Households are created in Infinite
Campus to link students, parents/

: i guardians and addresses for import into
Quick Reference Guide: Special Education forms. Households are

= defined as the group of adults a student
Creatin
'g resides with —and students may have

HOllSBhOIdS multiple households. Households define

location and relationships. Follow the

This guide will explain the basic

steps below to successfully create
process for creating households.

households.

Topics covered in this Quick

Reference Guide include:
Steps for Creating Households:
e Enrolling Students

e Adding Adults 1. Enrolling Students

» Adding Addresses e Students must be enrolled before they can be added to
o (Census Wizard households.
. Adding Adults

e Use the Census/Add Person tool to add adults.

e (Contact Information
e Non-Household
Relationships

N

: : 3. Adding Addresses
e Adding/Removing
Household Members e Use the Census/Add Address tool to add addresses for
e Splitting households. Addresses may be mailing, physical or both.
Households/Students with 4. Assembling Households
two Households

e The Census Wizard tool is used to combine students,
adults and addresses into households.
I 5. Contact Information
e Contact information may be added to individual household
members if the IEP team wishes to include this
information in their Special Education forms.
6. Non-Household Relationships
e Adults not residing in the student's household may be
associated with the student.
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STEP 1 — Enrolling Students

Use the Student Locator or the File Upload

method to enroll the student in the correct

Grade and Calendar.

Aldean, Jason
Grade:05 #2 DOB:07/22/2001 GenderM

| fpehavior |

| [dadHoc Reports | Records Transfer |

(&) Print Enroliment History | ] New
Enroliment Editor

Edit | Grade Type: Calendar Start Date

-_—_usumlnarv‘ Enrollments | g’sduedulq ':[l:'Attendantel Programs | @Grad5| Transcript | Credit Summary

End Date

05 P 11-12 Cascade School 2
Start Stetus: 02 Continved enrollment same school, no interruption
End Status:

08/31/2011

[ES 0z F T0-T1 Cascade School TEI2572010
Start Status: 02 Continved enrollment same school, no interruption

End Status:_100 End of yesr, returning to same school next year

TE0Z2011

B 03 P 09-10 Cascade Scheol 09/02/2009
Start Status: 02 Continued enrollment same school, no interruption

End Status:_100 End of yesr, returning to same school next year

06/03/2010

0z P 08-09 Cascade Elem School
Start Status: 02 Continued enrollment same school, no interruption
End Ststus: 100 End of yesr, returning to sams school next year

08/21/2008

05/29/2009

] P 07-0& Cascade School
Start Status: 02 Continued enrollment same school, no interruption
End Status: 100 End of year, returning to same school next year

08/23/2007

05/30/2008

S P Cascade 5chool(158)
Start Status: 01 First time receiving educational services
End Status: 100 End of year, returning to same school next year

08/24/2008

08/0142007

Index | Search | Help

7] System Administrator
=1 (§) Student Information
() General
G Health
1 [ Special Ed
3 student Locator
| Jj Reports
® £3 Instruction
=B, Census
17 People
€7 Housenolds
%) Addresses

Add Household
7 Add Address.
7 Staff Locator
2 Census Wizard
= O Toois
# [ Reports
# i Behavior
G Heatih
# L% Attendance
# @l Scheduling
#[& Grading & Standards
=1 i Ad Hoc Reporting
7 Fiter Designer
[ pata Export
#l (] User Communication

) System Administration

® [ JFRAM
# ] Messenger
=) ] MT State Reporting
[* T Data Upload
[ T Extracts
[¥ Account Settings
[ Access Log
@ campus Community
(8] Log Off

Person Search

Person Search

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

Details €3 Aldean, Jason 2 M
PersoniD: 338

*LastName [ajdean 07/22/2001
First Name

Hiddle Name

Birth Date A

Gender v

Create New Person | I}

\
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Step 2 — Adding Adults

Use the Add Person tool in the Census
module to add adults that live in the
student's household(s).

