
Configuring Your Infinite Campus Account to Receive Messages in the 

Event of Bad Weather (AND for other reasons, too!) 

 

First, if you don’t have an Infinite Campus account or don’t know how to log into Infinite Campus, 

please contact Laura Deters for assistance at Laura.deters@erlanger.kyschools.us.  Once you’re able to 

log into Infinite Campus, follow the following steps to get set up for receiving messages through IC. 

1. After logging in, go to CensusMy Data: 

 

2. Click “Request Demographic Update” at the top of the large panel on the right side of the 

screen: 

 

 

3. Scroll down to the bottom of the screen to where your “Personal Contact Information” can be 

found: 

mailto:Laura.deters@erlanger.kyschools.us


 

 

4. Please do not change you primary email address, but add and/or edit any of the other contact 

information you find. (Uh, who still has a PAGER?!?!?!?)   

 

Let’s imagine that Joe has a cell phone, an “Other” Phone, and a personal email that he would 

like messages sent to. He might edit the screen to look like this: 

 

5. Now comes the important part. You need to decide—for each of these pieces of contact 

information, what type of messages you would like to receive: 



a. General: These are general, informative messages. Examples include, “There will be a 

dance tonight at Dietz Auditorium” or “This is a message to inform you of the exciting 

events that will be occurring in the district over the next few weeks.”  

b. Priority: Priority messages can be made by anyone with Messenger voice privileges, and 

they are reserved for messages that are more important than the “General” messages. 

For instance, a message to staff reminding them of a required summer professional 

development day would be an example of a Priority message that might be directed 

toward staff.   

c. Emergency: This is the important one. Only Dr. Burkhardt’s Infinite Campus account can 

send an Emergency message. These messages are reserved for weather cancellations / 

delays and other critical emergencies (i.e. a water main break at a school is forcing that 

school to be closed for the day, or a chemical spill on the railroad tracks running through 

Erlanger/Elsmere has caused a lockdown and school dismissal will be delayed). If you 

wish to be notified during a weather closing, these are the boxes that matter to you.  

d. Attendance, Behavior, and Teacher: These columns are for student and parent contacts 

only and will never be used for staff members. Check ‘em if you want, but you’re 

wasting your time as they can’t be used with staff contacts.  

As an example, imagine that Joe Staffmember has a work email address, a personal email 

address, a cell phone, and an “Other” phone, which is his wife’s cell phone.  After reading the 

above, Joe decides that, while he likes to keep informed about what’s happening in the district, 

he doesn’t always need the hassle of a phone call. He decides that—for those non-critical, 

“General” messages—all he needs is an email to his work address. For the more important, 

“Priority” messages, he’d like an email to both his work and home email accounts, as well as a 

voice and text to his cell phone (but nothing to his wife’s cell phone). And for those weather-

related “Emergency” messages, he wants an email everywhere, a text everywhere, but a voice 

call just to his cell phone and not his wife’s. He would change the screen to look like this: 

 

6. Once you’ve gotten the contact information the way you want it, scroll back up to the top of the 

page. In the field marked “Brief Description,” type a description for the change, something 



simple like, “Contact Info Update. “ Select the radio button beside “I am adding or correcting my 

information,” and then select the “Save Request” icon: 

 

 Your changes will be submitted to district staff for approval. As a general rule, almost ALL 

requests will be approved within 48 hours. Until that approval happens, you won’t see any change in the 

system!  


