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Chapter One: 
Parent/Guardian 
Tasks 
Chapter Objectives: 

 How to login to Jeffco Connect 

 How to create an Account in Jeffco Connect 

 How to change your Password in Jeffco Connect 

 How to add Students to the Parent Account 

 Reviewing the Summary Details and What’s Missing 

 How to select a Residence Address for a Student 

 How to edit Student Contact Details 

 How to add Emergency Contacts for Students 

 How to add Enrollment Details for Students 

 How to add Health Details for Students 

 How to add Language Details for Students 

 How to complete the Agreement Details 

 Reviewing the Summary Details and submitting Student Updates 

 How to Edit Student Information 

 

Jeffco Connect is an online system that is available for both the parent/guardian and 
JPS District user, and provides the ability to capture, enter, and update student 
information anytime and anywhere. Jeffco Connect will allow parents/guardians to 
enter the information electronically providing more timely updates and increasing 
the integrity of the data. It will ensure that the most recent data is in the student 
information system (Campus), and not on a paper copy. 
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Lesson 1-1: How to Login to Jeffco 
Connect as a Parent/ Guardian 

  

Schools are responsible for communicating to parents/guardians the process for 
enrolling students at their school as well as communicating the process for updating 
student information at their school. The communication should include where to 
find the link to the Jeffco Connect system (https://jeffcoconnect.jeffco.k12.co.us) as 
well as a link for detailed instructions on how to use this system.  

Jeffco Connect screen labels have been translated to English, Spanish, Russian and 
Vietnamese. Parents can toggle these translations by clicking on the available 
language from their login page. All student information must be entered in English. 

1. Parents may access the link to Jeffco Connect from either a link on their 
student’s school website or the Jeffco Public website: 
https://jeffcoconnect.jeffco.k12.co.us  

After clicking on the link, the Jeffco Connect login page will display as 
illustrated in Figure 1-1. 

2. Parents who have a Jeffco Connect user name and password will enter their 
User Name and Password in the fields provided and then click on the Login 
button. 

Parents who do not have a Jeffco Connect account, or are new to Jeffco 
Schools, will need to contact their student’s school to ask for assistance.  

Parents who are new to Jeffco Schools and registering their student for the 
first time will create a Jeffco Connect user account by clicking on the New 
Parent/Guardian to Jeffco Schools button. Please see Lesson 1-2: How to 
create a New Parent/Guardian Account for parent instructions. 

 

If a parent has forgotten their username or password, they should click on 
either the Forgot Username? Or Forgot Password? link located on the login 
page. The following Username/Password page will display: 

Figure 1-1 

Jeffco Connect login 
page 

 

Figure 1-1 
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If the parent does not know or remember their username for Jeffco Connect, 
they must contact their student’s school for assistance. 

 

The parent can reset their password using the window above by entering a 
valid Jeffco Connect Username and Jeffco Connect Email and clicking on the 
Next button.  After answering the security question, the following message 
will display: 
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Lesson 1-2: How to create a New 
Parent/Guardian Account 

  

 

Parents must create a Jeffco Connect User Account if they are registering their 
student for enrollment at a Jeffco School for the first time (or may need to when 
returning to a Jeffco School after having left the district). 

Figure 1-2 

New 
Parent/Guardian to 
Jeffco Schools? page 

 

Figure 1-2 
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Schools are responsible for communicating to parents/guardians the process for 
enrolling students at their school as well as communicating the process for updating 
student information at their school. The communication should include where to 
find the link to the Jeffco Connect (https://jeffcoconnect.jeffco.k12.co.us) system as 
well as a link for detailed instructions on how to use this system.  

1. Parents may access the link to Jeffco Connect from either a link on their 
student’s school website or the Jeffco Public website: 
https://jeffcoconnect.jeffco.k12.co.us  

After clicking on the link, the Jeffco Connect login page will display as 
illustrated in Figure 1-1 of the previous lesson. 

Parents must create a Jeffco Connect User Account if they are registering their 
student for enrollment at a Jeffco School for the first time (or may need to 
when returning to a Jeffco School after having left the district).  

Parents who have students returning to a Jeffco School may receive an email 
invitation to create their Jeffco Connect User Account. If they have never 
provided their student’s school a working email address for themselves, they 
must call their student’s school to initiate the process.  

2. Parents new to Jeffco Schools will begin by clicking on the New 
Parent/Guardian to Jeffco Schools? button on the login page. 

The New Parent/Guardian to Jeffco Schools? page will display as similarly 
illustrated in Figure 1-2. Required fields will be identified with a red asterisk *. 

3. At a minimum, parents must complete all required fields before they are 
allowed to submit the form and create a Jeffco Connect account. 

Phone: The parent may specify up to three different phone numbers identified 
as: home, work, mobile, pager or other. Only one of the three phone numbers 
may be identified as “Primary”. NOTE: it is best if the first phone number listed 
is identified as “Home”, even if their mobile number is used as a “Home” 
number. 

Automated Messages: The parent must select their preferences for 
automated messages coming from their student’s school. At least one 
parent/guardian must select a phone number to be reached for Emergency 
and Attendance notifications. All other notification categories are optional. If 
no selection is made for the optional categories, the parent/guardian will not 
receive any automated messages for their student for that category. NOTE: if 
the notification preferences display as disabled, it is because the parent has 
entered an invalid (illogical) phone number. 

Email: Although the email field is not required, it is highly recommended that 
the parent provide an email address. They will receive the following message 
when an email address is not provided: 

 

https://jeffcoconnect.jeffco.k12.co.us/
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Language Preference: The parent must specify what language they want to 
receive communication in: English, Spanish, Russian, Vietnamese or Other. If 
they specify “Other”, there is a field provided for them to enter the “Other” 
language. 

Other Parent/Guardian edit/view access: The parent initiating the Jeffco 
Connect user account may allow another parent/guardian to edit their 
information by selecting the “Yes” option button in response to the statement 
“Other parent/guardians can edit/view this information”. Please see Lesson 
1-7: How to Edit Student Contact Details for more information on this feature. 

Address Information: The parent may only specify a single residence address 
and a single mailing address. If the mailing address is the same as the 
residence address, they may check the checkbox for Mailing Address is the 
same as Residence Address. If the address provided cannot be located, a 
message similar to the following will display during the save process: 

 
Security Information: The parent must enter a User Name, Password, 
Security Question and Security Question Answer as well as enter the image 
displayed into the Text Verification field. Passwords must be between 8 and 
16 characters long and contain letters and at least one number or special 
character. 

4. Once all required fields are satisfied, the parent must click the Create 
Account button. 

The form will validate all required fields have been completed before saving 
the data and creating the account. If any required field is not completed, the 
parent will receive an error message at the top of the form. 

If a valid email address was provided, the parent will receive an email 
confirmation that their Jeffco Connect account has been created. 
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Lesson 1-3: How to Edit User Information 
in Jeffco Connect 

   

 

A parent may update their user information at any time by logging into Jeffco 
Connect and clicking on the link titled Edit User Information.  

1. Parents may access the link to Jeffco Connect from either a link on their 
student’s school website or the Jeffco Public website: 
https://jeffcoconnect.jeffco.k12.co.us.  

After clicking on the link, the Jeffco Connect login page will display. 

2. The parent must enter their User Name and Password in the fields provided 
and then click on the Login button. 

The User Information pane will display as partially illustrated in Figure 1-3. 

3. To edit their user information, the parent must click on the Edit User 
Information link. 

The Edit User Information page will display as illustrated in Figure 1-4. 

4. The parent may now update their user information. 

It is best if the first phone number listed is identified as “Home”, even if their 
mobile number is used as a “Home” number. Illogical phone numbers are not 
accepted and will disable messenger preferences until a logical phone number 
is entered. 

5. The parent must click on the Save button to save their changes. 

The parent’s user information will update in Campus real time after they click 
on the Save button. 

Figure 1-3 

User Information 
pane 

Figure 1-4 

Edit User Information 
page 

Figure 1-3 Figure 1-4 
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Lesson 1-4: How to Edit Security 
Information in Jeffco Connect 

  

 

 

Anytime a parent feels their Jeffco Connect password has been compromised, they 
may login to Jeffco Connect and change their password.  

1. Parents may access the link to Jeffco Connect from either a link on their 
student’s school website or the Jeffco Public website:  
https://jeffcoconnect.jeffco.k12.co.us.   

After clicking on the link, the Jeffco Connect login page will display. 

2. The parent must enter their User Name and Password in the fields provided 
and then click on the Login button. 

The User Information pane will display as similarly illustrated in Figure 1-5. 

Figure 1-5 

User Information pane 

Figure 1-6 

Edit Security 
Information page 

 

Figure 1-5 

Figure 1-6 
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3. To edit their security information, the parent must click on the Edit Security 
Information link. 

The Edit Security Information page will display as illustrated in Figure 1-6. 

4. The parent must enter a new password and then reenter their password in 
the fields provided. 

5. If the parent also wants to update their security question and answer, they 
must first check on the checkbox for Update Security Question and Answer 
Information? This will enable the Security Question and Security Question 
Answer fields for editing. 

6. The parent must click on the Save button to save their changes. 

The next time the parent logs into Jeffco Connect, they will be required to use 
their new password and security information (if requested). 

NOTE: Parents/Guardians that are also Jeffco Employees will not be able to change 
their password through Jeffco Connect. They must use the Password Reset Tool 
located under Employee Connections, Technology. 

https://sites.google.com/a/jeffcoschools.us/password-reset-employees/home
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Lesson 1-5: How to Add a Student to the 
Parent Account 

 

  

 
Figure 1-9 

Parents who are registering their student(s) for the first time at a Jeffco School will 
be required to add new students to their user account.  

Parents who are updating their student’s information will click on the student’s 
name as it appears in the Student Information list view on their Home page. Please 
see Lesson 1-15: How to Edit Student Information for details on editing student 
information. 

Figure 1-7 

Student Information 
pane located on the 
User Home page 

 
Figure 1-8 

Add New Student 
window 

 

Figure 1-9 

Student Details page 

Figure 1-7 

Figure 1-8 
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1. Assuming the parent is logged into Jeffco Connect and they are on their 
Home page as partially illustrated in Figure 1-7, they will click on the Add 
New Student link. 

2. The Add New Student message will display as illustrated in Figure 1-8.  

If the parent responds No to the question Has this student ever attended a 
Jeffco School?, and after selecting their relationship to the student, the 
Student Details page will display as illustrated in Figure 1-9. The parent must, 
at a minimum, complete the required fields on the Student Details page to 
save the information. 

NOTE: If the parent responds Yes to the question Has this student ever 
attended a Jeffco School?, the Add Existing Student page will display as 
illustrated below:  

 
Using the window displayed above is how parents/guardians who need access 
to students already attending a Jeffco School will add students to their Jeffco 
Connect account. They must enter the student’s last name, student ID, and 
their relationship to the student before they click on the Save button. If the 
parent does not have the student’s ID, and/or is unsure of the student’s last 
name as it resides in Campus, they will need to contact the last school their 
student was in attendance to obtain this information.  

