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Registrar (District Edition)

BIE, KY, ME, MT and SD customers should use the processes described on the Hands-On Lab- 
.Registrar (State Edition Linked) page

This learning plan is designed for district staff in charge of entering and maintaining student and household
(family) data.

Adding Students, Parents and Other People
Addresses
Household Creation

Using the Census Wizard
Using Add Household and Related Tools

Household Maintenance
Person Data Maintenance
Relevant Reports

Since people learn differently, a variety of resources have been identified and collected to choose from. These resources
include:

Hands-on simulations
Links to Product Information/documentation
Self-paced video tutorials
Forums in the Campus Community for further discussion

Adding Students, Parents and Other People

Workflow/Skill Try It 
(Simulation)

Read It 
(Documentation)

See It 
(Video Tutorial)

Add a person

Give a student an enrollment  

Upload a photo    

Enter demographic & contact information    

Addresses

http://community.infinitecampus.com/kb/display/DOC/Registrar+%28State+Edition+linked%29
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/01/STO.04.04.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/01/STO.04.04.01_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Add+Person
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/census_addingpeople/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/01/STO.03.04.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/01/STO.03.04.01_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Enrollments+%28Census%29
http://media.infinitecampus.com/public/learn/iccs/STO/08/03/03/STO.08.03.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/08/03/03/STO.08.03.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/04/STO.04.04.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/04/STO.04.04.04_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Addresses
https://community.infinitecampus.com/forums/forumdisplay.php?8-Census
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1.  

2.  

In some districts, addresses are imported and maintained in the database with file imports from a
third-party system or provider and these workflows are not used. Contact your district's Campus
administrator for further clarification.

Create a new address

 (school boundaries/attendance areas)Add school to address

Correct an address

End date household on an address

Add new household to an address

Household Creation

There are two ways to create a household in Census:

The Census Wizard tool can be used once all the people in a household have been added and their
address exists in Campus.
Alternatively, the Add Household tool may be used to create the household, which then can be
connected to an address and have members associated with it.

Using the Census Wizard

 using Census WizardAssemble New Household

Using Add Household and Related Tools

Create new household

Attach new address to household

Add new member to households

Create new relationships between people

Household Maintenance

Once a household is created, the following processes should be used to update the information to reflect
changes in family status.

Change household name  

Change household phone number  

Attach new address to household

http://media.infinitecampus.com/public/learn/iccs/STO/04/02/03/STO.04.02.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/03/STO.04.02.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/01/STO.04.02.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/01/STO.04.02.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/02/STO.04.02.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/02/STO.04.02.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/09/STO.04.03.09_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/09/STO.04.03.09_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/03/STO.04.03.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/03/STO.04.03.03_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Census+Wizard
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/census_wizard/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/08/STO.04.03.08_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/08/STO.04.03.08_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Add+Household
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Addresses+%28Households%29
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Members
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/01/STO.04.05.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/01/STO.04.05.01_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Relationships
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/06/STO.04.03.06_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/06/STO.04.03.06_0000/page0.htm
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/changinghouseholdnameand_orphone/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/07/STO.04.03.07_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/07/STO.04.03.07_0000/page0.htm
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/changinghouseholdnameand_orphone/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/04/STO.04.03.04_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Addresses+%28Households%29
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/changehouseholdaddress/engage.html
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End date existing household address  

Add new member to a household  

End household membership for a person

Person Data Maintenance

Changing contact information and preferences

Create new identity

End household membership  

Add person to a new household  

Create new relationships between people  

Edit a current relationship  

Relevant Reports

The following reports have been identified as potentially relevant and used by registrars.

 find students assigned the same student IDDuplicate ID's

 find duplicate students or students with same/similar names.Duplicate Students Search

- find current students without a future enrollmentEnrollment Loss

- show students by state-defined enrollment statusEnrollment Status

- student totals by gender and raceEnrollment Summary

Student File Labels

Student Folder Labels

Address Changes in a given date range

Addresses for actively enrolled students

Birth dates of enrolled students

(Census Verification Report)Verify quality of individual student data

Mailing labels

http://media.infinitecampus.com/public/learn/iccs/STO/04/03/10/STO.04.03.10_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/10/STO.04.03.10_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Addresses+%28Households%29
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Members
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/11/STO.04.03.11_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/11/STO.04.03.11_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Households+%28People%29
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/modifyingcensus_%20endinghouseholdmembershipandchangingidentities/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/02/STO.04.04.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/02/STO.04.04.02_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Demographics
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/modifyingcensus_%20changinghomephoneandcontactinformation/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/03/STO.04.04.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/04/03/STO.04.04.03_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Identities
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/modifyingcensus_%20endinghouseholdmembershipandchangingidentities/engage.html
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/11/STO.04.03.11_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/11/STO.04.03.11_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Members
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/02/STO.04.03.02_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Members
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/01/STO.04.05.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/01/STO.04.05.01_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Relationships
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/02/STO.04.05.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/05/02/STO.04.05.02_0000/page0.htm
http://community.infinitecampus.com/kb/display/DOC/Relationships
http://community.infinitecampus.com/kb/display/DOC/Reports+%28Census%29
http://media.infinitecampus.com/public/videos/training/selfpaced/03-Census/CensusReports/engage.html
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/02/SYO.03.03.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/02/SYO.03.03.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/04/SYO.03.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/04/SYO.03.03.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/01/SYO.03.03.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/03/01/SYO.03.03.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/06/02/STO.04.06.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/06/02/STO.04.06.02_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/06/01/STO.04.06.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/06/01/STO.04.06.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/08/04/04/STO.08.04.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/08/04/04/STO.08.04.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/08/04/03/STO.08.04.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/08/04/03/STO.08.04.03_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/13/STO.04.03.13_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/03/13/STO.04.03.13_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/06/STO.03.04.06_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/06/STO.03.04.06_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/07/STO.03.04.07_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/03/04/07/STO.03.04.07_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/05/01/SYO.03.05.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/SYO/03/05/01/SYO.03.05.01_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/04/STO.04.02.04_0000/page0.htm
http://media.infinitecampus.com/public/learn/iccs/STO/04/02/04/STO.04.02.04_0000/page0.htm


Product Information - Registrar (District Edition)

 
6

Feedback Survey

http://survey.infinitecampus.com/index.php?sid=83674&83674X473X2287=RDE

