INFINITE CAMPUS
My Data Documentation

My Demographics

PATH: Census > My Data > My Demographics

The My Data Demographics tab allows staff members to request updates to demographic data -
name changes, correct birth dates, etc. Users can view and manage their information and submit
a change request to update the existing information. Requests will be reviewed by the System
Administrator and approved or denied as needed.

Please note that the name on your social security card is your legal name. Your name in
Infinite Campus must match your social security card. If you have recently married or
changed your name, you must have your social security card updated first and then provide a
copy to Human Resources and/or Payroll in order to update your demographic records.

My D graphi 5| My Assi sl My ploy | HvCredentials‘ My Hunsehuld;’ﬂddressl My Requests
| ] Request Demographic Update

Person Information

Ei Read Only (Create an update request to change data)
PersoniD 68489

First Name Widdle Mame Suffix
Arlens J. D
Gendsr Birth Date (Age: [} Soc Sec Number

Female [ xoddioooc X006 | xx | 0o
Race/Ethnicity (Edit)

State Race/Ethnicity:

Federal Designation: Ne Data

Mo Image Available

Raceis):
Hispanic/Latine: N:Mo
Race/Ethnictty Determination:

Birth Country

US: United States of America D
Date Entered US Date Entered US Scheol

Birth Verification
Nickname
Birth Place:

2310: United States [+]
Previous StudentlD

Local Student Number [[] Generate Humber
Student State ID
Local Staff Number XXXXXX
Staff State ID

ST ABCDEFGHIJKLMNOP1234567890

Other Phone Private WWork Phone Private
i l H P O (708 [(812 L7800 h116 O
Cell Phone Pager

(705 302 Lo Fl { ) | ] |
Email

fowleraj@troup.org D

..................
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Requesting Demographic Modifications for a Correction

=

4.

5.

Select the Request Demographic Update icon. A new Demographics screen will appear.
Enter a Brief Description for this modification. This is not a required field, but entering a
description helps to organize requests when viewing them on the My Request tab and when
System Administrators determine the approval or denial action.

Select the Update Type for this request. If adding or correcting information, select the first
radio button - I am adding or correcting my information. If your legal name has changed,
select the second radio button - My legal name has changed. Be sure to send a copy of your
new social security card with the legal name change to the Central Office.

Enter the modified information. First Name, Last Name, and Gender are the only required
fields.

Click the Save Request icon when finished.

An entry will be added to the My Requests tab, noting changes were requested on a particular
date. A system administrator will review the changes and accept or deny as necessary. A
message indicating a request has been approved or denied is sent via the Process Inbox. The user
may select this link and the My Requests tab will display.

T
My Demographics | My Assignments | My Employment | My Credentials | My Household [ Addreas | My Requests

| ] Fequest Demagraphic Update
Ferzon information

0|
ﬂ Eead Only (Crests an update request 1o change data)

PargenD 1

Last Name Frst Name Hide Name SUTine
Adminizirater] 5}!’!1EI"11 w
Gander Hirth Dat= Soc Sec Humber

Wale W

Mo Image svailable
Racel/Ethnicity (Edi)

Siate RaceEtnnictty:

Federal Designation: Ne Data

Rarcs(g):

HEpaniciLatno: lo Data

Rac=Ethnichy Determination:
Birth Country

w

oe 2: My Data L orap. Rei L ¢
HvDElmnraph'lr_r.| anssianmnr5| HvEmplormell:| Hfl:redelt‘lals| My holdf Addi My ‘f-ll
E Save Request

Brief Description Last Name Change Siatus:

*Updaie Typa

I@Ism adding or correcting nmy nformation. I
(_ Ny legal name haz changad.

Person Information

FersonDl 1
“Lazi Hame =Frst Hame Middle MName Suffoe
Adminigtrator! || Syzteml ™3
=Gendsr Birth Date Soc Sec Number
Male [ | Mo [maga Availabla
Race/Ethnigity (Edit)
State RaceEmnnicy:
Federal Dez gnation: No Data
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My Household Address

PATH: Census > My Data > My Household/Address

Modifications to the Household/Address tab relate to modifications to address and phone number
information. Address information is referred to as Location information. Historical address

information will not be listed, only current addresses.