From the Index, expand Census and click Add
Person.

Enter the person's last name and click Search.

If the person does not already exist, click
Create New Person.
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New Person

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

-
Last Name “First Name Middle Name Suffix
Aldean Mom b
Gender Birth Date Soc Sec Number
Female + 3 i

Enter Last Name, First Name and Gender.
Race/Ethnicity
Is the individual Hispanic/Latino?

CliCk Save. Is the individual from one or more of the thess races?
(check all that apply)
] American indian or Alaska Native
. . [ asian
Repeat for all adults associated with the Clsiack or Atrican Amercan

[ Native Hawaiian or Other Pacific lslander

student's household(s).

NOTE: Do not create students using the Add
Person tool — use the Student Locator.

STEP 3 — Add Address
Use the Add Address tool in the Census module to add an address for the student's household.

From the Index, expand Census and click Add Address.

Enter only the House/P.O. number. Click Search.

If no match exists, click Add New Address.

Address Search
Search for s address snsedy tracked in Campus using the fieics provided, requined fieids ane in red. Select an adcreas from the lat or chck on Create Mew Address.

HouseP.0. 8 5p0y yre—
Strees hame

Sirees Tag

apn

Cey

Home Prone

)
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Address Creation

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 Information 2
P.O.  MNumber Prefix Street Tag Direction  Apt
Bg o0 | [nortn  |[main |[street  [[west  [[ass |
City State Zip County Location Code
| o —
Lattude Longitude Tract Block

[ 5. \ | | |
Comments
District L3

-
A~

L] | >

Save

Complete the Address
Information fields as
applicable.

Click Save.

Note: For a P.O. Box, check
P.O. Box, enter Number, City,
State and Zip.

Address Information 2

P.O.  MNumber Prefix Street Tag Direction  Apt
Box s || I I | I |
City State Zip County Location Code
|Sumewhere ||r.|T | | 4 | |
Latitude L itud Tract Block
| [E S
C
District 3
v

LS

< | >

STEP 4 — Census Wizard

Use the Census Wizard Tool
in the Census module to
assemble the household.

From the Index, expand
Census and click Census
Wizard.

Stew 1 - Ansemible New or Select Hous

..... e ¥ yeu o 1 atroet yeu en L -

\
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Under Person Search, enter the student's
Last Name.

Index | Search | Help
Search for a Step 1- Assemble New or Select Household
Household v

Advanced Search =

This wizard will walk you through the process of creating a new household or editing an existing household. Start by searching for a household, peop
e To Edit a household, simply click on the Household name in the search results.
 To Assemble a new household, select people and/or addresses in the search resufts.
If you enter a first and last name, you can create and link in a new person into the household. If you enter a house number and strest you can create 3|

Click Search (under Person/ Address
Search).

Census Wizard Search Results: 3
Person Search

People not in Households Last Hame.

Aldean
First Name

Student Number

Birth Date

Gender -
Niddle Name

Suffix v

Address Search
House/P.0. Number

Strest Name
Apt Number
City

Household Search
Household Name

Home/Other Phone: y
(I b

&

Assembling a New Household

W @ New Household

¥ €D Aidean, Jason #2 [07/22/200
¥ Adean, Dad

W Adean, Wom

Continue - Step 2 »

J[_clear Household

Search Clear Search Fields

Click the student's name from the Census
Wizard Search Results.

If the parent/guardian's name(s) also
appear in the Search Results, click their
name(s) to add them to the household.

If the parent/guardian's name(s) are
different than the student, enter their last

Enter the House/P.O. Number under
Address Search.

Click Search (under Person/Address
Search).

Click the Address from the Census Wizard
Search Results.

If the student has more than one address,
repeat the search and add the second
address to the household.

Search for a:
Household v

Advanced Search >
Census Wizard Search Resulls: 4
People not in Households
Detais¥D Aidean, Jason #2 [07/22/2
petaie B Aigean, Dag
petaisf Aldean, Mom

Addresses not in Households
3 1000 North Main Strest West #34

name.

