
How To Approve Address Change Requests in Xray 
 

1. Navigate to https://origin.collierschools.com/app/Portal and enter your username 

 

2. Click the Green Arrow > Staff > Admin > Xray 

 

 

https://origin.collierschools.com/app/Portal


 

3. Click Reports > Students > Guardian > Address Change 

 

4. Select request needing review by click the ellipsis  then click open 

 

 
 

5. Review the request and verify the information is correct 

Note: address not in catalog requests must have additional steps performed and should be 

referred to the Department of Student Assignment. Address edits (see below) 

 

 



 

6. Click Approve or Reject and confirm your selection 

 

 

 

 

7. Click OK and a message will be sent to both the requestor and staff member processing the 

request that it was completed. 

 

8. If it is a change in school, contact current school to withdraw, then enroll to your school.  

 

 

 



 

How to edit address 

1. Click Edit Residence Address 

 
2. Select the appropriate option 

 
3. Enter address information 

 
 

 
 

 

 

 

 



4. Review message and select appropriate option 

 

 
 

5. Proceed with processing the request or reassign to new school by clicking the pencil  

under the Process At * column.  

 

Note: School can only reassign requests after editing the address. Any request to reassign without 

edit must be sent to the Department of Student Assignment.  

  



 

 

 

General Business Rules 

• Mailing Address Only Requests: 

Parents who are not Employees or Applicants must submit a mailing-only request only if they 

currently share the same address as the student. This flow is simpler — they just enter the 

new address and click Submit. 

• Request Management: 

Requests can be managed by Student Assignment or users with 

the ROLE_AD_DATA_ENTRY role. 

• Daily School Reminders: 

Schools will receive daily reminder emails for any pending address change requests. 

• Completion Notifications: 

Once the address update is fully processed (submitted to Focus), schools will receive a one-

time email notification, signaling that they can proceed with any needed manual updates 

(e.g., enrollment, transportation). 

• Catalog & OOC Addresses: 

o If the new address is not in the catalog or is Out of County (OOC): 

▪ If the student remains at their current school → the request is routed to 

the school. 

▪ If a school change is required → the request is routed to the Student 

Assignment. 

• Missing Address in Catalog: 

If a parent provides a Collier address that’s missing from the catalog, school staff will contact 

Student Assignment to request GIS to add to catalog. 

Once approved by GIS this will automatically add the address to the catalog and update the 

request's address, but this will not approve the parent’s request. User will need to review; 

approve or reject the request.  

• Location Reassignment: 

Student Assignment can reassign the processing location for a specific student within a 

parent’s request. 

• Admin Address Edits: 

Student Assignment or data-entry can modify the requested address. Depending on the new 

zone or school, the request may be routed to a different queue (e.g., enrollment selection). 

• Exclusions: 

Address updates do not apply to Charter, Adult, or NPO students. 

• Rejected applications parents/guardian will need to complete a new request if resubmitting. 

Moved during first 20 school days of attendance, review column “New Zone School”. If different 

than your school, reject and add note explaining parents need to attend new zone school OR request 

Student Assignment to reassign to new zoned school.  


