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ADDING CENSUS INFORMATION

OVERVIEW

This lesson will introduce you to the process of adding new students to
your Campus database. The Student Locator will be used to determine
if this student has existing records in either the local database or the
Infinite Campus State Edition your district is linked to. Once the new
student is added, we will then add other people and create a house-
hold.

OBJECTIVES

At the conclusion of this lesson, you should be able to:

* Search for a student using the Student Locator.

* Add a new student if needed.

e Enroll a student in your school.

* Use the district transfer tool to request records from the student’s
previous district.

* Add related people using Census > Add Person.

* Add an address.

* Create a household using the Census Wizard.

Student Locator

Student Search
Search for a student already tracked in Campus using the fields provided. A minimum amount of data must be entered in order
to search. The user must enter the State ID. the SSN, or the full legal lastMame, firstMame and gender. Select a student from
the list or click on Create New Student. When doing a SSN-only search, the user must still do a name based search before
they are allowed to create a new person.

Last Name Name State ID |Gender| Birth Date | %

First Name

Gender v

Birth Date 7
Middle Name

SSH #

State ID

Searching for a Student using Student Locator

1. Inyour Index outline, select Student Information > Student Locator.

2. Enter the student’s first and last names and select the gender.

3. Click Search.

4. All students who match will display in the search results. The
student locator uses a type of search technology to find students
whose names are phonetically similar to the name entered.

5. Use the information on screen such as their birth date and state
ID number to determine if one of the results is the student you are
attempting to register.

6. If no results are found, click Create New Student and proceed
with Adding a New Student

7. If the student is found using the Student Locator, proceed with
the directions for Transferring a Student.
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When adding

new students

to your site, it is

critically impor-

tant to use the

Student Locator
to see if the student has
been enrolled in the state
already. A district-to-district
records transfer may then be
used to copy information from
the previous database to
your database, thus reducing
the amount of data re-entry.
Student Locator will also
allow one point of entry for
a student in the entire state,
allowing that student’s learn-
ing and development to be
tracked over time from district
to district.

Use additional

information

displayed on the

Student Locator

(such as birthdate,
statelD, etc.) To confirm that
the student has or has not
been previously enrolled in a
school in your state.
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Primary Enroliment -
the main enrollment for
the student. Most stu-
dents will have primary
enrollment indicated
by a Service Type of P:
Primary.

Partial enrollment - a
10th grader taking one
course at a vocational
school would have

a partial enroliment
indicated by a Service
Type of S: Partial and
a P:Primary enroliment
record at their home
high school.

Special Ed Enroliment
- a student enrolled

in a school for special
education services
only. A private school
student who receives
speech therapy at a
public school would
have a Service Type

of N: Special Educa-
tion Services on their
enrollment record at the
public school.

Records Transfer
Status

Waiting- the message
has not been acted on
by the first district.
Rejected- the request
for records has been
turned down by the
other district.
Released- the records
are ready to be trans-
ferred to your district.

Census: New Student

Adding a New Student

(First Enrolilment in the

State)
1.

SN

Student Number | [ Generate Number

State 1D 4125443220

Mo Image Availabl

Birth Verification
]

Nickname.

Comments.

Enrollment Detail
“Calendar

Sylva 08-07 [v]
“Start Date.

*Schedule *Grade Class Rank Exclude
wain ] (] O
No Show  End Date End Action *Service Type
M O 7] [~ F: Primary [v]
“*Start Status End Status.
1: Reguiar School year [v] [
Start Comments. End Comments

number manually in the field or *[V:v = =

A StatelD for the student is -

State Edition. Leave this field

graphic information. All fields

Enroll the student by selecting

Enter all applicable state reporting data for this student.

Create a local Student N -

Number by either entering the  |aees, = -

checking Generate Number. 5

created automatically when

your system syncs with the

blank.

Enter the student’s demo-

in red and asterisked are

required fields.

the correct elements for the calendar, schedule, grade, start date
and status. Save when finished.

Since the student is new to the state, there will not be records avail-
able to transfer. Proceed to Adding People.

Transferring a Student From Another District Using
District-to-District Transfer

If the student has an enrollment in another school in the state, you may
use tools to move

their records into
your district once
the other district

has released the

Student Records Transfer

Request a Records Release
This is a Records Release containing the student information, the requesting district/user and the releasing district/user.

