Adding People and Households =

To Infinite Campus

Adding People to Infinite Campus

When completed enrollment forms for a new student are received, the order of entering that information
in Infinite Campus should be as follows:

1) Find/Add Student(s)

2) Find/Add Parent/Guardians and Non-Household members
3) Find/Create Household

4) Establish Relationships

1) To add a person, click on Index>Census>Add Person. This will bring up the Person Search screen.
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Person Search

Person Search

Search for a person already tracked in Campus using the fields provided, required fields are in red. Selecta

student from the list or click on Create New Person.

*Last Name

First Name

Middle Nams

Birth Date 3
Gender -

Search
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2) Perform a Person Search to see if the person to be entered is already in Infinite Campus.

a) Enter the first couple of letters of their last name in the “Last Name” field. Then click the

“Search” button.
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Person Search

Person Search

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

“Last Name Jaybird

First Name |5

Widdle Name

Birth Date E

Gender -

b) This will bring up anyone with the criteria which was entered. If this list is too long, perform
the search again using more letters from the Last and First Name. Entering the gender in the “Gender” field
will tighten the search. When more information is entered, search again. (The less information used to
initially search, the less chance there is of duplicating a person that is already in Campus.)

c) Continue this procedure until the person being searched is found in Campus with the name
being looked for, or it is determined the person is NOT in Campus.
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d) If the person found is in Campus, click on “Details” to look at the information that is on the Person
Summary Report. If it is a student, check the birthdate to see if it is the same as the student being added.
Other information in the report can be checked such as guardians. If searching for a parent/legal guardian or
non-household contact, check the phone numbers to see if they match the person being searched. If this
student/person is already in Campus, there is no need to add the student or person.

e
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e) If the person is not found in Campus, click on the “Create New Person” button in the lower right hand of

the screen.
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3) To create a new student, to fill in the student’s full name, birthdate, Social Security number (if given),
Race/Ethnicity, Race/Ethnicity Determination, nickname (if used) and check the “Generate number” box for
Local Student Number. Once this information is entered, click “Save” in the lower right hand corner of the

screen.

Person Creation

Fill out the form to create a new Perzon in Campus. Click save to create the person, afterwards, they wil
appear in the list below.

-
*Last Name *First Name Middle Name Suffix bl
Jaybird James -
“Gender " I L
Female 612311985 [ 7] 999 _@s 7777 7

Is the individual from one or more of the these races?
(check all that apply)

DAmericﬂn Indian or Alaska Mative
D Asian
D Black or African American

D Mative Hawaiian or Other Pacific lslander -
[ white

Race/Ethnicity Determination
01: Parent Identified A

)

m

Person ldentifiers

Local Student Number [v] Generate Number

|‘Student State ID . )
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4) The “New Person” screen will appear. Click on the name.

(] valerie Hoover Person Creation
+l (§ Student Information Fill out the form to create a new Person in Campus. Click save to create the person, afterwards, they will
+ @ Instruction appear in the list below.
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5) The Demographic tab will appear to view the information entered. Check the “Birth Verification”
arrow and select the “proof of birth” if any has been provided. Click “Save”.

Jaybird, James nickname: JJ
#775551859 DOB:06/2311995 Gender:M

ographics | Identities | Households | Relationships | Enrollments | District Employment | O

*Last Name *First Name Widdle Name: Suffix

Jaybird James hd
*Gender *Birth Date (Age: 16) Soc Sec Number

Male ¥ 062311995 [ 999 §33 R 7777 Mo Image Available
Race/Ethnicity (Edit)

State Race/Ethnicity: W.White

Federal Designation: 8. \White

Race(s): White

Hispanic/Latino: N:No

Race/Ethnicity Determination: 01:Parent Identified

Birth Country
b
Date Entered US Date Entered US School
5] 5]
Date Entered State School 'I_Eﬁrth Verification
e B: Birth Certificate
Nickname
JJ
Comments

Upload Picture

-

- Modified by: Hoover, Valerie 02/28/2012 15:25

Perzon ldentifiers
Local Student Mumber 775551350

Student State ID
Local Staff Number
Staff State ID

Person GUID SC32T1SF-1AG3-4108-AC4T-DSAAFOFODABF

Personal Contact Information

Other Phone Private Waork Phone

{ ) - x [ { ) - x [
Cell Phone Private Pager

{ ) - x [ { ) - x [
Email
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6) Next, create the student’s enrollment. Click on the “Enrollment Tab” and choose “New”.

(Make sure the proper year and school calendar are selected in Infinite Campus.)
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Jaybird, James

#775551859 DOB:06/23/1995 Gender:M
Demographics | Identitics

=% Print Enroliment Histo m | ] New Enrolment History
|

NECHmED C

Edit | Grade Type Calendar

L usehnl:ls| Relationships ricl: Empluvlnentl Diistric

End Date
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7) The “General Enrollment Box” will open. Enter the following information:
a) Grade
b) Start Date (First date they are seated in a classroom)

c) Start Status

d) Start Comments (To (JCPS school name) from (transferring school name, city, and state) and
““grade’ in parenthesis. ex: To Simonsen from Liberty High School, Liberty MO (9))

e) First Date in District (This is the first day the student is in school in the district. If they have been in
district before, left the district, and then returned, this date will need to be changed to the first day
they are back in the district.)

f) State Aid (This will always be R1: Resident 1)

g) Once the above information is entered, click “Save”.

Jefferson City High School - NCC * Calendar 12-13 Jefferson City High Scho -

Jaybird, James
#318644216 DOB:06/23/1995 Gender:M
Demographics| Identiliesl Households | Relationships Enrollmenis'

n Save _|] New Enroliment History

Enrollment Editor
- Edit | Grade Calendar Start Date End Date

2 General Enrollment Information

*Calendar *Schedule Class Rank Exclude
12-13 Jefferson City High Scho - Main - [
*Start Date Mo Show End Date *Senice Type
212812013 [ 75 B i - P: Primary -

*Start Status™ End Status
T101: Tfer from pub schl outside district in state -

Transfer To District Transfer To School

tart Comments End Comments

:I'D JCHS from Liberty High School, Liberty, =
MO (10)

-

B State Reporting Fields
State Exclude  Homeless HomeSchooled Migrant Indicatar
& NH B NM: NOT MIGRANT -
Immigrant Gifted/Talented Title1 Title3

MIM: Mot Immigrant - e [1 ME: Mot Eligible
Percent Enrolled(Qut OFf 100) Part Time Student A+ Student Section 504 MO Option Prog ~ 8th Tech Lit

100 [ N: No - ] |l -

4

Residing District Residing School Residing County
*First Date In District Attending District Attending School
02/28/2012 \
*State Ad Res 2 Hrs In Session Regular Hours Attended Regular Hours Absent Remedial Hours
R1: Resident | M 0.0000 0.0000 0.0000 0.0000
College Prep  CTE Vocational/COOP Career Ed Precode Teacher Disadvantaged
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8) After any new student(s) have been entered into Infinite Campus, add parents, legal guardians and non-
household contacts for the student(s).

Repeat steps 1 and 2 above to perform a search for the person to be added. Once the “Create a new person” and
the “New Person” Screen appears, there is no need to enter any further information on this screen. Click “Save”.
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Person Creation

Fill out the form to create a new Per=son in Campus. Click save to create the person, afterwards, they wil

appear in the list belows.

Person Information S~
*Last Name *First Name Middle Mame Suffox
Jayhbird Jc -
*Gender Birth Date Soc Sec Number o
Male ¥ | - B
Race/Ethnicity
Iz the individual Hispanic/Latino?
-
I= the individual from one or more of the these races?
(check all that applhy}
[T] american indian or Alaska Native
[ asian
[] Black or African American
[T native Hawailan or Other Pacific Islander -
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9) The “New Person” screen will appear. Click on the name.

