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OVERVIEW

CENSUS MODIFICATION

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
son record.

the search results. Review the Demographics and make sure this is the correct per-

3. Click Identities. You will see the current name in the Identities Editor field.

Index Search: Help

MOUSE, MICKEY
dor M

Search for a:

I All Pecple L]
mouse, mickey ‘Go—l

Advanced Search >>

Search Results: 2 _]

€ MOUSE, MICKEY

Schodchmm| § Fees | 3SECURITY | ID History | _3Data Warehouse |
D U hold: i Relati hi 1l t l DistrictEmploymentl District Assignments |

[ ] New
Identity | Current | Effective Date | Birth Date | District
MOUSE , MICKEY X 052512011 Washoe County




Click New.
_] Mew

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

Identity Information

Per=onil 287395

*Last Name *First Name Middle Name Suffox

{mouse [mickey fna | =

*Gender Birth Date Soc Sec Number

I Hale ;I I - = I_‘I_ I Mo Image &vailable
Race/Ethnicity (Edit)

Click Save. You will now see an additional name in the list. The current name will have an X in the Cur-
rent column.

Select the person’s old name in the search results.

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.

A S

Search for the person—Search > All People.

Select the person from the Search Results list.

From the Demographics tab, scroll down to the Personal Contact Information.
Enter the new cell phone number, work phone number or email address.

Click Save.

Personal Contact Information

Messenger Preferences Contact Reasons
__LCentactinformatiom—— Private | Emergency Attendance Behavior General Priority Teacher

Email D - - r - r
Secon

Email | r I u [ u u u
%ﬂﬁ;ﬁ&f—l )d ) -
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Wi one:
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Pager:
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Preferred Language
| en_us: US English |
Comments

=
- Modified by: Unknown




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.

A S

Search for the person—Search > All People

Select the person from the Search Results list.

On the Demographics tab, scroll down to Personal Contact Information.

Check the appropriate check boxes that match the type of communication the user wishes to receive.

Click Save.

Messenger Preferences Contact Reasons
Emergency Attendance Behavior General Pricrity Teacher

[ B [ [ B [

[ [ [ [ B [

CHANGING A HOUSEHOLD ADDRESS

Scenario: a household moves to a new address.

1.

> w D

Search for the household by entering the name of a member of the household—Search > Household.
Select the household from the Search Results list.

Click on the Addresses tab.

Click Find New Address.

Mdr&sﬁ|

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 sup-
port team will add the address and contact you when it has been entered.

|'3, Find New Address

Click on the matching address.

Add Address

Address Search

Search for an address already tracked in Campus using the fields provided, required fields are in red. Select
an address from the list or click on Create New Address.

House/P.O. # {12345

Address
12345 CAMEL ROCK DR RENO 89506

Street Name l—
Street Tag ]—
Apt# [—
City I—
HomePhone (— ) |

12345 HIGH VISTA DR RENO 89511
12345 OCEAN VIEW DR SPARKS 89441
12345 PRETEND ST RENO 89501 <&

12345 PRETEND ST SPARKS 89431
12345 NE ROOSEVELT WAY #201 SEATTLE 98125




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.

Household Location Detail

Address
12345 PRETEND 5T
art Date End Date
(— -
ik Secondary Private
=D r r

Message from webpage _>$]

}Q Warning! This will end date the current primary address and
= create a new one, If you are trying to enter a mailing address
only, it must be marked Secondary. Continue?

oK Cancel

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.