Student: Enrollment Type: Primary

Last Name Student First Mame  Sample Middle Name B

Gender ] Birthdate 08/11/1990 SSN
student’s records. Grade 08 School  Syla 06-07 StartDate 030172007
1. If the student
is found in the Requesting Distict & User
Student Loca- | rewestue cmmer o e
tor search o
results, click
on their name.
2. Enter alocal
student
number or
check Generate number.
3. Enroll the student in your district by selecting the correct elements
for the calendar, schedule, grade, start date, and start status.
4. Click Save.
5. The Records Transfer Request form will display.
6. Enter any comments and click Submit Request. A message will

be sent to a designated person in the student’s originating district
requesting records. A notice will also be in your Process Inbox.

nzfzarzonT

” b4 Records Transfer Waiting: Student, Sample 4125443220
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Uploading Records After an Accepted Records
Transfer

Once the sending district releases the student records, selected re-
cords may be copied into the receiving district's database using data
import wizards; other information from the student’s previous district will
be contained in read-only PDF documents.

From the Process Inbox, click the link for the accepted records transfer
OR navigate to the Records Transfer tab of Student Information > Gen-
eral and select the transfer in question.

1. To print a transfer document, select the link for that document. A
PDF will then generate with the information to be printed or saved
as needed.

2. To use the Data Imports, select the particular Wizard for the data
that should be imported; directions are provided on screen.

HEeCOrIE Hewedge
The i3 o Records Reease containing the student informateon, the requesfing districtuser and fhe relenazng districh'user,

Records Trangfer Student, Sample &

Srudent: Enrodlment Type: Primary

Last Hames  Student FirstMame Sampls Middlz Name B

Eender M Birthdale BE1Aee0 =N

Grads i} School Syhea 06-07 Start Dode  OWD4/2007

Requeeling District & User

Diesdrict G545 Fran din-MoKinkry Schoeol District Mame: Sysbem Admnstrator Usemams  admin
Requesl Date 02282007 \Work Phone Email

Comments

M0,

Releasing District & Uscr

District 73208 McFarand Unified School Hame Syst=m &dminisirator Usernams  sdmin

Releasa Date D2IZE/Z00T

Cormments

Work Phong (5431543-5434%542  Emall zadmingca.org

Nons.
Status: Records released.

Transfer Documents Data imports

éTrﬂn:r_ript E%gﬂ:n ?Tmﬂamnt mport Wizard
E* censue Contact Su mmary E'Rrﬂurt Card Enroliment Rigtery Import Wizard
EH T Wizan
EEmmm"[ Hiztory & ) i . Axz=scmrent mport Wizard
écc.'!c:ll.--c Sy SpacalEd Soaliadicn ?I‘I‘l‘l‘i.-ﬂl:u‘.l:m import Wizard
- 5 ERmport Wizard
E’Am:ndanr_c Perind Detail B SpacilEd Evalialion drport VAZa

Evl':n.g.-;qua*en: Summary
'5Enana-el:lr5.1rr:rd"y
Heakih Condiion Summary
Health Screening Surmmany

&' Health mirwnization Surmmary
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Each Data im-

port wizard is a

one-time process.

When importing

student records, records from

the other district will need to

be mapped (or matched) to
data elements and catego-
ries in your district. Each
wizard cannot be done in
parts. You cannot import
items from the transcript
separately.

» Courses on the student’s
transcript will need to be
assigned to a local credit
group and the amount of
credit awarded for each
class can also be edited
if needed.

» Assessments from the
other district will also
need to be matched to
locally used assess-
ments.

*  Enrollment history may
also be imported into the
local history and may
be changed to reflect
different start and end
statuses as needed.

In all cases with Import

Wizard, the user may opt to

leave data out of the local

district’s records and not
import the data from the ap-
proved records transfer.

Transfer documents in
Adobe PDF format must be
saved or printed locally and
then added manually to your
district’s database if policy
and procedure requires this
information to be added.
Consult your district’s policy
and procedure documents for
further instructions.
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In Montana, it

is only required

to enter spe-

cial education
students and parent
contacts in Census. It is
highly recommended that
special education, general
education, counselors,
principals, psychologists,
service providers, and all
other people who serve
on student IEP teams
be entered in Census.
Doing this will reduce the
number of times data will
need to be entered for
these individuals.

Enter enough

criteria to limit

your results to a

usable number,
but not so much criteria
that it filters down to no
results. As an example,
if the father’s name is
James Smith, searching
for “James Smith” would
exclude any record that
may have been created
as “Jim Smith.” Search-
ing by last name and first
initial may yield better
results.

Census: New Student

Person Search

Search for a perzon alrsady tracked in Campus uging the fislds provided, required fields are in red. Selecta
student from the list or click on Creats New Student.

