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Simple II Powerful

Census

• How do add a new family to Campus?

• What do I do if the Household splits?

• What do I do if someone changes their name?

• How do I add an Emergency Contact?

• How do I update an Address?
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Census – Adding a New Family

• There are multiple ways to add a New Family into Campus.

• Add Person

• Add Address

• Add Household

• Census Wizard
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Census – Adding a New Family

• Add Person wizard provides a way to create people such as:

• Staff Members

• Students

• Parent/Guardians

• Emergency Contacts
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Adding a New Person

• To eliminate the possibility of duplicates, the Add Person Wizard forces you 
to search prior to adding people.

– Less is always better when searching!
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Adding a New Person

• Staff can also be created by using the Staff Locator Wizard.  You must enter 
the Staff’s State ID or Last Name, First Name and Gender.

• Either tool allows you to create a new person.
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Adding a New Address

• Add Address Wizard allows you to add addresses with the intent of adding 
them to a household.

• The Census module is designed with built-in checks to eliminate duplicates.
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Adding a New Address
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Adding a New Household

• Add Household

• Create the shell of the household
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Adding a New Household
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Census Wizard

• Census Wizard

• three-step process

• assemble the household

• add people as members

• modify relationships

https://localhost:8443/campus/Sales9.jsp?status=logoff&lang=en
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Census Wizard

• Assemble the New or Select the Existing Household

• If a person is accidentally added when assembling a household, click the X 
next to the person’s name to remove them.
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Census Wizard 

• If a person or address is not in Campus they can be added here.
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Census Wizard  

• Add the Household Name and Phone Number.

• Select Mailing, Secondary and Physical checkbox as appropriate address

Best Practice – enter a Start Date of when you became aware of this household 
membership
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Census Wizard  

• Relationships are then linked in the next step.  

**Start with the Students then work with the Parent/Guardians if needed.
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Census Wizard  

• Select the household, address or person in the Index allows you to 
add/correct information or to enroll a student.



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025 Computer Information Concepts, Inc.

Simple II Powerful

Census Wizard



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025 Computer Information Concepts, Inc.

Simple II Powerful

Census Wizard  

• Census Wizard can also be used to split a household, if needed.

• Search for the Household and select the person or people that need to be 
included in the new household.  

• Search for the new address and add that to the household.
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Census Wizard  

• Mark if this is a Secondary household for the student(s).  

• If not selected the student will be in two Primary households.
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Census Wizard



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025 Computer Information Concepts, Inc.

Simple II Powerful

Census Wizard  

• Modify Relationships as necessary
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Census Wizard  

• Select Original Household 

• Step 2 

– end date the person or people from that household
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Census Wizard
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Modifying Names - Identities

• Changes to the demographics tab will erase historical information.

• Changes to the person’s name, gender, date of birth should be done on the 
Identities tab

– EXCEPTION: information was entered incorrectly
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Modifying Names – Protected Identities

• The Protected Identity Information area can be used for the person’s legal 
name and gender.

• REQUIRED: Legal First Name, Legal Last Name and Legal Gender

• Differentiate from names the person wants to be referred (not nickname)

Examples: 

– Persons who are transgender 

– Persons who use a step-parent’s name

• The legal name and gender will not show on the student’s Report Card but 
can show on the Transcript if the preference is selected.
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Modifying Names - Identities
Scenario Process
Student's legal name and gender is 
the preferred name and gender that 
should be visible throughout the 
product.

There is no need to populate the legal fields under Protected Identity Information.
Enter the legal name and gender in the First Name, Middle Name, Last Name, 
Suffix, and Gender fields following the normal process for adding person 
information at your district.

Student's legal name and gender 
should be protected and only the 
preferred name and gender should be 
visible throughout the product.

If searches on either the legal or 
preferred values should return the 
student with the preferred name in the 
search results, then ensure that there 
are multiple identities.

The historical identity contains the legal 
name and gender in the First Name, 
Middle Name, Last Name, Suffix, and 
Gender fields. Nothing needs to be 
populated in the legal fields under 
Protected Identity Information for the 
historical identity.
Current identity contains the preferred 
name and gender in the First Name, 
Middle Name, Last Name, Suffix, and 
Gender fields. Legal name and gender 
is populated in the legal fields under 
Protected Identity Information for the 
current identity.

If searches on ONLY the preferred 
name and NOT the legal name should 
return the student, ensure that all 
Identity records (current and preexisting 
Historical) contain preferred values in 
the core fields.

Preferred name is entered in the First 
Name, Middle Name, Last Name, Suffix, 
and Gender fields for all Identity 
records.
Legal name and gender is populated in 
the legal fields under Protected Identity 
Information for the current identity.
If the student only has one Identity, then 
there is no need to create multiple 
identities
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Modifying Names - Identities
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Relationships - Emergency Contacts

• Emergency Contacts are added as a Non-Household Relationship on the 
student’s Relationship tab.  

• If the person does not appear in the search results, or if no person matches 
were found, click the Create New Person button.
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Relationships – Emergency Contacts
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Adding a New Address

• New addresses for a household can be added either on the Household tab-set 
or through Census Wizard.

• Do not delete the old address but rather end date to keep the historical 
record.
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Adding a New Address
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Adding a New Address

• If the new address can not be found from search, a new address can be 
created.
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Adding a New Address
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Adding a New Address

• From Census Wizard, search and select the household then search the new 
address and add to the household.  (Create the address if needed.)
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Adding a New Address
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Adding a New Address

• Continue to Step 2 and End Date old address and enter the Start Date for the 
new one.
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Review

• Multiple tools can be used to create or modify census information.

• Best Practice is to never just change the information but rather add new to 
save historical data.  Only change if it was entered incorrectly.

• Use the Identities tab when changing names or adding Legal Names or 
Gender.

• End Date old addresses or relationships.
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Questions?
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