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CONTACT INFORMATION 

	Contact
	Name
	Email
	Phone

	SDE Data Manager
	Angela Gambaccini-May
	Angela.Gambaccini-May@ct.gov
	(860) 713-6847 

	State Users, please contact IT
	Information Technology
	DMLoginHelp.SDE@ct.gov
	(860) 713-6610


HOW TO LOG IN

You will only need one username and password to access the Portal Applications website https://csde.ct.gov/ and will have specific roles assigned for access to different applications. When a user logs into the Portal Applications website, they will only have access to the applications where roles have been assigned. 

New Accounts
The LEA Security Manager is responsible for creating and maintaining users and their roles for all Portal Applications. These functions are performed through the Directory Manager (DM) application. These roles govern what applications a user can see and what actions a user can take within portal. (see Roles for applications in the Portal for more specifics)
If an individual is new to DM, the LEA Security Manager in their district can create an account and assign the appropriate roles. When an account is created, the new user will receive one email with a unique username and a second email with a temporary password and a link to the portal. If a password is not received your LEA Security Manager can reset for your convenience. 
Existing Accounts
Your district’s LEA Security Manager is responsible for creating accounts, assigning the roles and resetting passwords and assisting users in finding their usernames in the Directory Manager application (DM). 

You can find out who your LEA Security Manager is by going to the DM Help Site:

http://www.csde.state.ct.us/public/directorymanager/docs.asp
Important: It is critical that usernames and passwords NOT be shared, as each is unique to the assigned individual.  The Department reserves the right to inactivate accounts and/or remove roles if it believes the account has been used by anyone other than the assigned account holder.  We require only certified administrators be assigned the task of certifying data.  This certification represents your school’s official confirmation that the data submitted are accurate.
Requesting an Organization Code

In order to request a code for your Schools/Programs you should contact your LEA Directory Certifier. If you need to know who this is you can find a list on the DM Help Site: http://www.csde.state.ct.us/public/directorymanager/docs.asp

If your LEA Directory Certifier is no longer active please contact Angela Gambaccini-May at 860-713-6847 or by email angela.gambaccini-may@ct.gov

New Programs
The following programs will need to request an Organization Code using Directory Manager. (see Table D: Program Type Definitions)
· All programs that educate students from multiple sending schools within the district.
· All district run programs located at an off-site location from the sending school the students would otherwise attend.

· Multisite programs must obtain separate codes for each program location/site.

· If students, whom are not expelled, can be placed into the district’s expulsion program as an alternative setting or by PPT; the Expulsion program must have an Organization Code.

· Any program that runs after normal school hours must obtain a separate program code in DM to represent the evening programming. 


The following programs will not need to request Organization Codes in Directory Manager

· Homebound programs. This is a special program status code collected in the Public School Information System (PSIS) collection.

· Expulsion programs (if used solely for expulsion students) do not need separate codes in DM.  As recommended in existing policy guidance, report these students in the school they would otherwise attend if not for the expulsion.



Transition Services in College, University or Community-Based Settings
1. Transition Community-Based Program (TCBP) – Public Schools only.

Directory of Transition Services in College, University and Community-Based Settings 2010 [PDF]
In order to be recognized by the Connecticut State Department of Education (CSDE), Bureau of Special Education (BSE), the criteria for inclusion in this Directory require that transition services are:

a. Operated by a district;

b. Provided entirely in a community location other than a district high school or on a high school campus; 

c. Provided to students between the ages of 18 and 21; 

d. Provided to students who have completed all academic credits toward graduation or who are not working on academic credits toward a regular High School diploma; and 

e. Provided to students who are working solely on secondary transition goals and objectives through an individualized education program (IEP).

2. Public School-Based Transition Program (PSBTP) 

In order to be recognized by the Connecticut State Department of Education (CSDE), Bureau of Special Education (BSE), the criteria for inclusion in this category require that transition services are:

a. Operated by a district;

b. Based in a district high school or on a high school campus (even if time is spent out in the community); 

c. Provided to students between the ages of 18 and 21; 

d. Provided to students who have completed all academic credits toward graduation or who are not working on academic credits toward a regular High School diploma; and 

e. Provided to students who are working solely on secondary transition goals and objectives through an individualized education program (IEP).

Prior to requesting a location code for district operated transition services in a community-based setting, please contact:  Dr. Patricia Anderson 860-713-6923  patricia.anderson@ct.gov
3. Transition/Vocational Services Provider (TVSP)

Directory of Transition/Vocational Service Providers (2014) [PDF] 

In order to be recognized by the Connecticut State Department of Education (CSDE), Bureau of Special Education (BSE) as a qualified* “Transition/Vocational Service Provider,” the following criteria must be met by each organization/provider: 

Meets ALL of the following criteria:

a. Serves students 18-21 years old who have completed academic credits toward a regular High School diploma, OR serves students younger than 18 as a related service on an individualized education program (IEP);

b. Offers transition/vocational services which may include functional academics. (Note that these providers are not approved to provide academic credit toward a regular High School diploma);

c. Holds a current and valid contract as a vendor for the CT Bureau of Education and Services for the Blind (BESB) or the CT Bureau of Rehabilitation Services (BRS) or the CT Department of Developmental Services (DDS); and

d. Serves as a private vendor/contractor to a public school district for transition/vocational services.