Index | Search | Help
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New Person

Person Creation

Fill put the form to create a new Person in Campus. Click save to create the person, afterwards, they wil

appear in the list below.

Details £ Jaybird, JC
PerzoniD: 75465

et
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10) When adding parents, legal guardians and non-household contacts you will need to complete the
“Personal Contact Information” box. When the information is entered, click “Save”.

J Year 11-12 w School Jefferson City High School- NCC *

Index | Search | Help | Jaybird, JC
[H] valerie Hoover Gender:M
" R student nformation ographics | Identities | Households | Relationships | Enrollments | District Employment | [

Instruction (il Save

> Delete =) Person Summary Report =) Demographics Data

.

= @h Census
% My Data |
- Request Processar *Last Name *First Name Widdle Name Suffix
People Jaybird ic -
%3 :Ezsehnh:ls *Gender Birth Date Soc Sec Number
d resses —
Hale v ) _ = - Mo Image Available
; Add Household Race/Ethnicity (Edi) _
%Add Addrass State Race/Ethnicity: W:\White
% Staff Locator Federal Designation: No Data
3 census Wizard Race(s):
Reports Hizpanic/Latino: No Data
-e Behavior Race/Ethnicity Determination:
“§ Health
i Attendance Birth Country
% Scheduling -
Fees Date Entered US Date Entered US School
[+ [2% Grading & Standards H H
(0 Medicaid Date Entered State School  Birth Verification
(O] Transcripts 2 -
a -
ﬁu:l Hoc Reporting ) J
[C] User Communication LEATTE
E‘ﬂ‘ System Administration
[ FRAM Comments Upload Picture
] Surveys -
(£ MO State Reporting
(O] Custom Reports =
ﬁ Account Settings - Modified by: Hoover, Valerie 03022012 1105
[] Access Log
@8 Campus Community
@ Log OFf Local Student Number |:| Generate Number
Student State ID
Local Staff Mumber
Staff State ID
Person GUID IF204C19-TE10-45AA-B5D5-EADS1 1FESS0A

Personal Contact Information
Other Phone Private Work Phone

[l (573 659 _3050 x
ell Phone Private Pager
573 j788 _1234 [l (

[

-

-

- Modified by: Hoover, Valerie 03/02/2012 11:21

District Defined Elements
Place of Employment

11) Repeat steps 1-2 and 8-10 above until each parent, legal guardian and non-household contact, is entered who
needs entered for a student(s).
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Creating a Household

Now that the student, parents/ legal guardians, and non-household contacts are entered, a household can be
created.

1) When creating a household, go to Index>Census>Add Household.

|'“de“ llsea"’h LD Household Search

@Vﬂ Hoover Household Search
+ {3 Sident information Search for a household already tracked in Campus. After searching, select a household from the list or click on Create New Household.
- )

¥ CENSUS

T
=™ Req Processor
People
ﬁi Households Household Search
% Addresses Last Name
s E el First Name
. ress Student #
% Staff Locator Birthdate H
% Census Wizard
5 ___" Reports Number
+ f3 Behavior Street
G Health Apt#
+ 4% Attendance
+ #¥ Scheduling FILERITY
i
+ A Grading & Standards ( I A =
+ ] Medicaid

+ ] Transcripts
+ .@Ad Hoc Reporting
+ ] User Communication
+ m‘ System Administration
+ [T FRAM
+ ] Surveys
+ ] MO State Reporting
+ ] Custom Reports

Ei’ Account Settings

| ] Access Log

ﬁ Campus Community

[©] Log Off
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2) Enter the last name of the parent/legal guardian in the “Last Name” box and the first initial of the first name in
the “First Name “box. Click “Search”.

Index | Search @ Help
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Year 11-12 w School Jefferzon City High School- NCC

Household Search

Household Search

Search for a household already tracked in Campus. After searching, ¢

Household Search
Last Hame Jaybird

First Name J

=
Birthdate
Humber
Street
Apt#

Household
Mame
Phone
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3) In the Household search box, to the left, households might be listed with the criteria entered in the search.
Search the entries that are in the Household box to see if the household being looked for is already listed.

a) If the household is already listed, click on the household.

b) If there are no entries in the Household box or the household being searched for is not found, click “New
Household”.

Index | Search  Help

m\/a\emeHuuver

& Iﬂ| Student nformation
* @\nstruminn

El %Census

Hy Data
™ Request Processor

ﬂ Peapk

mHnusenms
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EAN Person

“T1Add Address
E Staff Locator
E Census Wizard
¥ | ) Reports
® ﬂ Behavior

B Heath

* -\A:-Artendance
' Scheduing
* gFees
[ Grading & Standards
0] Mediceid
[ (] Transerpls
d &Ad Hoc Reporting
[ User Communicafon
d Q@System Administration
W FRAN
SINENES
[0 Site Reporting
[ (] Custom Reports
\Z Account Seffings
| ] Access Log
(‘Campustummunﬂy
[ Lot

Search for a household akeady tracked in Campus. After searching, sekect a household from the list or click on Create New Household

Household Search
Last Name Jaybid

FirstName |

Student #

Birthdate 1
Humber

Street

At

Housefold
Name

Phone ()

Household Household Address
%aymm 1000 Jay Bird St Jefferson Cil
CﬂJayb\rd‘Jeanette
mJaymm.JumbuJ

We are searching for the JC
Jayhird Household. This
household is not found in the
Household search box so click
on "New Household".

m '
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4) The “Household Information” Box will appear.

a) Enter the last name of the_parent or legal guardian as the Household name.

b) Enter the main phone number that will be used to contact the parent or legal guardian. (This phone number
is also used for “Alert Now™ calls the district sends out.)

¢) Click “Save” in the lower right hand corner.
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5) The “Household Info” tab will appear. Verify the information entered. (Please note that when beginning to
add a household, complete all of the tabs for the information to be saved in any of the tabs. If only the
“Household Info” tab and the “Address Tab’” are completed and the user leaves Campus, the process will have to
start over.) Now click on the “Address” tab.

Index | Search | Help | |Jaybird Household
@ Valerie Hoower Phone: (573)659-111f
% Student Information Household Info ﬁ"'ﬁgﬁ Members | § Fees |
Instruction [ save X Delete
=G Census Household Information
Iy Data Mame Phone Number Private
% Request Processor Jaybird (573 }650 - 1111 x |:|
£l reople Comments
ﬁ Households
%) Addresses

:1"_1 Add Person

-.; Add Address

% Staff Locator
% Census Wizard
Reports
~s Behavior

- Modified by: Hoover, Valerie 0417/2012 13:09

6) On the Address tab, click on “Find New Address”.

"~ Index | Search Help | |Jaybird Household
@ Vialerie Hoover Phone: (573)659-1111
ﬂ Student Information Household Info | Addresses | Hemllersl % Fees |

= Instruction

ity El% Census Household Location Editor
% Wy Data Address | Start Date | End Date | Maiing | Secondary | Private
-1 Request Processor
ﬂ People
!ﬁ Households
%y Addresses
% Add Person

|, Find New Address |

) Add Address
% Staff Locator
%1 Census Wizard
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7) This will bring up the “Add Address” box. Enter the address and click on “Search”.

