
INSTRUCTIONS FOR SCHOOL 
DEMOGRAPHICS UPDATES 

If you need assistance, contact: 

Vikki Reynolds; 888-413-3669 ext 5759 



 

Demographics Update Required Annually 
(October 15 Deadline) 

The Demographics Update includes: 
         -address- contact information -grade structure- enrollment -number of staff. 

This information is queried by parents, higher education institutions, 
scholarship programs, state accreditation office and members of the 
public to confirm the accreditation status of schools.  The State Office 
needs the correct contact information. 
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Log in to your school’s profile 
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CLICK HERE 
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Enter your school email address 
and your password. New users see Dale after this 
meeting for your code to create a new account. 
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Choose ASSIST to access your school profile 



7 

 
 
 

Schools who had reviews from 2013 and forward will see this screen.  Click  
On the Portfolio button to go to the next screen. 
If you don’t see this screen, go to next slide. 



  

Click “Update 
Demographics” 

Select the 
Profile tab 
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Review 
information in 

first four tabs and 
update as needed 
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11 

Click your name to update information such as e-mail address or position. If 
you are a new principal, delete the previous person before adding yourself. 
Primary Contact is a “second” person in the building or district who can help 
us contact you or needs to receive info 
Head of Institution (Principal) and Primary Contact should not be the same. 



SCHOOL FILTERS and EMAIL ISSUES 
• Whitelist the following domains: 

– @advanc-ed.org 

– @cvent.com 

• Whitelist in both the building & district filters 
as well as your personal e-mail 

• Check with building/district personnel to 
confirm  

• Contact Vikki if you need originating IP 
address to whitelist in your filter software 
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