Index ’ Search l Help 1

Search for a:

| All People ~|

[BROOKS, LOUISA Go
Advanced Search >>

Search Results: 1

@OOKS, LOUISA M [09.--'07:2@




3. Click on the Edit link.

BROOKS, LOUISA M nickname:
DOB:09/07/2005 Gender-F

District Empioyment] District Assignments | School Choice | Oredentialsl
Overrides | § Fees| _3SECURITY | ID History | _sData Warehouse |
Demographics | Identities | Households = Relationships | Enrollments |

3, New Household Membership
=1:1010 0 = DIC
M nesni
| Start Date | End Date | Secondary | Private
one & Address(es)
[ | Start Date | End Date

Phone (775)000-0000
Address 12345 PRETEND ST , RENO, NV 89501 Map
Name | Relationship| Enroliment (grade) | Phone(s) | Email
BROOKS . AMANDA M Mother WK (775)789-3214x ABROOKS@EMAIL.COM

C: (775)123-4567

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

aphics | Identities  Households = Relationshij
 Delete _3, New Household Membership
Household Membership

Household Name
BROOKS
Start Date End Date
| 9| [12/00/2013 5]
Secondary Private
E E
- Modified by: SNELL, DEANNA 11/05/2013 09:34

A dialogue box will appear asking if you want to keep the relationships. This will depend on what kind of rela-

tionships the person has to the remaining people in the household.
o Parents would keep the relationship unless they have lost custodial rights.
e Non-Household relationships such as Emergency Contact may end or the relationship may be deleted.

6. Select the appropriate button then click OK.



Household Relationships

You are about to end the household membership for LOUISA BROOKS in this household. What would
you like to do with the household relationships

eep the relationships.
ou can manually end or delete these relationships later.)

d the relationships by adding an end date.

o

elete the relationships.
(Warning: this will leave no historical record of these relationships.)

——

7. Click New Household Membership.

Demographics | Identities Relationshij

\, 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.

Infinite _"2
Campus
Household Search
Household Search
Search for a household already tracked in Campus. After searching, select a household from the list or
click on Create New Household.
Household Search 'Household | Household Address
Last Name  [prooks P BROOKS 12345 PRETEND ST RENO
FirstName  |amanda BROOKS, AMANDA M
Student # | BROOKS, LOUISA M
Birthdate | )
Number |
Street I
Apt # |
Household I
Name
Phone X

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



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

Demographics | Identities  Households = Relationshiy

- Delete 3 New Household Membership

Household Membership

Household Name

BROOKS

Start Date nd Date
[ )

Secondary

[

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 stu-
dent as Secondary, not the Address.

Process 2:
Index>Search>Household

1. Enter the search criteria for the person or the address of the household.

index | Search | Help |

Sepsehmoras
/[ Household \ ~
( brooks, amanda Gol

arch >>

Search Results: 1 2]

@;; BROOKS (2 members)
#) 12345 PREIEND ST, RENO

BROOKS, AMANRA M [01/29/1983]
BROOKS, LOUISA M™NQQ/07/2005]

2. Click on the name of the Household.

3. Click on the Members tab.

BROOKS Household

Phone: (775)000-0000
Household Info | Addres Fees |

_3, Find New Member
Household Member Editor
Name Start Date End Date Secondary| Private

BROOKS, AMANDA M
BROOKS, LOUISA M




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

BROOKS Household
Phone: (775)000-0000 _
Household Info | Addresses = Members | ‘ Fees |

3, Find New Member
Household Member Editor
Name Start Date End Date Secondary| Private

BROOKS, AMANDA M
BROOKS, LOUISA M

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

Household Member Detail

Name

BROOKS, LOUISA M

Start Date End Date

Secondary Private
N [

6. Click Save.
7. Go to Index>Search>Household.

8. Enter the search criteria for the name of person or address of household.

index | Search | Help |

Search for a:

| Household ~
|brooks, BRYAN Go |

Advanced Search >>

Search Results: 1

@,; BROOKS (1 members)
% 123 ANYWNERE ST , RENO
BROOKS, BRYAN A

9. Click on the Household name.

10. Click on the Members tab.

BROOKS Household

Phone: (775)000-0111
Household Info | Addres @» Fees |
[& save X Delete

Household Information
Name Phone Number

|BROOKS (775 )oo0 o111 x




11. Click on Find New Member.

BROOKS Household
Phone: (775)000-0111

Household Info| Addresses| Members | ‘ Fees |
_3, Find New Member

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

Person Search

Search for a person already tracked in Campus using the fields provided, required fields are in red. Select a
student from the list or click on Create New Person.

