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The Create a Student application is used to generate a student ID number for new students.  Once the 
student ID is generated you will need to proceed with enrolling the student via FOCUS.  Only select 
individuals have access to this application (i.e. Pre-K Assessment (ESE), Little Eagles Program (NHS), VPK 
Team, FSG Team, ALT Schools, Charter Schools). 

 

Accessing the Application 

1. Open your CHROME browser.   Chrome 
is the preferred browser. 

2. Visit https://portal.collierschools.com/ 

3. Enter your network username. 

4. Click Next. 

5. Log in using your CCPS network username 
and password.          

 

Logging in to the Application 

 

1. Click the green arrow in the upper left corner to expand the sidebar 
menu. 

2. Select Staff. 

3. Select Admin. 

4. Select Enrollment. 

5. Select Create Student. 

6. The Create Student screen will display. 

 

Search for the student 

Always search for the student prior to adding. This will eliminate generating a 
student number for a student that already exists in the system.   
 

1. Enter 2 or more letters of the first name.  

2. Enter 2 or more letters of the last name. 

3. Use the drop-down to select the date of 
birth (YYYY-MM-DD). 

4. Use the drop-down to select the gender. 

5. Entering the social security number is 
optional. 

Note:  Although entering the social 
security number is optional, it assists with 
narrowing down your list. 

6. Click Search. 
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7. The Warning screen will display.  To continue the search, click the blue Continue button. 

 
This will occur if you have left the social security number field blank.   

 
You can suppress the message by clicking the optional 
suppress warning checkbox on the initial search screen. 

 

8. It may take a moment for the search results 
to display.  Wait patiently. 

9. The search results pop-up window will 
display in the middle of the screen. 

Note:  Results will include legal guardians, 
students, employees, etc.   

 

10. Review the results to make sure that you are not generating a student ID for an existing student.   

• If the student IS listed in the results, review each column of information, especially the match 
percentage column.  This column will tell you the percentage of the match listed based on your 
search criteria entered.   

• If the student IS listed in the results, proceed with adding a student via FOCUS and DO NOT 
generate a new student ID number.   

• If the student IS listed in the results and DOES NOT meet the criteria (wrong student), proceed 
with generating a student ID# via the application.   

• If the student IS NOT listed in the results, proceed with generating a student ID# via the 
application. 
 

Add a student  

1. Click the New Student button at the top of the screen. 

2. The confirmation page will display. 

3. Click the green button to proceed with creating a new 
student ID.  This acknowledges that you have 
reviewed the search results and would like to proceed 
with creating a student ID number for the student. 

 

4. The ID number will display in the middle of the screen. 

Make note of the student ID number and proceed with adding a student in FOCUS to complete 
the enrollment process.  Refer to the FOCUS Enrollment (Add a Student) Instructions. 

 


