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Census Clean-Up

This article will assist users with cleaning up their Census Data.

Opening the Report | Report Settings | Household Filters | Correcting Household Members |
Correcting Household Addresses

The Data Validation Report can be used to identify the following:

¢ Students without any contacts/guardians
e Students with non-household guardians

o Students with multiple addresses associated to their household

To Open the Report

Navigation: Menu > Reporting > Data Validation > Data Validation Report
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Report Settings

e Under the Data Validation Group choose Census Household Clean-Up located in the State Owned Section.

Data Validation Group * €—
Census Household Cl.. v ]

State Owned

Census Household Cleanup ¢

e Choose Local Dataset - Data generated according to the calendar chosen
e Choose Generate Now
¢ Choose the FormatType
o Choosing CSV will allow you to open the file in a spreadsheet program.
NOTE: To run the report at a later date, you may choose the batch options.
e Choose Generate

Data Validation Report v Reporting > Data Validation > Data Validation Report
Cleanup Instructions:
From within Infinite Campus, it is to search for a household and copy/paste the student number in the search box. From the Related Tools menu on the right side of the
screen, click on Household Members to search/add non-household members into the student's household. This will preserve the relationships and any of the for guardian,
mailing, portal, messenger. Tip: The report includes the personiD of the contact so if multiple peaple exist with the same first and last name, use the personlD to select the correct person.
For households that have multiple addresses, click on Household Addresses to remove, the invalid ). Invalid can then be deleted from Infinite Campus.

IMPORTANT! If changes to contacts/guardians are made to a household for one student, this change will also automatically update the household makeup for the other students/siblings
in the household.
Report Data Source

O Local Dataset €——
() State Dataset

Output Options -
Report Processing Format Type

O Generate Now «—— ) HTML

() Submit to Batch Queue OcsV —

Batch Queue List -
Start Date End Date

MM/DDYYYY B | MM/DD/YYY B3|

Report Title Queued Time 4 Status

No records available.

Mo« ‘ v > 0-0of 0items

Using the Report to Identify Households for Census Clean-Up

Open the exported file in Excel. Before you begin the clean-up, filter Column C (Calendar) to the calendar and school you wish to
clean up.
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To Identify Households with No Guardians

e Filter Column E (Primary Households) using a TEXT filter.

e Choose Does not contain and add "- G"

Grade [.|Primary Households w|Secondas

Custom Autofilter ? *

Show rows where:
Primary Households

- does not contain v |-G |V .J
O and O or |
! Use 7 to represent any single character 1
Use * to represent any series of characters ‘
To Identify Students Without Non-Household Relationships
e Filter Column G (Non-Household Relationships) using a TEXT filter.
e Choose Equals and leave the field blank.
Non-Household Relationships =
K Custom Autofilter ? X
Show rows where:
E_ Mon-Household Relationships |
|\ equals ~ |l [~ athe
| © and O or [
n > <tha\
E Use 7 to represent any single character | =7 C
| Use *to represent any series of characters |
To Identify Students With Non-Household Guardians
e Filter Column G (Non-Household Relationships) using a TEXT filter.
e Choose Contains and add "- G"
Non-Household Relationships ,,_7|
|< Custom Autofilter ? *
E Show rows where:
" Mon-Household Relationships |
[\ contains ~| |-G il athe
' O and O or .
p . <tha
E Use 7 to represent any single character rez 0
| Use * to represent any series of characters |

To Identify Students With More Than One Address

Page 3



Filter Column H (Number of Addresses) using a Number Filter.

If the number of addresses > 2, these are students that likely have more than 1 address.

If the number of addresses = 2, these may be students with a physical address and a P.0. Box, but these could also be
duplicate addresses.

If the number of addresses is NULL, these are students with no address.

Number of Addresses El

;l Sort Smallest to Largest
El Sort Largest to Smallest
Sort by Color >
Mumber Eilters >
‘ Search
-] (Select All)
1
2
¥4
| Cancel

Correcting the Households in NCSIS

For households that need to be changed, use the Household search.

To Add a Member to the Household

e Copy the student number in the search field.

Search

Type

Household v

Search * )
‘ 75654 Q

Search for Household records

o Select the household by clicking on the household name.

e Choose Household members from the related tools
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e Click Find a New Member
e Enter the information to search for the contact

e (lick on the contact name.

Household Members ¢

ID: 284 Phone:

ﬂ Find New Member Infinite
- Campus
Fousshold Member Editor

Zerwas, Travis T 0612412013
Person Search

from the list or click on Create New Person.