‘LastName [BROOKS Details ] BROOKS,LOUISAM  F  09/07/2005
FistName [LoUSA PersoniD: 415342

Middle Name]'—_

BithDate [ [

Gender [ =]

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.)

Household Member Detail

Name

BROOKS, LOUISA M

Start Date End Date
[12/1012013[ 7] | 8
Secondary Private

[ [

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.

Search for a:
| Household ~|

|brooks, bryan Go |

Advanced Search >>

Search Results: 1

@\ BROOKS (2 members)

% 123 ANYWHERE ST , RENO

€2 BROOKS, LOUISA M [09/07/2004
BROOKS, BRYAN A




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 ad-

dress connected to the household.

2. Select the name of the household from the results list.

/
Index | Searchyﬂelp |

Search for a:

| Household / ~|
|brooks, amand Go |

Advanced Search >>
Search Res&:/{s: 1 ;]

@,} BROOKS (2 members)

#) 12345 PRETEND ST, RENC

§ BROOKS, AMANDA M [01/2
BROOKS, LOUISA M [09/07

3. Click on the Household Info tab.

Household Information
N Phone Number

<!BROOKS (775 )ooo {oooo x

from olr ;l

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.

Index \ Search | Help 1

Search for a:
| Household / ~|

|brooks, amand Go |

Advanced Search >>

Search Resufs: 1

Q} BROOKS (3 members}

%) 12345 PRETEND ST, RENO

? BROOKS, AMANDA M [01/29/19
BROOKS, LOUISA M [09/07/200

£ BROOKS, BRYAN A

3. Click on the Members tab.

BROOKS Household
Phone: (775)000-0000

Household Info| Addresses| Members | ‘ Fees '
_3, Find New Member

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

BROOKS Household
Phone: (775)000-0000

Household Info| Addresses| Members | ‘ Fees |
[& save X Delete 3, Find New Member

Household Member Editor
Name Start Date End Date
BROOKS, AMANDA M

BROOKS, BRYAN A
BROOKS, LOUISA M

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



Click Save. The person has now been removed from the household and is no longer a member of any
household.

Keep or change the Relationships. Keep the Relationships if the parent is leaving the household and they
maintain guardianship rights to the children.

End the relationships if they are a current Emergency contact and will no longer maintain that relation-
ship.

Click OK. The person name will now have an End Date in the Member list.

Household Relationships

You are about to end the household membership for BRYAN BROOKS in this household. What would
you like to do with the household relationships.

® Keep the relationships.
(You can manually end or delete these relationships later.)

" End the relationships by adding an end date.
12/10/2013 5]

" Delete the relationships.
(Warning: this will leave no historical record of these relationships.)

Ok cancel |

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 per-

sons.

Index<Census<Census Wizard

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.

e g

Step 1 - Assemble New or Select Household
This wizard will walk you through the process of creating a new hg

Search for a:

[ Housenold - household, people or addresses.
e To Edit a household, simply click on the Household hame
|brooks, amanda Go l e To Assemble a new household, select people and/or addy
Advanced Search => If you enter a first and last name, you can create and link in a ney

you can create and link in a new address into the household.
Census Wizard Search Results: 1 = |

People not in Households EEESOE SOl

Detaiis§8 BROOKS, BRYAN A L Reane [orooks
First Name Ibryan
Create a new Person SHGSHENGTDET l—

brooks, bryan

Birth Date




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.