‘Last Name |jphnson Detailsﬂ Johnson, Danial M
PersonlD: 45270
Details Johnson, Delphine F
PerzoniD: 46271
Detailsﬂ Johnson, Jacquline
PerzoniD: 46272
Details f} Johnson, Todd
PersonlD: 45273
Details Johnson, Alex
PersonlD: 3022
Detailsﬂ Johnson, Ashley K
PerzoniD: 1143
Detailsﬂ Johnson, Brett 620327 M
PersoniD: 1318 M
-

Firzt Name
Middle Mame

Birth Date 3 1758 F0®2zzom

Gender M

1750 W 00172000
M 04/03/1556

618953 F

Adding People (Census > Add People)
1. In your Index outline, select Census > Add Person.

Enter the search criteria to see if this person exists in Campus.

2.
3. Click Search.
4

All people who match your search will display in the search results.

Use the information in the window or click Details to find more

demographic information to determine if you have found an exact

match.
IF NO RESULTS ARE FOUND, click Create New Person.

oo

mation as required. DO NOT check “generate number” as the
parents will not have student numbers.
7. Click Save.

Repeat steps for all adults associated with the new student entered.

Enter the information to complete the person’s demographic infor-

Person Information

*Lazt Name *Firzt Name Widdle Mame Suffx
Churchil Wiinston [»]
*Gender Birth Date Soc Sec Number

Male [v] 07/10/2000 [7] 0
Race/Ethnicity

Hizpanic [1]
Nickname
Comments

Student Number [] Generate Number

State IN

[
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Addmg an Address (Census > Add Address)
In your Index outline, select Census > Add Address
2. Enter the search criteria to search for the family’s address.
3. If an address is found and shows in the search results, click on the
address and proceed with Checking an Existing Address
If the address is NOT found, click New Address.
Enter the elements for the address in the fields provided. Click
save. Proceed to the Census Wizard.

Prefix— a directional
indication before the street
name, such as 2000 East
Maple.

bl o

Tag—the type of street,
such as St., boulevard,
Parkway, etc. Districts
should consult with your
local Post Office for pre-
ferred nomenclature.

Address Creafion

Address Creafion

Filin the Telds pelow. Thiz wil create & new Lddress object nihe databagze and then
centinug on to the nexl Process Siep

Address Intormaton

PO, Humber Predix Sitreat Tan Direction  &pl . . . .
Box || | Main | I | Direction—directional
O indication after the street
| I | | 2000 Main Street South.
Latitude Longitude Tract Bilock
| |'—:|'°* | 3, |_| 4 In Montana, it
RS is important to
enter the maililng
address for
Diatrict students as this informa-

tion is needed for Special
Education forms. If the
mailing address is a P.O.
box make sure to mark
the P.O. Box checkbox, a
Number, City, State, and

I i

Checking an Existing Address
If the address is found when searching to create a new address,
follow these steps. Otherwise, proceed to Census Wizard.

1.

Check to be sure you selected that all elements match the address

given by the family.

» If all elements match, proceed to step two.

» If any elements do not match, consult your district’s established
policy and procedure for the correct process to follow. DO NOT
CHANGE address data at this point as you may be changing
the address of another family!

2. Click the Households tab to determine if a household is currently at
this address. If a household is currently at the address, consult your
district’s established policy and procedure for the correct process to
follow.

3. If the address is not currently being used by a household, proceed

with the steps for Census Wizard.

©2009, Infinite Campus. All Rights Reserved. Last modified: 21 August 2009

Zip code. Do NOT mark
the P.O. box checkbox
if the mailing address is
associated with a street
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Census: New Student

Census Wizard

The Census Wizard tool allows a user to create a household (family
unit) for a group of people, attach a mailing address, and define rela-
tionships between people in a three step process.

Step 1. Assembling Households and Addresses

1. Search for household members in the search box in the wizard.

2. Click on a person in the outline (left side of your screen) to place
them into the new household assembly area.

3. If needed, people may be removed from the assembly area by
clicking the “X” next to their name.

4. Repeat steps as needed until all people in the household are in the

assembly area.

Search for household’s address(es) by number and street name.

6. Click on an address in the outline to place it into the new household
assembly area.

7. Click Continue- Step 2.

W

Person Search Editing an Existing Household

Lazt Name abkeqg x% Abegg

FRELETE 3 © 2Pine Tree Dr , Arden Hilk #302
Student Number )( {g Abegg Sr., Dylan

Birth Date W o Abegg, Glissa

Gender [v] W €8 Abegg, Ryo #103569 [09/07/1994]
Middle Name }( @ Abegg Jr., Dylan #10235887 [02/01/1891]
Suffix [v]

Address Search

House/P.0. Mumber

Street Name

Apt Number

City

Household Search [ Caontinue - Step 2 » ][ Clear Houzehold

Household Name

Home/Other Phone

) - i

[ Search ][ Clear Search Fields ]

Step 2. Editing Membership and Mailing

1. Name the household according to district policy and procedure.
Leaving the household name null will result in the name of the
household defaulting to the guardian(s) names.

