Adding/Changing Addresses

Adding an Address

e 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”
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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.

Add Address
Address Search
Search for an address already tracked in Campus u=sing the fields provided, required fig

House/P.O. # Address

IStreet Name  jay Bird I
TEEL 180

Apt#
City
Home Phone ) u x
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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.

Add Address

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

House/PO. # Address

Street Name a3y Birg 1234 Jaybird Ln Jefferson City 65109
Street Tag
Apt #

City

Home Phone [

Quick Tools
Always a Click Away

Roll over the tools menu across the
site to access quick, handy tools,
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Type in the address that has been given to you and click Find.

[
=44 | ook Up a ZIP Code™

Look up ZIP Codes™ by street address, city, and state. Or,
find all ZIP Codes™ within a city and state.

“ou can also enter a street address and ZIP Code™ to get a
standardized version of the address.

* indicates either a city and state OR street address and ZIP
Code™ combination are reguired
Enter only Englizh in all fields

*Street Address

315 East Dunklin Street

Apt I Suite / Other

*City

*State

Jefferson City

MO - Missouri -

*ZIP Code™

65101|

Go to full-page version »
More lookup options &

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.

[
< d Look Up a ZIP Code™

You entered:

315 EAST DUNKLIN STREET
JEFFERSON CIMTY MO 83101

Here’s the full address, using standard abbreviations and
formatting...

315 E DUMKLIM ST

JEFFERS0OM CITY MO 65101-3128

More lookup options g
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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.

Add Address

Address Search

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

House/P.O. # Address

1234 Jaybird Ln Jefferson City 85109

Strest Name  jaybird
Street Tag

Apt#

City

Home Phone | )

1234 Jaybird Ln Map this address

Jefferson City, MO 65109
Address Info | Households I Schools I Overrides |

& save ¥ Delete

P.O. Box MNumber Pref Street Tag Direction  Apt

[ hzas Jayhbird Ln

City State Zip County Location Code
Jefferson City MO 631048 - Cole -

Latitude R Longitude R Tract Block
Comments

District

026006 Jefferson City Public Schools -
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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.

1234 Jaybird Ln Map thiz address

Jefferson City, MO 65109

Address Info I Households I Schools I Overrides I

Address Information

P.O. Box MNumber Prefo Street Direction  Apt
= 1234 Jay Bird
City State County Location Code
Jefferson City Mo 651048 - Cole -
Latitude Longitude Tract Block
Comments
District
026006 Jefferzon City Public Schools

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

Add Address

Address Search

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

House/P.O. #

Address
Street Name  jay Bird 1234 lay Bird Ln Jefferson City 85109
Street Tag
Apt#
City

Home Phone [
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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.

Address Search
Search for an address already tracked in Campug using the fields provided, reguired fields are in red. Select an

IH ouse/P.O. # gayg I Address
Street Name

Street Tag
Apt#
City

Home Phone [

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.

Add Address

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

House/P.O. # gayg Address
Street Name 3y Birg

StreetTag |

Apt#

City

Home Phone ¢ ) | x
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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.

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

Address Creation

Address Information

P.O. Box MNumber Prefix Street Tag Direction  Apt
] 9875 Jay Bird Ln
City State Zip County Location Code
Jefferson City Mo 65108 - Cole -
Latitude Longitude Tract Block
Comments
District
025006:Jefferson City Public Schools -

- g 4 ) P ol i ain

Save

make any changes. If everything is correct, click save.

If there is still information that needs to be entered, Infinite Campus takes you to this screen to

QR76 Jay Bird Ln Map this address
Jefferson City, MO 65109

Address Infnl I-Inusehnl:lsl Schnnlsl Chﬂ!rridEI

Address Information

P.O. Box MNumber Prefo Street Tag Direction
[l 9278 Jay Bird Ln
City State Zip County
Jefferzon City MO 651040 - Cole -
Latitude Longitude Tract
Comments
Diistrict
026006 Jefferson City Public Schools -

Apt

Location Code

Block

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

e Change an address for a household if a family moves.

e 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.

