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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. 
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Image 1:  My Demographics
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Requesting Demographic Modifications for a Correction 
 
1. Select the Request Demographic Update icon. A new Demographics screen will appear. 
2. 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. 

3. 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. 

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

5. 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. 
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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. 

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: 
• 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. 
 

 
Requesting a Household/Address Update due to a Move 
 
1. Select the radio button next to the address from which the user is moving in the Household 

Information editor. 
2. Select the Request Update icon. An Address - New Record Request editor will appear. 
3. Enter a Brief Description for this request. 
4. Modify the information in the Household section as needed. 
5. Modify the information in the Address Detail section as needed. 
6. Select the Submit Request Icon when finished. A Request Update window will display, 

asking the user to select why the address is being modified. 
7. Select the I am changing my address because I moved option. 
8. 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. 
9. Click the OK button on the Request Update window. If there are similar addresses in 

Campus, an Address Search screen window will appear. 
• If the new address is in the list, select it and click Select Address. 
• If the new address is not listed, click Continue and a request will be submitted with the 

information entered. 
10. 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. 
2. Select the Request Update icon. An Address - New Record Request editor will appear. 
3. Enter a Brief Description for this request. 
4. Modify the information in the Household section as needed. 
5. Modify the information in the Address Detail section as needed. 
6. Select the Submit Request Icon when finished. A Request Update window will display, 

asking the user to select why the address is being modified. 
7. Select the I 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. 
 
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). 
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2. If another address is needed, click the OK button. An Address - Update Record Request 

editor will appear. 
3. Enter a Brief Description for this request. 
4. Modify the information in the Household section as needed. 
5. Modify the information in the Address Detail section as needed. 
6. Select the Submit Request icon. 
7. 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. 

 
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. 
 

 
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. 