Enter the home phone number.

Mark the mailing address with the mailing checkbox.

Enter start dates as required by district policy and procedure.
Click necessary secondary flags on address and membership
Click Save & Continue- Step 3.

SANAIR I
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Household

Houzehold Name (Override) Houzehold Phone Mumber Private
Abegg 1555|844 LBNMT [x IF]
Household Locations

Address Start End Private Secondary  Mailing
25994 100TH St. E., Nampa MD 13745 H 03/31/2007 H D D
2 Pine Tree Dr #302, Arden Hills MN 55112 04/01/2007 [T B F] F]
Household Members

Name Birthdate Gender  Start End Private  Secondary
Abegg Jr., Dylan 02/011 581 L8] 3 H D D
Abegg, Glizza F H H D D
Abegg, Ryo 09/07/M594 ] 3 H |:| |:|
Abegg Sr., Dylan L8] 3 H D D

[ Save & Continue - Step 3 » ]

Step 3. Defining Relationships
1. Choose the district-defined description that best describes the
relationship between the pair. (Relationships work in both directions

and will auto fill down.)

2. A comment may be made on a relationship if needed. Clicking on
the B will open a comments space.

[98)

4. Click Save & Done when finished.

Enter in start dates (if needed) and appropriate flags.

Stap 1 - EditAelationanipa of Housahold Mambers

Edit the r=labionships. between the family members.

Relationships to Abegg Jr., Dylan

Hamre Birthdate Gender Reltionahip

Start Dats End Date

S8g

Guardian Malng Porel Wessenger Privats

Abegg S, Dylan m ] B = = B ©E O
Abegg, Glizea F lv]%u 3 j [#] | I = I [
Abegg, Ryo 007334 M [ B = = a & @ @ O
Aelationg nipa to Aeqg sr., Dyvlan
Hame Stindate  Gander Relabonship StartDats  End Date Seq  Guardian Maiig Partsl Messsnger Private
Alegg Jr, Dylan 02014991 1 [E2]= i A 2 B 7 R O
Abegg, Glissa F [y =] = 7] & @ a
AbEOD. YD USOTASS4 M [E2]= M A 2 B 7 R O
Relations hips to Abegg, Slisza
Hame Birthdate Gander RsiEtonahp Start Dats Ena Date 580 Guardian Malng Portel WMesasngser Privats
Abegg Ir, Oylan 02104118341 1 [ B = = Pl & [+
Abega Sr. Dvlan "M 2= iz | a O O O a
Abegg, Ryo DanTHEad M [ ] B o = ¥l & O
Relationa hipa to Abega, Ryo
Hams Birthdate Gender Pelstianshi; StariDate  Enc Date Ss3  Guardisn Malng Porfal Messangsr Privats
Aleqg Jr., Dylan 02011837 1 [»] By i i 1 I ™ [ | O
Abegg Sr., Dylan L [0 B2 = = B ©E O
Abegg. Glizza F [ By i il = [ F M a
Eave & Done
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Private- The private check-
box will not hide this data
from a user of Campus.
Rather it may be used when
doing an AdHoc query for a
data export. Data marked as
private can be excluded from
the export.

Secondary address- Some
of the time this household
can be found at this address
(As in the case of a lake
home, cabin in the moun-
tains, or other second home.)

Secondary member-

ship Some of the time this
member can be contacted
through this household (A
student lives with a parent for
part of the time).

Guardian names the legal
guardian of the child. Will
show on the student sum-
mary information and will pull
into the Campus IEP.

Mailing. The non-student will
receive a copy of all mail-
ings about the student, such
as report cards, behavior or
attendance letters, etc.

Portal will give one person
access to the student’s infor-
mation in the Campus Portal.