[ Request U pdate

=) 1 Wain 5t
- £nytown, BN 55118
C. £44 ancthar eddrses:
It nage 1: .1'~ : { I_;"!." 1 !-.'-‘\'.-'l-'-!'.-‘l:'f--':__]..lT-':‘-I E55

My Demcg raphh:sl Hy Assignments | My Employment My I:rndantlikl My Houschold/ Address | My Reguests |

Review your housshold information below. IF any information is incorrect or you are moving from an address, select thal address and oick on F
Update abeve. IFyou ollaingd a new address in addition 1o those isied, seect "add anciher address™ and click Request U pdale.

Users can request a new household/address when moving to ensure the school's information is
accurate or modify an existing address if the information is incorrect. In Census, a person can
have more than one address (e.g., a P.O Box address for mailing and a street address for location
information). Because of this, all existing current addresses will be listed for the household on

this tab.

When requesting an update to an address, there are two sections that may be modified:

My Demographics | My Assignments | My Employment | My Credentials | My Household/Address | My Reguests |
] Reguest Undate [gl] Submi Reguest

Update above. IF you obtained a new address n sddiion io thoss fsled, select “"Add anciber address” snd cick Aequest Upd ste.
@ TMan St -

@ Anytown, N 55115 HEra

Add another addregs

O

Review your housshold information beiow. i any information is ncorrect or you are moving from an address, select that address and cick on Regquesi

Addrees - Hew Record Request

Statue:

Household: Sempla HH
Waing Frone Humiss
[ (. ®
Address Detail |Address(D: 260044
P.O. Box Hurber Prafec  Shest Tag Dirchon. Al
] 1 Wi st
Cly Stale Ziv Courty
Amgtawn un 55116
2: My Household/ Address Edfc

Household - This is the indication that this address receives mailings and also contains the

household phone number.
Address Detail - This is the display of the address fields.
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There are two reasons an address should be changed - the address or household information is
incorrect or the person has moved. Requesting address update information requires the selection
of one of these options.

My O hics | My A wts | My Employment | My Credentials | My Household/ Address | My Requests
_] Request Updatz |5 Submit Request

Review your heusehed informedion balow. If any informedion & nesmest or you are maving from an address, salack that address and cick on Requast
Updaie above H you obfained a new adoress in addition i thos= Bi=d, s=lect *2dd another address” and dick Reguest Updei=

Address - Hew Record Request

TE40 4510 Ave N -
New Hope, MN 554264551 E_-
(GE54ET 1160

3725 Main 51 ME
Minncapoks, WH 55421-3754 Peass indicaie which type of changs you are makng 1o your sddress
[t e =

123 Campus Wy N
Amy iy, MN 55555

S5 AR n -
B 1 1am changing my sddress becauas | moved

(1 Add another sddreas Effectve Dabe: | 0482010 [TH]

» lamcerracling my addrees information becaues Liz ncormect

Requesting a Household/Address Update due to a Move

1.

SR

~

10.

Select the radio button next to the address from which the user is moving in the Household

Information editor.

Select the Request Update icon. An Address - New Record Request editor will appear.

Enter a Brief Description for this request.

Modify the information in the Household section as needed.

Modify the information in the Address Detail section as needed.

Select the Submit Request Icon when finished. A Request Update window will display,

asking the user to select why the address is being modified.

Select the I am changing my address because I moved option.

Enter an Effective Date for the new address. This indicates when the person will be living at

the new location. The prior address will be ended the day before the entered date.

Click the OK button on the Request Update window. If there are similar addresses in

Campus, an Address Search screen window will appear.

e |If the new address is in the list, select it and click Select Address.

e If the new address is not listed, click Continue and a request will be submitted with the
information entered.

Review the address in the Search Results. If it is correct, select the Select Address button. If

it is incorrect, click the Continue button.
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If the address cannot be validated, a message will appear, explaining why the address could not
be validated. When this occurs, click the OK button. The address request cannot be completed
until a system administrator adds the desired address to the database.

A request is then submitted and an entry will be added to the My Requests tab, noting changes
were requested on a particular date. A system administrator will review the changes and accept
or deny as necessary. A message indicating a request has been approved or denied is sent via the
Process Inbox. The user may select this link to view the request on the My Requests tab.

