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The Add Person tool allows the creation of new persons - staff members, students,

parents/guardians, etc. - in Infinite Campus. Full access to this tool requires Read, Write, and Add
tool rights; Delete rights are not applicable for this tool.

See the Add Person article to learn more about how this tool is used.

Add Person ¥ Census > People > Add Person
| Refated Toots ~ |

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

*Last Name | ang No Person matches found
First Name |g
Middle Name | |

8irth Date | gg10/2001 |7

Gender | v ‘

| Search \

User Tool Rights Editor
Search Campus Tools
| ToolRigns [ Create New Person |
> Instruction Al [T Read [ write [JAdd [ Delete -
> Student Information Al Dread (Jwrite ([ add ([ pelete
B | »  Attendance Office Al O read write (D Add () Delete
»  Behavior Office T Cread hwrite (Dagd O pelete
v Census All =/ Read (= write (=] Add [ | Delete
* People All (=] Read (=) write__[=) Add Delete
Add Person Al pead @ wiite (@)add Delet
Contact Log Al
Demographics _ Al [ read |_ write [ Add [ Delete
Staff State 1D Al Oread (Jwrite [ add () Delete
GUID Al [/ read [ | wme [_)Add _| Delete

Best Practices for Add Person Tool Rights:

The Add Person tool is used to add new person records to your Campus database. It is
recommended that FULL rights to the Add Person tool be assigned to staff responsible for
adding individuals - students, parents/guardians, staff, non-guardians, etc.

Full access to Add Person requires Read, Write, and Add.

Additional access to one of the following tools is needed to create and save a new person
record, as follows:

e Demographics - Read, Write, Add

Add Person - Read, Write, Add

Food Service Account Information - Read, Write, Add, Delete
Student Locator - Read, Write, Add
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e Staff Locator - Read, Write

Available Tool Rights

R

Suggested User Groups

Select the Add
Person tool from
the Index.

Enter search
criteria to view
existing person
records.
Generate a
Person Summary
Report from the
search results.
Select a person
from the search
results.

Click Create New
Person and enter
data for the new
person, but
cannot save the
new person
record.

W

Enter data into
the New Person
form (the fields
Last Name, First
Name, and
Gender are
required) to
Create a new
person.
However, that
record does not
save.

e Save the new
person record.

e Choose Add
Another
Person button
to create an
additional
person record.

N/A

Some groups may only need Read access to the information displayed in this tool.

e Counselors
e Front Office

e Registrars

See User Groups and Suggested Roles for more information.
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