Click Search and add them to the
household.

Index | Search | Help

Step 1 - Assemble New or Select Household
This wizard vill walk you through the process of creating a new household or editing an existing household. Start by searching for a household, pe}
« ToEdita household, simply click on the Household name in the search results.
« To Assemble a new household, select people andior addresses in the search resuts.
It you enter a first and last name, you can create and link in a new person into the household. If you enter a house number and street you can creat

Person Search
Last Name

Assembling a New Household

Aldean ¥ @ New Household
First Name ¥ € 1000 North Main Street West, Somewhere #345
Student Number ¥ € Audean, Jason ¥2 [07/22/2001]
Birth Date ¥ B Aldean, Dad
_— = w8 Aldean, Wom
Middle Name
Suffic v
Address Search
House/P.0. Number 000
Street Name
Apt Number
city Continus —Step2» ][ Clear Housshold

Household Search
Household Name:

Home/Other Phone q i i b

Search Clear Search Fields

Azzembling a New Household

* @, New Household

* €8 Aldean, Jason #2 [0722/2001]
* £ Aldean, Dad \//
» i Aldean, Mom \/’//

< %) 1000 Morth Main Street West, SUT}WEFE #345—"&72

[ Continue - Step 2 »

][ Clear Household

Achievement
in Montana
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Verify that the following are in the
household box:

e Student
e Parent/guardian(s), and;
e Address(es)

Click Continue — Step 2.
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Census Wizard - Edit Household Membership

Step 2: Editing Household Data
Edit the attributez commen to the household and edit details specific to each person and address.

Enter Household Phone Number.

Household

Houzehold Name (Override) Household Phone Number Private

Enter Start Date for the Address (406 S8 1212 0
and click Mailing (if applicable).

Household Locations

Address Start End Private Secondary Mailing
1000 Morth Main Street West #345, Somewhere MT 55555 | gaynq/2011 3 ll O O

For multiple addresses, click Mailing

Household Members

and Secondary for a P.O. Box and

Name Birthdate Gender Start End Private Secondary
nothing for the physical address. Aldean dason - GrizazooT M EE = O O
Aldean, Mom F 3 3 D D
Aldean, Dad M s E D D

[ Save & Continue - Step 3 »

Household Locations

Address Start End Private Secondary Mailing
1000 Morth Main Street West #345, Somewhere MT 55555 | gainq2011 E H D D D
P.0. Box 1, Somewhere MT 55555 D&12011 E H D

Census Wizard - Edit Household Membership

Step 2: Editing Household Data
Edit the attributes commen to the household and edit details specific to each perzon and address.
Household
Household Name (Override) Household Phone Number Private
() O
Enter Start dates for all
Household Locations Household Members
Address Start End Private Secondary Mailing
1000 North Main Street West #345, Somewhere MT 55555 |gain1/2011 3 3 D D D
P.0. Box 1, Somewhere MT 55555 080112011 7] = O Click Save & Continue — Step 3.
Household Members
Name Birthdate Gender Start End Private  Secondary
Aldean, Jason 07/22/2001 ] 08/01/2011 3 3 D D
Aldean, Mom F 08/01/2011 3 3 D D
Aldean, Dad ] 08/01/2011 3 3 D D
[ Save & Continue - Step 3 »

August 2011

.l (A_chie\‘emlml
"l - in Montana

e b Ktruction Creating Households

Denive uneau, STate Supsrisengent




Census Wizard - Edit Relationships

Step 3 - Edit Relationships of Household Members
Edit the relationships between the family members.

