[bookmark: _GoBack]Faculty and Staff Instructions to Update MY DATA in Infinite Campus
This can be completed anywhere you have an Internet connection- at school or at home. Allow three business days for processing!!
Background:
The district is using Infinite Campus to communicate to staff in emergencies. This replaces K12 Alerts. It is important that all faculty and staff update and keep current their personal contact information to insure you receive important district and school messages.  
Creating/Updating your information:
It is imperative that everyone login to Infinite Campus and update their contact information to insure you received voice, text and /or email notices from the district.
Please follow these steps:
1) Go to the Fairfield Public Schools webpage and click on the Infinite Campus link found under the box labeled Faculty and Staff Resources:

[image: ]

2) This will bring you to the Infinite Campus Login Screen:
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Your Username and Password are the same you use to login to computers at school.
If you have problems logging in, please put in a Kaseya ticket or email reghelp@fairfieldschools.org and one of the IT staff will assist you.




3) You will see a screen similar to that pictured below- there will be differences in the list on the left side of the screen depending on your permissions.
4) Click on the + sign next to the word “Census” to expand the menu
[image: ]
5) Click on “My Data”




6) A screen similar to the one below will appear with your demographic information. Please click on the Request for Demographic Update to make changes to your contact information. 
(You need only include your Gender, and your Personal Contact Information for purposes of district communication. Any other information you wish to include or update is entirely up to you. Please refrain from putting your social security number into the database.)
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7) The screen will change asking you for an update type. Please select “ I am adding or correcting my information”.  ( See sample below)
(You may not select to change your legal name through Infinite Campus, that must be done through Human Resources.)
[image: ]
8) Scroll Down to the area labeled “Personal Contact Information” [image: ]
9) Complete the email, cell and other phone numbers you wish to be used to contact you in the case of emergency communication.

10) Next to the contact information you see the “Messenger Preferences Contact Reasons”. Please insure that you check off the boxes that are under the “Emergency “column. This says that you want to be contacted in that manner if there is an emergency message, such as a snow day or other delay, dismissal or closure.

In the example above (my personal email and cell numbers are redacted to protect my privacy) You can see that I’ve elected to be contacted via my personal email address, and my two cell phones for any emergency message.

You will also note there are other contact preference columns- attendance; behavior and teacher are reserved for those staff members who are parents or guardians of students attending Fairfield schools. As employees, please also check off the communication methods you wish for general notifications (events, newsletters, etc.) and priority notifications which may be notices from your school Principal or important reminders from a central office department).

Save your request by clicking on the “floppy disk” icon
11) When you have completed this section, please click on “save request” and your request will be forwarded for review and approval. It will take up to three business days to process your requests, so please plan accordingly. You will get a message in your “process in box” when you request has been approved. Your process inbox is located at the bottom of the splash screen when you first login. To navigate to it, simply click on your name at the top of the Index, and then scroll down to the bottom of the page.
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12) If you have any questions or concerns, please put a Kaseya ticket in and we will respond.
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Our fiieth school anniversary (current building) and one hundredth school anniversary (old Sherman Green building) will be celebrated in Octo
like to share for our decade timeline. An alumni celebration will be held on October 12 at Penfield Pavilion. We are looking to form a committe

meeting will be held on June 4™ at 200 in the conference room. If you can't make the meeting but would like to help, please contact me or §

Our Fifth Grade promotion ceremony will be held on June 21 at 2:00 on the blacktop. The entire school body will be invited to sit on the grass
the event of rain. family members only will be seated in the gym for the ceremony.

We have some staff changes to announce. Ms. Ettinger has decided to retire. Although she was not here for most of the year, her legacy for
We wish her well as she begins the next chapter of her lfe. We have currently registered 70 Kindergarten students for the Sherman Class of
currently teaching fith grade, willjoin the first grade team. She was a member of the team a few years back and is happy to be joining them ¢
we are going from 3 to 4 sections next year | do not have an addtional teacher at this time but il keep you updated. The third grade team a
means that Mrs. Paradis will be leaving third grade and will be joining the fourth grade team. Our fifth grade team reduction from 4 to 3 sectior
‘announced in mid-August. They will posted on Infinite Campus so please be sure to have your activation code before the end of this school ye

As you can see, we vill be very busy this month! | too, have a busy home ife. My husband Kevin and | will be celebrating the marriage of our
than Flood Zone (formerly The Rents)...so Sherman will be wel represented at the wedding. So here’s to celebrations big and small and the o

Warmly,

Eileen
* [03/0472013 Roger Sherman Elementary School ]

Welcome to Roger Sherman Elementary School and Infinte Campus! Please explore our website for updated information. As this year progre
site from edline. Please be patient as we make the change
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