X

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

*Last Name clary
First Name
Middle Name
Birth Date 3]
Sex v

Clark, ANGELA
PersoniD: 50695

PersoniD: 297
Details  f Clark, Derrick
PersoniD: 45182

Details glClark, Eric
‘PelsonlD 38550
Details giClark, Galen
PersoniD: 45185
Details g@Clark, Janiffa 671
PersoniD: 45184
Details 7 Clark, Kathy
PersoniD: 50430

672

Details @@Clark, Daniel J 040220033

02/03/1981
06/08/2003

1212412007

R

Create New Person

o Add a Start Date.

o (Click Save.

Household Members ¢

ID: 284 Phone:

Census

Households > Household Members

Related Tools v |

Add Household
Census Wizard
Household Information
Household Addresses
Household Fees

Household Food Service
Deposit

Household Members

Household Payments

Household Member Editor
Name | Start Date | End Date | Secondary | Private
Zerwas, Travis T 06/24/2013

Household Member Detail

Name

Clark, Domino

Start Date ‘/ End Date
Secondary Private

&) a

Correct Addresses
e Choose Household Addresses.
e Choose Find New Address.

e Search for the address.
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o Click on the found address.

Household Addresses t¢
ID: 284 Phone:

Census > Households > Household Addresses

| Related Tools v
Y Find New adaress S N Add Household
Household Location Editor Campus
4869 Main SUNE 0612412013 LS Census Wizard
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. Household Information
HousePO.# [ |
Street Name Household Addresses
Street Tag
Lo Household Fees
City
Household Phone
C T X Household Food Service
Legal Descrption

Deposit
Search

Household Members

Household Payments

New Address

¢ Add a start date and check the type of address.

Household Addresses ¥

ID: 284 Phone:

Delete n Find New Address

Household Location Editor

Address | Start Date | End Date | Mailing | Secondary| Private | Physical
4869 Main St NE 06/24/2013 X

Household Location Detail

Address

123 Main

*Start Date 4/ End Date
I =

W Secondary Private Physical
(i O

8] 0

Modifying Households
Update Household Address

Adding Staff

The following article walks users through adding a staff member, updating the demographics, adding district assignments, and
user accounts as necessary.

Before adding a new staff member, ensure you have the following information:
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e Full legal name

e Date of birth

e Gender

e Race/Ethnicity

e Start date

¢ Position/Role

e Staff email address

e Phone number

Staff Locator Wizard | Staff Demographics | Staff District Assignments | Staff User
Management | Adding Staff Tango

Staff Locator Wizard

Navigation: Census > Staff > Staff Locator Wizard

For more information regarding the tool, view the Staff Locator | Infinite Campus (https://kb.infinitecampus.com/help/staff-locator) article.
e Enter the required information, which includes the staff member's Last Name, First Name, Gender, and Date of Birth.

o (lick Search.

Staff Locator Wizard ¥

Search for a staff already tracked in Campus using the fields provided. A minimum amount of data must be entered in order fo search.
To search, you must enter the staff member's Siaff State ID, or full legal Last Name, First Name, and Gender. Hover the cursor over eal

LastName [Doe | | Name SiaffState D | Gender| Birth Date %

First Name | Jane

Gender

Birth Date

MiddeName | |

SSN# |
———

|

Create New District Staff >

° If a match is found, click on the Staff member’s name.

Page 7


http://ncdepartmentofpublicinstruction.knowledgeowl.com/#StaffLocatorWizard
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#StaffDemographics
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#StaffDistrictAssignments
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#StaffUserManagement
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#AddingStaffTango
https://kb.infinitecampus.com/help/staff-locator
https://kb.infinitecampus.com/help/staff-locator

Staff Locator Wizard v

Stalf Locator

Search for a staff already tracked in Campus using the fields provided. A minimum amount of data must be entered in order to search
To search. you must enfer the staff member's Staff State ID, or full legal Last Name, First Name, and Gender. Hover the cursor over ea

Last Mame | Allen ] = = = =

First Mame ‘ Karen ‘ % Allen, Karen 125607 F 04/25/1958 100

Gender Female ~ Allen, Carina F 0419/2012 50

Birth Date 04/25/1958 |75 Allen, Corinne 240518 F 051111968 50
F

50

e —
SSN# I
S E—

| Create New District Staff —>

Existing person record matching staff member.

° If a match is not found, click Create New District Staff.

Last Name | Doe Name Slaff Stale ID | Gender‘ Birth Date %
First Name | Jane Diaz, Juana F 5
Gender

Bith Date  [01/01/1970 |75
wviddeName | |
SSH # T
B —

‘ Create New District Staff —=

Create new district staff.