Find the line that says Relationships to

Relationships to Aldean, Dad

Name Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Student.
Aldean, Jason 0712212001 M [ Fatner |2 [oam1z011 5] =] I O O
Aldean, Mom F ‘ vl@ | E‘ EII:| O O O O ]

Complete Relationship, Start Date and
mark Guardian, Mailing and Portal as

Relationships to Aldean, Jason

Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
appropriate. . M [rther ¥ |Er [osn12011 [T iz I o O
Aldean, Mom F | Motner ~|Br [oz01i2011 [T =] | O
Click Save & Done. Relationships to Aldean, Mom
Name Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
o , Aldean, bac woo vlEr | ac] m Jo 0o oo O
NOTE: Only complete this information Aldean, Jason 071222001 M ijotner v By [ozonzon [ I O O

for the student. Do not attempt to
complete this information for adult

household members.

STEP 5 — Contact Information
(Optional)

Index | Search ‘ Help | Aldean, Dad
X Gender:M
Search for a:

: - — — Districts may choose to enter contact
Oemographics | 1dentities | Househokls| Relationships | Enrollments| District Employment | O . .
[ save ¥ Dekete & Person Summary Report (=) Demographics Data |nf0rmat|on for adult household

Person Information

Advanced Search > PersonD 934 members, including contact phone

*Last Name *First Name Widdle Name Suffix

Search Results: 3 |F\|E|Eﬂ|1 ‘ |Dﬂd | | | | v| and/or ema||.

ﬁ Aldean, Dad *Gender Birth Date Soc Sec Number

% ;::ea“'f‘aﬂ“ 2oz _ I:I_“I Mo Image Available .

ean, Hom Race/Ethnicity (Ed) Click the Search tab. Search for a: All

State Race/Ethnicity:
Federal Designation No Data People. Enter the person's last name
Race(s):
Hispanic/Latino No Data and click Go.
Race/Ethnicity Determination:

Click the name of the person under
Search Results.

Personal Contact Information

Other Phone Private Work Phone
0 0

Cell Phone Private Pager

Scroll down to the Personal Contact T ¢ W0 KO

. . Email
Information section and enter phone

|Dad@gmail.cum | O
number(s) and/or email. |P;*:f"J:”U§'E‘::I?j 7]
Comments
Click Save.
Mezzenger Preferences
Contact Reason High Priority ~ Attendance Behavior General Teacher
Email: a F] O "1 a
\ August 2011
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STEP 6 — Non Household
Relationships (Optional)

Click the Search tab. Search for a: All
People. Enter the student's last name
and click Go.

Click the student's name from Search
Results. The Demographics tab
should be the first tab visible (if not,
return to the Index, expand Census
and click People).

Index Search | Help

Search for a:
All People w
aldean

Advanced Search =»

Search Results: 3

ﬂ Aldean, Dad

] sidean, Jason #2 [07/22/2001]
ﬁ Aldean, Mom

Aldean, Jason
Grade:05 #2 DOB:.07/22/2001 Gender:M
Demographics | Identities |

| Relati ips |
Save X Delete Person Summary Report &) Demographics Data

Person Information

PerzoniD 838

“Last Name First Name Middle Name Suffix
Aldean Jason v
Gender Birth Date (Age: 10) Soc Sec Number

Male &

07/22/2001 75|
Race/Ethnicity (Edit)
State Race/Ethnicity:

Federal Designation: &:\White:
Race(s): White
Hizpanic/Latino: N:Mo

Race/Ethnicity Determination:

ts | District Employment |
I I

Mo Image Available

Aldean, Jason
Grade:05 #2 DOB.07/22/2001 Gender.M
Delnngrapll'us‘ [dentitiﬁ‘ |

Save |3, New Non-Household Relationship

- lnﬂn;rar_ﬁ?’ﬁ
Name = Campus
Aldean ,Dad M

Person Search

Aldean , Mom F Person Search

student from the list or click on Create New Person.
Last Name

District

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

District

Freud

Non-Household R
Name Gender Relati
First Name:

Middle Name

Birth Date ]

Gender v

Mo Person matches found.

Create New Person

If the person already exists, click the

name to add them to the student.

If the person does not exist, click
Create New Person.

Enter Last Name, First Name and
Gender. Click Save.

Montana
Office of Public Instruction

Denive uneau, STate Supsrisengent

.l (A_chie\‘emlml
"l - in Montana

Click the Relationships tab.

