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Searching for a Student  

 
 

 
 

 
 

 
1. From the Index tab, select Census 

then People. 
 
2. From the Search tab, select the drop 

down under Search for a:  
And select All People 

 
 
 
 
 
 
3. Select the Advanced Search. 
 
In the Advanced Search window, search 
by last name, first name or student ID.  
Click the Search button when finished.  
 
4. A list of students that matched the 

input criteria will appear in the 
Search index on the left. 

5. Select the student from the list (If the 
student was inactivated from a DPS 
school the student should appear in 
red). 
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Activating a Student  
 

 
 
 
 
 
 
 
 

 

 
Student information will come up at the 
Demographic tab.  Verify you have the 
correct student by selecting Household 
and(verify address). 
1. Select the Enrollments tab. 
2. Look at the first line of the enrollment 

information - it must contain both a 
start and end date for you to enroll at 
your school.  

3. Select New. 
 
 

 

 
 
 

From the General Enrollment 
Information window 
 
1. Enter the Grade the student will be 

attending. 
2. Enter in a Start Date (the first date of 

attendance) 
3. Enter in a Start Status (Use the 

appropriate code as assigned by the 
District). 

4. Select Save. 

If there is only a start date (no End Date), 
contact the school the student is currently 
enrolled in, allowing the school sufficient 
time to inactivate the student before enrolling 
the student in your school 
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District Defined Elements Census - Demographics 
 

 
 
 

 
Three dates must be filled in for every student 

1. First time in any school in US 
2. Most recent time in any sch in US 

3. Most recent time in a CO public sch 
 

1. Select the Demographics tab. 
2. Scroll to the bottom to view the 

District Defined Elements section 
 
 
 
 
 
 
 
 
 
 
 
 
3. Verify the Previous School 

information as listed under the 
District Defined Elements section 
based on the dates filled in from the 
registration form. 
• Change the dates in IC if the 

information provided from the 
registration form shows 
differently. 

• Fill in any missing dates based on 
the information provided from the 
registration form. 

• If the student is new to the district, 
all three of these dates will need to 
be entered into IC. 

• These dates will be populated if 
this is a returning student and dates 
were previously entered. 

4. Click Save. 

 