3. The parent must complete all required fields on the Student Details page 
before they will be allowed to successfully save the data. 

Birth Date: The parent may enter the student’s birth date using mm/dd/yyyy 
format, or by selecting a date from the calendar control. 

Student Phone: The parent may only enter one phone number for the 
student. They may designate this phone number as home, work, mobile, pager 
or other. Although it is optional for a parent to include their student’s cell 
(mobile) phone number, if they do not include it, they will receive the 
following message when they save their data (message will appear for 
students 11 years or older): 
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Student Contact Preferences: Although supplying the student’s contact 
preferences is optional, the student contact preferences provide a way to send 
automated messages to a student. Automated messages cannot be sent to 
phone numbers with extensions. Preferences for parent/guardians and 
emergency contacts are provided in the Contacts link on the left navigation. 
NOTE: if the notification preferences display as disabled, it means the parent 
has entered an invalid (illogical) phone number. 

Student Email: Although supplying the student’s email address is optional, if 
the parent does not include it, they will receive the following message when 
they save their data: 

 
Country of Birth: If the parent selects a Birth Country other than the United 
States of America, they will be required to specify the date of first entry into 
the United States using mm/dd/yyyy format or by selecting a date from the 
calendar control. 

Race/Ethnicity Information: The parent is not required to answer 
race/ethnicity information; however, they will be prompted with the following 
message if they leave this information blank: 

 
4. The parent must click on the Next button to save their changes. 

Once the student’s details are successfully saved, the Residence Details page 
will display for the student. Please reference the instructions for Lesson 1-6: 
How to Select a Residence Address for a Student. 
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Lesson 1-6: How to Select a Residence 
Address for a Student 

 

When new parents to Jeffco Schools create a Jeffco Connect account, they must 
provide their residence and mailing address. If the student resides with the parent, 
the parent may select this address for their student. If the student resides at another 
address, the parent may enter a new address for their student. Students may only 
have one residence address and one mailing address. Typically the residence address 
and mailing address will be the same.  

NOTE: Students may only have one residence address and one mailing address in the 
Jeffco Connect system. Parents that share the custody of their children must provide 
one residence address and one mailing address for their student. 

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Residence Details 
page, as partially illustrated in Figure 1-10, after completing the Student 
Details page. 

2. Parents residing with the student will select their address from the Select an 
Address drop-down list. 

Selecting an address from the drop-down list will automatically populate the 
address fields. 

Figure 1-10 

Residence Details page 

 

Figure 1-10 
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Parents who do not reside with their student may enter a new address for 
their student. They must complete all the required fields for entering an 
address (* indicates a required field). 

3. The parent must select a Residence Type from the drop-down list. 

 The options are: 

 
4. If the student’s mailing address is the same as their residence address, the 

parent can simply check on the checkbox labeled Mailing Address is the 
same as Residence Address. 

Checking on this checkbox will disable the Select an Address field and display 
the residence address as the mailing address. Typically, the mailing address for 
a student will only be different than their residence address when the mail is 
delivered to a Post Office Box. This is more common with mountain or rural 
addresses than city addresses. 

If the student’s mailing address is different than their residence address, the 
parent may enter a new mailing address for their student. This will almost 
always be a Post Office Box. 

5.  If the student is an unaccompanied and homeless youth, the Parent should 
check on the field labeled Student is an unaccompanied and homeless 
youth. 

NOTE: checking the Student is an unaccompanied and homeless youth only 
stops the requirement for a “residing guardian” in Jeffco Connect.  It does not 
create a primary household for the emancipated student in Campus. The 
school needs to add the student as a guardian contact on the student and give 
that self-guardian the same address/phone as the student. You might also add 
a comment such as: “emancipated student” or “student is own guardian” on 
the student guardian record. This will put the student in a household with the 
correct address. 

6. The parent must click on the Next button to save their changes and advance 
to the Contacts page. 

Once the residence details are successfully saved, the Contacts page will 
display for the student. Please reference the instructions for Lesson 1-8: How 
to Add Additional Parent/Guardian Contacts for Students. 
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Lesson 1-7: How to Edit Student Contact 
Details 

 
 

 
Figure 1-12 

Parents may add other parent/guardians and emergency contacts for their student 
using the Contacts page. Parents that have created a new Jeffco Connect account 
may optionally set some additional preferences. Once parent/guardian contacts 
have been added for a student, they may only be removed by a School 
Administrator. Emergency contacts, however, may be deleted by a parent/guardian 
as long as they have permission to update the student’s data. 

1. Assuming the parent is logged into Jeffco Connect and they are on their 
Home page, they will click on the student’s name in the Student Information 
list box.  

The Summary Details for this student will display. 

2. Click on the Contacts menu item on the left navigation. 

The Contacts Details page will display for the selected student. 

3. Before the parent adds additional contacts, they should verify their own 
information by clicking on the Edit icon as illustrated in Figure 1-11. 

The Edit Contact page will display as similarly illustrated in Figure 1-12. The 
parent should verify their information using the following considerations: 

Figure 1-11 

Contact Details for 
Student 

Figure 1-12 

Edit Contact Details 
page Figure 1-11 
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Relationship to Student: the parent may select from the following options: 
Mother, Father, or Guardian.  Step parents or grandparents should select 
Guardian if they have legal guardianship of their student. If step parents or 
grandparents do not have legal guardianship, they should be added as an 
emergency contact. 

Contact Priority: the parent may select from the drop-down list the priority to 
call in the event of an emergency. Each number may only be assigned to one 
contact. 

First Name, Middle Name, Last Name: these fields may not be edited by the 
parent. If changes need to be made, the parent  must contact their student’s 
school. 

Gender: select either the Female or Male option button. 

Access Preferences: 

Allowed to pick up Student: this field will default to checked for the 
parent who added the student to their Jeffco Connect account. 

Allowed to make decisions for Student: this field will default to checked 
for the parent who added the student to their Jeffco Connect account. 

Court order restricting access to Student: if the parent checks this 
checkbox when adding additional parent contacts for the student, they 
will be required to supply the school with legal documents supporting the 
court order.  

Allowed to view student’s data on student information sites: this field 
will default to checked and disabled for the parent who added the student 
to their Jeffco Connect account.  

Allowed to update student’s data on student information sites: this field 
will default to checked for the parent who added the student to their 
Jeffco Connect account.  This field defaults to disabled for additional 
parent/guardians added as a contact until the Allowed to view student’s 
data on student information field is checked. Thereafter, the parent 
adding the additional parent/guardian may opt to check this field. 

Notification Preferences: 

Phone: the parent may provide up to three phone numbers and identify 
them as either Home, Work, Mobile, Pager or Other. Only one of these 
phone numbers may be selected as their primary phone number. NOTE: it 
is best that the first number listed is identified as “Home”, even when 
their “Mobile” number is used as a home number. 
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Automated Messages: the parent must select their preferences for 
automated messages coming from their student’s school. At least one 
parent/guardian must select a phone number to be reached for 
Emergency and Attendance notifications. All other notification categories 
are optional. If no selection is made for the optional categories, the 
parent/guardian will not receive any automated messages for their 
student for that category. NOTE: if the notification preferences display as 
disabled, it is because the parent has entered an invalid (illogical) phone 
number. 

Email: only one email address may be provided per parent. Although this 
field is not required for saving the record, it is strongly encouraged to do 
so. If an email address is not provided, a message will display when the 
user saves the page advising them it is strongly encouraged to add an 
email address. 

Language Preference: this field will default to the language selected when 
the contact’s account was created. The parent may select from the 
following options if they need to change this preference: English, Spanish, 
Russian, Vietnamese, or Other. If the parent selects Other, they may 
enter the Other language in the field provided. 

Contact Residence Information: 

Residence Address: the parent may change their residence address by 
selecting Enter a New Address from the drop-down list. Entering a new 
address will effectively end date their previous address. The parent will 
not be able to submit their address change until they have updated their 
student’s address to match at least one of the parent contact’s residence 
addresses. 

Mailing Address: if the parent has changed their residence address, they 
may indicate their mailing address is the same as their residence address 
by checking on the checkbox provided. If the mailing address is different 
than their residence address, they may change their mailing address by 
selecting Enter a New Address from the drop-down list. It is not required 
that the student’s mailing address be the same as the parent’s mailing 
address. 

Decline mail for this student at this residence/mailing address: if the 
parent checks this field, no mailing label will be generated for this 
residence/mailing address for the student when running the JPS Mailing 
Label Report in Campus. 

4. Parent must click on the Save Contact button to save their changes. 

The Save Contact button will change to a Next button. The parent can click on 
the Next button to advance to the Enrollment Details page, or they can click 
Contacts on the navigation to return to the Contacts page. 
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Lesson 1-8: How to Add Additional 
Parent/Guardian Contacts for Students 

 

Figure 1-14 

Figure 1-15 

Figure 1-16 

Figure 1-13 

Contact Details for a 
student 

 
Figure 1-14 

Add Contact Details – 
Access Preferences  
Figure 1-15 

Add Contact Details – 
Notification Preferences 
Figure 1-16 

Add Contact Details – 
Contact Residence 
Information 

Figure 1-13 
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The parent who has initiated the creation of a Jeffco Connect account may add 
additional parent/guardians through their account login. After they have successfully 
completed and saved the additional parent/guardian information, they may send an 
invite to this parent/guardian to create a Jeffco Connect account of their own. Once 
parent/guardian contacts have been added for a student, they may only be removed 
by a School Administrator. Emergency contacts, however, may be deleted by a 
parent/guardian as long as they have permission to update the student’s data. 

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Contact Details 
page, as partially illustrated in Figure 1-13, after completing the Residence 
Details page. 

2. Click on the Add New Contact link. 

The Add Existing Contact(s) window will display as follows: 

 
Since, in this example, there are no contacts listed from which to make a 
selection, the parent would click on the Create New Parent/Guardian Contact 
button. This feature is provided for ease of adding contacts when a family has 
multiple children. 

The Add Contact Details page will display as illustrated in Figure 1-14. The 
Parent/Guardian option button will be selected. Parents will not change this 
setting when adding additional parent/guardians. 

3. The parent will complete the form using the same considerations outlined in 
Lesson 1-7: How to Edit Student Contact Details. 

