkbox before you save.)

13. Click Save.
14. Search for the person name in a household search and you will see that they are now a member of the new
household.

CHANGING A HOUSEHOLD NAME
Scenario: Parents are splitting or divorcing and will reside in two different households. Mother is changing
her name back to her maiden name and wants the name of the household to reflect the change.

Index>Search>Household

1. Enter the search criteria for the household. You can enter a name of a person in the household or the address connected to the household.
2. Select the name of the household from the results list.

3. Click on the Household Info tab.

4. Enter the new name of the household in the Name field.
5. Click Save.

SPLITTING A HOUSEHOLD
Scenario: A parent is leaving the household such as in the case of divorce or separation. Student will be living
part time with both parents.

Index>Search>Household
1. Enter the search criteria such as the name of a person in the household or the address.
2. Click on the Household name from the results list.

3. Click on the Members tab.

4. Click on the name of the person leaving the household.

5. Enter the End Date by typing in the date or clicking on the calendar icon and selecting date.

6. Click Save. The person has now been removed from the household and is no longer a member of any
household.
7. Keep or change the Relationships. Keep the Relationships if the parent is leaving the household and they
maintain guardianship rights to the children.
8. End the relationships if they are a current Emergency contact and will no longer maintain that relationship.
9. Click OK. The person name will now have an End Date in the Member list.

The person has now been removed from the household. If this is a parent and the children will be living part
time in their household, please follow the steps below to create a new household and add the appropriate persons.
Index<Census<Census Wizard
1. Enter the name of the person that will be in the new Household. The name will appear in the results list
under People not in Households. You can check the person information by clicking on Details.

2. Click on the name in the list and it will populate the Household field. Use these steps to add all persons
who will be part of this household. When searching for person records for children that will live part time
in the new household, they will appear in the results window as a member of the other parent’s household.
Click on their name to add them to the new household.

3. Clear the name information and enter the address information in the Address Search fields, then click
Search.

4. Click on the correct address in the results list. It may appear under Addresses not in Households but may
also be attached to another household. Clicking on the address will not remove it from another household,
it will just add it to the one you are creating.

5. When all persons belong to the new household and address appear in the Assembling a New Household
field, click Continue—Step 2.

6. Enter the Household Name and Household Phone Number.
7. Enter the Start Date and mark the Mailing check box for the address.
8. Enter the Start Date for the Household Members.
9. Mark Secondary for any children that will be living part time in this household but are currently in a Primary household.

10. Click Save & Continue—Step 3.

11. Review Relationships, add data if needed.
12. Review and add or remove Guardian, Mailing, Portal and Messenger permissions as needed.
13. Click Save & Done. After the Save, the screen does not change.
14. Search for the household and review the data to make sure it is correct.

MAINTAINING OR CHANGING RELATIONSHIPS
Index>Search>All People
1. Search for the student
2. Select the student from the search results.
3. Click the Relationships tab.

4. Enter the Relationship from the drop down list.
5. Edit the check boxes (Guardian, Portal, Mailing and Messenger) to reflect the changed
parental rights. Parents will not be able to see their children on the Parent Portal unless
they have Guardian and Portal check boxes checked.
6. Click Save.
MAINTAIN FOR CHANGE RELATIONSHIPS
Scenario 1: Parents have moved to a new address and no longer want the old neighbor to be an emergency
contact.
Index>Search>All People

1. Enter the name of the student in the search field, click Go.
2. Select the matching name from the search results list.

2. Select the Relationships tab.

3. Find the appropriate relationships which needs to be changed. In this case the Non-Household relationships is the Emergency Contact.
To delete the Non-Household relationship
A. Click on the X next to the name. You will receive the following message.

B. Click OK.
A. Click Save.
To End Date the relationship
A. Find the correct person in the Relationships list
B. Enter the End Date .

C. Click Save.