Each person should only appear once in Infinite Campus. If a staff member was previously a student, use that
existing record and update their role to staff. Likewise, if the person already exists as a parent or emergency
contact, select that record and update it to staff instead of creating a new entry.

e Enter the required information for Race/Ethnicity. If the Race/Ethnicity fields are not displayed, click Edit to expand the
section.

o Select 02: Self Identified from the Race/Ethnicity Determination dropdown menu.
¢ In the Employment Information section, enter the employment start date.
e Follow your PSU procedures for including other fields in this section.

e (lick Save.
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Staff Locator Wizard 1t

New Staff
Create a new staff in Infinite Campus District
Fill out the form and click save to create a new staff.
Information
*Last Name *First Name Middle Name S

[Doe | lgane | ] [+

FSEX Pronouns

EBirth Date
01/011970 |75
Race/Ethnicity
*Is the individual Hispanic/Latino?

]

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

[_] american Indian or Alaska Native

[ asian

[ Black or African American

[ Wative Hawaiian or Other Pacific Islander
White
*Race Ethnici

W. While w
Race/Ethnicity Determination
Primary Home Language

| Select a Value v

Start Date End Date
08/18/2025 o ol
Teaching Start Year Teaching ‘ears Modifier

License Number FTE Percent {whole number 0-100)

Senioril Education

Staff Demographics

Once the Staff Locator Wizard updates have been saved, the Demographics tool displays. The staff member must be assigned an

NC Staff ID if one is not displayed in the Staff State ID field. Follow the steps below to assign a NC Staff ID and update the staff
members personal contact information.

¢ Navigate to the Person Identifiers section.

e Click on Assign NC Staff ID.
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Person Identifiers

Local Student Number | |

Student State 1D ( ] || Assign e stusert 10|

Local Staff Number | |

Staff State ID | | Assign NC Staff ID |
Person GUID | C1ATCEFA-F521-4009-9AB0-B359F 3087436 |
Portal Username Mo Active Portal Account

e Ensure the Last Name, First Name, Gender, Birth Date and Race/Ethnicity is filled in.

e Click Search.

- . -

o —_——— —

7 infinite L7 x

_| Campus

Staff NC DPI Lookup

It Search for a siaff already tracked in NC DPI using the fields provided. A minimum amount of data must be
entered in order to search. To search, you must enter the staff's full legal Last Name, First Name. and Birth Date.

] Hover the cursor over each matching person to see additional informafion. Select a person from the list.

ifi

el

= Last Name

m Doe Name State ID | Gender| BirthDate | % |

= First Name Jane

el

4 s

g BidhDate  |guo1/1970 [
A wesename [
Suffix

i I

all Race/Ethnicity

1 Is the individual
Hispanic/l atino?

o

| [_] American Indian or
Alaska Nafive

1 [ asian
[ Black or African
American
I native Hawaiian or

5 Other Pacific Islander
e

=

<]

a

o Select the correct record with the matching Staff UID.

o Copy the Staff State ID and paste in the Local Staff Number field.

Person Identifiers

Local Student Number | |

Student State ID [ | | assign e stugent 10
Local Staff Number | 126378 |

Staff State ID [p3a | @

Person GUID 6B3B13EA-8C4B-480F-AOF3-464BCF14AF IF

Portal Username Mo Active Portal Account

Page 10



e (lick Save.

e Enter the staff member's work email address in the first email field. Check the boxes for messenger preferences per PSU
guidelines.

e Add the staff member's work phone number in the work phone field. Check the boxes for messenger preferences per PSU
guidelines.

e Add personal phone numbers or emails as needed. (Optional)

e (lick Save.

Personal phone and email numbers should be marked as private so personal staff information will not be
displayed in the student or parent portal. Checking private allows the contact information to be used for
calling/messenger systems.

Personal Contact Information

Messenger Preferences Contact Reasons

Delivery Behavior Food
mctlnfomaﬁon Private Device Emergency Attendance Messenger Staff General Service Priority Teacher
Email:|jane_dne@schunl.mz.nc.us | (] Email 0 O 0 ] ] ]
secondary
Email :| jane_doe@mymail. com | Email O O O O O O O
Cell Phone: Voice 0O 0 0 O 0O O O O
(555 |[555 |Is566 ¥ | Text 0O 0 O O
Other Phone: Voice O 0O O O
(555 |)(555 ({5874 ¥ | Text 0O 0 O O
Work Phone: Voice O 0 O O 0O O ] O
(555 |[555 H1gg9 [x | (] Text 0 O O O O O W O
Pager:

C N K O

Preferred Language
| en_Us: US English v

Staff District Assignments

Navigation: Census > Staff > District Assignments

A district assignment determines a staff member's access to the school in areas of the SIS that are not controlled by tool rights.
For more information about the district assignment tool, view the District Assignments | Infinite Campus
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(https://Kb.infinitecampus.com/help/district-assignments/) article.
e Click New.

