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Adding a Person to Census  
 

 
 
 
 
 
 
 

 

 
 
  
 
 
 

Once you have thoroughly searched for 
the Person/Student and have verified they 
do not exist in the Infinite Campus 
system; use the Add/Modifying a 
Person/Student quick reference guide to 
create a new person in Infinite Campus. 
 
1. From the Index tab, expand the Census 

folder by clicking on the plus (+) sign.  
2. Select Add Person.   
 
 
 
 
 
Person Search 
 
A Person Search screen will appear on 
the right side of your screen. 
 
In the Search Criteria 
 

3. Enter the first 3 letters of the Last Name.  
This is a required field. 

4. Enter the first 3 letters of the First Name. 
 
A user must search by a person before 
creating a new record.  

 

5. Click the Search button when finished 
entering criteria.   
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Person Search 
Search results Box 

A search results box will appear to the right of 
the search criteria entry fields.   
• If results were found, the names matching the 

entered search criteria will appear in this box. 
• If no results were found, the box would be 

empty.  
 
 
6. Select the Create New Person button 

to create a new person. 
The Person Creation screen will appear.  

 
 
 
 
Person Information 
1. Complete the Last Name, First Name and 

Gender fields.  These fields are required.   
2. DPS requires that schools also collect and fill 

in the following mandatory fields for any 
student entered in the system: 

• Middle Name 
• Birth Date 
• Race/Ethnicity 

Federal Race/Ethnicity collects additional 
race/ethnicity information on the student.  The 
federally mandated fields allow more than one 
race or ethnicity choice for students.   
Currently, DPS does not require schools to 
collect this information.  Beginning in January 
2010 schools will be responsible for collecting 
and inputting this information into IC for new 
students. 
 
Person Identifiers 
1. If this is a student, check the Generate 

Number box in the Person Identifiers area. 
2. Click the Save button at the bottom of the 

screen. The census record screen will appear. 
 
 
 
 
 

It is not necessary to collect the middle 
name of the parent, guardian or other 
person. 

Federal Race/Ethnicity
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New Person Screen 
1. Select the person’s name from the New 

Person window.   

 

 
District Defined Elements 
 
 
 
 

 

Demographics tab 
Person Information 

 
The Census Record will display.  From this 
screen, users can modify the demographic 
information or add additional information if it 
was previously over looked. 
 
DPS requires that schools also collect and fill in 
the Birth Country and Birth Verification 
fields. 
 
On the Demographics tab: 
 
1. Select the person’s Birth County from the 

drop-down menu. 
2. Select the Birth Verification from the drop 

down list. 
 
Schools should leave the Date Entered US and 
Date Entered US School blank as DPS is 
currently not using these fields. 
 

District Defined Elements 
 
Scroll to the bottom of the Demographics paged 
to view the District Defined Elements. 
No Middle Name field – Select the appropriate 
option if the student has an initial or no middle 
name 
Three dates must be filled in for every student

1. First time in any school in US 
2. Most recent time in any sch in US 
3. Most recent time in a CO public sch 

 

3. Click Save  at the top of the window. 

X X 
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Demographics tab 

 

 

M 

M 

MS 

MS 

MS 

M – Mandatory 
MS – Mandatory for Students 
A – Automatically Generated 
O – Optional 
N/A – Not applicable 
MA – Mandatory if applicable 

MS 

A 

MS 

M 

M 

N/A
N/A 
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District Defined Elements 
 

 

 
 

Modifying a Student or Person 
Modifying a Student/Person - identity 
 

  
 
 

Whenever there is a change in a student or 
person’s name, the change must be made in the 
Identities tab.  This will correctly link the old 
identity to the new identity.  When searching for 
the old identity IC will automatically display the 
new identity. 
1. From Index, Census, People verify you are 

on the correct person or student record. 
2. Select the Identities Tab. 
3. Select the New icon. 
4. Collect and fill in the following mandatory 

fields in the Identify Information box: 
 

• Last Name 
• First Name 
• Middle Name (Student only) 

Do not enter personal 
contact information 
for a student. 

MA 

MS 

MA 

MA 

MA 

MA 

MA 
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• Gender, Birth Date (Student only) 
• Race/Ethnicity (Student only) 
• Birth Country (Student only) 
• Birth Verification (Student only) 

 
5. Select Save. 
 
The Identities Editor box will then show the 
previous identity of the person and have an X by 
the Current Identity. 
 

 