Index | Search Help

:__{j alerie Hoover

+ Iﬂ| Student Information
+ @ Instruction

= @g Census

WMy Data
-1 Reguest Processor

Waybird Household
Phone: (573)659-1111

hold Infn| Add Memb
|3, Find New Address
Household Location Editor
Address | start Date

| End Date

| Mailing | Secondary | Private

ﬂ People
ﬁ Households

#) Addresses
% Add Person

4 Add Address Address Search
% Staff Locator
% Census Wizard
+ | T Reports
[+ ﬂ< Behavior

+ G Health

£ 1t Aftendance

+ @ Scheduling Apt#
+ Fees City

+| 24 Grading & Standards

House/P.O. # qqp
Street Name | aybird
StreetTag |

Jefferson City

Add Address

Search for an address already tracked in Campus using the fields provided, required fields are in red. Select

te Hew Address.

T
+ O] Medicaid ome Fhene )

+ ] Transcripts Search |
+ .@ Ad Hoc Reporting

+ ] User Communication

+ ﬁ‘ System Administration
+ (] FRAM

+ ] Surveys
+ ] MO State Reporting

+ (] Custom Reports
|Z Account Settings
| ] Access Log
@l Campus Community
[@ Log Off

New Address

a) If the address has been previously entered into Infinite Campus, it will appear in the “Address” box to the
right. If the correct address is in this box, click on it to use it for this household.

Jaybird Household
Phene: (573)659-1111

Household Infn| Addresses Hembers| $ Fees
|3, Find New Address
Household Location Editor

Address | Start Date | End Date

| Mailing | Secondary | Private

an address from the list or click on Create New Address.

Add Address

Address Search

Search for an address already tracked in Campus using the fields provided, required fields are in red. Select

House/P.O. # qpq gddress

Street Name | gybird

100 Jaybird Lane Jefferson City 65103 !

Street Tag

Apt#

City

Home Phone ¢ ) %

Search

New Address
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When the address is clicked, it goes to the “Household Location Detail”. Enter the “Start Date” and click “Save”.

Jaybird Household
Phone: [573)659-1111

[&l save ¥ Delete |3, Find New Address

I Location Editor
| Start Date

| End Date

| Maiing | Secondary | Private

Address

100 Jaybird Lane

%

k-
Iwmrzmz el

rl

Household Location Detail

Secondary

N

End Date

[

Private

N

The address has been added to the “Address” tab. Now proceed to the “Members” tab.

Address

Jaybird Household
Phone: (573)659-1111

Household Info I Addresses

'3, Find New Address
Household Location Editor

| Start Date

| End Date

embers| § o |

| Wailing |5«E=-:s|:bm:laalr_|,.r | Private

100 Jaybird Lane

04872012

X
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b) Enter the address, click search. If the “Address” box to the left is empty, click on “New Address”.

Phone: (573)659-1111

'3, Find New Address

Address

Jaybird Household

Household Infn| Addresses Hembers| gs Fees

Household Location Editor
| start Date | End Date

| Secondary | Private

Infinite L7

Campus

Add Address

Address Search

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

House/P.O. % 1qg
Street Name  ayhirg
StreetTag | ape

Apt#

City Jefferson City
-

Home Phone ¢ 1] -

Search |

Address

Hew Address ‘

g

This will go to the “Address Creation” box. Enter the address, county, and district and click “Save”.

Index | Search | Help

:_:fj Valerie Hoover

+ Iﬂ| Student Information
+£4 Instruction

= @\ Census

My Data
-4 Reguest Processor

People

!ﬁ Households
) Addresses
% Add Person

- Add Address
% Staff Locator
% Census Wizard
+ |_]] Reports
+] < Behavior
+“§" Health
+ -:1):— Attendance
+ ¢ Scheduling
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+ ] Transcripts
+ @ Ad Hoc Reporting
# ] User Communication
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+ (] FRAM
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+ ] MO State Reporting
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[{ Account Settings
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ﬂ Campus Community
[@ Log Off
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Waybird Household
Phone: (573)659-1111

H hold Info | Add

|3, Find Mew Address

Address

Household Location Editor

| Start Date | End Date

| Mailing | Secondary | Private

Office of Student Information, Planning and Assessment

Address Creation

Address Creation

Address Information

Fillin the fields below. This wil create a new Address object in the database and then
continue on to the next Process Step.

P.O. Box MWumber Prefix Street Tag Direction  Apt

| 100 Jaybird Lane

City State Zip County Location Code
Jefferson City MO 65109 - Cole -

L atitude Longitude Tract Block

| S, 3,

_Cn mments

District
028006 Jefferson City Public Schools -

Save |

G
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This will go to the “Household Location Detail” box. Enter the “Start Date” and click “Save”.

Jaybird Household
Phone: (573)659-1111

[ save ¥ Delete 3, Find New Address

#l Location Editor
Addre | Start Date | End Date | Maiing | Secondary | Private

Household Location Detail

Address

100 Jaybird Lane

= End Date

047182012 Ta| | T
“  Secondary Private

C C

8) The address has been added to the “Address” tab. Proceed to the “Members” tab.

Jaybird Household
Phone: (673)659-1111

|3, Find New Address
Hou=ehold Location Editor
Address | Start Date | End Date | Maiing | Secondary | Private
100 Jaybird Lane D4M&2012 X
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9) Next, add members to the Household. The members placed in the household should only be the parent/legal
guardians and student(s) enrolled in JCPS. Once in the “Members” tab, click “Find New Member”.

" Index | Search | Help Jaybird Household

[H) valerie Hoover
+ |ﬂ| Student Inform
+ @ Instruction

= @J Census

My Data
=4 Request Processor -

ﬂ Peaple

ﬁ Households

) Addresses
% Add Person

—_; Add Address

% Staff Locator
% Census Wizard

+ _1| Reports
+ é Behavior
= g Health
+ -:Q_.;— Attendance
+ ¢ Scheduling

+l Faoo

Phone: (573)659-1111
ation simakold ot dm|"ember5|$FeE!

| start Dats | End Date

Secondary | Private

10) This will bring up the Person Search box. Type in the last name and the first initial of the first name for the
person to be placed in the household. The click” Search”.

WJaybird Household
Phone: (573)659-1111
Household Infn' Mdrﬁs&' Members | gB Fees |
|'3, Find New Member
Nousenold EIMDE ano
Name Start Date | End Date | Secendary | Private
Person 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  Jayhird
First Name
Middle Name
Birth Date 3
Gender -
Create New Perzan
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11) The box to the right will be populated with a list of people that match the information entered. If the list is too
extensive, add more letters to the first name of the person being searched. Find the person you want to be placed
in the household. If more than one person is listed with the same name, click on “Details” to view the
information entered for that person.

