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“For purposes of Senate Bill 05.091, ‘adequate documentation’ of a transfer includes: 
 1) a records request or  2) a notification of enrollment/attendance from a receiving school/district.” 
Adequate Documentation Ad Hoc Report 
Adhoc Tree 

 

1. From the Index tab, expand the Ad 
Hoc Reporting folder by clicking the 
(+) sign. 

 
2. Click on Data Export.  This will 

open a new window to the right. 
 
 

 

 
 
3. Select the appropriate Ad Hoc 

Library (ES, MS, HS) 

4.  
 
 
 

 

5. Select student AdeqDocReport. 
 
6. From the Pick an Export Format 

List: Select Comma Separated 
Values. 

 
7. Click the Export button. 
 

 
 

 

8. An Excel spreadsheet will display 
with the information for the students 
meeting the requested search criteria. 

 
9. All students that have withdrawn 

with codes of 14, 15 or 16 will 
appear on this list.  All students 
should have information entered into 
the Adequate Documentation Fields. 

 
*See below for the location of these 

fields. 
* For a detailed explanation for the 

AdHoc export process, refer to the 
QR for Ad Hoc Data Export 



AAddeeqquuaattee  DDooccuummeennttaattiioonn  ––  SSBB0055..009911  

Infinite Campus data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.         Department of Technology Services - Revised 
3/24/2008 – lg http://dpsportal.dpsk12.org/sites/ICD/Enrollment  Office/SB05_91_AdeqDoc2008.2.5.doc        

      Page 2 of 4 
 

 
“For purposes of Senate Bill 05.091, ‘adequate documentation’ of a transfer includes 1) a records request or 
2) a notification of enrollment/attendance from a receiving school/district.” 
Adequate Documentation Data Entry 

 

 
 
 

1. From the Index tab, expand the 
Census folder by clicking the (+) 
sign. 

2. Click on People.  This will open 
the Search window. 

3. Enter the student’s name or 
Student ID#.  This will open the 
student’s demographic 
information. 

 
 

 
 

 
 

4. Select the Enrollment tab. 
 

5. Select the appropriate line of     
enrollment.  
 

 This line should be the student’s 
last line of history at a DPS school 
– your school number should be 
listed here. 

 It should also have an End Date. 
 If the student is active in a DPS 

school, contact that school to 
verify enrollment. The End Status 
code will then need to be changed 
to Code 11 – “Transferred to a 
school within same district.” 
 

6. Scroll down to District Defined 
Elements. 
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7. Adequate Document Date field 
– enter the date the document 
was received by school. 
 

8. Adequate Document School 
field – enter the receiving 
school’s name. 
 

9. Adequate Document City field 
– enter the receiving school’s 
city. 

 
 

10. Adequate Document State field 
- Select the receiving school’s 
state from the drop down table. 

  

 

11. Adequate Document Country 
field - Select the receiving 
school’s country from the drop 
down table. 

 12. A Copy of any records request or 
verification of 
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enrollment/attendance must also be 
placed in the student’s cumulative 
folder. 

 

 
 

IMPORTANT REMINDER: 
At the end of each school year, if 
adequate documentation has not been 
received for any student with an End 
Status Code of 14, 15 or 16 the 
student will be reported as a dropout 
to the Colorado Department of 
Education. 

 