Requesting a Household/Address Update due to Incorrect Information

1. Select the appropriate radio button next to the desired address for which to request an update

in the Household Information editor.

Select the Request Update icon. An Address - New Record Request editor will appear.

Enter a Brief Description for this request.

Modify the information in the Household section as needed.

Modify the information in the Address Detail section as needed.

Select the Submit Request Icon when finished. A Request Update window will display,

asking the user to select why the address is being modified.

Select the 1 am correcting my address information because it is incorrect option.

8. Click the OK button on the Request Update window. If the address is included in the national
database of addresses, the request will be accepted.

oUW

~

If the address cannot be validated, a message will appear, explaining why the address could not
be validated. When this occurs, click the OK button. The address request cannot be completed.
The system administrator will have to add/correct the address in Infinite Campus before the
address is recognized by the national database of addresses.

Adding a New Address

1. Select the Add another address radio button from the Household Information editor. A
warning message will appear, indicating the total number of addresses the user currently has.
(See Image 4).

My Demegraphics | My A My My ks | My hold/Addrecs | My Requests
_] R=guest Updale:

Revew your househokd nformation belowr. If any informabion & ncorrect or you are mewing from an address, select thal address and click on Aequest
Updeie above. H you obinined a ne'w address in addiion o those sbed, select “add anoiher address® and cick Request Updabe

Howsehold information

Windaws Internet Explorar

] This wil add ancther address for you i the system mesning you will hawe 4 concurrent addresses, {If you are maving, pleass doose the sddress from
‘-'.l-"l wihich wou are mowing and ciick Request Lipdabe instead of adding another address.]

[ [ cancd ]

Ay Crty, MN S5555
(S55463-1168
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2. If another address is needed, click the OK button. An Address - Update Record Request

editor will appear.

Enter a Brief Description for this request.

Modify the information in the Household section as needed.

Modify the information in the Address Detail section as needed.

Select the Submit Request icon.

Click the OK button on the Request Update window. If the address is included in the

national database of addresses, the request will be accepted.

8. If the address cannot be validated, a message will appear, explaining why the address could
not be validated. When this occurs, click the OK button. The address request cannot be
completed until a system administrator adds the desired address to the database.

9. If there are similar addresses in Campus, an Address Search window will appear. If the
desired address is in the list, select it and click Select Address and a request will be
submitted with that address. If the address is not listed, click Continue and the request will
be submitted with the information entered.

No gk w

An entry will be added to the My Request tab, noting changes were requested on a particular
date. A system administrator will review the changes and accept or deny as necessary. A
message indicating a request has been approved or denied is sent via the Process Inbox. The user
may select this link to view the request on the My Requests tab.
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My Requests

PATH: Census > My Data > My Requests

The My Requests tab lists all My Data Requests the user has entered using the Census > My

Data tool. Users can review the status of their requests here. They will appear as Approved,
Denied or Pending. A pending request can only be deleted and not modified.

My Damographics | My Accignmants | My Employment | My Cradantials | My Houschold [ Addrass | My Requasts

Regquast Information
Briet Descripton

RegquestDateiTime | Type of Requsst
Mew Cer

2201230 Credential
Lic. Number

Mew Building

Satus
Approved
Employment Denied

032uM0 1229

OZ22M0 1228 Districi Azzignment Pending
Mams Changs CNZ22M0 1210 Demographic Pending
an= MZT2N0 1520 Empioymant Pending

Brief Description New Carl
Status Approved
Comments

Request Detail (New record)

Credental Type H:Highhy Qualifad
Start Date oa=2eD
Subject Type CORE Core Scademic Subject Ares

Core Subject Arsa ALA:Reading'Languags Are

Requests appear in the Request Information list with the most recent request appearing first. A
time and date stamp, the type of request and the status of that request is also displayed. A user
can select any request in the table, which will display the Request Detail below summarizing the
request. This is a read-only table. When a non-processed request is selected (pending), a Delete
Request icon will appear and can be chosen if the user wishes to change the detail of that

request. If a pending request is deleted, the user will need to resubmit the request with the
appropriate information.
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