\ ACHIEVEMENT IN MONTANA

Quick Reference Guide

[ HOUSEHOLD ASSEMBLY

STEP 1: Enroll the Student

Use the Student Locator or the File Upload
method to enroll the student into the correct grade
and calendar.

Path: Student Information/General/Student Locator
or MT State Reporting/MT Data Upload

Year | 08-09 | School | All Schools v

Index | Search | Help
[ Emily Administrator
=/ (€ Student Information
1 seneral
F Health
¥ ) Special £d

3 Student Locator
[ Reports K—.

# £ Instruction
# @ Census
# f%: Behavior
* G Health
® Lf Attendance
+ @ Scheduling
* (S Grading & Standards
# [4 Ad Hoc Reporting
# (] User Communication
# 0 system Administration
# (C] Food Service
(] Messenger

G
= [ MT State Reporting /
[* WT Data Upioad

[ MT Extracts
[ Account Settings.
[ Access Log
@ Logoft

Tomorrow's Breakfast: breal

Select the correct year

Those who need to bring in and/or school

Ifyou have missed earlier classes be sure to checkin! Also,
Use either Student Locator
or MT State Reporting to
enroll the student

ay and lockers. When you checkout all items need to be cleared
and pen marks should be removed

will leave at 8:30a.m.

Grading window is open. Flease post senior grades
«  Be sure that you are reading your daily announcements ta your first period students

* Please be sure that you are doing your altendance each class period. Istperiod is very important because of lunch count

School Notices

nnnnnnnnnnnn

STEP 2: Add other People who live in the
Student's Household

Use the Add Person tool in the Census module to
add people that live in the student's household. If
the person already exits in your database do not
create a new person.

Path: Census/Add Person

Year | 08-09 | School | All Schools v

Index | Search | Help

[ Emily Administrator
=l () Student Information
[ Beneral
G Health
™1 ] Special Ed
3 Student Locator
# [ Reports
#£3 Instruction
E1€3, Census
£ Pecpie
€7 Housenolds

%) Addresses

& Add Person
5 Add Household

4 Add Address
3 Census Wizard

Person Search

) Person Search

Search for a person already tracked in Campus using the fields provided, required fields are in red. Select a
student from the list or click on Create New Student

LastHame [smn
First Name
Widdle Name

Birth Date = Enter Last Name to

search for a person

Gender v
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HOUSEHOLD ASSEMBLY

STEP 3: Add the Student's Address
Use the Add Address tool in the Census module to T e
add an address for the student's household. If the A s s
address already exits, check to see if the address is = veiin ST ] S A 1 AT A M5, 5013 T 1018 Sec St 125k n
already associated with another household. If the =D
address is connected to another household you will tgfmﬁ:&?: i Enter the PO Box Number
need to end the other household's association with that G o o e adaress
address before assembling the household. fjji::':::i romeprene —— | ]
e e
Path: Census/Add Address =
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HOUSEHOLD ASSEMBLY

STEP 4: Assemble the Household

a. Use the Census Wizard Tool in the Census
module to assemble the household.

b. Under Person Search enter the last name of the
student. Click Search. The student's name will s o
appear on the left. Click the student's name to ==
add them to the Household. If the last name of
the parents (or other household members)
matches the student, click the other name to add
them to the household. If the last name of the
parents (or other household members) does not
match the last name of the student, enter the last Sorch oA erson f smasmc:
name of other household members and add them Clckonthe names | 72
to the household. Hovachol

c. Under Address Search, enter the number of the (el mseme)
house or PO Box. Click Search. A list of
potential matches will appear on the left. Click on
the address to be associated with this household.

d. Check the Household box to make sure that all
household members and their address(es) are
included. Click Continue — Step 2.

& iew or Select Howsehold

OPI Montana Office of Public Instruction * Linda McCulloch, Superintendent * www.opi.mt.gov
Page 3 of 6
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HOUSEHOLD ASSEMBLY

STEP 4: Assemble the Household (con't)

e. Enter the Household Phone Number and Start
Dates for all Household Locations and
Household Members (the Start Date can be

either the effective date or the first day of school).