4. The parent must click on the Save Contact button to save their changes. 

This will return the parent to the Contacts Details page. The additional 
parent/guardian added will appear in the list. At this time, the parent creating 
the contacts for their student may click on the Send link for the additional 
parent/guardian added. The following message will display: 
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The invitation will be sent to the email address provided during the setup of 
the parent/guardian contact record. If no email was provided, no invitation 
can be sent. The following email is sent: 

 
The invited parent can then click on the link to register and access the system. 
When they click on the link, their browser window will open with the New 
Parent/Guardian to Jeffco Schools? page displayed. The information entered 
for this parent/guardian by the other parent/guardian will display. If all the 
information is correct, the additional parent/guardian simply needs to 
complete the Security Information section at the bottom of the page and click 
on the Create Account button. Once the parent’s record has successfully 
saved, the parent will be logged in to Jeffco Connect and will receive the 
following email if an email address was provided: 

 
If the parent/guardian has been given access to view their student’s data, the 
Student Information section of the page will display students for which the 
parent has view permissions. If the parent/guardian has been given edit 
access, they may also edit the student’s information by clicking on their name 
in the list. If neither of these permissions were assigned during the creation of 
this parent/guardian contact, no send link would have displayed for the parent 
to send an invitation. 
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Lesson 1-9: How to Add Emergency 
Contacts for Students 

  
 

 
 

Figure 1-18 

Parents may add as many emergency contacts as they wish for their student. People 
living in the same household as the student that are not the Mother, Father, or 
Guardian should only be added as emergency contacts. Parents may add emergency 
contacts for each of their students individually, unless the contact has already been 
added. In that event, they may be selected from the Add Existing Contact(s) 
window. 

1. Assuming the parent is in the process of adding a student to their account, 
from the Contacts page they will click on the Add New Contact link. 

The Add Existing Contact(s) window will display. The parent may select from 
contacts already in the list, or they may create a new emergency contact by 
clicking on the Create New Emergency Contact button. 

Figure 1-17 

Add Contact Details – 
Access Preferences 
 
Figure 1-18 

Add Contact Details – 
Notification Preferences 

Figure 1-17 
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2. After clicking the Create New Emergency Contact button, the parent will be 
on the Add Contact Details page. The Emergency Contact  option button will 
be selected. 

Notice the screen updates to include only that information necessary for an 
emergency contact as illustrated in Figure 1-17. At a minimum the parent must 
complete all required fields (* indicates a required field) using the following 
considerations: 

Contact Priority: the parent may select from the drop-down list the priority to 
call in the event of an emergency.  

First Name, Middle Name, Last Name, Suffix: the parent must provide the 
emergency contact’s first and last name to save the record. 

Gender: select either the Female or Male option button. 

Access Preferences: 

Allowed to pick up Student: If the emergency contact is allowed to pick 
up the student at any time during the day, the parent should check this 
field.  Schools may still enforce their pick up policy regardless of this 
setting. 

Allowed to make decisions for Student: If the emergency contact is 
allowed to make decisions for the student, the parent should check this 
field. Schools may still enforce their decision making policy regardless of 
this setting. 

Notification Preferences: 

Phone: Provide up to three phone numbers for the emergency contact 
and identify them as Home, Work, Mobile, Pager or Other. Only one of 
these phone numbers may be selected as the emergency contact’s 
primary phone number. 

Automated Messages: Select the preferences for automated messages 
coming from the student’s school. If no selection is made, the emergency 
contact will not receive any automated messages for the student. 

Email: Entering an email for emergency contacts is optional unless they 
should receive emails through automated messages. 

Language Preference: Select a language this emergency contact prefers 
for receiving communication. The options are: English, Spanish, Russian, 
Vietnamese or Other. If Other is specified, provide the Other language. 

3. Once the parent has completed the information for the emergency contact, 
they must click on the Save Contact button to save their changes. 

The parent may then continue completing the student’s information by 
clicking on the Next button. 

NOTE: emergency contacts are not allowed to create Jeffco Connect accounts 
and, therefore, cannot see student personal information. Only 
parent/guardians of an active or pending Jeffco student may create and login 
to Jeffco Connect. 
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Only emergency contacts may be deleted by the parent/guardian from a student’s 
contact list. To delete an emergency contact, follow these steps: 

 Navigate to the student’s information from the Home page. 

 Click on the Contacts category on the menu. 

 Click on the Delete icon   located on the far right of the emergency 
contact’s name in the list. 
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Lesson 1-10: How to Add Enrollment 
Details for Students 

 

 

Parents must identify the grade their student is enrolling into and the date their 
student was first enrolled in any public/private US school (does not apply to 
homebased students) as a requirement for submitting their student’s information to 
their school. The Enrollment page is also the location for identifying many other 
preferences for their student and where the parent can provide the details regarding 
their student’s last non-Jeffco school attended. Enrollment is not finalized until the 
Enrollment Secretary enters the student’s enrollment in Campus. 

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Enrollment Details 
page, as illustrated in Figure 1-19, after completing the Contact Details page. 

2. Select the grade of student enrollment for the student. 

If the parent is completing their student’s enrollment information for the next 
calendar school year, they should select the grade the student will be entering 
for that calendar year. 

Figure 1-19 

Enrollment Details page 

 

Figure 1-19 
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3. The School of Residency field is a view only field that will display the school 
the student should attend and is based on the student’s residence address 
where the student resides combined with the grade of student enrollment. If 
the address provided for the student’s residence could not be verified at the 
time it was saved, this field will display as blank. 

If the student will not be attending their school of residency, the parent must 
go to the school for which the student is choice enrolling to complete the 
enrollment process. 

4. The Share my student’s information with this school field may be used by 
parents who want to choice enroll their student. 

Selecting a school from this list simply queues this student’s data to the 
requested school to expedite processing. This does not guarantee enrollment 
in the School of Choice. The parent/guardian must still provide enrollment 
paperwork, request enrollment at the school of choice, and receive 
subsequent approval for the choice enrollment. 

5. The Attending School(s) field is a view only field that will display the school 
the student is currently attending if they are a current student at a Jeffco 
School. If this student is a new student to Jeffco Schools, this field will 
display blank. 

6. The First Enrolled in any public/private US school must be completed for 
new students to Jeffco Schools only.  

Returning students will already have this information completed and the dates 
will be view only for parents/guardians. 

 7. The following fields are optional for the parent to complete. They should 
consider the following guidelines when opting to complete these fields: 

Enrolled in Special Education:  this information is a “heads up” for the school. 
A verification process will still be followed for the student. NOTE: this is used 
for new students only. Campus does not send this flag back to Jeffco Connect 
for existing students.  

504 Plan has been developed: this information is a “heads up” for the school. 
A verification process will still be followed for the student. NOTE: this is used 
for new students only. Campus does not send this flag back to Jeffco Connect 
for existing students. 

Opt out of communications from Colleges: this checkbox is only for 9 – 12 
grade students. The field must be checked to opt out. 

Opt out of communications from Military Recruiters: this checkbox is only for 
9 – 12 grade students. The field must be checked to opt out. 

Opt out of Armed Services Vocational Aptitude Battery (ASVAB) Testing: this 
checkbox is only for 9 – 12 grade students. The field must be checked on to 
opt out. 

Opt out of communications from Employers: this checkbox is only for 9 – 12 
grade students. The field must be checked to opt out. 
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8. For new students to Jeffco Schools, parents should complete as much 
information as they can in regards to the name of the last non-Jeffco school 
attended. 

If this information is not provided initially by the parent through Jeffco 
Connect, it may delay the enrollment process because the school secretary 
will need to request the information from the parent at the time they visit 
their student’s school. 

9. Once the information is complete on the Enrollment page, the parent must 
click on the Next button to save their changes and advance to the Health 
Details page. 
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Lesson 1-11: How to Add Health Details 
for Students 

 

 

 

 

The Health Details page allows the parent to optionally identify health factors 
regarding their student.  

NOTE: not all fields on this page have a corresponding location in Campus. Use the 
Jeffco Connect Student Health Report to print these details in PDF or Excel format.  

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Health Details page, 
as illustrated in Figure 1-20 , after completing the Enrollment Details page. 

2. Select the preference for the Immunization Requirements. 

The Colorado Immunization Information System (CIIS) is a confidential, 
statewide immunization record tracking system. Select “Approve” to include 
your child’s immunization information in CIIS. Select “Not Approve” to exclude 
your child’s immunization information from CIIS. 

3. The parent may optionally enter any significant health conditions that affect 
their child’s school day in the field provided. 

4. The parent may optionally indicate if their student has permission to take 
Acetaminophen (when provided by the parent). 

5. The parent must click on the Next button to save their changes and advance 
to the Language Details page. 

Figure 1-20 

Health Details page 

 

Figure 1-20 
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Lesson 1-12: How to Add Language 
Details for Students 

 

 

 

Parents with new students to Jeffco Schools must complete the Language Details 
page. Parents of returning students to a Jeffco School will not need to complete this 
information because this data is only collected upon a student’s first enrollment with 
Jeffco. 

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Language Details 
page, as partially illustrated in Figure 1-21, after completing the Heatlth 
Details page. 

2. Select the appropriate responses to all required questions. 

3. Once the parent has responded to all required fields for their new student, 
they must click on the Next button to save their changes. 

The student’s Agreements page will display.  

Figure 1-21 

Language Details for 
Student 

 

Figure 1-21 
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Lesson 1-13: Agreements 

 
Figure 1-22 

Each year parents and students are required to electronically accept the Conduct 
Code and BYOD policies and procedures. Parents may view the Conduct Code 
booklet or BYOD policy online or request a printed copy from their student’s school. 

1. During the work flow of a parent/guardian adding a new student to their 
account, the parent/guardian will be presented with the Agreement Details 
page, as illustrated in Figure 1-22, after completing the Language Details page. 

2. Parents may opt out of items under the following categories by clicking the 
checkbox: 

 FERPA Opt Out of Publishing Jeffco Directory Information 

 Opt out of student photo/video/electronic images 

 District Parent Newsletter 

Figure 1-22 

Agreement Details page 
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3. In the Code of Conduct section, click on the View link, for the Code of 
Conduct, to be forwarded to the Jeffco Public Schools website page that 
contains an electronic copy of the Conduct Code booklet available in English, 
Spanish or Russian.  

4. When the parent is ready to acknowledge the Code of Conduct by providing 
their electronic signature, they will click on the Sign link and then click on 
the I agree and approve all information checkbox and click on the Accept 
button. 

The Date Signed column of the window will now display a date stamped for 
Code of Conduct. 

5. When the parent is ready to view the BYOD policy, they will click on the 
View button to be forwarded to the Jeffco Public Schools website page that 
contains information around this policy. 

6. When the parent is ready to acknowledge the BYOD policy by providing their 
electronic signature, they will click on the Sign link and then click on the I 
agree and approve all information checkbox and click on the Accept button 
as illustrated below. 
The Date Signed column of the window will now display a date stamped for 
BYOD. 

 
7. The parent must also acknowledge they agree (or disagree) to allow their 

student to bring his/her own device by clicking on the Yes or No link: 
 

 
8. The final step is for the parent to click on the Save button to save their 

information. 
This will take the parent to the Summary Details page for the student. 
 



40 Jeffco Connect and Campus Enrollment 

IT Training Center, 07.20.2016 

Lesson 1-14: Reviewing the Summary 
Details for Student and Submitting to 
School 

 
 

 

 Figure 1-24 

If the parent has completed all required information on all pages, they will get the 
following message at the top of the Summary Details page for the student: You have 
saved changes that have not been submitted. Remember to click “Submit” when 
changes are finished as illustrated in Figure 1-23.  