Jaybird Household
Phene: (573)659-1111

Household Info | Mdrﬁsﬁ| Members SB Fees
|3, Find Mew Member

Household Member Editor
HName | Start Date

| End Date | Secondary | Private

Infinite ("2
Campus

Person Search

Person Search

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

Last Name  ayhird Detailsf,ﬂ Jaybird, James 775551858 06/23/1985 -~
. Perzonil: 755914
First Name Detailsf,ﬂ Jaybird, Janie J 251620291F 1MMSM 557
Middle Name PersoniD: 75819
Birth Date H Detailsﬂ Jaybird, Jasper M
PersonlD: 75821
Gender hd Detailsﬂ Jaybird, Jayette F =
BacsanlD. Jooic
Details §7 Jaybird, JC M
PersonlD: 75915
Detailsf7 Jaybird, JC M
PersonlD: 75923
aybird, Jule 1542006
Ersunl[}: 75520 -

Create New Perzon
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12) Click on “Details” to see a document with the person’s information. The phone numbers are the best way to
check to see if this is the person being searched for. Check this information carefully before selecting the person.
Make sure this is the individual who goes in this household. If it is not the person being searched , close the
document and click on “Details” for other persons listed with the same name until the person being searched for
is found.

| Schools w Calendar All Calendars -

Jaybird Household

Phone: (573)659-1111
Household Info | Addresses | Members i Feas

[, Find

House

Name Da

Person Search

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

“Last Name  Jaybird Detailsf! Jaybird, James FT3551859M 06/23/1985 -~
" PersoniD: 75814
First Name
) - Details§@ Jaybird, Janie J 281620291F 11/19/1997
Middle Name PersoniD: 75919
Hirth Date = Details ff Jaybird, Jasper M
-
Gender - : - 3
BN @' personSummaryReport.fop (application/pdf Object) - Mozilla Firefox | == PX J
Search . NS W
jeps.kl2.mo.us | hitps://icjcps.kl2.mo.us/campus/core/person/summary/personSummar
-
Person Smmmary Report
Jayhird, JC Person ID: 75345
Gandsr: M stugent Numbsr:
Birth Date:
Staff Number:
Ofher Phong: Pagar:
Work Phons:  (S72)658-2050 Emalt Fiaybir@mascats. com e
Coll Phone:  |S73j7a5-1234 Prafarmed Languags: B
ry
Housahoid Phone:
Addresa(es):
Non-Household Relationships
Race/Ethnicity Information
Person Comments: Contact Information Comments:
il
kS -
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13) Once the person being searched for is found, click on their name.

WJaybird Household
Phone: (573)659-1111

Household Info | Addresses | Members | i Fees
|3, Find
o S

Name D a

Person Search

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

*Last Name Jaybird Detailsf.ﬂ Jaybird, James 775551859 06/23/15995 -
- PersonlD: 75914
First ame | Detail=§8 Jaybird, Janie J 261620291F 11/19M997
Middle Name PersoniD: 75819
Birth Date = Details ff Jaybird, Jasper M
PersoniD: 75921
EeviEr - Details f Jaybird, Jayette F =
Baceooll. 7oo s
Detailz % Jaybird, JC A
PersonlD: 75915
Details ¥; Jaybird, JC - 3]
PersoniD: 75923 @
Detail=§M Jaybird, Julie J 18349207F 05M15/2006
FErsunlD: 75520 -

Create New Person

14) Enter the “Start Date” (current date). (When entering a student in a household and the household being
created is the student’s secondary household, check the “Secondary” box just below the Start Date box. This
will show the household as the student’s secondary household.) Click “Save”.

Jaybird Household
Phone: (573)659-1111

Household InFn| Mdm| Members | SB Fees |
& Savely< Delete |3, Find New Member

Tl
House Member Editor
Name | start Date | End Date | Secondary | Private

Jaybird, JC

Start Date End Date
4/20/2012 74 i
Secondary Private

1 1
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15) The user will see that the person has been added as a member to the household. Click on “Find New

Member” and repeat steps 10 - 15 until all the members of the household have been added.

Phone: (573)659-1111

Household Memb
Name

Jaybird Household

Cditor

| Start Date

| End Date

| Secondary | Private

Jaybird, JC

042002012
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Defining Relationships in a Household

1) Once all members have been added to the household, the user will need to define the relationships of the
members of the household. Go to Index>Census>Census Wizard>. Type in the name of someone from the
household just created and click on “Search”.

Search | Help
¥1 Valerie Hoover

H Iﬂ| Student Information
¥ 4 Instruction

My Data

- Reguest Processor
ﬁ People

ﬁi Households

%) Addresses

E Add Person

4 Add Household
) Add Address

Epo
= f3: Sehavior

= Y Health

] :L): Attendance
+ Scheduling
+] %’ Fees
= [+ Grading & Standards.
# [0 Medicaid
+ [ Transcripts
+ Ad Hoc Reporting
# ] User Communication
+ Cﬁ System Administration
# [0 FRAM
¥ ] Surveys
¥ (] MO State Reporting
¥ (7] Custom Reports

[4 Account Settings

L] Access Log

(g Campus Community

@ Log Off

Census Wizard

Step 1 - Assemble New or Select Household
This wizard will walk you through the process of creating a new househeld or edting an existing household. Start by searching for a household, people or addresses.

® Tp Edit a household, simply click on the Household name in the search results.

® To Assemble a new household, select people andfor addresses in the search results.
If you enter a first and last name, you can create and link in a new person inte the household. If you enter a house number and street you can create and link in a new address into the household

First Name

Birth Date

Gender

Widdle Name
Suffix

Address Search
House/P.O. Number

Street Name
Apt Number
City

Jaybird
Jc

Household Search

Household Name:
Home/Other Phone

( ] - x

Household

I[ Search l Clear Search Fields

g

Clear Household

2) Search will bring up any households that person is in. Look for the household listed under the Census Wizard
Search Results who need relationships defined. Click on the Last Name of the Household. In this example it is

“Jaybird”.

Index = Search | Help

Search fora:
Household A

Advanced Search ==

100 Jaybir@
Jaybird, Jull

Jaybird, Janie J
Jaybird, James #
Jaybird, Jayette
Jaybird, IC

People not in Households
D&tailsﬂ Jaybird, JC

Create a new Person
€ Jaybid, JC
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Census Wizard

Step 1 - Assemble Hew or Select Household
This wizard will walk you through the process of creating a new household or editing an existing household. Start by searching for a household, people or addresses.
® Tp Edit a household, simply click on the Household name in the search results.
® Tp Assemble a new household, select people and/or addresses in the search results.
If you enter a first and last name, you can create and link in a new perzon into the household. If you enter a house number and street you can create and link in a new address info the household.

Person Search
Last Name

First Name
Student Number
Birth Date
Gender

Middle Name:
Suffic

Street Name:
Apt Number
City

Household Name

Jaybird
C

Address Search
House/P.0. Number

Household Search

Home/Other Phone [ i | x

| Search || Clear Search Fields |

Household

Clear Household

Office of Student Information, Planning and Assessment
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3) This will place the household in the “Editing Existing Household” box on the right. Click on “Continue —
Step 2”. (If the wrong household was loaded in the box Clear Household’” and begin the search again.)

Index | Search | Help Census Wizard

Search for a: Step 1 - Assemble New or Select Household
Hou=sehold - This wizard will walk you through the process of creating a new household or editing an existing household. Start by searching for a housel
® To Edit a household, simply click on the Household name in the search results.
* To Assemble a new household, select people andfor addresses in the search resufts.
Advanced Search == If you enter a first and last name, you can create and link in a new person into the heusehold. If you enter a house number and street you ca

Census Wizard Search Results: 2

@_\, Jaybird (5 members Person Search Editing an Existing Household

%) 100 Jaybird Lane , Jefferzon City Last Name Jaybird x @2 Jaybird

% jay?rz. jull§ JJ:‘ _'_‘ pESthass IC ')( £ 100 Jaybird Lane | Jefferson City

o J:ib:[d. J::'::s - . ‘ EhiETilIIE * €8 Jaybird, Julie Jelena #21

' N S Birth Dat ; . o

Jaybird, Jayette SRR ¥ €8 Jaybird, Janie Jean #2

Jaybird, IC Gender - ¥ €8 Jaybird, James #775551259 [06/23/1955]
Middle Name ¥ 7 Jaybird, Jayette
Suffie - w2 Jaybird, JC

People not in Households

petais £ Jaybird, JC Address Search

House/P.O. Number

Create a new Person Street Name
Jaybird, IC Apt Number
City

Household Name

Household Search Continue - Step 2 » I Clear Household

Home/Other Phone ¢ ) | %

Search || Clear Search Fields |

4) Next will be the “Edit Household Membership” screen. Review the information, then click on “Save &
Continue — Step 3”.