Jaybird, Jasper
244358418 DOB:09/07M997 Gender:M
Districtnssignmnisl Schn-nlchninel Creden‘l:ialsl ClverrilEI SFea;l

3, New Household Membership

Jaybird Household *Primary
Household Membership

Denmgraplim| Illentitiﬁl I-Inllsehulll5l Hgla‘tinrtsliprsl Enrnlrnerllsl District Emplmﬂnerltl

| Start Date | End Date | Secondary

| Private

Edit ornezmaz

Household Phone & Address(es)

| Start Date

| End Date

Phone
Address

I:I:I:}I:I:I: CCCC

1234 Jay Bird Ln, Jefferson City, MO 65109 Map ez

Members

MName Relationzhip | Enrollment (grade} | Phone(s)

| Email

Jaybird , Mom Mother

2. Next, click on the “Addresses” Tab
Jaybird Household

Phone: (555 8
I-Inusellemhersl ‘ Feas I

& save 3 Delets

Household Information

MName Phone Mumber Private
laybird { 555 }555 - 5555 x [l
Comments

3. Click on the “Find New Address” button

Jaybird Household
Phone: (555)555-5555
Household Info IHEI'I'I':IIEPSI ‘FEEI

(3, Find New Address
nousenom Locaton Editor
Address | Start Date

Secondary | Private

| Mailing

| End Date

orHe20z2 X

1234 Jay Bird Ln
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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.

ESSE S TTeETIiTEreET = b 0

N Add Address f

Address Search

Search for an address already tracked in Campus using the fields provided, required fields are in red. Select
j i ate Mew Address.

House/PO. # gayg 1 I Address -
9875 Jay Bird Ln Jefferson Cily 65109 L.

Street Tag

Apt#

City

Home Phone ] - x

Search 2

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

Jaybird Household
Phone: (b55)556-5565
Household InFnl Addresses | Hembersl $ Fees |

[ save ¥ Delete |3, Find New Address
Addrezss Start Date | End Date | Mailing | Secondary | Private
1234 Jay Bird Ln 07162012 X

Household Location Detail

*Start Date End Date

EIT.-'1IE.I‘2EI123 H

Mailing Secondary Private

[

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

Warning! This will end date the current primary address and create a new one. Ifyou are trying to enter a mailing address only, it

must be marked Secondary. Continue?

[ OK ]l Cancel l

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. Asyou can see below, the 1234 Jay Bird Ln address has been end-dated, and the 9876 Jay Bird Ln
address has been added.

Jaybird Household

Phone: (655)555-5555
I-lnusehnllllnfnl ﬁ.dlll Hemhersl ‘FEEI
'3, Find New Address

Household Location Editor

Address | Start Date | End Date | Mailing | Secondary | Private
5876 Jay Bird Ln 0THe2mz X
1234 Jay Bird Ln 07i0s2mz 0752012 X

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.

Graduation | Athletics | [AdHoc Letters | Waiver | sMisc| 3ER911| 3LEP| _sServices| [fReport Comments |
C-_,qummarﬂ Enroll | ﬂ’ hedul | 'r.i'ntlendance| Flags| @‘Grades] Transcrim| Credit Summarv] Assessmen

[ Save ¥ Delete =) Print Enroliment History ] New _] New Enrollment History

Enrollment Editor

Edit | Grade Type (Calendar Start Date End Date
1 05 P 13 @North Elementary School 0811572013 -
[E] 04 P 12-13 North Elementary School 08/16/2012 05/21/2013 ﬂ
£ 03 P 1112 North Elementary School 08/18/2011 05/21/2012
Ef 02 P 10-11 North Elementary School 08/17/2010 058/27/20M <
= General Enrollment Information
Calendar Schedule (read only} *Grade Class Rank Exclude
13-14 North Elementary School Main 05 ]|
*Start Date Mo Show End Date End Action *Senice Type
08/15/2013 EI (] E] - P: Primary -
*Start Status End Status
R101: Remained: Advanced - -
Transfer To District Transfer To School
Start Comments End Comments

= Future Enrollment

Mext Calendar Next Schedule Structure MNext Grade
= State Reporting Fields

State Exclude  Homeless HomeSchooled — Migrant Indicator

(| MH = NM: NOT MIGRANT -
Immigrant Gifted/Talented Title1 Title3
NIM: Not Immigrant » NIz Not Identified - [71  NE: Mot Eligible -
Percent Enrolled{Out Of 100) Part Time Student A+ Student Section 504 MO Option Prog  8th Tech Lit
100 (] M: Mo - ] ] x

Residing District Residing School *Residing County

- Callaway(14) -

*First Date In District Attending District Attending School
08/18/2008 E] -
*State Aid Res 2 Hrs In Session Regular Hours Attended Regular Hours Absent Remedial Hours
R1: Resident | - 0.0000 0.0000 0.0000 0.0000
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