After reviewing their student’s information displayed in the Summary Details page 
(or printing the Summary Details by clicking on the Print Summary link located at 
the top right of the page), they may click on the Submit button. The parent must 
read the notice as illustrated in Figure 1-24, agree and approve the information and 
click on the Accept button. 

Figure 1-23 

Summary Details for 
Student 
Figure 1-24 

Digital Signature for 
Parent  

Figure 1-23 
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If the parent does not see the message “You have saved changes that have not 
been submitted. Remember to click “Submit” when changes are finished” at the 
top of the Summary Details page, they should click on the What’s Missing link at the 
top left of the page. This will help them identify what information is missing. Once 
they complete the missing information and save their changes, they should see the 
message to submit their changes. If the parent cannot resolve the missing 
information, the parent should contact the school directly for assistance. 

Once a student’s information has been submitted, the parent will see the following 
confirmation message at the top of the page: Your changes have been saved. 

Please see Chapter Two: Jeffco Connect Login and User Account Management for 
details on how to process student information that has been submitted through 
Jeffco Connect.  
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Lesson 1-15: How to Edit Student 
Information 

 

Parent/guardians should be encouraged to review both their own information in 
Jeffco Connect as well as their student’s information no less than on a yearly basis. 
Of course, when cell phones and/or student addresses have changed, the 
parent/guardian should access Jeffco Connect and make these updates as they 
occur. 

1. The parent will login to Jeffco Connect using their User Name and Password.  

Once the parent has successfully logged into Jeffco Connect, their student’s 
name will appear in the Student Information section as similarly illustrated in 
Figure 1-25. 

2. The parent will either click on the student name in the list that needs to be 
updated or to update their own information, they will click on the Edit User 
Information link located on the left navigation.  
If the parent has clicked on the student’s name in the list, the student’s 
Summary page will display. At this time they may simply click on the menu 
item on the left of the page to access the data they need to edit. After making 
changes they must click on the Save button. After clicking on the Save button, 
the page will refresh to the Summary page. If the change requires the parent 
to “Submit” their change, such as an address change, a red message will 
appear at the top of the page. Not all changes will require the parent/guardian 
to “Submit” their change. 
 
 

Figure 1-25 

Student Information 
pane 

 

Figure 1-25 
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Chapter Two: Jeffco 
Connect Login and 
User Account 
Management 
Chapter Objectives: 

 How to Login to Jeffco Connect as a School Admin 

 How to Manage Jeffco Connect Parent Accounts 

 How to Find User Accounts 

 How to Change User Names (for non-Jeffco accounts) 

 How to Reset User Passwords 

 How to use the Admin Search Pane 
 

Your job as a school enrollment secretary has just gotten a whole lot easier! By 
enabling parent/guardians to update their student demographic and enrollment 
information online, the responsibility for keeping the data current has been awarded 
to the parent/guardian! There will still be tasks that you are responsible for as it 
relates to enrolling students at your school, so don’t feel left out. The primary tasks 
you will perform in the Jeffco Connect system include: 

 Approving Student Enrollment Requests submitted through Jeffco Connect 

 Acknowledging Student Address Changes made in Jeffco Connect 

 Approving Guardian Access to Student Information in Jeffco Connect 

 Verifying students flagged with a parent who has a court order restricting 
access to student 

 Providing support to Parent/Guardians new, current and returning to Jeffco 
Connect 

 Enrolling students in Campus 
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Lesson 2-1: How to Login to Jeffco 
Connect as a School Admin 

  
 

 

Access to Jeffco Connect is assigned by job codes. If a Jeffco employee requires 
access to Jeffco Connect and is not assigned an approved job code for access, they 
will need to request access through their Principal’s Secretary.  

You may access Jeffco Connect from the Logins page of the Employee Connections 
website; or you may access Jeffco Connect through a link on the Campus navigation 
index.  

Jeffco Connect screen labels have been translated to English, Spanish, Russian and 
Vietnamese. To access any of these translations, simply click on the available 
language from the login page. All edits to student information must be entered in 
English. 

1. School Admin may access the link to Jeffco Connect from the Logins page on 
the Employee Connections website or from a link on the Campus navigation 
index. Alternatively, you may enter the following url in your browser address 
bar: https://jeffcoconnect.jeffco.k12.co.us.  

After clicking on the link, the Jeffco Connect login page will display as 
illustrated in Figure 2-1. 

2. School Admin must login to Jeffco Connect using their Active Directory User 
Name/Password. This is the same User Name/Password you use to login to 
ESS/Access Jeffco. 

If you cannot successfully login to Jeffco Connect, it may be that you are not 
assigned to a preapproved job code that allows you access, or you are not 
using your Active Directory User Name/Password. Please contact the Service 
Desk at 303-982-2200 if you continue to have problems logging in to Jeffco 
Connect. 

Figure 2-1 

Jeffco Connect Login 

 

Figure 2-1 
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Lesson 2-2: How to Manage Parent 
Accounts who have a Jeffco Connect 
Account 

      
Figure 2-2                                                         Figure 2-3                                

   
Figure 2-4 

When considering how to best manage and support parents with their Jeffco 
Connect Parent Account, please follow these instructions. 

Parent/guardian forgot their User Name:  

1. From the Jeffco Connect links bar, click on Find User or Contact. 

2. From the Search Options pane, change the Search By to Person and search 
by Last Name for the parent/ guardian as illustrated in Figure 2-2. 

3. Verify their address and phone number. Make a note of their User Name. If 
the parent remembers their password, you can stop at this step. If they also 
forgot their password, continue. 

4. From the Jeffco Connect links bar, click on Account Maintenance. 

5. From the Reset User Password window, enter the User Name. 

Figure 2-2 

Search Options 

 
Figure 2-3 

Account Maintenance – 
Reset User Password 
 
Figure 2-4 

Account Maintenance – 
Change 
Parent/Guardian User 
Name 
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6. Ask the parent to put in their new Password and have them reenter their 
new Password as illustrated in Figure 2-3. 

7. Click on the Reset Password button. 

8. To verify, ask the parent to login to Jeffco Connect with their User Name and 
Password. 

Parent/guardian forgot their Password:  

Option 1 (if parent doesn’t mind having their password changed): 

1. Ask the parent for their User Name. If they can’t remember their User Name, 
see steps 1 – 3 above. 

2. Follow steps 4 – 8 above. 

Option 2 (if parent wants to change their own password): 

1. Ask the parent for the email address they want to receive mail. 

2. Verify the parent’s email address in Jeffco Connect is the same as the one 
provided. You can do this by searching for the student in Jeffco Connect and 
going to the Contacts page. Click on the Edit icon for the parent/guardian. 

3. If the email provided by the parent is the same (if it is not the same, change 
it and click on the Save button), have them go to the Jeffco Connect login 
page and click on the Forgot Password link.  

4. Their password will be reset and sent to them via their email address. 

5. Have them check their email for the new Password to access Jeffco Connect. 
Once the parent is logged into Jeffco Connect they can use the Edit Security 
Information link to change their password. 

Parent/guardian wants to change their User Name: 

1. From the Jeffco Connect links bar, click on Account Maintenance. 

2. Click on the Change Parent/Guardian User Name link. 

Enter their Old User Name and enter their preferred New User Name as 
illustrated in Figure 2-4 . 

3. Click on the Change Account button. 
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Lesson 2-3: How to create Parent 
Accounts for new or returning Parents 

Figure 2-5 

   
Figure 2-6 

When considering how to best support new parents, or parents returning to Jeffco 
Schools after some absence, please consider the following. 

If the parent/guardian’s student has never been enrolled at a Jeffco School (including 
a Jeffco Preschool, Jeffco Charter, Jeffco Head Start, or Jeffco Child Find) they will 
need to create a Jeffco Connect account. They should create only one account and 
all of their children will be associated with this one account. They will begin on the 
Jeffco Connect login page and click on the New Parent/Guardian to Jeffco Schools 
button. Provide them with the quick reference guide for parents/guardians new to 
Jeffco Schools. You can locate this guide on the Jeffco Connect for Parents website. 
Be sure to have someone available who is familiar with creating a Jeffco Connect 
account should they need any assistance in this process. 

If the parent/guardian’s student has ever attended a Jeffco School (including a Jeffco 
Preschool, Jeffco Charter, Jeffco Head Start, or Jeffco Child Find), their student will 
already have a student ID in Campus. This parent may, or may not, already have a 
Jeffco Connect account. To determine if the parent already has a Jeffco Connect 
account, follow these steps:  

Figure 2-5 

Parent/Guardians and 
Emergency Contacts 
page 
 
Figure 2-6 

Create Account page 
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1. In Campus, Search by All People to locate the student record. Make a note of 
their student ID number. 

2. In Jeffco Connect, Student Search by Exists in Campus, Student ID.  

Click on the student’s name in the search results to access the student’s 
Summary page.  

Click on the Contacts menu item. A page similar to Figure 2-5 will display. 
There are several things you can learn from this page about the student’s 
contacts:   

 Icons: When the  icon is present, it means the person is a 
parent/guardian living at the same residence address as the student. If 
the house icon is not displayed, the parent/guardian’s residence address 

is not the same as the student’s residence address. If the  icon is 
present, it means the person is an emergency contact.   

 Contact Priority: This column indicates the priority to call in the event of 
an emergency. 

 Name: This column displays the first, middle and last name as entered 
when the parent/guardian created (or edited) their account. 

 Phone: This column displays the primary phone number listed. NOTE: 
this number is not required to be the home number. Parents may have 
specified their work or mobile number as their priority number. 

 Email: This column will display as an Email link only when an email 
address has been provided. NOTE: it is possible this might not be a 
working email address or a current email address for the parent.  

 If this column is empty, ask the parent for the email address they 
want to receive messages from their student’s school. You may click 
on the Edit icon for the parent’s row and enter the parent’s email 
address in the field provided and click the Save Contact button. The 
page will refresh to the Contact Details main page. This will enable 
the Send link located under the Send Invitation column. 

 Relationship: This column will display Mother, Father, Guardian or blank. 
If it displays blank, this is an emergency contact. You can also identify an 
emergency contact by the people   icon in the first column. 

 Pickup: This column will display a green check   icon when the person 
listed has permission to pick up the student. 

 Edit: This column will display an edit   icon. This allows you, the 
school secretary, to edit contacts if necessary.  

 Delete: This column will display a delete   icon. This allows you, the 
school secretary to delete parent/guardian and emergency contact 
records when necessary. Parents can delete their own emergency 
contacts, but cannot delete other parent/guardian contacts. 
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 Send Invitation: This column will display as follows: 

 If the parent already has a Jeffco Connect account, it will display 
their user name. This parent can login to Jeffco Connect using this 
user name; however, you may need to reset their password if they 
have forgotten it, or have them use the Forgot Password link on the 
login page. 

 If the parent does not have a Jeffco Connect account, and they have 
provided an email address, it will display Send | New Acct links.  

 Click on the Send link to send the parent an email invite to join 
Jeffco Connect. This will require the parent to open their email 
to get the link to create their new account. This would be the 
preferred method if you are working with a parent over the 
phone. 