— Index | Search @ Help

iz

rs

Census Wizard - Edit Household Membership

Search for a: Step 2: Editing Household Data
Household - Edit the attriputes common to the household and edit details specific to each person and address.

g 4 Search Household
AOVENCED Search == Household Name (Override) Household Phone Number Private
Census Wizard - Existing Househol | Jaybird (573 )85 -1 x
Step 1: Start Over
@, Jaybird _
£ 100 Jaybird Lane , Jefferson City Household Locations
Jaybird, Julie Jelena # Address Start End Private Secondary Mailing
Jayhird, lanie Jean . . - -
Jaybird, James #7755 100 Jaybird Lane , Jefferson City MO 65109 04/2312012 j j 7

Jaybird, Jayette

Jaybird, JC
Household Members

Name Birthdate Gender  Start End Private  Secondary
Jaybird, JC K 0472002012 3 H
Jaybird, Jayette F 0472002012 3 H
Jaybird, Janie Jean 111891597 F 94‘.-29,'29123 H
Jaybird, James 06/23M1995 W 04/2002012 3 H
Jaybird, Julie Jelena 05M5/2006 F 0472002012 3 H
[ Save & Continue - Step 3=

Page 27 of 40 Office of Student Information, Planning and Assessment Updated 07/12/2013



5) The user will now be able to Edit Relationships. In the example below, the father is JC Jaybird and the
mother is Jayette Jaybird. Start by identifying relationships that the parent/legal guardians have in relation to
their children.

a) Choose the relationship from the “Relationship” drop down box. (User does not need to identify the
relationship between parents or legal guardians but will need to enter a start date for them.)

b) Next enter a “Start Date” for the relationship (current date).

c) If this person is a parent/or legal guardian, check the “Guardian”, “Mailing”, and “Messenger” boxes.

Consus Wizard - Edit Relationships

Slep 3 - Edif Relationships of Housahold Members

Edi Bhe relationships between the famdy members

Relationships to Jaybind, James

Name Brindaie  Gender Relalonghp Stari Dale End Dale 50 Guardisn Maling Porlal Messenger Private
Jayhird, Janie Jean 1404987 F - @- = "__l

Jaybérd, Jayeite F Uesmer - @- 042012 o ":| o o o

Jaybird, JC M Father  [Br nazneoez i i) Vv o ] o

Jaybard, Julie Jelens 051952006 F - @- -_-_'! ':J

Relationships 1o Jaybind, Janie Jean

Hame Brihdate Gender Relaticiship Start Dute End Diate Seq Guardian Malin Porlal Messenger Privale
Jayhird, James 239 M - @. = :I

Jaybard, Jayette F Ugtngr * Br a2 | 7 3 | v

Jaybird, JC M Father ~ By oaze0iz s ] v 7 | s

Jaybard, Julie Jelena 0651 52006 F - @- = __l
Relationahips 1o Jaybird, Jayette |

Name Birame  Cender Relslorahg Siart Dale End Dale Sag Guarden Maling Portal Messenger Privale
Jaybard, James BEZAGSE M Wotsmr - @ tazyzi2 75 7| ¥ ] J

Jaybard, Janie Jean VINRIERT F Ueter - @ 042012 =) '-_'| o ] v

Juird, JC 1 v B ounenzE =

Jaybird, Julie Jelena 05162006 F Wother - @ DAZRR012 ', ‘..| o o o
.HI:h.I.'lDﬂlhl)\l In.l-u:rhlrd,...lt I
Hame Birihdale  Gender Relstionship Start Date End Datle Seq Guardian Maln; Portal Messenger Privale
Jaybird, James DEZINGSS M Fathar - By suzaenz[E =| ] ] v |
Jaybird, Janie Jean ST F Father - @. a0z 5] = ¥] i 7

Jaybird, Jayeite F - @- 2012 =] ‘:.|

Jaybard, Julie Jelena 065152006 F Faiher - @- 04012 7= H "] 7 J

Relaticnahips o Jaybing, Jube Jokona

Name Dimhdate  Gender Relationship Stast Date End Date Seq Guardian Maling Porlal Messenger Private
Jaybird, James DEZIMGSE M - @- __] __]

Jaybard, Janie Jean YIMSMEET F - @ ‘_'l -;_l

Jaybird, Jaystie F Waghar * By cwzemz T e v ] o

Jaybird, JC ] Fathes By a0z | | " o v

[ Save & Done

Notice as the information is entered on the parent/legal guardian members, it will populate that information into
the student member boxes as well. Once relationships between parent/legal guardians and students have been
identified, the user will need to identify relationships between siblings.
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6) When defining relationships between siblings:

a) Choose the “Sibling” relationship from the “Relationship” drop down box.

b) Enter a “Start Date” for the relationship (current date).

¢) The “Guardian” or “Mailing” boxes do not need to be marked. They are only to be marked for parent/legal

guardians.

d) Once the relationship between, James and Janie Jean has been chosen (in the example below), notice that it
will populate the “Relationship” box for Janie Jean’s record as well. Make sure each student’s relationship has
been defined with other siblings in the household.

Census Wizard - Edit Relationships

Edit the relationships between the famdy membars:

'Relationships to Jaybird, James |

Step 3 - Edit Relationships of Household Members

End Date

“Hame Bithdale ~ Gender el
Jaybird, Janie Jean 11194957 F Sivlng
Jaybird, Jayeite F
Jaybird, JC M

Jaybird, Julie Jelena 05M52006 F

T e

4232012 -_]

Relationships to Jaybird, Janie Jean

Hame Birthdale  Gender Relationship
Jaybird, James DEIZINGIS M Sinling
Jaybird, Jayette F Mother
Jaybird, JC M Father

Jaybird, Julie Jelena D5M52006 F

Relationships to Jaybird, Jayette

Hame Birthdale Gender Relationship
Jaybird, James DG/23M595 M Maother
Jaybird, Janie Jean 1181997 F Mother
Jaybird, JC M

Jaybird, Julie Jelena 05152006 F Magther
Relationships to Jaybird, JC

Hame Birthdale Gender Relationship
Jaybird, James DE/2IMFE M Father
Jaybird, Jande Jean 11194837 F Father
Jaybird, Jayette F

Jaybird, Julie Jelena D5MS2006 F Father

Relationships to Jaybird, Julie Jelena

Hame Birihdate Gender Relationship
Jaybird, James 087231935 M Siing

Jaybird, Janie Jean H1HM9ET F
Jaybird, Jayette F Mothar
Jaybird, JC L Father

Start Date End Date
v By osz32012[7F
> B owmaor2H]
* [By o4z32012[7F
- IE l]

Start Date End Dinke:
v By oamaenzTE
« B 04732012 )
* By oaz3znz[7E
- By vazazeizTE

Start Date End Date
v By oaraenz[TE
- [By oazazoz )
v By oemsenz

- [Br a0z T

Start Date End Date
- [Br oszv0i2
B o
- By osz32012 75
- By oazzonz

Seg Guardian Maling Pornal Messengar Private

Seq Guardian Maln Portal Messenger Private

Seq Guardian Maling Portal Messenger Privale

= v v v
H| v v v
=

=] v v J

Seq Guardian Malng Porlal Messenger Private

0 v v v
9 v o v
e v v v

Seq  (ouardan Madny Portal Messenger Private

0

A v o J
= 7 F J
[ sevesDone |

Page 29 of 40 Office of Student Information, Planning and Assessment Updated 07/12/2013



