New Employee Infinite Campus My Data Update Instructions

1. Go to www.boyertownasd.org

2. Click on the ICicon on the homepage
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3. Click on the Infinite Campus Staff icon
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4. Log into Infinite Campus- Click on the Single Sign-On (SSO) button

Student Informaf

Version: Campus.2343.12
single Sign-On (SS0) Boyertown Area School District, PA

Username

[

Forgot Password? Forgot Usemame? Help

©2003-2024 Infinite Campus, Inc.
‘wwwinfinitecampus.com

5. Click on Census
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Camj pus
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District Announcements -
Index Search
o [03/09/2021] I
Search Framework Upgrade Fi lar 12, 2021 from 9:30PM CST to 11AM CST Sat, Mar 13, 2021

‘Search Campus Tools

On Friday, March qinning at 9:30PM CST, Infinite Campus wi rforming some necessary upgrades to the Search Framework System. During this period, New Look, Tool Search, and Enhanced Person Search (used in
Student and Staff Locators, and Combine Person Tool) will be affected for all production, sandbox, and staging sites. On Saturday, March 13, 2021 starting at 5AM Server Time, a Tomcat restart is necessary and all sites wil be inaccessible
until the restart is completed. At this point, a re-indexing wil begin for the Search Frameuwork System. The Tomcat restart is needed to clear out the JVM/DNS cache in order to re-establish communications to the Search Framework. The
length of time for this will depend on the size of your district's database but users will be able to access your sites. Once re-indexing i completed, users will be able to utilize all features including New Look, Tool Search, and Enhanced

My Data Dashboards Person Search again. We anticipate that all sites will complete re-indexing by 11AM CST

Employee Seif Service Welcome to Infinite Campus!

» Student Informati Please make sure the first thing you doing in Infinite Campus is update your demographic information. See below for instructions.

» Census Navigate to Index >Census > My Data

> Behavior Verify your Demographic information is correct. If would like to change/add data select the

» Health appropriate ‘request (demographic) update” bution. We do not track household address information on a staff member in Infinite Campus unless they are a parent.
» Attendance

» Scheduling

School Announcements
No school announcements at this time.

» School Store

> Activity Process Alerts

> Fees Date Range | Jto] | Display [ All Processes || Find Messages |
» Grading & Standards Delete Selected Messages

> Medicaid
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6. Click on My Data
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Gender: F
Search Campus Tools
My D i My My Employment My Credentials My Household/Address My Courses My Requests
Request Demographic Update
Employee Self Service
> Student Information =
¥ Gensus Person Information
| MyData (B Read Only (Create an update request to change data)
Staff Request Processor PersoniD
“Last Name t Name: Middle Name: Suffix
People [:]
Households [ ] [ ] [ ] I}
*Gender Pronouns
Addresses - -
(F-Fomae ) ] No Image Available
Portal Request Processor Birth Date Soc Sec Number
‘Add Person
‘Add Household
State Race/Ethnicity: 5:White, not Hispanic
Online Registration Student
Federal Designation: 6:White
‘Add Address
Racefs) White
» Online Registration
Hispanic/Latino: NNo

Staff Locator
Race/Ethnicity Determination: 02:Seff Identified
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Click on Request Demographic Update

Infinite {L70 : : " 5
Campus 23-24 Alternative - Bidg 40 '
index sn [0 B L0 N
Gender: F

Search Campus Tools

My D My Credentials My Household/Address My Courses My Requests
Request Demographic Update

Employee Self Service
> Student Information -
« Census Person Information

My Data B Read Only (Create an update request to change data)

Staff Request Processor PersoniD

“Last Name “First Name Middle Name: Suffix
People
- [ ) ) ) S
ouseholds “Gender Pronouns.
Addresses

[F-Female Bl 3

No Image Available
Portal Request Processor Birth Date Soc Sec Number
No Data

Add Person
Add Household RacelEthnicity (Edit)

State Race/Ethnicity 5:White, not Hispanic
Online Registration Student

Federal Designation 6:White
Add Address

Race(s) White
» Online Registration

Hispanic/Latino, NNo

Staff Locator
Race/Ethnicity Determination: 02:Self Identified
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Update Type- select “I am adding or correcting my information”

Infinite A~
Campus
Year | 20-21 ~|  School | All Schools ~|  Calendar | All Calendars v
Index Search ‘ B ‘
DOBIH Gender: F
Search Gampus Tools
My D My Assi My Empioy My Gredentials My HouseholdiAddress My Gourses My Requests

My Data Dashboards.