Click New Non-Household
Relationship.

Enter the person's last name and click
Search.

Aldean ,Dad M

Aldean , Mom F

Aldean, Jason
Grade:05 #2 DOB:07/22/2001 Gender:M
Demagraphics | Identities | | R

District Employ District

Save _%New Non-Household Relationship

Person Creation

Fill put the form to create a new Person in Campus. Click =ave to create the person, afterwards, they will

appear in the list below.

jon-Househo

Name Gender Relati

~
Last Name First Name Widdle Name Suffix
Freud Sigmund .
“Gender Birth Date Sec Sec Number
Wale v =] Hon
RaceiEthnicity
Is the individual Hispanic/Latino?
~

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

["] American Indian or Alaska Native
[asian
[ Black or African American

[ native Hawaian or Other Pacific slander -

Save,

| Credentials

August 2011
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Aldean, Jason
Grade:05 #2 DOB:07/22i2001 Gender:M

D grap Identities Relationships | Enrollments | District Employ District Assi |
[ savd :anurre A7
ampus i
Hame A From the New Person screen, click the
Aldean| Person Creation 0
Aldean :;;\pu:;rﬂ:"et;lrwsiubzlr:\ilea new Perzen in Campus. Click save to create the person, afterwards, they will 0 pe rson's name to add them to the
Details  §] Freud, Sigmund [0 student's record.

m PersoniD: 936

Nan| Portal IMef
¥ Fre| Oogd H

Click the X to close the screen and

return to the Relationships tab.

Select Relationship, enter Start

Date and check Guardian,
Mailing and Portal, if

appropriate.

Click Save.

Aldean, Jason

Grade:05 #2 DOB.07/2212001 GenderM
Demagraphics | Identities | | Relati ips | 1l District
[ Save |3, New Non-Household Relationship

ploy District Assi Credentials |

Name Gender Relationship Start Date End Date

Index | Search Help

m System Administrator
] @ Student Information
+ a Instruction
+ % Census
+ 4 Behavior
g Health
+] -:Il:— Attendance
| @l Scheduling
+| [#% Grading & Standards
+ Ad Hoc Reporting
+ User Communication
= ﬁ System Administration
# () Asseszment
+ (] Attendance
H ] Auditing
# (O] Behavior
+ (] Calendar

= (] Census

E Relationship Type
# (] Custom
+ (] Data Defining Tools

Emergency Priority Guardian Mailing Portal Messenger Private|
Aldean Dad M | B = FE | O O OO O
Aldean , Mom F ‘ v || ] FE| | O O OO0 i
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private

¥ Freud, Sigmund Counselor v‘@ ‘UB;'UUZU‘H m‘ m‘ | [F] i (a O

Eﬂelatinnship Type |

=] save ¥ Delete ] New

Relationship Type Editor

Name Guardian . .

Emergency Contact ~ To add Relationships, return to

Father

Father-n-iaw the Index. Expand System

Granddaughter

Srandtainer . Administration and Census.

Detail Information Click Relationship Type.

*Name Guardian

Counselor [F]

Click New. Type the Name and
click Save.

.

Achievement
«" = | in Montana ‘
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Index Search | Help

Search for a:
Houzehold w

Judd

Advanced Search ==

Search Results: 2

@;,I Judd (2 members

#) 987 Dak St, Somewhere

A% Judd, Mom

!!] Judd, Wynonna #57 [05M0/2
@_j Judd (2 members
&7 Judd, Dad

€3 Judd, vynonna #57 [05/10/2

o123 Wazhington Ave , Somewhere

A slight variation occurs when

the student lives with one

parent, but has visitation with

another parent, in another
town.

On the second step of the
Census Wizard, mark the
student Secondary under

Household Members — this is

the student's secondary
household (this is not their
primary residence).

Students may live between

more than one household
(parents divorced, student in
foster care, etc).

These students need two

households created.

The two households are created
following the instructions above.