7) When all the relationships have been edited in the household, click on “Save”. A Household that has its
relationships defined should look like the edited Household below:

Census Wizard - Edit Relationships
5tep 3 - Edit Relationships of Household Members
Edi the relationships between the famiy mambers
Relationships to Jaybird, James
Name Birihdate  Gender Relationship Start Date End Date Seq Guarden Maling Portal Messenger Private
Jaybird, Janie Jean 11491997 F Siblng - @! 0492012 1 3
Jaybird, Jayette F Modher w [BY 0423202 5 | G 7 J
Jaybird, JC M Father - @ 042372012 73] =] o v
Jaybird, Julie Jelena 05152006 F Sibing - @ (47202 _-_TE j
Relationships to Jaybird, Janie Jean
Name Birthdate  Gender ﬁulabonu.mu Start Duﬁ End Date Seq Guardian Malin Portal Messenger Private
Jaybird, James 0E/231995 M Siblng v By w202 = A
Jaybird, Jayette F Mother ~ By vemazzE] G| v /|
Jaybird, JC M Father - @ 0arz32012 74 | 7 ]
Jaybird, Julie Jelena 05152006 F Sibing * B wraenz T |
Relationships to Jaybird, Jayeite
Name Hmnm Ger.ul.ur Ral.al:.l;m.lhx:; : ﬁuu'll:lme E.n.d.D.le Seg Guardan Maiding F'E.IIT.BI Messenger Private
Jaybird, James 06/231M995 M Mother ~ By nzIz02 | I v o 7
Jaybird, Janie Jean HHSH9ST F Moihar - @ BJ-'??JNWE H o ] o
Jaybird, JC L » By narzaenzT) |
Jaybird, Julie Jelena 05152006 F Wodhiar - @; DaZ2012 :'!: j] v 7 ¥
Relationships to Jaybird, JC
Hame Birhdate  Gender Relatonship StariDale  EndDale  Seq  Guardien Maln Portal Messenger Privale
Jaybird, James 0612311995 M Father v [BY 04mae0z TE = v v | ]
Jaybird, Janie Jean AT F Father - @ 04232012 75 = o v v
Jaybird, Jayette F » By tarzaeniz ) B
Jaybird, Julie Jelena 05152006 F Father - @ 422012 E e o v J
Relationships to Jaybird, Julie Jelena
Hame ‘Britdate  Gender Relatonship StariDate  EndDate  Seq  Ouardan Uasle; Porial Messenger Private
Jaybird, James  0B/231095 M Siing v [Br oazazoz TE =
Jaybird, Janie Jean 11431597 F Sibbng w [By oszaz01z TR £
Jaybird, Jayette F Wather v By owzazoiz 7o ] 4 v J
Jaybird, JC M Father * [Br owzaenz T ] v v J
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Entering Non-Household Relationships

1) Once the household relationships have been saved, enter “Non-Household” contacts for the student(s). To do
this from the screen just finished, click on the first student listed in the household to the left, under “Census
Wizard — Existing Household”.

T Index

Search | Help Census Wizard - Edit Relationships
Search for a: Step 3 - Edit Relationships of Household Members
Household - Edit the relationships between the family members.
Relationships to Jaybird, James
Advanced Search ==
Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Private
Census Wizard - Existing Househol | Jaybird, Janie Jean 11/19/1997 F Sibling - %ﬁ 04/23/2012 H E D D D D
Step 1: Start Over .
@B, Jaybird Jaybird, Jayette F Mother v B oaz2a2012 5 [T = 5
Step 2: Edit Household Data Jaybird, JC M Fath B - -
Step 3 Edit Relationships ' ater v B 4232012 E= [
A0 laubicdt )l Sog Jaybird, Julie Jelena 051152006 F Sibling - [B¥ 04232012 3 3 D D D D
€3 Jaybird, Julie Jele
Enroll a3 student
4 Jaybird, Janie Je 1820287 Relationships to Jaybird, Janie Jean
Enroll as student
@ Jaybird, James #7 859 [06/23/ | Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Private
Enroll as student Jaybird, James 06/23/1995 M Sibling « [E¢ 042320125 o
£ Jaybird, Jayette . — J J D D D D
Enroll as student Jaybird, Jayette F Mother v By oezz012 T 5 O &l
Jaybird, 1C - 5 - =
Enroll as student ST M Father v & a2 j j D D
Jaybird, Julie Jelena 05/15/2006 F Sibling - %ﬁ 04/23/2012 3 3 D D D D
Relationships to Jaybird, Jayette
Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Private
Jaybird, James 06/23/11995 M Mother - B 4232012 E H |:| |:|
Jaybird, Janie Jean 411/9/1997 F Mother - B 042372012 H E D D
Jaypird, Jc M ~ By ozazonz [ m O OO0
Javhird. Inlie lelena ORMRIFDNAE F Mathar - [l namomnan =0 o] =¥l =¥l =1l

2) This will go to that student’s Demographic tab. Click “Relationships” tab.

[RE)

Index Search | Help

Search for a:
Household -

Advanced Search >»

Census Wizard - Existing Househol
Step 1: Start Over
£ Jaybird
Step 2. Edit Household Data
Step 3. Edit Relationzhips
£ 100 Jaybird Lane |, Jefferzen City
f,!]Jﬂybird, Julie Jelena #212345207 [0
Enroll as student
f!lJﬂybird,Jﬂni&Jean #281820291 11
Enroll as student
€0 Jaybird, James #775551858 [08/23/
Enroll as student
Jaybird, Jayette
Enroll as student
Jaybird, JC
Enroll as student
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WJaybird, Julie J l
jrade Kk B:05/15/2006 Gender:

H Save % Delete Person Summary Report =5 Demographi
Person Information

PersoniD 75920
*Last Name *First Name Middle Name Suffox
Jaybird Julie Jelena b
*Gender *Birth Date (Age: 5} Soc Sec Number
Female w 05/15/2006 H 335 - 35- 3535
Racel/Ethnicity (Edit)

State Race/Ethnicity: W White

Federal De=ignation: & White

Race(s}): White:

Hispanic/Latino: N:Mo

Race/Ethnicity Determination: 01:Parent ldentified
Birth Country

-
Date Entered US Diate Entered US School
[ [
Date Entered State School Birth Verification
H B: Birth Certificate w

Nickname

Office of Student Information, Planning and Assessment

Demaographics | Identiﬁﬁ| Households | Relationships] Enrollments | District Employmen

Mo Image Available

Updated 07/12/2013



3) To add a non-household relationship, click on “New Non-Household Relationship™.

Jaybird, Julie J
IGrade K #218349207 DOB:05/M15/2006 GenderF

Demographics | Identities | Households [ Relationships | Enrollments | District Employment | District Assignments | School
n Save Mew Men-Household Relationship 1

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Pertal Private;
Jaybird , James M Sibling v By 04232012 o ] [Cl O O el
Jaybird , Janie J F Sibling - %; nmmmzﬂ H D D D D
Jaybird , Jayette F Mother v By 04232012 o ] Cl ]
Jaybird , JC M Father v By 04232012 o ] Cl ]

4) A person Search box will appear. Enter the name of the non-household contact to be added to this student.
Click “Search”.