District Assignments ¢
Allen, Karen [Z]  staff #: 125607 DOB: 04/25/1958

Assignments

=) & Lincoln School
| l.# Teacher - (01/01/1901-)
=/ Coolidge High Schoal

# Teacher - (01/01/1901-)

¢ The calendar context determines the school in the school dropdown menu. Ensure the school assignment is correct.
o Enter a start date for the assignment. This date cannot be a date before the staff's employment start date.
o Select the staff member's Title from the title dropdown menu. Titles are determined by the PSU.

o The Teacher checkbox (highlighted in yellow) must be checked for the staff member to show in the Section Staff History
teacher drop-down.

o Follow your PSU procedures for including other fields in this section such as SchoolNet and Amplify roles.

e Click Save.

Employment Assignment Information

*School Department

| Monroe High School | |ELa |

*Start Date End Date Title

[omnamzons | p=4] [ =) | Teacher x|v|

Type FTE of Assignment ‘Assignment Code

| r] .

Amplify Role K-3 TS Admin Role

| RTAT RTATeacher + | | v

SchoolNet Role: SchoolNet Additional Roles

|1:Teacher v | | Select Values |

Teacher Special Ed Program  Behavior Health Behavior Response Response to
O 0 Admin =] Approver Intervention

O ]

Advisor Supervisor Counselor Foodservice Exclude Behavior Self Service Approver FRAM Processor
0 0 0 O feteral @) 0
Activity Activity
Staff Preapproval
0 0
Primary District Assignment
0

External LMS Exclude

a

Exclude

]

The new district assignment will display in the staff's assignments.

District Assignments ¢
- Allen, Karen [2}  staff #: 125607 DOB: 04/25/1958

Assignments

& Monree High School
# Teacher - (08/18/2025-)

=} Lincoln School

# Teacher - (01/01/1901-)
= Coolidge High School
o Teacher - (01/0111901-)
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Staff User Management

Navigation: User Management > User Account Administration > User Account

Staff members who need access to the SIS, must have a user account with the appropriate tool rights and calendar rights. For
more information about user management, visit User Account | Infinite Campus (https://kb.infinitecampus.com/help/user-account) article.

e (Click New to create a new user account.

Do not assign tool rights or calendar rights to a staff member's Parent Portal account or former student account.

o [f the staff member's role is primarily a teacher, set the Homepage to Campus Instruction.

User Credentials Authentication Information

Homepage Authentication Type Authentication Options

H Gampus Instruction v \] [ sAML: NCEdGIoud v () Exclude from Multi-Factor Authentication and New Device Notifications
() Time-Based Multi-Factor Authentication

Username *

Account Expiration Date

‘ month/day/year E‘

() Disable Account

o For other staff members, set the Homepage to Campus Tools.

User Account Information

User Credentials Authentication Information

Homepage icati Type Authentication Oplions

[\ Campus Tools v || [ samL: NGEdCIoud v () Exclude from Mukti-Factor Authentication and New Device Notifications
("] Time-Based Multi-Factor Authentication

Username *
Account Expiration Date

‘ month/day/year ﬁ‘

(Z) Disable Account

e Select SAML: NCEdCloud as the Authentication Type.

o Enter the staff member's NC Staff UID as the username.

e Generate or enter a generic password. Users will log in using SSO via NCEdCloud so the password entered here will not

impact the user's ability to log in to NCEdCloud.
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User Account Detail New User

User Account Information

User Credentials
Homepage Authentication Type
[ Campus Tools v ] [ SAML: NCEdCloud v
Username *
[ 123456789 ]
Password * Verify Password *
@ Verify Password is required

Password S|l'el\g||| 100%

Generate Password l [ O show Password

¢ Navigate to the user group section.

o Search for the needed User Group and select to add the necessary user group(s) under Current Group Membership.

User Groups —
Search and Add User Groups 1 Current Group Membership +
[Lreecred x> 7]
Campus Learning (Teachers) - No records available. “

I HS Teacher

SPED Teachers
Teachers (ES/MS)

Teachers HS (Training)

User Groups —

‘Search and Add User Groups T Current Group Membership 1

I Teacher ] [ I

Campus Learning (Teachers) HS Teacher

| SPED Teachers |

Teachers (ES/MS)

Teachers HS (Training)

o Search for the needed Calendar Group and select to add the necessary user group(s) under Current Group Membership.
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User Groups

Search and Add User Groups 1

(o JrIv (7]

HS Teacher

Current Group Membership 1

OMES

OMHS

OMMS

OMVES

User Groups

Search and Add User Groups 1 Current Group Membership

oM

> |l [d
OMCMS -

OMHS -
OMES HS Teacher
OMMS
OMVES - 10

e Click Save.

Each user will need calendar rights and tool rights user groups assigned to access the correct data in the correct
calendar.

AVAS

% Ad d i I'I g Staff Ta I‘I g 0 (https://app.tango.us/app/workflow/Add-Staff-in-Infinite-Campus-

12f6dba71efc450a934d3aa98da1c137)
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