 Alternatively, you can click on the New Acct link and create their 
user name and password immediately for them. The Create 
Account dialog box will display as illustrated in  

 Figure 2-6. You can enter their preferred user name and then 
ask them to enter their password and reenter their password, or 
you can click on the GenerateDefault button to automatically 
create a user name and password for the parent/guardian. You 
could write down this user name and password for them, or 
print this information if you have a printer available. This would 
be the quickest method to use during registration when the 
parent is standing in front of you.  

 If the parent does not have a Jeffco Connect account and they do 
not have an email address or are not willing to provide an email 
address, it will display New Acct only. You can create an account for 
the parent by clicking this link and following the step above. 
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Lesson 2-4: How to Edit Your 
Parent/Guardian Account as a Jeffco 
Employee 

 
 

 

  
 

As a Jeffco Employee, you may need to access Jeffco Connect as both a School 
Administrator and a Parent/Guardian of a Jeffco student. This requires that you are 
able to view and manage Jeffco Connect in two completely different ways. You 
should only have one User Name and Password in Jeffco Connect as a Jeffco 
Employee. Using this User Name and Password will allow you to toggle between 
working as a Jeffco Employee and working as a Parent/Guardian in Jeffco Connect. 
This lesson will teach you how easy it is to toggle between the two views. 

1. The first time you login to Jeffco Connect, you will see the I’m a 
Parent/Guardian link on the quick links bar. Click on this link to complete 
your personal user information as a parent/guardian of a Jeffco student. 

The Edit User Information page will display as partially illustrated in Figure 
2-8. 

Figure 2-7 

Jeffco Connect Quick 
Links 

Figure 2-8 

Create Account 

Figure 2-9 

Jeffco Connect Quick 
Links 

Figure 2-10 

Jeffco Connect Quick 
Links 

Figure 2-7 

Figure 2-8 

Figure 2-9 Figure 2-10 
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2. Your first and last name will display in the fields provided and will be 
disabled for edit. Complete all required fields (indicated by the * asterisk) 
and click on the Save button.  

You will now be viewing Jeffco Connect as a parent/guardian. At this time you 
may manage your student information just as you have learned for 
parent/guardians in Chapter 1. 

3. When you are ready to work in Jeffco Connect as a School Administrator, 
simply click on the Employee Access link on the quick links bar as illustrated 
in Figure 2-9.  

You will now be viewing Jeffco Connect as a School Administrator. To switch 
back to working as a parent/guardian, simply click on the Parent/Guardian 
View link on the quick links bar as illustrated in Figure 2-10. 
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Lesson 2-5: How to use the Admin Search 
Pane 

Figure 2-11 

The Admin Search pane will be the primary tool for locating student records in Jeffco 
Connect. You will be most successful locating a student record in Jeffco Connect by 
remembering the following guidelines: 

Search School: the school for which you have access will be displayed. If you have 
access to more than one school, you may click on the Change School link to select 
that school. To locate student records that are in the Work Queue or in Drafts 
status, and do not fall within your School Boundary, select No School as your search. 

 When a school name is selected, this will restrict the search results as follows: 

 Work Queue option button:  

 will retrieve new student records with a Pending Approval status to 
enroll at your school (these students are routed to your work queue 
because their home address falls within your school boundary and the 
student’s grade level aligns with your school, or the parent has 
requested to share their registration request with your school);  

 will retrieve existing student records with an Address Change status due 
to an address change (this address change is the result of a parent 
update to their student’s data in Jeffco Connect). 

Figure 2-11 

Admin Search Pane 
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 will retrieve new and existing student records with a Guardian Approval 
status due to a parent requesting access to their student record (for 
existing students, these will be parents who have never had a Jeffco 
Connect account and are now creating a Jeffco Connect account for the 
first time). 

 Exists in Campus option button: this option will only pull actively enrolled 
students at your school. You will not be able to access students with end 
dated enrollment records using this option; you must use the Student ID 
option button for students who are no longer actively enrolled. 

 Drafts option button: this option will retrieve new student records with a 
Pending Approval/Draft status where the parent has not completed the 
registration requirements in Jeffco Connect and, therefore, cannot “Submit” 
their request for enrollment (these students are routed to your “Draft” 
queue because their grade level and home address falls within your school 
boundary, or the parent has requested to share their registration request 
with your school, but the parent has not yet submitted the request). 

 When “No School” is selected, this will restrict the search results as follows: 

 Work Queue option button: this option will retrieve all new student 
records with a Pending Approval status where the grade level and home 
address submitted cannot be verified within a school boundary; 

 Exists in Campus option button: this option should not return any 
results when “No School” is selected. If you have student records 
returned using this search criterion, please advise the Service Desk at 
303-982-2200. 

 Drafts option button: this option will retrieve new student records with 
a Pending Approval/Draft status where the grade level and home 
address cannot be verified within a school boundary and the parent has 
not completed the registration requirements in Jeffco Connect and, 
therefore, cannot Submit their request for enrollment. 

Student Search Criteria: the drop-down list provides multiple options for locating 
student records. Consider the following guidelines when deciding which option to 
use: 

 Student Last Name: selecting this option will allow you to search for new or 
actively enrolled student records by last name. You will not be able to search for 
students with end dated enrollment records using Student Last Name, you must 
use the Student ID option button for students who are no longer actively 
enrolled. 

 Student ID: selecting this option will allow you to search for all student records 
in Campus independent of their enrollment status and school. 

 Grade: selecting this option will enable a grade drop-down list from which you 
may select a grade level at your school. You may only search for actively enrolled 
students at your school using the Grade feature. 
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 Last Submit Date: selecting this option will enable the From and To date fields. 
You may enter the From and To dates directly in the fields using a mm/dd/yyyy 
format or select the dates from the calendar controls. Searching by Last Submit 
Date will pull new or actively enrolled students if their record has been 
submitted for any of the following reasons: 

o New Student Enrollment Request 

o Address Change Request 

o Parent/Guardian Access Request  

 Student Registration Code: selecting this option will ignore the school you have 
selected and will search the entire Jeffco Connect database to locate new 
student records. The parent must provide this student registration code. You will 
not have access to this registration code until you are able to view the student’s 
Summary page. 
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Jeffco Connect - Admin Search Reference Guide 

Search School is “Your School” 

  Work Queue  Exists in Campus  Drafts 

D
es

cr
ip

ti
o

n
 

Retrieves student information routed to 
your school where student’s home 
address and grade level falls within your 
school boundary. 

 New Students with Pending Approval 
Status 

 Existing Students with Address 
Change Status 

 New and Existing Students with 
Guardian Approval Status 

Retrieves student information for students 
with active enrollment at your school. 

Retrieves student information routed to 
your school where student’s home address 
and grade level falls within your school 
boundary. 

 New Students with Draft Status 

Student Last Name 
Grade 

 

Searches new or active students at your 
school that have any of the following 
requests submitted: 

 Pending Approval 

 Address Change 

 Guardian Approval 

Searches active students at your school. Searches new students at your school that 
have not been submitted to Pending 
Approval.  

Student ID Searches students independent of their 
enrollment status and school. 

Searches students independent of their 
enrollment status and school. 

Searches students independent of their 
enrollment status and school. 

Last Submit Date Searches new or active students at your 
school that have any of the following 
requests submitted and last submit date 
is within a date range: 

 Pending Approval 

 Address Change 

 Guardian Approval 

Searches active students at your school 
where last submit date is within a date 
range. 

N/A 

Student 
Registration Code 

Searches students independent of school 
to locate new student Pending Approval.  

Searches students independent of school 
to locate new student Pending Approval.  

Searches students independent of school to 
locate new student Pending Approval.  

Search School is “No School” 

  Work Queue  Exists in Campus  Drafts 

D
es

cr
ip

ti
o

n
 Retrieves student information where the 

student’s home address and/or grade 
level cannot be used to determine school 
boundaries. 

 New Students with Pending Approval 
Status 

 New Students with Guardian Approval 

N/A Retrieves student information where the 
student’s home address and/or grade level 
cannot be used to determine school 
boundaries. 

 New Students with Draft Status 

Student Last Name 
Grade 

 

Searches new students at “No School” 
that have either of the following requests 
submitted: 

 Pending Approval  

 Guardian Approval 

N/A Searches new students at “No School” that 
have not been submitted to Pending 
Approval.  

Student ID Searches students independent of their 
enrollment status and school. 

Searches students independent of their 
enrollment status and school. 

Searches students independent of their 
enrollment status and school. 

Last Submit Date Searches new students at “No School” 
that have either of the following requests 
submitted and last submit date is within a 
date range: 

 Pending Approval 

 Guardian Approval 

N/A N/A 

Student 
Registration Code 

Searches students independent of school 
to locate new student Pending Approval.  

Searches students independent of school 
to locate new student Pending Approval.  

Searches students independent of school to 
locate new student Pending Approval.  

 





 

 

 

 

 

Chapter Three: How to 
Enroll a New Student 
Chapter Objectives: 

 How to Process Pending Approval Records in Your Work Queue 

 How to toggle between Jeffco Connect and Campus 

 How to add/verify new students in Campus 

 How to enroll new students in Campus 

 Locating State Reporting fields in Campus 

 

The enrollment process captures much of the information about our students that is 
reported to the State of Colorado. Jeffco Connect will feed Campus much of the 
information needed for State Reporting. This chapter will teach you the few 
remaining pieces of information you may need to specify for students as you enroll 
them at your school. 
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Lesson 3-1: How to Process Pending 
Approval Records in Your Work Queue 

 
Figure 3-1 

 
Figure 3-2 

 
Figure 3-3 

Once you have logged in as a School Admin, the Admin Search pane will default to 
search by your school work queue. All students who have been routed to your work 
queue will be listed in the Work Queue pane. Let’s begin by demonstrating how to 
process a new student record that has a pending approval status. A pending 
approval status always refers to a student’s enrollment request. 

CAUTION: before approving a student for enrollment, verify the student does not 
already have a student record in Campus! Please see Lesson 3-2: Adding/Verifying 
New Students in Campus for details. 

1. To process a Pending Approval enrollment request in your Work Queue, click 
on the student’s name in the list as partially illustrated in Figure 3-1.  

After clicking on the student’s name in the list, the Summary Details page will 
display as partially illustrated in Figure 3-2. 

Figure 3-1 

School Admin Work 
Queue Pane 

Figure 3-2 

Summary Details – 
Approvals Needed 

Figure 3-3 

Summary Details – 
Approve link enabled 
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2. Click on the red link under Approvals Needed as partially illustrated in Figure 
3-2. 

You need to select the Birth Verification from the drop-down list as illustrated 
below. In addition, you may need to verify how the student’s racial/ethnic data 
was identified. If the parent identified this information, this field will populate 
with the Parent Identified selection. If this is not how the racial/ethnic data 
was identified, select the correct identification method from the drop-down 
list.  

 
You may then click on the Save button. You may receive a Full Legal Name 
message. Respond appropriately to this message.  

 
 

This will return you to the Summary Details page where you may now approve 
the enrollment request. 