Jaybird, Julie J
|Grade:K #218349207 DOB:05M5/2006 GenderF
Dernngraph'us' Identities | Households | Relationships | Enrollments | District Emplnryrnent' District Assignments | School Choice | Cre

[ save |3y, New Non-Household Relationship

Relationships within the Jaybird *Primary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Pertal Private;
Jaybird , James M Sibling - |E£§if 04/23/2012 H H D D D D
Jaybird , Janie J F Sibling v [B¥ 04232012 H 3 D D D D
Jaybird , Jayette F Mother v B 04232012 T3 G| ] [
Jaybird , JC M Father v [B5 04232012 H H |:| |:|

on-Household Relationships .
Mame Gender Relationship Start Date [ flalle] -*_C_ ot
Campus

Person 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.

fLastlame  jaybird

First Name  jasper

Widdle Name

Birth Date B

Gender -

Search !

g

Create New Person
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5) If more than one person is listed with the same name, click on “Details” to view the information entered for
that person just as done earlier for a “Person Search” when adding people to the household (page 22).

When clicking on “Details”, a document with the person’s information will be seen. The phone numbers are the
best way to check to see if this is the person being searched. Check this information carefully before selecting the
person. Make sure this is the individual who goes in this household. If it is not the person being searched, close

the document and click on “Details” for other persons listed with the same name until the person being searched
is found.

Jaybird, Julie J
|Grade:K #218349207 DOB:05M5/2006 GenderF

Demographics | Identities | Households | Relationships | Enrollments | District Employment | District Assignments | School Choice | Cradentials | Owverride:
Save '3, Mew Non-Household Relationship

Relationships within the Jaybird =Primary Household Relationships
MName Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Private
Jaybird , James M Sibling S 040232012 T35

Jaybird , Janie J F Sibling

Jaybird , Jayette F
Jaybird , JC

Mother

M Father Person Search

Person Search
Search for a persen already tracked in Campus using the fields provided, reguired fields are in red. Select a

Non-H hold Relationships student from the list or click on Create New Person.
= z [ I\
Name Gender Relationship StartDate 8§« .4 pame Jaybird 'Detﬁ”sp Jaybird, Jasper M
PersoniD: 75921

First Name  jgsper

Middle Name

Birth Dat @ personSummaryReport.fop (application/pdf Object) - Mozilla Firefox = |[=] XS |

Gender | —

Searc| jcps.kllmo.us https://icjcpskl2.mo.us/campus/core/person/summary/personSummar

Person Summary Report

Person D 75521

Gandar: Ll Studsnt Numbsr:
Blrth Date:
Staff Number:

Contact Information:
or Phone:  (STIMAS-TETE Pager:
L Emal
Cell Phone: Prafarmed Languags:
Secondary Household:
Housahiold Phong:
Addresalss):

m

Non-Household Relationships

Race/Ethnicity Information

Person Comments: Contact Information Comments:
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6) Once the user is sure this is the person to be added as a non-household contact, click on the name.

Jaybird, Julie J
IGrade: K #218349207 DOB:05M5/2006 GenderF

Demaographics | Identities | Households | Relationships | Enrollments | District Emplnyment' District Assignments | School Choice | Cred
Save [, New Mon-Household Relationship

Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Private

Jaybird , James M Sibling = 04123/2012 75
Jaybird , Janie J F Sibling Infinite ::'_i_-

Jaybird , Jayette F Mother Campus

Jaybird , JC M Father Person 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 an Create New Person.

“LastName  jaybird Details f§ Jaybird, Jasper| M
PersonlD: 75921

First Name  jasper
Widdle Name

Birth Date 3

Gender -

7) After clicking on the name, the person listed will be seen in the background. Click on the red “X” to close the

person search box.

Jaybird, Julie J

|Grade:K #218349207 DOB:05/15/2006 GenderF

Demngraph'||3| Ident'll:'lﬁ| Hnusehnlrls| Relatinnships| EnrnllmeniE| District Empluvment| District Aﬁs'lgnmen13| 5|:hnn|CIm'H:e| Cri
Save |'J, New Nen-Household Relationship

Relationships within the Jaybird *Primary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Private
Jaybird , James M Sibling v B 04232012 5| 4 [ £ B e
Jaybird , Janie J F Sibling v B 04232012 5| 4 [ £ B e
Jaybird , Jayette F Mother v Br oezanoiz [T ] O O
Jaybird , JC M Father v By 04232012 75 | ] [

¢ Jaybird, Jasper Infinite =T:'/_ "
' Campus

Person Search
Person Search

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

“Last Name  jaybird Details Jaybird, Jasper M
PersoniD: 75821

FirstName  jagper
Middle Name
Birth Date E

Gender -
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8) Select the relationship of the non-household contact from the drop box and enter a “Start Date” (current
date). Also enter the emergency priority sequence number based on the order the emergency contacts are listed on
the Household Census Information. Click “Save”.

Jaybird, Julie J
(Grade'K #216349207 DOB:05M5/2006 GenderF

Demographics | Identities | Households | Relationships | Enrollments | District Employment | District Assignments | School
| _'. 3, New Hon-Household Relationship

ips within the Jaybird “Primary Household Relationships

Name Genger Relationship Start Date End Date Emergency Priority Guardian Mafing Portal Private
Jaybird, James M Siing v By ovszanoiz 5 F 0.
Jaybird , Janie J F Sitkng v By 042320127 o O [ [ O
Jaybird , Jayette F Mother v By oazazoz T ] ] & I
Jaybird, JC M Father v By oazaz012 9 W wl e

Hon-Household Relationships
Hame Gender Relationship Start Date End Date Emergency Priority Guardian Maing Portal Private

¢ Jaybird, Jasper Grandparent - @’ I:Im.‘.u'ZMEEI Et 1 _-j r r _]

9) Once the user “Saves” the non-household contact, select “New Non-Household Relationship” to add additional
non-household contacts. Repeat steps 3 — 8 above until all of the non-household contacts for this student have
been added.

Jaybird, Julie J
(Grade: K #213349207 DOB:05M52006 Gender:F
Demographics | Identities | Households | Relationships | Enrollments | District Employment | District Assignments | School{

ES&W E T ER I

Relationships within the Jaybird =Prima

“ susehold Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Private;
Jaybird , James M Sibling - @ 04/23/2012 E E l:‘ D l:‘ D
Jaybird , Janie J F Sibling v B 0423202 Tof G| ] ] O O
Jaybird , Jayette F Mother v By oszanznzTH G| ] ]
Jaybird , JC M Father ¥ [Br 04232012 T HGl ] ]

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

» Jaybird , Jasper M Grandparent v Br 04232012 T BE ] ]
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10) When all of the non-household contacts have been added, it will look similar to the example below:

Jaybird, Julie J
|Grade:K #218349207 DOB:05M5/2006 GenderF

H Save & Hew Mon-Household Relationship

Relationships within the Jaybird *Primary Household Relationships

Name Gender Relationship Start Date End Date
Jaybird , James M Sibling v & 04i23/2012 1|
Jaybird , Janie J F Sibling v & 04/23/2012 1|
Jaybird , Jayette F Mother v B 04z3cnz e
Jaybird , JC M Father v B 04/23/2012 g

[ [ [ [

Demngrapli.s] IderliitiEI Hnl.lsehnlllsl Rela‘l:innsh'lpsl Enmlmems| District Emplllvlnentl DistrictnssignmmsI School Ch

Emergency Pricrity Guardian Mailing Portal Private;

REOO

NHon-Household Relationships

Name Gender Relationship Start Date
o Jaybird , Jasper M Grandparent v & 04i23i2012 5|
» Jaybird, June F Grandparent v By 04232012 T
< Cardinal , Redbird M Friend/Neighbor v Ef 04i23i2012 1|

End Date:

Emergency Priority Guardian Mailing Portal Private;

(0 o
O O OO0
O O OO0

11) Once Non-Household relationships for the first student have been created in the household, you will need
proceed and do the same for each child in the household. You can select the next student from the left of the
screen under “Census Wizard — Existing Household”. Follow steps 2 — 9. Repeat these steps for each student.

