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Adding/Changing Addresses 

Adding an Address 
• Add an address if the address has been thoroughly searched for, but it is not found in Infinite Campus. 
1. Under Index, click “Add Address” 

 
2. Infinite Campus will prompt you to search for the address, even if you have already done so.  Go ahead 

and search just to make sure you are not creating a duplicate address.  It is important to search using 
different criteria and possibly different spellings. 

a. Example 1: Search for 1234 Jay Bird Ln.   In the search criteria fields, type in the street name to 
see if we can find it.  Sometimes, using less criteria to find an address yields more results than 
entering the exact information.  This is helpful in case something has been entered incorrectly 
into Infinite Campus.  Click Search. 
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Below, you can see that this address is already in Infinite Campus.  The word “Jaybird” is spelled 
out as one word rather than two, like we searched for it.  You will need to determine which is 
the correct way.  You should not create a duplicate address just because the word is formatted 
differently. 
 

 
To determine proper address format, visit www.usps.com and click on “Look Up a ZIP Code” 

 
 
 
 
 

http://www.usps.com/


Page 3 of 10 Office of Student Information, Planning and Assessment Revised 10/3/13 

Type in the address that has been given to you and click Find. 

 
The website will then give you the appropriate address format with standard abbreviations.  
NOTE – you do not have to include the full nine-digit zip code in campus.  The five-digit zip code 
will suffice. 
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If the address in Infinite Campus is the address you want to use, simply click on the address and 
it will take you to another editing window.  If you need to change the way the address is 
formatted, you may do so in this window. 
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If the street field really should be “Jay Bird” instead of “Jaybird,” you can make that change in 
this window.  Click Save. 

 
b. Example 2: Search for 9876 Jay Bird Ln.  In the search criteria fields, type “Jay Bird” in the Street 

Name field and click Search. 
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As you can see, the only address that comes up with Jay Bird Ln is not the correct one.  We will 
try to search by some other criteria now. 

 
This search yielded no results.   
You should also try to search for the address several other ways just to ensure that you will not 
create a duplicate address. 
Once you have exhausted all search criteria, and you still have not found the address, click on 
“New Address” in the bottom right-hand corner of the page. 
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This will take you to a screen where you can enter more detail about the address.  Once you 
have entered all address information, including County and District, click save at the bottom. 

 
If there is still information that needs to be entered, Infinite Campus takes you to this screen to 
make any changes.  If everything is correct, click save. 

 
This address is now a part of Infinite Campus and can be added to a household. 
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Changing a Household’s Address 
• Change an address for a household if a family moves. 
• NEVER delete an address from a household.  We need to keep address history for each student, so it is 

important that addresses are END DATED, rather than deleted. 
1. To change an address for a student and the student’s household, search for the student.  Once you have 

found the student, click on the “Households” tab, and then click on the blue phone number. 

 
2. Next, click on the “Addresses” Tab 

 
3. Click on the “Find New Address” button 
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4. Search for the new address.  Once you find the address, click on it and it will automatically take you to 
the next screen.  NOTE – if the address is not already in Infinite Campus, you will need to follow the 
steps at the beginning of this documentation to add an address. 

 
5. Make sure you enter a start date and that the “Mailing” box is checked. 

 
6. Click Save.  
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7. Once you click Save, you will receive the following warning: 

 
8. Click OK.  The warning is just telling you that Infinite Campus is going to end-date the previous address 

and make the new address active. 
9. As you can see below, the 1234 Jay Bird Ln address has been end-dated, and the 9876 Jay Bird Ln 

address has been added. 

 
10. On the student’s “Enrollment” tab, there is a field for “Residing County”.  This field needs to accurately 

denote which county the student’s primary address is in.  Double check the “Residing County” field to 
make sure that the county entered in that field is still accurate.  Make changes as necessary. 
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