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 Under Household Members:  Check Secondary on the Students only.  Do not check the 
Parent’s Secondary Box. 
 

 Save and Continue to Step 3 

 

9. Census Wizard:  Step 3:  Edit Relationships of Household Members.  

Focus on the Student Only.  Enter information on the STUDENT only and all other 
Information will populate to the other relationships.  Enter Date for Start Date.  Enter the 
Priority Sequence of Notifications (Seq) (Optional).  Check appropriate boxes for Portal 
and Mailing purposes. 

 

 

10. Scroll to the bottom of the page and hit Save and Done.  The screen will stay up but it is 
actually done. 

11. To check your work.  go to Search>Student and go to the student’s Summary page, or click 
on the “Print Envelope” button to see where the student will receive mail. 

  