Person Search Assembling a New Household
LéSt e brooks x @; New Household
Fsthiame bryan X i BROOKS, BRYAN ANDREW
Student Number
Birth Date —
Gender LJ
Middle Name [
Suffix -
Address Search
House/P.O. Number
Street Name
Apt Number —
City
Household Search Continue - Step 2 » Clear Household
Household Name
Home/Other Phone ( ) )d
Search |  Clear Search Fields |
Search for a: o T T - -
|H0usehc-\d ;]
brooks. amanda
Advanced Search >>
Census Wizard Search Resulls. 1 _J
@_n BROOKS (2 members) Person Search
Gmerenea e G
. A M [01/29/1983
’g BROOKS. LOUISA M [09/07/2005 s Rame louisa
3. Clear the name information and enter the address information in the Address Search fields, then click
Search.
Census Wizard Search Results: 1 = |
Addresses not in Households Ret=onSedicn
%) 123 ANYWHERE ST , RENO Last Name
Create a new Address First Name |—
% 123 anywnere Student Number
Birth Date [—
Gender L‘l
Middle Name
Suffix -
Address Search
House/P.O. Number (153
Street Name anywhere
Apt Number
City
Household Search
Household Name

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.

Assembling a New Household

¥ @ New Household

¥ % 123 ANYWHERE ST , RENO

% £ BROOKS, BRYAN ANDREW

X ff BROOKS, AMANDA MARIE [01/20/1983

( Continue - Step 2 » 5 Clear Household

Enter the Household Name and Household Phone Number.
Enter the Start Date and mark the Mailing check box for the address.
Enter the Start Date for the Household Members.

A S

Mark Secondary for any children that will be living part time in this household but are currently in a Pri-
mary household.

Census Wizard - Edit Household Membership

Step 2: Editing Household Data
Edit the attributes common to the household and edit details specific to each person and address.

Household
Household Name (Override) Household Phone Number Private
BROOKS (775 )ooo Jo112 -

Household Locations

Address Start End Private Secondary  Mailing
123 ANYWHERE ST , RENO fzrozots(s | [ — ~ e
Household Members

Name Bithdate  Gender Start End Private Secondary
BROOKS, AMANDA MARIE ~ 01/29/1983 F [12i1020137%] | m T v
BROOKS, BRYAN ANDREW M (1210201378 | = -

Save & Continue - Step 3 » j

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.

School Choice | Credentials | Overrides | 8 Fees | _3SECURITY | ID History | _aData Warehouse |

Demographics | Identities | Households | Relationships | Enrollments | District Employment | District Assignments |
[ save 3, New Non-Household Relationship

Relationships within the BROOKS **Primary Household Relationship
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger

BROOKS , AMANDA M F [Mother 1By [1ors2013[74]| E L v R

Gender . Start Date End Date Emergency Priogh
BROOKS , BRYANA M ] ~1ByY10115:2013 75| |

4. Enter the Relationship from the drop down list.

dardian Mailing Portal Messe
v Vv v

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.

BROOKS, LOUISA M nickname:
DOB:09/07/2005 GenderF

School Choice | Credentials | Overrides
Demographics | Identities | Househc '
[ save 3, New Non-Housenhold Relationship

—rr "=&ECURITY | ID History | _3Data Warehouse |
|_Rehﬁonships.| oliments | Di'strictEmpioymentl District Assignments |

Relationships within the BROOKS **Primary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Port
BROOKS , AMANDA M F [ Mother Ll @ [10/1 5/2013E| E‘] l———1 P = o
Relationships within the BROOKS **Secondary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal
BROOKS , BRYANA M l ;”%. |10’15/2°13E| E’] 12 2 o ~

Non-Household Relationships
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Me

¥ SMITH , JOHN | Emergency Contact > | By [10/15/2013 7| B B I i & @

3. Find the appropriate relationships which needs to be changed. In this case the Non-Household relation-
ships 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.

,0. When you hit 'Save’, this record will be deleted. Would you like
¥ to continue?

OK Cancel

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 .

Non-Household Relationships

Name Gender Relationship Start Date d Date El
K SMITH, JOHN | Emergency Contact ~ | [y [10/15:2013[| 2

C. Click Save.
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