Mark the appropriate flags for Household
Locations and Household Members. Click
Save & Continue — Step 3.

f. Find the student in the list of names. Set the all
relationships in the student's record first. If there
is more than one student in the household, set all
student relationships first. Set all other
relationships between household members.
Mark the appropriate flags for all household
members. Click Save and Done.

Path: Census/Census Wizard

‘Census Wizard - Edit Household Membership

Step 2: Editing Household Data

Edit the attributes common to the household and edit details specific to each person and address.

Household
Household Name (Override) Household Phone: Number Private
deos 123 Jaser o O
Household Locations
Address Start End Private Secondary Mailing Enter Household Phone

1234 South Main Strest , Anywhere MT 12345 arrr00s [ Number and Start Dates

O O

Check Flags to indicate
Private, Secondary,
Mailing

Household Members

Birthdate:

Name: Gender  Start End Private  Secondary

Test, Student 1 272008 75| = [} m]
Test, Mom F 2272008 73] i il O
Test, Dad 1 ap7Rws [ )| O =]

Save & Continue - Step 3 »

Census Wizard - Edit Relationships

Step 3 - Edit Relationships of Household Members
Edt the relationships between the famiy members.

Relationships to Test, Dad

Name Birthdate Gender Relationship StatDatc  EndDate Seq  Guardian Maling Portal Messenger Private
Test, Mom F v [Br [erreoos [7H] [ o 0O O0a0o0 O
Test, Student " Father v [Br [arernee 5 = o o O

Relationships to Test, Mom

Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Test, Dad L v | By [arz7r2008 [T = O o o o O
Test, Student " Mother ~ |Er [arz7iz008 [ = O d O

( Retat ent)
Relationships to Test, Student )
Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing Portal Messenger Private
Test, Dad M Father v By [ar72008 [TE ] o 0o O
Test, Mom F Mother v|Ey [ari008 [7H 52| O 0O O

\ Save &Done

\

Find the Student - set all relationships here

Enter Start Date and check Flags for Guardian and Mailing
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HOUSEHOLD ASSEMBLY

STEP 5: Enter Household Member Contact
Information

Use Census to search for household members. Click
on the Search tab. Choose All People from the search
list and type the last name of a household member.
Click Go. Choose a matching name and click on it.

Find Personal Contact Information on the
Demographics tab and enter at least one contact
number (other information, including other numbers and
email, may be entered).

Path: Census/People/Demographics

Enter at least
one contact
number for each
adult household
member

Unnamrger Bemtarmncms.
Contact Reascn
Fead

High Priarity  Attendance Bebuior Genersl  Teacher

] 0 ] O 0
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I HOUSEHOLD ASSEMBLY

STEP 6: Add Non-Household Relationships

a. Use the Add Person tool in the Census module
to add all people associated with the student's
household (e.g., emergency contacts,
grandparents, day care providers, etc.). If the

person already exits, do not create a new person.

b. Locate the student's Census record
(Census/People). Click on the Relationships
tab. Click New Non-Household Relationship.
Enter the last name of the person to be added
and click Search. A list of matches will appear
on the right. Click the name of the person to be
added. Exit Person Search. Choose a
Relationship, enter the Start Date and mark all
appropriate Flags.

Path: Census/People/Relationships

Test, Student

Gender:M

Demographics | Identities |

Hsave |G, News Nnn-Hsethd Relationship

Test, Mom F Wother

| Relationships | 1 District Employ District Assit Credentials

Relationships within v.... *Primary Household Relationships
Name Gender Relationship
Test, Dad M Father

W Test, Grandma F

Non-Household Relationships
Name Gender Relationship

Start Date End Date Seq Guardian Mailing Portal Messenger Private
v |Er [arrr00e | 5 O O O
v By ezr00e [ [ OO @l
tart Date End Date Seq Guardian Mailing Portal Messenger Private
Grandmotner v @Jmmuus = 5| O O OO O
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