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2. ADD PERSON ʹ PARENT/GUARDIAN 

Next, repeat those steps to <ADD PERSON> 
for each parent/guardian for that student. 

Log into Infinite Campus. In the 
Index column, click on <CENSUS>. 

Then click <ADD PERSON> and 
ŜƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ŀƴŘκƻǊ 
date of birth in the search field. Is 

the student already in the system? 
Simply verify, update, and add (if 

necessary) demographic data as you 
review the Student Registration Form. 



1. Add Person - Student 



2. Add Person ς Parent(s)/Guardian(s) 

Step What to input in Infinite Campus 
Where to find it on the 

Student Registration Form 

A 
Go to CENSUS > ADD PERSON to 

create a new parent/guardian record. 
N/A 

B 
Add last name, first name, middle 

name (if stated), suffix (if applicable), 
gender, and birthdate (if stated). 

Under the student information 
on the first page 

C 
Repeat for each adult member of the 

ǎǘǳŘŜƴǘΩǎ ƘƻǳǎŜƘƻƭŘΦ 

Under the student information 
on the first page 
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3. Enroll the Student 

Step What to input in Infinite Campus 
Where to find it on the 

Student Registration Form 

A 
Go to Student Information > General. 
In the Search tab, enter ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

last name and first name or initial. 
N/A 

B 

In the Enrollments tab, click +NEW. 
Enter the grade, start date, and start 
status (you may need to scroll up to 

get to this section). 

To determine start status, 
review the MOST RECENT 

SCHOOLS ATTENDED chart on 
the back of the page 

C 
wŜǾƛŜǿ ǘƘŜ ά!ǘǘŜƴŘŀƴŎŜ Funding 
/ŀǘŜƎƻǊȅέ ŀƴŘ ƳŀƪŜ ŀƴȅ ŎƘŀƴƎŜǎ 

necessary. 

Back page, right above the 
MOST RECENT SCHOOLS 

ATTENDED 
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4. Create the Household 

Step What to input in Infinite Campus 
Where to find it on the 

Student Registration Form 

A 

Go to Census > Census Wizard. Start by 
searching for the new student. Enter his/her 

last and first names. When you find the 



4. Create the Household (cont.) 

Step 
(cont.) 

What to input in Infinite Campus 
Where to find it on the 

Student Registration Form 

D 

Add the first ǇŀǊŜƴǘΩǎ ƘƻƳŜ ǇƘƻƴŜ ƴǳƳōŜǊ ŀǎ ǘƘŜ 
Household Phone Number. If there is none listed, 

enter the cell phone number. 
Do not fill in Household Name (Override) and do 

not leave household phone number blank! 

First page 

E 

Under household locations, enter a start date. 
Check the box for mailing for the primary 

household. Check the box for secondary if there is a 
secondary household for the student. 

First page 

F 
Add start dates to all household members.  

¢ƘŜƴ ǎŜƭŜŎǘΥ ά{ŀǾŜ ϧ /ƻƴǘƛƴǳŜ - {ǘŜǇ оΦέ 
N/A 

G 

Enter relationship info and a start date. Check the 



Additional Steps Involved ς Important! 

  
What to input in Infinite Campus 

Where to find it on the 
Student Registration Form 

To add additional parent contact information (i.e. alternate 
phone numbers, email addresses), go to Census > People 

and search for each parent/guardian. On the Demographics 
ǘŀōΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ άtŜǊǎƻƴŀƭ /ƻƴǘŀŎǘ LƴŦƻǊƳŀǘƛƻƴέ 
section to enter contact details. In this tab, right above 

άtŜǊǎƻƴ LŘŜƴǘƛŦƛŜǊǎΣέ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ŦƛƴŘ ǘƘŜ Education Level 
drop-down menu. 

Contact info - first page 
 
 

PARENT EDUCATIONς top of the back page 

If a student has any details that need to be noted as a Legal 
Bindings Flag (i.e. custody agreements, court orders), go to 
Student Information > General and search for the student. 

On the FLAGS tab, click +NEW. In the drop-down menu, 
ǎŜƭŜŎǘ ά[ŜƎŀƭ .ƛƴŘƛƴƎǎέ ŀƴŘ ŜƴǘŜǊ ŘŜǘŀƛƭǎ ŀǎ ǊŜǉǳƛǊŜŘΦ 



Enter an END DATE, located just to 
the right of the Start Date. The End 

Date is the last day the student 
attended or will attend your school. 

Did the student ever 
attend your school site in 
the current school year? 
(No Show students would 
ōŜ ŀ άbhέ ŀƴǎǿŜǊΣ ǘƻƻΦύ 

How to Exit a Student From Your School Site 

Click on Student Information, then 
General, then search for the student. 

Click on the Enrollments tab, then click 
your school and the current year. At 
the top, select DELETE to delete that 

ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘΦ 
*Note: This will delete all student data, 

including student schedule. 

If NO… If YES… 

Click on Student Information, 
then General, then search for the 
student. Click on the Enrollments 
tab, then click on your school and 

the current year. 

Enter an END STATUS, located one row 
below and to the right of End Date. If the 

student transfers to another CA school 
after the year began, enter 







Reference 
Document: 

Entering EL and 
LEP Status 
(Slide #3) 

 
Click here to 

return to main 
slides. 
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Reference Document: Entering Residency Data (Slide #8) 
Click here to return to main slides. 
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Reference Document: CALPADS End Status Codes 
As of 2014-15 

Click here to return to main slides (Slide #9) 
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CALPADS End Status Codes and Descriptions         Page 1 of 3 

End Status End Status Description When to Use 

Ex
it

 

E125 Special Ed, prior Completor 
Exited a special ed transition program; previously reported as 
receiving certificate of completion, or passed CHSPE or GED. 

E130 Died 
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CALPADS End Status Codes and Descriptions         Page 2 of 3 

Reference Document: CALPADS End Status Codes 
As of 2014-15 

Click here to return to main slides. (Slide #9) 
 

End Status End Status Description When to Use 

Tr
an

sf
er

s 

T160 Regular, non-discip transfer to public CA School 
Non-
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CALPADS End Status Codes and Descriptions           Page 3 of 3 

Reference Document: CALPADS End Status Codes 
As of 2014-15 

Click here to return to main slides. (Slide #9) 
 

End Status End Status Description When to Use 

Sc
h

o
o

l C
o

m
p

le
ti

o
n

 S
ta

tu
s*

 

100 Graduated, HS Diploma 

Met state and local graduation requirements and received a 
standard high school diploma - incl foster who met at previous 
district. 

104 Completed grad req, failed CAHSEE 


