(\ Adding Other, Work, E-mail Information,
Camp\‘US Changing Messenger Preferences

Window | Information
Finding the Members
=== ]
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From the Index tab, expand the Census folder

by clicking on the plus (+) sign.

2. Seclect the People link.

If the search screen doesn’t appear, select the

Search tab from above. Search by All people.

3. Select Advanced Search and search by last
name and first name or student ID. Click the
Search button when finished.

4. A list of students that matched the input

criteria will appear in the Search index on the

gmmm:mr left i
5. Select the student from the list.
b lmobae ey (o sy ez |6 The Demographics page of the student will
1
e i mne appear. (If the Summary page appears, you
Phone (303)613-8474; Messenger Enabled | E
;ndress_ 3495 W Arkansas Ave, Denver, CO 80219 06729/2005 [ are nof iR CenSHS) .
i ; iaLEgroiment (grace) | Phone(s) [Enai — 1| 7. Select the Households tab.
< ‘G\.mEVEZ‘Lu(.V Mather Wi(7200423-370 Lucy_guitierrezi@dpski2.org »
C omeiase || 8. From the members list below household,
Gutierrez, Wi(303)324-1608 ! P
S, S 8050508 () select the Adult Member you wish to make

the change on.

Changing/Adding Telephone Numbers

Gutierrez, Lucy

1. From the Adult Member Demographics page,
scroll down to the Personal Contact

Information section.
Person Information 2. Change the phone information as needed.
PersoniD 139514
*Last Name *First Name Middle Name Suffix
[Guiierez] Lucy i | &
*Gender Birth Date Soc Sec Number
v ) [ 1 3. In the comments box, enter the date, your
Race Ethnicity School number, your initials and the change
05 White, not Hispanic v
- made.
(Other Phone Private Work Phone
- . kP i
Gutierrez, Lucy (303 pB19 L[8a7e | @ (720 hazs [z
CellPhone o Pager |
(303 hs1a Lsare i | O d o H Xl
Email
:PefsmGU'D sassAFna.AAFE.AFzn.AnEs.afssnsne'rEm | Lucy_gulierrez@dpski2.ora_ | Ol
Preferred Language
 Personal Contactinformation | ; -
cm.rmn Private Work Phone Private en_US: US English |
(303 je1s foars i ! (70 jjaz [aron i | O Camments
Cell Phone Fapr ‘ 11720005, 284| LG - changed Other Phone I
qas Yot Loars i | O (I
Emai
_Luc}f juitierr_ez@dpskﬂ ofg [:] A . -
T 4. Select the Save icon in the upper left side of
Commerts ‘ the screen.
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Changing Email

T T

T N U & O ! 1. From the Member’s Demographics page, scroll
mall— down to the Personal Contact Information,
ry enel @yt con = 2. Click in the Email field.
LELCl. 3. Modify the email information as needed.
4. Inthe Comments box, enter the date, your school
number, your initials and the change made
oo gnpaorty an 5. Select Save.

Changing Messenger Preferences

Change the Messenger Preferences for any

Meszenger Preferences A - -

Contactheason High Priority Attendance Behavior General Teacher Parent/Guardlan by SElECtI ng / dese|ECt| ng the

e b b 0 o messenger preferences under the Personal Contact

e O o o0 d Information on the Parent/Guardian Demographics
iork Phone: O O O O

Cell Phone: O O [F] tab .

Ermail: O O O O O

* Household phone preferences spply to all active members of this household

When you are viewing the Households tab from a
member other than the student, the relationships next to
the members listed will portray the relationships to the
student.

1. From the Member’s Demographics page, scroll
down to the Personal Contact Information,
Messenger Preferences section.
Select/deselect the preferences as needed.

3. Select Save.
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