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Searching for a Student using Student Locator
In your Index outline, select Student Information > Student Locator.1. 
Enter the student’s first and last names and select the gender.2. 
Click Search.3. 
All students who match will display in the search results.  The 4. 
student locator uses a type of search technology to find students 
whose names are phonetically similar to the name entered. 
Use the information on screen such as their birth date and state 5. 
ID number to determine if one of the results is the student you are 
attempting to register.
If no results are found, click Create New Student6.  and proceed 
with Adding a New Student
If the student is found using the Student Locator7. , proceed with 
the directions for Transferring a Student.

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.•	
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.• 

Adding Census informAtion

Use additional 
information 
displayed on the 
Student Locator 
(such as birthdate, 

stateID, etc.) To confirm that 
the student has or has not 
been previously enrolled in a 
school in your state.  

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.
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Adding a New Student 
(First Enrollment in the 
State)

Create a local Student 1. 
Number by either entering the 
number manually in the field or 
checking Generate Number.
A StateID for the student is 2. 
created automatically when 
your system syncs with the 
State Edition.  Leave this field 
blank.
Enter the student’s demo-3. 
graphic information.  All fields 
in red and asterisked are 
required fields. 
Enroll the student by selecting 4. 
the correct elements for the calendar, schedule, grade, start date 
and status. Save when finished.
Enter all applicable state reporting data for this student.5. 
Since the student is new to the state, there will not be records avail-6. 
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’s records.  

If the student 1. 
is found in the 
Student Loca-
tor search 
results, click 
on their name.
Enter a local 2. 
student 
number or 
check Generate number.
Enroll the student in your district by selecting the correct elements 3. 
for the calendar, schedule, grade, start date, and start status.
Click Save.4. 
The Records Transfer Request form will display.  5. 
Enter any comments and click Submit Request.  A message will 6. 
be sent to a designated person in the student’s originating district 
requesting records. A notice will also be in your Process Inbox.

Primary Enrollment - 
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 enrollment 
indicated by a Service 
Type of S: Partial and 
a P:Primary enrollment 
record at their home 
high school.

Special Ed Enrollment 
- 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.
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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.

To print a transfer document, select the link for that document.  A 1. 
PDF will then generate with the information to be printed or saved 
as needed.
To use the Data Imports, select the particular Wizard for the data 2. 
that should be imported; directions are provided on screen.

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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Adding People (Census > Add People)
In your Index outline, select Census > Add Person.1. 
Enter the search criteria to see if this person exists in Campus.  2. 
Click Search.3. 
All people who match your search will display in the search results.  4. 
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.5. 
Enter the information to complete the person’s demographic infor-6. 
mation as required.  DO NOT check “generate number” as the 
parents will not have student numbers.
Click Save.7. 

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

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.

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.
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Adding an Address (Census > Add Address)
In your Index outline, select Census > Add Address1. 
Enter the search criteria to search for the family’s address.2. 
If an address is found and shows in the search results, click on the 3. 
address and proceed with Checking an Existing Address
If the address is NOT found, click New Address.4. 
Enter the elements for the address in the fields provided. 5. Click 
save.  Proceed to the Census Wizard.

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

Check to be sure you selected that all elements match the address 1. 
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. 

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

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

Direction—directional 
indication after the street 
name and tag, such as 
2000 Main Street South.

In Montana, it 
is important to 
enter the maililng 
address for 

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 
Zip code. Do NOT mark 
the P.O. box checkbox 
if the mailing address is 
associated with a street 
name.
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Step 2. Editing Membership and Mailing
Name the household according to district policy and procedure. 1. 
Leaving the household name null will result in the name of the 
household defaulting to the guardian(s) names.
Enter the home phone number. 2. 
Mark the mailing address with the mailing checkbox.3. 
Enter start dates as required by district policy and procedure.4. 
Click necessary secondary flags on address and membership 5. 
Click Save & Continue- Step 3.6. 

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 
Search for household members in the search box in the wizard.1. 
Click on a person in the outline (left side of your screen) to place 2. 
them into the new household assembly area.
If needed, people may be removed from the assembly area by 3. 
clicking the “X” next to their name.
Repeat steps as needed until all people in the household are in the 4. 
assembly area.
Search for household’s address(es) by number and street name.5. 
Click on an address in the outline to place it into the new household 6. 
assembly area.
Click Continue- Step 2.7. 
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Step 3. Defining Relationships  
Choose the district-defined description that best describes the 1. 
relationship between the pair. (Relationships work in both directions 
and will auto fill down.)
A comment may be made on a relationship if needed.  Clicking on 2. 
the  will open a comments space.
Enter in start dates (if needed) and appropriate flags.3. 
Click Save & Done when finished. 4. 

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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Step 4. Define Relationships with People Outside the 
Household

Click on student’s name in the search results (left side of screen) to 1. 
add non-household relationships, such as emergency contacts.
Relationship tab > New non-household relationship 2. 
Search for and find the existing person. 3. 
Choose the district-defined description that best describes the rela-4. 
tionship between the pair. 
Enter in start dates and appropriate flags.5. 
Click Save when finished. 6. 

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

In the Results pane 1. 
on the left side of 
the screen, click the 
parent/guardians 
name to access their 
demographics screen.
Enter the person’s 2. 
contact informa-
tion that they have 
provided.  The pri-
vate checkbox will 
not hide information 
from Campus users, 
rather it can be used 
to restrict results of 
AdHoc filters.
If the person is a 3. 
Messenger contact, 
select what telephone 
number or email 
address the Messen-
ger system should 
contact for a particular 
message type.
Click Save when 4. 
finished.
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Overview
This lesson will cover the messages that may be encountered when 
submitting and releasing student record transfers.

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

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.  

ProCess inbox messAges
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Deleting Process Inbox Messages
Navigate to the first screen you see when logged into Campus.  If 1. 
already logged in, select your username from the top of the Index 
tab.  This will return you to the main screen.
Click on the black X to the left of the message to remove it from the 2. 
user’s Process Inbox.  


