1. Find or Add New Student
a. Census > People > ADD Person
i. Person Search: Enter Last Name part of first name, search for match
ii. If No Match, Check “Create New Person”
b. Enter required fields/name as on Birth Certificate
i. Under Race/Ethnicity, ID All from Student Data Card, Including Race/Ethnicity Determination (Parent Identified)
c. SAVE
d. In New Person Screen, Click on Student Name
i. You will be in Demographics Screen
2. DEMOGRAPHICS
a. Enter Home Language Survey responses 
b. Ed-Fi ID (state student ID)
i. Click GET Ed-Fi ID
1. Search screen pops up
2. Click SEARCH
3. If MATCH = click USE Ed-Fi ID
c. [image: ]You will return to Demographics Screen:
i. Click USE Ed-Fi ID for Local Student number
d. USE Blue SAVE Button to Save Information 
3. ENROLLMENT
a. [image: ]Click Enrollment on Right Side of Screen
b. Click NEW (BLUE) button
c. ENTER REQUIRED FIELDS
i. Verify CALENDAR: 26 YOUR SCHOOL (School #) R
ii. Enter: Grade, Start Date, and Local Start Status
iii. Start Comment: Enter Prior School Info (Name, ph., Address)
iv. CHOICE
1. YES = Check Choice Box & Enter Choice Basis:  1 - State/Local
4. Household
a. If HHLD already in IC, Select Membership in Household
b. Click NEW HOUSEHOLD MEMBERSHIP (BLUE) BUTTON
c. Search for Household by last name or address
i. Select Household in Search Box
ii. Enter Start Date for student
iii. Select Primary or Secondary (CCP, etc.)
iv. Select (BLUE) SAVE button
5. Create New Household:
a. Census: Households > Census Wizard: 
i. Step 1: Search for Existing HOUSEHOLD or Create NEW HHLD
ii. Search by LAST NAME for Family 
iii. Search by ADDRESS for HHLD
1. Check address for correct members (parents, etc.) and select
iv. Step 2: Edit HHLD DATA
v. Step 3: Edit/Verify Relationships (Relationship, Start Date, SEQ, Select check boxes for Guardians, etc.)
1. To YOUR Student
2. To Siblings (if listed)
3. To Parent/Guardian in HHLD
a. For parents with different households do this for each Household (Primary/Secondary)
vi. SAVE BEFORE EXITING SCREEN
b. EMERGENCY CONTACTS = NON-HOUSEHOLD MEMBERS
i. From Student: Go to Census: People: Relationship
ii. Click NEW HOUSEHOLD RELATIONSHIP button
1. Use Person Search to find Contact or Create New Contact if unable to find
2. Enter Relationship to student/start date/ emergency priority number
3. Verify EC has phone number under their own demographics
a. If no, add under EC’s name
6. Transportation:
a. Student Information > General > Transportation
b. Requests: New
c. Details
i. Start Date
ii. Route Type (Choice = CR, Regular = RG, etc.)
iii. Must Select Address for 
1. Pick-Up Location
2. Drop-off Location
iv. SAVE
7. FORMS: Military Connect Youth
a. PROGRAMS: Student Information/Program Participation: 
b. Kindergarten Survey/Early Learning
c. FERPA
d. MV/Foster Care [by MV Liaison only]
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