Step 2: Editing Household Data

Edi the attributes commen to the household and edit details specific to each perzon and address.

Census Wizard - Edit Household Membership

Household
Household Mame (Override) Househeld Phone Number Private
(208 |lzss L1212 O

Household Locations

Address Start End Private Secondary Mailing

123 Washington Ave , Anywhere MT 55555 D&/01/2011 3 3 D D D

Household Members

Name Birthdate Gender  Start End Private ~ Secondary
[Judd, Wynonna 05102005 F 08/01/2011 8] ] @

Judd, Dad ] 0&01/2011 E H D D

[ Save & Continue - Step 3 » ]

Index @ Search | Help Household
Search for a:
hold Info | Add | Memb

Household hd n % -

Save Delete
aldean =

Advanced Search == Name Phone Number Frivate
ceg
Search Results: 1 (408 555 19876 O
Comments
@ Househald (2 m s
¥ P.0O.Box 1, Semewhere

%) 1000 North Main Street West #2345, Somewt _ Modified by: v, System 08/19/2011 09:51
€3 ~idean, Jason #2 [07/22/2001]

£ sdean, Dag
ﬂ Aldean, Grandma
ﬂ Aldean, Mom

\

Achievement Mantana
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Adding/Removing Household
Members

Household members should never
be deleted — unless they were
added in error.

Click the Search tab. Search for a:
Household.

Click Go.
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Household InFnl Mdrﬁsﬁl Members |
[E save ¥ Delete |3, Find New Member

Click the Members tab. PP ——————
Name Start Date End Date Secondary| Private
. Aldean, Dad
Click the name of the member Aldean, Grandma
Aldean, Jason 080172011
to remove from the household. Aldean, Mom 02/01/2011

Enter an End Date and click

Save.
Household Member Detail
Name
Aldean, Grandma
Start Date End Date
nand2oi1 e naMge20 Ta
Secondary Private
] O
“You are about to end the household membership for Grandma Aldean in this household. What would you
Aldean, like to do with the household relationships.
Aldean
When prompted, choose the
@Keeu the refationships. approprlate action.
(ou can manually end or delete these relationzhips later. )
w O End the relationships by adding an end date. C|ICk Ok.
Start Da
08/01/3
Second O Delete the relationships.
D (Warning: thiz will leave no historical record of these relationships.)
Carey Household
Splitting Households Phone: (406)555-1212

Household Infnl Mdml Members |
[ save ¥ Delete |3, Find New Member

If a student's household separates

Household Member Editor

into two distinct households, create
Carey, Dad 08/01/2011

a new household for the exiting Carey, Mariah 0810172011
Carey, Mom 08/01/2011

parent.

First, exit the leaving parent from
the household following the

instructions above.

Household Member Detail

Name

The End Date should be at least EEH T
Start Date End Date

yesterday for two separate

. Second Privats
households to appear in the Search IZTDH o g”
Results.
\ August 2011
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Carey Household
Phone: [406)555-1212

Household Info

B Infinite -~
Cai

Carey, “You are about to end the heusehold membership for Dad Carey in this household. What would you like to do
Carey, with the household relatienships.

When prompted, choose Keep

@ Keep the relationships.

("ou can manually end or delete these relationships later. ) the relatlonshlps.
Na.mez— (O End the relationships by adding an end date. CIICk Ok
Carey, 08192011 73] .
Start Dg
0810144
Second O Delete the relationships
F (Warning: this will leave no historical record of these relationships.)

Search for a:

Houzehold W

carsy

Advanced Search =»

Search Rezults: 2
Follow the instructions above to

create a second household for @y carey (2 members
the student ';‘n‘-‘ 557 1=t S5t West, Somewheres

eﬁ Carey, Mom

X Carey, Mariah #1535 [10/02
The student will have two @ !

separate households. @y carey (2 membe
#) 432 W Anderson Ave , Somewhere
@ﬂ Carey, Dad

f.!l Carey, Mariah #15 [
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