Employee Self Service

Demographic - New Record Request

i S

“Update Type

» Student Information
¥ Census
My Data
Staff Request Processor

| am adding or carrscting my information.
People My logal neme has changed
Households

Addresses Person Information

PerseniD .

Portal Request Processor

Ak Pereon “Last Name *First Name Middle Name Suffix
Add Household = T e
“Gonder Birth Date| Soc Sec Number

Cnline Registraton Student Imq i IEJ

’ No Image Available
Race/Ethnicity (Edit)

Add Address

+ Orline Registration State Raco/Ethnichy 5Vhito, not Hispanic:

Staff Locator Federal Designation: &:White

GCensus Wizard Racale). vihita
HispanicLatino NNo

» Program Participation

Race/Ethnicity Determination: 02-Self Identified
* Reports
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9. Person Information section
a. Verify/update information already entered
b. Complete any blank required fields. Required field names are red with an asterisk as
highlighted in the screenshot below
c. You may also complete any other fields deemed necessary in this section

23-24 Altemnative - Bldg 40 v

Index Search

Search Campus Tools

Ol KEQUEST FIUCESSOr

Add Person
Add Household

Online Registration Student

Add Address
> Online Registration
Staff Locator

Census Wizard

> Program Participation

» Reports
> Behavior
> Health
» Attendance
> Scheduling
> School Store
» Activity Registration
> Fees
> Grading & Standards
> Medicaid
» Program Admin
> Ad Hoc Reporting
» User Communication
» Assessment
» System Administration
> FRAM
> Messenger
> Surveys

> PA State Reporting

Gender: F
My Demographics My Assignments My Employment My Credentials My Household/Address My Courses My Requests
Save Request
Person Information
“Last Name “First Name Middle Name: Suffix
“Gender Pronouns.
F: Female v v
[ ] [ ] No Image Available
Birth Date Soc Sec Number
Race/Ethnicity (Edi)
State Race/Ethnicity: 5-White, not Hispanic
Federal Designation: 6:White
Race(s): White
Hispanic/Latino: N:No
Race/Ethnicity Determination: 02:Self Identified
Birth Country
[ 2330 United States x]v]
Birth State
PA: Pennsylvania x '
Date Entered US Date Entered US School
( 5] ( [=]
Date Entered State School Birth Verification
( (=1 .
Home Primary Language
[ 1290: English (Barbados) x ‘ v ]
Birth City
Nickname

> Federal Reporting
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10. Personal Contact Information section- this section needs to be completed as this is how you will
receive important district messages and school closure information

Email should contain your work email address

Secondary email address is optional

Enter a cell phone number or home phone number under Cell Phone

Select the checkboxes Emergency, Staff, General, and Priority for Email and Cell Phone as
shown highlighted below

You may enter additional phone numbers

f.  You may select other checkboxes for your additional contact preferences
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| Gender: F
Fees 1D History Person Documents Schedule Payments Impact Aid Tableau Account Military Connections DataViz Homepage Setup Staff SHARRS
Demographics Identities Households Relationships Enrollments District Employment District Assignments Scheol Choice Credentials Overrides

E Delete % Person Summary Report % Demographics Data

Personal Contact Information /

Messenger Preferences Contact Reasons

Delivery Behavior

Contact Information Private Device [Emstgency Attendance Messenger Staff General Priority Teacher
W] ) o o o 0
Secondary
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11. Click Save Request when you are done.

Note: After your request is saved, changes will not be visible until the SIS Administration team
approves the request. Only one submission is necessary

Infinite L0

Campus

Year [20-21 v]  school [All Schools v|  calendar [ All Calendars v
Index Search - e N
DOB: Gender: F
‘Search Campus Tools
My D¢ i My My My Credentials My Household/Address My Courses. My Requests
My Data Dashboards
Employee Self Service =
+ Sudent nformaton Demographic “Wew Record Request

v Census

I
My Data

“Update Type

Staff Request Processor
@1 am adding or correcting my information.

People O My legal name has changed.

Households

Addresses Person Information

Portal Request Processor PersoniD

“Last Name “First Name Middle Name Suffix

Add Person
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If you have any questions, please email Lisa Shade at Ishade@boyertownasd.org.

Updated 1.29.2024
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