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CCPS SACC Enrollment- User/Parent Guide
This guide has been created to support administrators, office staff, and SACC
employees with the parent/user enrollment platform.

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

https://juan-origin.collierschools.com/app/Portal
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2 Click "Sign in" and use username 2001153044.

3 Click Next.
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4 Type sacc_test as password and click Sign in

5 Once you are logged in to the sample account- Click the green arrow on the left.
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6 Click Community- then Registration & Enrollment

7 Click Before & After School Care (SACC)
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8 This is going to take the parent to the application page.

9 This page provides parents with an overview and a list of all available SACC Sites.
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10 When you scroll down, parents will see students that are linked to their accounts.
They will complete a separate application for all children attending.

11 Parents will click on Regular School Year application to get started.
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12 Parents will see this welcome page.

13 The student name will remain in the top left corner.
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14 Parent can adjust application to a different language if needed.

15 Parent will click start button.
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16 Student information page. All information is pulled from focus. Parents can
add/edit as needed.

17 For each section of the application, there is a % complete section. This notifies the
parent if something is missing from that specific section.
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18 When all information is entered- parent will click Next.

19 Guardian Section- includes all parent information. Additional parents/legal
guardians can be added BUT can only be added through the portal or with school
permission. See notes below within each section.
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20 All parent information is listed. This is grayed out, meaning parent can not make
adjustments to this information without going through the school or making
proper changes in the Portal.

21 Custody and Court Order Section.
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22 Parents with custody agreements will click yes.

23 Then, they will have an opportunity to upload appropriate court documents.
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24 Parents will be prompted to select and upload files.

25 If a parent uploads a document, they will see it here.



Made with Scribe - https://scribehow.com 14

26 Click "Next"

27 Enrollment Section- Parents can choose what school their child will attend for
SACC. The only schools that will populate in this section are the enrolled school or
the home zone school.
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28 For this student, AVE is the only school parent can select.

29 Parent can choose the enrollment start date. See the note below- start date must
be at least 48 hours after application and payment are received.
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30 They will select date.

31 Also in the Enrollment Section- parents will choose full or part-time. They also can
select ERD or Full days.
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32 Once parents select the program their child will be enrolled in, they will then
select the days of attendance. If a parent chooses 2-3 days a week, they can only
select 2-3 days on the right-hand side.

33 Parent clicks days of attendance. Then, click next.
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34 Contacts Section. Parents can select if a sibling will be attending BUT each child
attending will complete a separate application.

35 Parents can add emergency contacts.
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36 Parents will complete Pickup Code section- then click Next.

37 Medical/Health Information
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38 This information is pulled from FOCUS. The medical information in FOCUS is
grayed out, meaning that parents can not alter this information. They can add
additional information, but not change existing.

39 When complete, parent will click Save.
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40 Healthcare Provider information should be prepopulated from FOCUS. If not,
parent can add information in this section.

41 Permissions and Consent Section. Parents complete each part of this section-
starting with Food-Related Activities.
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42 Permission to Participate in Physical Activities

43 Photo-Video Media Release
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44 Policies Section- parents will go through and acknowledge each policy. As they
acknowledge, the policy will "fold back up"

45 Once all policies have been reviewed and acknowledged, click next.
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46 As you can see, once all policies are acknowledged- this is what the page will look
like.

47 Resources Section: Payment Information
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48 Can choose auto payment or money order.

49 If they choose Auto payment, then parent would see directions on completing
Procare form.
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50 This email will say "AVESACC@collierschools.com" (or whatever school email is
appropriate for that student). Parent will complete form and email to proper email
listed.

51 Parents can review the Parent Handbook, Calendar, or ELC information.
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52 Click Next.

53 Parents will be taken to a summary page to review all information.
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54 Once parents have reviewed all information. They will see a submit button at the
bottom of this page.

55 Once the application is submitted, you will get a notification via email that an
application has been submitted. And then you will be able to see that application
on your administrative side. From there, you will be able to review and approve
the application.