Messenger is the phone
dialer and e-mail component
of Campus. A Messenger
contact for a student is a
person who can be desig-
nated to receive messages
of a general or high priority
nature, or due to a behavior
or attendance event.
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Census: New Student

Abegg, Dylan ¥ Hatwonior @B Legal & Medical
Grade:10 #103667 DOEB:02/01/1991 Gender:M
District Assi 1t I $ POS Deposi I Schnnlchninel Credentials I

Demngraphislldentiﬁﬁl hold | lationshil |r Al |Dis|:ri|:|:r ploy I
[ save [ 3, New Non-Household Relationship

Relationships within the Abegg

Name Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Abegg, Glissa F WMother [] | 1210472008 [75) 7 ]
Abegg,Ryo M [v] ] 5 O O ood O
Abegg, Harrison M [i] 3 3 O

Non-Household Relationships
Name Gender Relationzhip Start Date End Date Seq Guardian Mailing Portal Messenger Private

¥ Aas, Alexander M Emergency Contact [i] | | [F] d (|

Step 4. Define Relationships with People Outside the

Household

1. Click on student’s name in the search results (left side of screen) to
add non-household relationships, such as emergency contacts.

2. Relationship tab > New non-household relationship

3. Search for and find the existing person.

4. Choose the district-defined description that best describes the rela-
tionship between the pair.

5. Enter in start dates and appropriate flags.

6. Click Save when finished.

Step 5. Add Parent Contact Information and Set Mes-
senger Preferences

1. In the Results pane

On the Ieﬁ' Slde Of ‘F,Lzrsstoﬂgme -}I!\'gt Mame Middle Name  Suffix
the screen, click the  [[smitn | Bilty [ Joe |
. *Gender *Birth Date Soc Sec Number
parent/gual’dlans (Age: 9) l:l_D_l:l Mo Image Available
H _2!26!199 |
name to access their [ ..
demographics screen. [ o wht 4
, Birth Country
2. Enter the person’s \ < _
ContaCt InfOl'ma- Date Entere_(: us Birth Certificate
tion that they have Eﬁw
provided. The pri- Nickname

vate checkbox will
not hide information

from Campus users,

rather it can be used

. Student Number @
to restrict results of State D |

Comments Upload Picture

AdHoc filters. Sieffumber [ ]

3. Ifthe person is a Person GUID 954ED335-85F 1-4A5C-B05D-E51E2B1BCADE |

’
Messenger ContaCt, OherPhn S Prwate Work Phone Private
select what telephone [( )+ x 10 .-
number or email .- (K k| O
address the Messen- [ |
ger system should Preferred Language
|en_US: US English v

contact for a particular [comments
message type.

4. C“Ck Save When Messenger Preferences
e Contact R High Priority Attend Behavior Gi | Teach
f|n|Shed E;"a,: eason ig I:Tnn enDan[:e I;‘\rmr enDem eT:cl er

District Defined Elements
Hot Lunch PIN #
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PROCESS INBOX MESSAGES (.~
OVERVIEW CEJTIPUS

This lesson will cover the messages that may be encountered when . i
submitting and releasing student record transfers. University

OBJECTIVES

At the conclusion of this lesson, learners will understand the messages
that may appear in the Process Inbox when managing student record
transfers.

Process Inbox Messages

Process Inbox

XKD |Process Step Posted Diate| Due Date
x ? Records Trans fer Viatng . DL1VZ005

¥ 1 I Recorss Transter  Request for vou tp reisase y 02242009

¥ 3 Vertcal ntercperablity State Resync Bequested ™ OUE00%

¥ 3 Vertcalteroperabiity State Resync Requested ™ BIHS2008

¥ 0 3P Records Transfer  Tranafer Beleaned. « o o 01112/2009

Vertical Interoperability messages may be removed from the Process
Inbox, as these messages are for the user’s information only. Either the
district or Campus performed a resync of the district’s data to state edi-
tion on the date indicated on the message.

Records Transfer messages may be removed from the Process Inbox
when the user has completed the task.

A Transfer Complete message is for the user’s information only, used
to indicate that a student’s records have been successfully transferred
to a requesting district. After the user has read the message, it may be
removed.

A Request for you to release message requires the user to complete
a task. It is recommended that the user completes requests for the
current year promptly. After the task is done, the user may remove the
message from the Process Inbox.

A Waiting message is a reminder that the user has requested a stu-
dent’s records to be released from another district. After the district
releases the records for the student, the user may delete the message
from the Process Inbox. It is recommended that the user does not de-
lete the Process Inbox notice if the district has not released the student
records, as it serves as a reminder to the user to contact the district to
complete the task requested.

A Transfer Released message indicates that the student’s records
have been released to the user’s district and may be uploaded, saved
and/or printed.

11
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(\ User Security

Campxus Deleting Process Inbox Messages
1

. . . Navigate to the first screen you see when logged into Campus. If
University already logged in, select your username from the top of the Index

tab. This will return you to the main screen.
2. Click on the black X to the left of the message to remove it from the

user’s Process Inbox.
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