3. Click on the red Approve link as partially illustrated in Figure 3-3. 

You should enter all the required enrollment documentation provided by the 
parent to approve this enrollment request. Your comments may appear similar 
to the comments below (be sure to follow your school’s process regarding the 
collection of required enrollment documentation): 
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If the student is a High School student, you may also list “Transcript” in this 
comment box. Click on the OK button when you are finished. Return to the 
Admin Search page and notice that the student’s name has been removed 
from the work queue.  

The next step for completing this student’s enrollment is to go to Campus. You 
can do this by selecting the Campus link on the Jeffco Connect quick links bar. 
Next, search by All People to locate the student record, go to the student’s 
Enrollment tab and add a new enrollment record for this student.  
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Lesson 3-2: Adding/Verifying New 
Students in Campus 

  Figure 3-4     

Figure 3-5  

As an Enrollment Secretary, you are responsible for enrolling students at your school 
and specifying all the associated enrollment information for your students. This 
lesson will introduce the first step in the process of enrolling students - to verify 
whether the student record already exists or if you need to “Accept” the student 
registration request in Jeffco Connect. 

It is critical to make every effort to verify that a student has a current enrollment 
record before accepting a student registration request in Jeffco Connect because a 
student must have only one student record. In the event that two student records 
are created for a student in error, an Enrollment Issue Form must be submitted to 
Technology Support. You may access the Enrollment Issue Form from the Jeffco 
Campus website under Links to additional resources related to Campus on the 
homepage.  

1. Assuming you are still logged into Jeffco Connect as a school administrator, 
click on the Campus link on the title bar.  

This will toggle you over to Campus and you will see your school’s data. 

Figure 3-4 

Search by Student 

Figure 3-5 

Search by All People 
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2. Click on the Search tab and select the search criteria All People as illustrated 
in Figure 3-4. Enter the last name for the student in the quick search text 
box, and click on the Go button. 

The results of your search will display on the sidebar as similarly illustrated in 
Figure 3-5. If the last name of your student is a very common last name, using 
the quick search may return too many results for you to wade through. 
Instead, click on the Advanced Search link and enter the student’s last name 
and birth date. Searching by these two data elements will result in a much 
smaller list – hopefully a list of one!  

Another thing to look out for is searching for students with hyphenated last 
names – use multiple methods if you are not successful the first time. Using 
the Advanced Search will allow you to search by birth date. Using this search 
technique will return all students with a matching birth date. Often times this 
is the best way to find students with questionable last names (from the 
perspective of how they exist in the database). 

If you locate a matching student name, verify the birth date matches what is 
entered in Jeffco Connect. Be aware that sometimes the birth date may not 
match (due to typographical errors), although you have found the correct 
student record. Other times, of course, it may be an entirely different student 
with the same name. Assuming you have located the correct student record, 
you may click on their name to open their record. Depending on where you 
were last working in Campus, the student’s Census record may open or the 
student’s Student Information>General tabs may open. Either way you will be 
able to access their Enrollment tab and proceed with enrolling them at your 
school.  

3. Let’s assume the student you are searching for does not have a record in 
Campus. In this event you will need to go back to Jeffco Connect and 
“Accept” the student’s registration request.  

The student will be located in your Jeffco Connect “work queue” if they were 
routed to your school based on their grade level and residential address, or 
the parent selected your school as a school to share their student’s 
information. 

4. From your Jeffco Connect Work Queue, locate and select the student. 

5. Follow the necessary steps in Jeffco Connect to “Accept” the student’s 
registration request. 

Once you have successfully accepted the student’s registration request, go 
back to Campus and search again to locate their record. 
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Lesson 3-3: Enrolling Students in Campus 

Figure 3-6 

 
Figure 3-7 

Enrolling students at your school is done on the Enrollments tab of Campus. The 
Enrollment tab may be accessed from one of two places: Census>People or Student 
Information>General. Either location contains the same information. 

1. Verify you have the current calendar year selected. Click on the Search tab 
and search by All People. Enter the student’s last name in the quick search 
text box and click on the Go button. Click on the student’s name from the 
search results.  

The student’s Demographics screen loads to the main view port. NOTE: if it 
does not, from the Index expand Census and click on the People link. 

2. You may begin enrolling the student by clicking on the Enrollments tab. 

The Enrollments screen displays as similarly illustrated in Figure 3-6. If the 
student was enrolled at a Jeffco School in the past, their enrollment history 
will be displayed in the Enrollment Editor list. However, if they are new to 
Jeffco Schools, this list will be empty.  

NOTE: if a current enrollment record exists for another school, you must call 
the other school and ask them to enter an End Date for this student before 
you can enroll them with a Start Date at your school. Students cannot have 
two start dates that are the same. Example: if a student’s Start Date is 8/01 
and End Date is 8/01, the new school must use a Start Date of 8/02 or later. 

Figure 3-6 

Enrollments tab for a 
student. 

Figure 3-7 

General Enrollment 
Information window as 
accessed by clicking on 
the New icon. 
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3. Click on the New icon to open the General Enrollment Information dialog 
box. NOTE: do not click on New Enrollment History. 

The General Enrollment Information dialog box displays as similarly illustrated 
in Figure 3-7. Notice the Calendar field is automatically populated with the 
current School Calendar record. NOTE: verify that the current Year and 
Calendar is selected on your title bar! 

4. Select the Schedule (if the correct one does not already display) and Grade 
from the drop-down lists provided. Enter a Start Date by typing the date 
directly into the text box or selecting the date from the calendar control. 
Select the Service Type (if other than P:Primary) and Start Status from the 
drop-down lists provided. 

Schedule: most schools will select “Main” as their schedule. (If your school 
serves K-8, K-12, or Middle School students, you may have multiple schedules 
from which to select.)  

Grade: the student’s grade will correspond to the calendar year you are 
enrolling them into.  

Start Date: enter the first day the student will be attending your school as the 
start date. NOTE: if this date is prior to school starting, enter the date the 
district has provided. For the 2014-2015 School Year this date is 8/01/2014.  

Service Type: the service type you will select is almost always going to be 
“P:Primary”; however, if you are enrolling a student at your school because 
they are attending for a special program, they may already have a primary 
school and your school will be their “secondary” school. In this case you will 
select “S:Partial”. NOTE: Summer School enrollment uses “S:Partial”.  

Start Status: select the appropriate start status by following the enrollment 
guideline policy. 

5. Verify you have the correct Year and Calendar again! Click on the Save icon 
to save the enrollment record. 

The General Enrollment Information window will close and you will be 
returned to the main view port. 

 

NOTE: to quickly enroll a student and get them scheduled into a class, the 
above steps MUST be completed. You will not be able to select their student 
record for rostering them into a classroom (elementary) or preparing them a 
schedule (secondary) until they are actively enrolled at your school. You can go 
back later and enter the additional information for State Reporting and District 
Defined Elements. 
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Lesson 3-4: Enrollment Details – State 
Reporting Fields in Campus 

 
Figure 3-8 

Yes, this is a busy screen. It captures much of the information needed for State 
Reporting. We will learn which fields in this screen may be required to complete an 
enrollment record for a student and the importance of recording this information 
accurately. 

1. Click on the Search tab and search by Student. Click on the student’s name 
from the search results.  

The student’s Demographics screen loads to the main view port. NOTE: if it 
does not, from the Index expand Census and click on the People link. 

2. Click on the Enrollments tab. Click on the current enrollment record in the 
Enrollment Editor list for the student. 

The State Reporting Fields section of the screen appears as illustrated in 
Figure 3-8. You are required to complete only the following fields by either 
checking on checkboxes or making selections from drop-down lists (if they 
apply): 

Resident District or State: this is the District or State where the parent resides. 
If the Resident District is Jefferson County, you do not need to select it. This is 
assumed if the Pupil Attendance field remains as 01: Resident, Designated 
School. 

Pupil Attendance:  

 This field will default to 01: Resident, Designated School. This means it is 
the student's legal residence, is within the school district, and the student 
attends a district school within his or her attendance area or is receiving 
educational services in his/her home or a hospital. Special education 
services are provided by the staff of the School District AND the TCAP test 

Figure 3-8 

State Reporting section 
of the Enrollment record 
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scores are attributed. You will only change this if the student is not 
attending their designated (boundary) school.  

 Change to 02-Resident, School of Choice for students who reside in Jeffco 
and choose to attend a school outside of his/her attendance area.  This 
code is used when the student's legal residence is within the school 
district but the parent or student has chosen for the student to attend a 
district school outside of his/her attendance area. The TCAP test scores 
are attributed to this school. 

 Change to 04 – Non-Resident, Choice for students who reside outside of 
Jeffco and attend a Jeffco school. This code is used when the student's 
legal residence is outside the school district and the student attends a 
district school, or a program providing educational services from the staff 
of the reporting district at a non-district site, under the Public Schools of 
Choice law (CRS 22-36-101 et. seq.). Also includes students residing in 
another state or country who are attending a Colorado public school. 
(NOTE: Foreign exchange students are 04 Non-Resident, Choice.)  

 Codes 03 – 05 and 08 – 32 are only used for special circumstances. Please 
contact Instructional Data Reporting (IDR) before using these codes. 

Funding Code: this field will default to 80 – Full Time, Nonspecific. This code 
should only be changed if you have students in the CPP (Colorado Preschool 
Program) or tuition-based students. 

For a complete definition of the fields you are populating above, please 
reference the State Reporting Fields and District Defined Elements document 
that is provided by Instructional Data Reporting. 

3. Click on the Save icon to save your changes. 

 

 





 

 

 

 

Chapter Four: How to 
Manage Student 
Information in Jeffco 
Connect 
Chapter Objectives: 

 How to manage records in your Work Queue 
o Address Change 
o Guardian Approval 
o Court Order 

 How to edit existing Student Accounts in Jeffco Connect 

 How to review Student records with a Draft Status in Jeffco Connect 

 How to add New Students in Jeffco Connect 

 How to process Student Withdrawals and Transfers in Campus 

 

In this chapter, we will return to Jeffco Connect to learn how to manage information 
that may change over time for students. Although it is the parent/guardians who are 
primarily responsible for editing their student information in Jeffco Connect, the 
school registrar will need to acknowledge or approve some of these changes. There 
may be occasions where the school registrar will have to act on behalf of the 
parent/guardian to make changes in Jeffco Connect for their student. We will also 
briefly discuss how to process student withdrawals and transfers using a custom 
designed tab in Campus. 
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Lesson 4-1: How to Process Address 
Change Requests in Your Work Queue 

 

Figure 4-1 

 

 

Once you have logged in as a School Admin, the Admin Search pane will default to 
search by your school work queue. All students who have been routed to your work 
queue will be listed in the Work Queue pane. This lesson will teach you how to 
acknowledge an address change notification for a student. Their status will be listed 
as Address Change in the Work Queue pane. 

1. To acknowledge an Address Change notification in your Work Queue, click 
on the student’s name in the list as partially illustrated in Figure 4-1.  

