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Adding Emergency Contact Information

Description

Many students need additional people connected to them as emergency contacts. These
people need to be in Census as ‘people’ and connected to the student though a
‘Relationship’. Often these additional people are already in the system and do not need to

be added.

1. Open the Search section in the Navigation Pane.

2. Choose Search for a: — All People.

3. Enter the contact’s last name and click on the Go button. If you see someone
listed that might be the contact, choose that person and research the Census
screens (i.e., Demographics tab, Household tab) to determine if this is the person
for whom you are searching. If it is, choose the person and skip to step 10, if not
continue to the next step.

4. Open the Index tab on the Navigation Pane. Expand Census and click on Add
Person.

5. Enter the contact’s last name and click on the Search button.

6. Click on the Create New Person button. You may have to scroll down on the
screen to see the button. Since you have already researched any possible matches,
you do not have to repeat that step.

7. Enter the name and gender of the contact and click on the Save button.

8. The person will display in the New Person box.
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9. Click on the person’s name to link to the Census tabs. The Demographics tab of
the Census screen displays. Enter the contact’s pertinent phone numbers and click
on the Save button.

10. Click on the Relationships tab.

11. Click on the New Non-Household Relationship button.

12. Type in the student’s name and click on the Search button. Choose the student.

You can choose more than one student by continuing to search and choosing
students.



13. When finished choosing the student(s) for the relationship(s), close the Person
Search box by clicking on the red X in the upper right corner of the box.

14. Complete the relationship by choosing the Relationship (i.e., Parent, Child,
Spouse, etc.), entering the start date.

15. Place a check in any of the checkboxes required. Generally, Emergency Contacts
do not have checkmarks for Guardian, Mailing, or Portal. If the person is a
guardian not living in the household (i.e., a divorced parent), the checkboxes will
allow the person access to mailings, portal information, etc.

16. Click on the <Save> button.
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The relationships will show for the non-household person. To view the relationship on
the student, navigate to: Census - People and search for the student. Click on the
Relationships tab. The final results of the relationship should look as follows with the
correct check marks.
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The new contact will display as part of the student’s Summary screen, Student
Information — General, under Non-Household Relationships.
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