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Demographic Update – How To 
 

1. To access the Demographics Update, go to the AdvancED website www.advanc-ed.org.  

 

2. Click Login in the upper right corner of the home page.  

 

 
 

3. If you have already registered on the website, you can follow the instructions to Login; 

otherwise, if you have not registered, click on the Not registered yet link and follow the 

instructions to register and provide your personal profile.  

 

 
 

4. In your Personal Profile, you will be asked to provide your Access Code which is located in the 

notification letter you received from the Illinois state office.  If you are unable to locate the 

notification letter, contact Becky Densmore-Stoll at bstoll@advanc-ed.org .   

 

 
 

 

 

 

http://www.advanc-ed.org/
mailto:bstoll@advanc-ed.org
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5. After successfully logging in, click the Accreditation tab. 

 

 
 

6. Mouse over Accreditation Tasks from the left menu and select Demographics Update. If you 

have not entered the assigned passcode into your profile, the Demographics Update menu 

option will not display. (Refer to step 4 of these instructions).  

 

 
 

7. The Demographics Update screen will display.  Review the information and click on the 

appropriate link to begin.  
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8. The Welcome screen will display. Review the instructions and click Next to continue to 

Demographics. The Demographics Update should take no more than 15 minutes to complete.  

 

 
 
Note: 30 minute time limit. If the session is inactive (meaning no key strokes or mouse clicks) 
within a 30 minute timeframe, your session will close out, requiring you to login again. 
 
 

 
 
 
 
 
 
 
 

Each page is in View Mode. You must click Edit to open up the fields to 

make changes. After making changes, click Update on each page to save 

the changes on that page. Click Cancel to cancel any changes you made 

to the page. 
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9. As you progress through the sections of the report, the section you are working on will be 
highlighted in the Navigation Bar across the top of each screen.  
 

 
 

10. Demographics consist of the Address and Profile sections. Review and update the information 
in both sections by clicking Edit to make changes and by clicking Update to save the 
information.  
 

 
 
 

11. Click Next to advance to Reports. Review the information in the Reports section for accuracy. If 
you filed a report last year you may click Prior Year Report to view it.  
 

 
 

12. Click Next to continue to the Submit section. Verify that the e-mail address displayed on the 
submit screen is correct before continuing.  A confirmation message will be sent to the e-mail 
address.  Note that your report is not completed until you see the message on your screen 
confirming that the report has been submitted.  

 
To make changes to the report after you have submitted, click the Reopen link on the Navigation 
Bar.  
 

13. After your have submitted your report, use the Print Report button to print a copy of your 
report. This will print the entire report.   