After clicking on the student’s name in the list, the Address Change 
Notification page will display as illustrated in Figure 4-2. 

2. Verify the current address listed falls within your school boundaries.  

If the address is outside of your school boundaries, make a note of it as you 
may need to follow your school’s process for choice enrollment next year. 

Figure 4-1 

Work Queue pane 

Figure 4-2 

Address Change 
Notification page 

 

Figure 4-2 
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3. To acknowledge the address change, click on the Mark As Reviewed And 
Move To Next button located at the bottom of the page. 

If the address change should not be accepted at this time, click on the Leave 
In Queue And Move To Next button or Return To Queue button. 

NOTE: address changes made in Jeffco Connect automatically update Campus 
real time. The address change is routed to your Work Queue for notification 
purposes only. 

 



76 Jeffco Connect and Campus Enrollment 

IT Training Center, 07.20.2016 

Lesson 4-2: How to Process Guardian 
Approval Requests in Your Work Queue 

 

 

 

 

 

Once you have logged in as a School Admin, the Admin Search pane will default to 
search by your school work queue. All students who have been routed to your work 
queue will be listed in the Work Queue pane. This lesson will teach you how to 
process a Guardian Approval request from parents to access their student’s 
information in Jeffco Connect. Parents that have created a new Jeffco Connect 
account will either be required to add new students to their account (requiring the 
school to approve the student enrollment at their school) or add existing students to 
their account. When the parent adds an existing student to their account, their 
relationship to the child must be verified by the school before the parent is given 
access to the student’s information in Jeffco Connect. The student’s status will be 
listed as Guardian Approval in the Work Queue pane. 

1. To process a Guardian Approval request in your Work Queue, click on the 
student’s name in the list as partially illustrated in Figure 4-3 .  

After clicking on the student’s name in the list, the Summary Details page will 
display as partially illustrated in Figure 4-4. 

2. Follow the process, as determined by your school, for verifying parent/child 
relationships. 

If the parent cannot provide adequate verification for their parent/guardian 
relationship to the student, as determined by your school, click on the Decline 
link to disallow the parent from having access to the student’s Jeffco Connect 
information. This will send an email notification to the parent, if an email 
address was provided when they set up their Jeffco Connect account. 

Figure 4-3 

Work Queue pane 

Figure 4-4 

Student 
Administration page 

Figure 4-3 

Figure 4-4 
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If the parent can provide adequate verification for their parent/guardian 
relationship to the student, as determined by your school, click on the 
Approve link. This will allow the parent/guardian to access the student’s Jeffco 
Connect information and edit their student’s data in Jeffco Connect. Parents 
must provide adequate verification to each school for which they are 
requesting student access. An email message will be sent to the parent, if one 
was provided when they set up their Jeffco Connect account. 
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Lesson 4-3: How to Edit Student 
Information in Jeffco Connect 

 

 

The expectation is that parent/guardians will have primary responsibility for 
updating their student’s information in Jeffco Connect. This may not be possible for 
all parents due to lack of web access or lack of computer skills. Ideally, schools 
should encourage parents to use local resources such as public libraries, or provide 
an environment within the school where school resources could assist parents in 
using Jeffco Connect to update their student’s data (such as your school library or 
computer lab). When this is not possible, as a last resort you may need to update 
the student’s information for a parent. This lesson will teach you how to edit student 
information contained in Jeffco Connect.   

1. Begin by searching for the student record. Verify you have your school 
displayed as the “Search School” and select the Exists in Campus option 
button. Refine your search by entering the student’s last name or select to 
search by Student ID and enter their Student ID.  

If the student’s record is located, it will appear in the Search Results pane. 
Click on the student’s name in the list. The Summary Details page will display.  
NOTE: students with a future enrollment start date in Campus will require you 
to search for them in Jeffco Connect by Student ID. 

2. Click on the menu item on the left where the student information needs to 
change. 

It may be easiest to determine which menu item to select by first looking 
through the student’s Summary page. When you find the data that needs to 
change on the Summary page, you will want to select the menu item on the 
left that corresponds to the boxed in information.  

Figure 4-5 

Student Search page 

 

Figure 4-5 



 How to Manage Student Information in Jeffco Connect 79 

 

Jeffco Schools 

 

NOTE: Language information is collected only one time for new students and 
thereafter cannot be changed. If this information was entered incorrectly and 
the parent is requesting that it be changed, please call the Service Desk at 
303-982-2200. 

3. Edit the information as necessary and click on the Save button. 

Once you save the change, you will be returned to the student’s Summary 
page. You may be required to also “Submit” the change. Let the message at 
the top of the Summary page be your guide. 
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Lesson 4-4: How to Review Student 
Records with a Draft Status 

 

 

As a School Administrator in Jeffco Connect, you may also view all in-process student 
enrollment information. In-process student enrollment information are those 
student records where the parent/guardian has begun the enrollment request 
process, but has not completed all the information required in Jeffco Connect to 
submit the request to the school. There are a couple ways to view student records 
that are in-process. You may view in-process student records that will be routed to 
your school, or you may view in-process student records where the school cannot 
yet be determined. The determining factors for how in-process student records can 
be viewed are grade and student residence address. Only when the grade level and 
student’s residence address are known, can Jeffco Connect identify the school of 
residency and route the in-process student record to your school. 

1. To view in-process student enrollment requests for your school, verify that 
your school is selected as the Search School.  

2. Click on the Drafts option button. 

The Search Results pane will automatically display all in-process student 
records that have been routed to your school. For this determination to be 
made, the parent must have completed the Student, Residence, and 
Enrollment sections of the registration information in Jeffco Connect. The 
student’s residence address must have been determined to fall within your 
school boundary and the grade level must be a grade level your school 
teaches. 

Figure 4-6 

Student Search page 

 

Figure 4-6 
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3. You may restrict the list of students appearing in the Search Results by 
searching by any of the available search criteria. 

4. To determine what information is still required before the parent/guardian 
can submit the student’s registration information, click on the student’s 
name in the list. 

The student’s Summary page will display. 

5. Click on the Progress: What’s Missing link located at the top left of the page. 

A window similar to the following window will appear listing the items 
required before the student’s registration can be submitted to the school: 

 

 
 

To locate in-process students that have not been routed to any school because the 
parent has not completed the residence and/or enrollment steps, you will have to go 
about it a little differently. You will need to change the Search School to No School 
and then click on the Drafts option button. This will list all in-process students where 
the school cannot yet be identified. You may restrict this list by using any of the 
available search criteria. 
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Lesson 4-5: How to Add a New Student 

 

 

In a perfect world all parents/guardians will be able to access Jeffco Connect to 
create their user account and add or edit their student’s information. In all cases this 
should be enforced by schools. In the event this is not possible for a 
parent/guardian; the School Admin can create new user accounts for parents and 
create new students in Jeffco Connect. Please realize that any time you take on this 
responsibility for the parent/guardian, you have increased your work load! This 
lesson will teach you how to add a new student to Jeffco Connect. 

1. From the Jeffco Connect Admin Search page, click on the Create New 
Student link in the lower right corner of the page.  

2. Enter all required information on the Student Details page as partially 
illustrated in Figure 4-7 and click the Next button. 

3. The Residence page will display where you will enter all required 
information and then click the Next button. 

4. The Contacts page will display where you will enter all required information 
and then click the Next button. 

Figure 4-7 

Student Details page 

 

Figure 4-7 
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5. The Enrollment page will display where you will enter all required 
information and then click the Next button. 

6. The Health page will display where you will enter all required information 
and then click the Next button. 

7. The Language page will display where you will enter all required information 
and then click the Next button. 

8. The Agreements page will display where you will enter all required 
information and then click the Next button. 

9. The Summary Details page will display where you should verify all the 
information and then click the Submit button. 

The student record should now appear in your Work Queue pane as Pending 
Approval. The parent must create a user account to request access to their 
student. NOTE: you may send the parent an invitation to create a Jeffco 
Connect account if they have provided an email address, or you may create 
their account for them by following the instructions in Lesson 2-3: How to 
create Parent Accounts for new or returning Parents. 
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Lesson 4-6: Processing Student 
Withdrawals and Transfers in Campus 

 
Figure 4-8 

  Figure 4-9 

State Board of Education rules and regulations require schools to follow up and 
document the enrollment status for students who have moved out-of-state or 
transferred to private or home schools. Schools are required to use new 
standardized procedures and tools for documenting student withdrawals. Please 
reference the document distributed by Instructional Data Reporting entitled 
“Student Withdrawal/Transfer Documentation Procedures” for complete details. 
This lesson will instruct you on how to use the tools available in Campus to assist 
you in complying with these new rules. The following tools will be discussed: 

 JPS Withdrawal & Transfer Form 

 JPS Withdrawal Tracking Tab 

 JPS Student Withdrawal Tracking Report 

 JPS Withdrawal Certified Letter 

1. From the Index, expand Student Information, expand Reports, expand JPS 
Withdrawal/Tracking and click on the JPS Withdrawal & Transfer Form link. 

You will run the JPS Withdrawal & Transfer Form for the student(s) who are 
transferring from your school. This form is a pre-populated checkout form that 
contains the student’s demographic and schedule information and is required 

Figure 4-8 

JPS Withdrawal 
Tracking tab 

Figure 4-9 

Withdrawal & Transfer 
Tracking Detail 
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for use by all schools except McLain and Warren Tech. This will become part of 
the student’s cum folder. 

2. Select the parameters from which the report is generated and click on the 
Run Report button. 

You may run the report for a single student by entering a last name in the Last 
Name Starts With or First Name Starts With fields; or you may select multiple 
students from the list view. Select your Output Format, Term and Schedule 
Output preferences before running the report. 

Next, we will take a look at the JPS Withdrawal Tracking tab. We will access 
this tab by first searching for a student record. 

3. Click on the Search tab and search for the student record. Select the student 
record and click on the JPS Withdrawal Tracking tab. 

The JPS Withdrawal Tracking tab will display a student’s enrollment history in 
the list view as similarly illustrated in Figure 4-8. Use this tab to record the 
student’s Next School information as well as track records requests and 
certified letter dates. You will want to select the student’s current enrollment 
record. 

4. Click on the Select link for the student’s current enrollment record. 

The Withdrawal & Transfer Tracking Detail page displays as illustrated in 
Figure 4-9. Complete the fields as outlined in the Student Withdrawal 
/Transfer Documentation Procedures published by Instructional Data 
Reporting. 

5. Click on the Save icon to save your changes. 

6. Click on the Enrollments tab and end the student’s enrollment by entering 
an End Date and the appropriate End Status. 

Next, we will take a look at how to run the JPS Student Withdrawal Tracking 
Report. 

7. From the Index, expand Student Information, expand Reports, expand JPS 
Withdrawal/Tracking and click on the JPS Student Withdrawal Tracking link. 

Run the JPS Withdrawal Tracking Report to track student transfers as well as 
the status of a student’s records request or certified letter. 

