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SACC Site Manager How-To Guide Online
Enrollment
Learn how to navigate the SACC portal to manage, review, and approve enrollment
applications for students. This guide provides step-by-step instructions for updating
application statuses and exporting documentation.

1 Navigate to https://juan-origin.collierschools.com/app/Portal

https://juan-origin.collierschools.com/app/Portal
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2 Use the Username 1000006806 and Click Next

3 Type password sacc_test, then click sign in
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4 Now that you're in your portal

5 You will click on the green arrow button.
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6 Select staff.

7 Admin.
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8 Enrollment and SACC.

9 You will be brought to an application page. Start by click the back button (orange
circle below) to go to 2026-2027 school year.
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10 Now you will see 26-27 applications.

11 You will be able to see applications that are in process (green bar shows
completion rate). You can also begin to see student and parent information that
has been entered into the application.
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12 At any time, these applications can be selected by checking the open box to the
left of the reference code. This feature is available on all tabs at the top.

13 Click this checkbox.
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14 Right now, these applications are listed under "Not Signed"

15 Any applications that you are reviewing will show here.
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16 Any applications that you have approved will show in the approved tab.

17 Any denied applications will show here.
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18 And this link will show all applications that have been archived over the years.

19 When you are ready to review an application (should be at 100%), you will click on
the icon with 3 dots. Then click Manage Application.
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20 It will take you into the student application where you can review information that
parent submitted.

21 Also to help with information transferring, you can click this Procare view button.
It will populate into a view that is similar to Procare. This will help you copy and
paste student information.
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22 Back on the homepage, please note that you are able to sort student information
under any of the tabs. For example, if I only wanted to see "not signed" or pending
applications for incoming kinder students, I could click on Grade Level at the top.
This will sort all applications and only show those kindergarten students.

23 If you would like to print any approved application. Click the open box to the left of
the 3 dots (you can click multiple boxes or select all at the top).
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24 Click PDF. When applications are actually complete and approved, a PDF will
populate with all student information. You will be able to mass print all approved
applications.

25 To approve an application. Click this image.
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26 Click "Set Status"

27 You may click any category listed to label the application. I will click approved.
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28 Then, navigate to the approved tab.

29 Once I have approved applications they will be listed under approved. Parents will
be notified via email when their application has been approved.
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30 You may select all applications, filter applications, switch to PDF format, and print.

31 Eventually, we will build out a data platform (orange circle).
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32 This dashboard will show data associated with your applications. It can show
number of students enrolled, per grade level, days of service, etc. This will be built
out over the next few weeks.

33 Overall, this is the process for approving and managing applications in CCPS
online platform.


