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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. 

 

 



Page 2 of 40 Office of Student Information, Planning and Assessment Updated 07/12/2013 

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. 
 

 
 

   
  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) 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. 
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4) The “New Person” screen will appear.  Click on the name.  
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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”. 
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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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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”. 
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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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9)  The “New Person” screen will appear.  Click on the name.  
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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”. 

 

 

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. 
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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”. 
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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”.  
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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.) 
 
     c) 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.  

 

 

 

 

6) On the Address tab, click on “Find New Address”. 
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7) This will bring up the “Add Address” box.  Enter the address and click on “Search”. 

 

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

 

The address has been added to the “Address” tab.  Now proceed to the “Members” tab. 
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b) Enter the address, click search. If the “Address” box to the left is empty, click on “New Address”. 
 

 

This will go  to the “Address Creation” box.  Enter the address, county, and district and click “Save”. 
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This will go to the “Household Location Detail” box.  Enter the “Start Date” and click “Save”. 

 

 

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

 

 
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”. 
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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. 
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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. 
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13) Once the person being searched for is found, click on their name. 

 

 

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”. 
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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. 
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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”. 

 

 

 

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”. 
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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.) 

 

 

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

 

 

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). 

c) 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. 
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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: 
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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”. 

 

 

2)  This will go to that student’s Demographic tab.  Click “Relationships” tab. 
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3) To add a non-household relationship, click on “New Non-Household Relationship”. 

 
 

 

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

 

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.   
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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”. 

 

 

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. 
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10) When all of the non-household contacts have been added, it will look similar to the example below: 

 

 

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. 
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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. 
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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. 
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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”. 
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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”. 
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