8. Select the parameters from which the report is generated and click on the 
Run Report button. 

You may filter the report by grade, enrollment start and end dates, enrollment 
statuses, last day of attendance, date next school contacted, date records 
sent, date certified letter sent, and student outreach. Select your preference 
for display options and sort options. Select the appropriate option button for 
Standard Report Parameter Settings based on the type of data you are 
requesting. 

The final tool we will look at is the JPS Withdrawal Certified Letter Report. 
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9. From the Index, expand Student Information, expand Reports, expand JPS 
Withdrawal/Tracking and click on the JPS Withdrawal Certified Letter link. 

If the student is under the age of 17 and the student’s educational setting is 
unknown, run the JPS Withdrawal Certified Letter for the student, send it to 
the student’s last known address, and enter the Date Certified Letter Sent in 
the student’s JPS Withdrawal Tracking tab. 

10. Select the parameters from which the report is generated and click on the 
Run Report button. 



 

 

 

 

 

Chapter Five: Jeffco 
Connect Reports 
Chapter Objectives: 

 How to run the following Reports: 
o Completion Report 
o Agreement Sign-Off Report 
o Residence Report 
o Student Health Report 
o Update Verification 
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Lesson 5-1: Completion Report 

 

Figure 5-1 

 

Student Completion Report 

Report Description: this report will display a summary of the student’s information 
and will print a registration barcode on the top of the page.  

Report Parameters: 

Print Summary This report is available from the student’s Summary page. Search 
for the student on the Student Search page and select the student 
from the list. The Summary tab will open. Click on the Print 
Summary link in the upper right corner as illustrated in Figure 5-1. 

 

Figure 5-1 

Completion Report 
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Lesson 5-2: Agreement Sign-Off Report 

 

 

 

 

Agreement Sign-Off Report 

Report Description: this report will list all parent/students who have or have not 
signed the Code of Conduct or BYOD agreements.  

Report Parameters: 

Filter by 
selected 
school/ Run for 
all schools in 
list 

This option button defaults to Filter by selected school and cannot 
be changed at the school level. 

Student 
Number 

Enter a Student Number to run the report for a single student, or 
leave this field blank to run for the entire school. 

Agreement 
Name 

Select either Code of Conduct or Bring Your Own Device from the 
drop-down list. 

Start Date This field will default to today’s date. You may enter a start date 
using the format mm/dd/yyyy or select a date from the date 
control. A start date is required for running the report. 

End Date This field will default to today’s date. You may enter an end date 
using the format mm/dd/yyyy or select a date from the date 
control. A start date is required for running the report. 

Report By You will filter the report by parent/students who have signed the 

Figure 5-2 

Agreement Sign-Off 
Report 

 

Figure 5-3 
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agreement or who have not signed the agreement. 

Show By You may show who has or has not signed the agreement by both, 
students or parents. The default is to show both. 

Sort By You may sort by student or school. The default is to sort by 
student. 

Output This option button defaults to generate the report as a PDF file. 
You may select the CSV option button to export the report to 
Excel. 
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Lesson 5-3: Residence Report 

 

 

 

 

Student Completion Report 

Report Description: this report will list all students who are/were not living in the 
Residence Type of “House/Apt/Condo/Townhouse/Duplex (owned or rented)” on 
the Residence tab for any period of time during the selected time span. The PDF 
version shows the cumulative total of these students. This report can also list 
students not living with their parents.  

Report Parameters: 

Filter by 
selected school 

This option button defaults to Filter by selected school and cannot 
be changed at the school level. 

Output This option button defaults to generate the report as a PDF file. 
You may select the Excel option button to export the report to 
Excel. 

Start Date This field will default to today’s date. You may enter a start date 
using the format mm/dd/yyyy or select a date from the date 
control. A start date is required for running the report. 

End Date This field will default to today’s date. You may enter an end date 
using the format mm/dd/yyyy or select a date from the date 
control. A start date is required for running the report. 

List students 
marked as 
homeless 

This field will default to checked. It will restrict the list to contain 
students marked as homeless on their Residence tab. A student is 
considered “homeless” if their Residence Type is something other 

Figure 5-3 

Residence Report 

 

Figure 5-3 
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than “House/Apt/Condo/Townhouse/Duplex (owned or rented)”. 

List students 
who are 
unaccompanie
d and 
homeless 
youths 

This field will default to checked. It will restrict the list to contain 
students marked as Student is an unaccompanied and homeless 
youth on their Residence tab. 
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Lesson 5-4: Student Health Report 

 

 

 

Student Health Report 

Report Description: By default, the report will include any student who has any of 
the health fields on the Jeffco Connect Health or Enrollment tabs populated. You can 
narrow down your results by unchecking one or more of the Filter checkboxes. Only 
“checked” items will appear on the report.  

The Health Plan information listed in this report is provided by the Parent/Guardian 
and may differ from actual information in Campus. 

To sort your data differently than the default sort (grade, student name), select Excel 
output and use the sorting tools in Excel. 

This report is available from the Reports page. Click on the Reports link on the quick 
access bar and select the report from the list. 

Report Parameters: 

Filter by 
selected school 

This option button defaults to Filter by selected school and cannot 
be changed at the school level. 

Output This option button defaults to generate the report as a PDF file. 
You may select the Excel option button to export the report to 
Excel. 

Item/Display/ 
Filter 

The item names correspond to each item on the Health tab when 
viewing a student’s Health information. You may quickly uncheck 
them all by clicking on the Deselect All link. When they are all 

Figure 5-4 

Student Health 
Report Parameters 

 

Figure 5-4 
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unchecked, you may quickly check them all back on by clicking on 
the Select All link. Or, you may simply check or uncheck each item 
as needed. When an item is checked, the item will display on the 
report. The item may or may not have data associated to it. 
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Lesson 5-5: Update Verification 

 
Figure 5-5 

Update Verification 

Report Description: Assists schools in registration by producing a report which shows 
what is needed by parents who attend. The report shows if a parent has an account 
(and so does not need one), has already updated Jeffco Connect, has an email 
address (and can have an invitation sent). Additionally, it shows all students that 
have not been updated or received a digital signature since a specified date. 

This report is available from the Reports page. Click on the Reports link on the quick 
access bar and select the report from the list. 

Report Parameters: 

Filter by selected 
school 

The drop-down list will contain only those schools for which 
you have access. It should default to your school. 

Grade Select a grade level for running this report, or use the Select 
All link to run the report on all grade levels. To run the report 
for discontinuous grades, use the Ctrl key. 

Choose a date for 
the option you 

The date field will default to blank. You will want to leave the 
field blank to retrieve all records independent of the dates 

Figure 5-5 

Update Verification 
Report Parameters 
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select below. Leave 
blank if you would 
like to select ALL 
records. 

for Last Signature or Last Submitted. 

You may restrict the report to only those records where the 
Last Signature or Last Submitted dates are on OR BEFORE the 
date entered here. 

BEST PRACTICE: the best way to retrieve all records to a CSV 
file and use Excel’s sort and filter tool is to leave this date 
field blank, select the Both option button, leave the All 
option buttons selected, and select the in CSV option button 
for running the report.  

The Digital 
Signature was last 
updated PRIOR to 
this date by a 
Parent/Guardian 

Select this option to identify students at your school where 
the parent/guardians have submitted a digital signature as of 
the date entered in the date field. 

BEST PRACTICE: if you want to identify all parents who have 
not yet made ANY modifications in Jeffco Connect, leave the 
Date field blank; select this option button (The Digital 
Signature was last updated PRIOR to this date by a 
Parent/Guardian); select the All option buttons for 
Parent/Guardian(s) with an email and Parent/Guardian(s) 
with a Jeffco Connect user account; and run the report in 
CSV. Then in Excel, filter for “None” in either the “Last 
Signature” column or the “Last Submitted” column, 
depending on which is more important for you. 

NOTE: all edits submitted by parent/guardians in Jeffco 
Connect require a digital signature. Edits submitted by school 
personnel do NOT require a digital signature. 

Example: a date of 08/31/2012 would retrieve all student 
records at your school where the parent/guardian has 
submitted a digital signature on or BEFORE 08/31/2012. 

To retrieve all student records at your school, whether the 
parent/guardian has submitted a digital signature OR NOT, 
leave the date field blank. 

CAUTION: using this option in combination with the other 
options for running this report will consider all preferences 
when running the report. 

The Student’s 
Record was last 
updated PRIOR to 
this date by a 
Parent/Guardian or 
by school personnel 

Select this option to identify students at your school where 
their record was updated and submitted in any way, by either 
their parent/guardian OR school personnel, as of the date 
entered in the date field.  

Example: a date of 08/31/2012 would retrieve all student 
records at your school where a parent/guardian or school 
personnel has submitted an edit to any information on or 
BEFORE 08/31/2012. 
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To retrieve all student records at your school, whether the 
parent/guardian or school personnel has updated and 
submitted the student record OR NOT, leave the date field 
blank. 

CAUTION: using this option in combination with the other 
options for running this report will consider all preferences 
when running the report. 

Both Select this option to identify students at your school where 
both conditions listed in the above two options are true as of 
the date specified in the date field. 

Example: a date of 08/31/2012 would retrieve all student 
records at your school where a parent/guardian or school 
personnel has submitted an edit to any information on or 
BEFORE 08/31/2012 AND where the parent/guardian has 
submitted a digital signature on or BEFORE 08/31/2012. 

To retrieve all student records at your school where both 
conditions may or may not have been submitted, leave the 
date field blank. 

CAUTION: using this option in combination with the other 
options for running this report will consider all preferences 
when running the report. 

Parent/Guardian(s) 
with an email 

Use this field to filter the report by parent/guardian(s) with 
or without an email in Jeffco Connect. This field will default 
to “All” parent/guardians. 

BEST PRACTICE: when looking for all parents without an 
email in Jeffco Connect, leave the date field blank, select the 
Both option button, select the No option button for the 
email option and leave the user account option button set to 
All. Run the report in Excel. 

CAUTION: using this option in combination with the other 
options for running this report will consider all preferences 
when running the report. 

Parent/Guardian(s) 
with a Jeffco 
Connect user 
account 

Use this field to filter the report by parent/guardian(s) with 
or without a Jeffco Connect user account. This field will 
default to “All” parent/guardians. 

BEST PRACTICE: when looking for all parents without a Jeffco 
Connect user account, leave the date field blank, select the 
Both option button, select the All option button for the email 
option and select No for the user account option. Run the 
report in Excel. 

CAUTION: using this option in combination with the other 
options for running this report will consider all preferences 
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when running the report. 

Run report by This field will default to run the report by Student. You may 
select to run the report by Student, by Parent, or in CSV. 

BEST PRACTICE: the best way to retrieve all records to an 
Excel spreadsheet and use Excel’s sort and filter tool is to 
leave the date field blank, select the Both option button, 
leave the All option buttons selected, and select the in CSV 
option button for running the report. 

Run Click on the Run button to generate the report.  

NOTE: it will appear as if the report is not running; however, 
if you look at the browser tab for Jeffco Connect you will see 
a circular processing icon. 

 

 
 





 

 

 

 