Ind:ax | Search | Help |

Waybird, Julie J

Search for a: |Grade:K #218349207 DOB.05M5/2006 Gender.F

Demographics | Identities I Hi hold: I Relati
n Save & New Non-Household Relationship

Household -

Advanced Search ==

Il | District Emplmﬂnentl District Assignmenis| School Choi

Relationships within the Jaybird *Primary Household Relationships

Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Private]
Censue Wizard - Existing Househol || Jaybird , James M Siblin - 047232012 T -
Step 1: Start Over . ! . g @ j j D D D D
@, Jaybird Jaybird , Janie J F Sibling v By 04232012 T [ ] O [ e
Step 2. Edit Household Data Jaybird , Jayette F Mother - 044232012 5
Step 3 Edit Relationships o Er ] = 0O O
#) 100 Jaybird Lane , Jefferson City || J3¥bird,JC M Father v B 04232012 T [ C [

& Jaybird, Jayette

Enroll as student

7 Jaybird, IC
Enroll as student

Non-Household Relationships

Name ‘Gender Relationship

Start Date:

End Date

€3 Jaybird, Julie Jelena #218345207 [0 ¥ Jaybird , Jasper M Grandparent - @ u4,r23,r20123 H D D |:| |:|
) Jaybird, Janie Jean 4ee1520201 (11 || K Jaykird June - F Grandparent v B 04232012 | | O O OO
Enroll as student : ; ; ; - -
& a:?r,ﬁ;nl;;e Ebkdaco (06123 ¥ Cardinal, Redbird M FriendiNeighbor [ 0412372012 T3] | 0 B B e
Enroll as student @
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12) When all non-household relationships for each student in the household have been entered, view the
information entered for each student to make sure everything has been entered correctly. Click the “Search” tab.
Choose “Student” from the drop down box. Enter the student’s last name, comma, first name and click “Go”.
This will bring up the student to view. This will probably bring up the student’s “Demographic” tab but the
“Summary” tab needs to be viewed. Go to Index>Student Information>General. The user will now be able to
view the information entered for this student.

Jaybird, Julie J
(Grade:K #218349207 DOB.05M5/2006 GenderF
li{adHoc Reports | Waiver | _3A Plus OLD | Records Transfer | aMisc| IER911| 3LEP| L

LF-;QE v I Enroll ts I ﬁs:hedlle I ':I:';‘.ﬁ.ttel‘ﬂlill‘ﬂ:l! I Programs I [*4Grades I Transcript I |
@ Perzon Summary Report @ Perzon Summary Report wi Picture

Person Information

PersoniD
75020
Name Nickname
Jaykird,
Julie Jelena
Gender Race Ethnicity
F State Race/Ethnicity:  W:White Mo Image &vailable
Federal Designation: &:White
Race(s): White
Hispanic/Latino: H:No
RacelEthnicity 0l1:Farent
Determination: Identified
Birth Date (Age: 5)
05/15/2008
Student Number State ID
215345207
Person GUID
183441B2-DB10-4535B-25533-0302Z07TCEZFAS
Comments

- Modified by: Hoover, Valerie 041772012 12:54

Mailing Addresses

Primary Address 100 JRAYBIRD LAWE , JEFFERSON CITY MO 65109 Map

Household {573)859-1111

Phone

Address 100 JAYBIRD LAWE , JEFFERSCN CITY MO £510% Map

Name | Relationship | Enroliment (grade) | Phong(s) | Email

Jaybird, Sibling 11-12 Jefferson City High

James Scho (10)

Jaybird, Janie Sibling 11-12 Thomas Jefferson

J Middle (08}

Jaybird, Mother(guardizn) Whk:(573)659-99%9 rahrahhbirds@gmail com

Jayette
C. (573)999-6566

Jaybird, JC Father(guardian) Whk:(573)659-3050 jcjaybird@magcots.com
C. (573)789-1234

Jaybird, Julie Ssif 11-12 Thorpe Gordon

J Elementary (K)

Name | Relationship | Phoneis) | Email

Cardinal, Redbird Friend/MNeighbor

Jaybird, Jasper Grandparent Oth:(573)445-7878

Jaybird, June Grandparent C: (573)9599-5999

Place of Employment
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Misc Tab

1) After the household has been set up and non-household contacts entered for each student, to go to each student
in the household and enter necessary information in the “Misc” tab. Click “Misc” tab.

Jaybird, Julie J

Grade:K #218349207 DOB:05M5/2006 GenderF
.!!Adﬂncﬂnpnﬂsl “ﬂiuerl EﬁﬁJﬂuﬁ(HI)lHm:nntsTﬂmnﬂbr

| amisc |}

:Qﬁununanvl Enﬂﬂhnenh;lgﬂﬁkhgdukeliﬁiuiendannel Programs
ﬁ Perzon Summary Report ﬁ Perzon Summary Report wi Picture

ER911| DLEP| L

ades II?anﬁcﬁptI

G

Perzon Information

PersoniD:

75920

Mame MNickname
Jaybird,

Julie Jelena

Gender Race Ethnicity

Race(=z):
Hizpanic/Lating:
RacefEthnicity
Determination:

Birth Date (Age: 5)

05/15/2008

Student Number State ID

213343207

Perzon GUID

Comments

F State Race/Ethnicity:
Federal Designation:

H:White
a:ihite
HWhite
N:Ho

0l:Parent
Identified

122441B2-DR10-455B-AS58-050207CEZFAS

- Modified by: Hoover, Valerie 04/17/2012 12:54

Mo Image Available

Mailing Addrezszes
Primary Address
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2) There should be a completed “Technology Usage Agreement & Media Release” form for each student. This
information should be entered in the Misc tab.

a) Select the “Media Release” drop down box and choose the appropriate response reflected on the form. (The
choice will be either ““yes™ or “no™.)

b) Next select the “Tech Agreement” drop down box and choose the appropriate response reflected on the form.
(The choice will be either “yes” or ““no”.)

c) Click “Save”.

Jaybird, Julie J
Grade:K #218349207 DOB:05M5/2006 GenderF
::Qﬁumrnarvl Enrnlmenizl ﬁﬁcheﬂul&l 'ﬁ'ﬁtl:endam:el P‘rn-granEI (MG

|4 AdHoc RE[H:II"'EI Waiwerl A PIusDLDI Re:nrdsTransFerI —aMisc | 3

Delete Al

Misc

- Form

] v
Legal Age Parent Release Elementary 55

v ]
special Permission WS SumSch

v ]
Miltary Opt Out Student Council
Coun=selor =l Counselor
- -
sending School
-
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3) If this is a High School student who has a completed an “Option to Withhold Student Directory
Information” form, check the FERPA checkbox.

If this is a High School student who has completed the “Military Recruitment Release of Student Information”
form, check the Military Opt Out box.

4) Click “Save”.

Jaybird, James  nickname: JJ
iGrade: 10 #ITH661859 DOB:06/23MM995 Gender:M

:_;QSumrnarvI Enrnlrneniz' ﬁﬂcheﬂul&l 'ﬁ'ﬂtl:endancel Prngrams' [
4 AdHoc Reports I Waiver I 3 A Plus OLD I Records Transfer I —aMisc | 3

" Delete Al
FEITST .-W

Tech Agreement
w
FERPA Bulkying Prevention Form
v
Legal Age Parent Release Elementary 55
v [l
Special Permission WS SumSch
v [l
Miltary Opt Cut Student Council
[
Counselor Sl Counselor
w w
sending School
w
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