Prior to requesting a location code for a Transition/Vocational Services Program, please contact: Jay Brown 
860-713-6891   jay.brown@ct.gov 

InterDistrict Magnet Schools/Programs

Prior to requesting a new InterDistrict Magnet School/Program or requesting a grade or name change through Directory Manager please contact:  

Regina Hopkins, Program Manager for InterDistrict Magnet Schools-Greater Hartford Region 
860-713-6549  regina.hopkins@ct.gov 

Shola Freeman, Program Manager for InterDistrict Magnet Schools-Greater New Haven Region
860-713-6532  shola.freeman@ct.gov 



Special Education Schools/Programs

For questions about requesting a Special Education Program/School through Directory Manager please contact:  Diane Murphy 860-713-6891  Diane.Murphy@ct.gov

ESEA Accountability Computations

Creation of new program codes, as recommended under the Alternative Schools Survey, resulted in no changes to the Accountability rules. How are students enrolled in programs included in the ESEA accountability computations?


Under the rules that have existed since NCLB (2004) and continue under the ESEA Accountability calculation, students who attend a program (as reported in Facility Code 1 in PSIS) are excluded from the School-level Performance Index calculation (SPI) but included in the District-level Performance Index calculation (DPI).  For the purposes of standard public reporting (not accountability purposes) all programs will be included in EdSight public reporting of State Assessment Data. All students from tested grades in the district are included in the assessment of the limit or cap imposed by the 1% rule regulations (determination of excessive inclusion of students with disabilities on alternate assessments) regardless of enrollment in a school or program. 
HOW TO REPORT IN PSIS
The existing rule in PSIS is as follows:

If a student attends two educational facilities within the school day, report the facility where the student receives the majority of their core academic curriculum in Facility Code 1.
In cases where you are requesting organization codes for a new Alternative Program:

Students enrolled in any kind of program for the entire day must have that program’s Organization Code reported as Facility Code 1 in PSIS.  When students have split schedules that place them at two locations within the school day, there are two questions that should be considered when determining which location should be reported as Facility Code 1  and which as Facility Code 2 in PSIS.  First, if the majority of time is spent on one location, that location should be reported as Facility Code 1.  If the student’s time is split fairly evenly across the two locations, consider the location where the student receives the majority of their core academic instruction and report that program as Facility Code 1.   

For example: If a student attends the regular high school for 4 hours of their day and spends 2 ½ hours each day at the alternative HS program, report the high school’s organization code in Facility Code 1 and the alternative program’s organization code in Facility Code 2.  

It is important to distinguish between segregated special education classrooms and districtwide special education programs. Segregated special education classrooms only serve students from that “community” school whereas districtwide special education programs are designed to serve students from multiple sending district buildings.  
For example: a district with 3 elementary schools may have 0-5 students at each building with significant behavior issues that require a segregated classroom with a full-time ED teacher. Districts may create one ED classroom in each elementary school or may choose to consolidate those three smaller classes into one districtwide ED program that is housed in one of the elementary schools. 
The district that offers the separate class at each building to serve the needs of the students within that building does not need a separate code. The district that consolidates the classes into a program that accepts placements from all three building is required to obtain a separate code to allow for the identification of the students placed into the program.  
The code is not intended to be a deterrent to districts interested in creating districtwide programs. The code will allow for proper coding of students for federal FAPE environments and allow the department to identify the existence and location of programs that exist in the state.

EFFECTIVE DATES
The changes made require you to enter an effective date. The date you enter will determine when the change will be reflected in our data systems. If you are making a change that should be effective immediately (current school year) please use July 1st). If you are making a change that should show in the past or future please choose previous school year or future date (July 1st). If you are making a change that should be effective for the new school year (2017-18) please use 07/01/2017. If you have realized an error in what you had for the previous school year (2016-17) please use 07/01/2016. Entering the wrong effective date will impact your ability to enter data into various collections. For questions please contact Angela Gambaccini-May.
USER GUIDE
User Management
If you have been assigned the LEA Security Manager role, you are responsible for managing users in your district. With this role you can search, edit user information, add roles to users, make users inactive and create new users. 


Viewing Users
Use this tool to view a complete list of users in your organization. LEA Security Manager can select a specific user to view their details. 

To view users:

1. Select Users from the left-hand navigation menu. The Users page displays. 
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      Figure 1: Users Landing Page

2. Select List my users and click Go. The page refreshes to display a list of all users.
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        Figure 2: List My Users Page

3. Locate the desired user in the list. You can select one of the letters of the alphabet below the list to display organization types whose names begin with that letter. Select the All link to return to the default view. If the user list spans multiple pages, the list will include links to each page. Click the page number to view users on that page.







4. If you are an LEA Security Manager, select the user ID of the user you would like to view. The User Details Page displays.
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          Figure 3: User Details Page, Partial View

Searching for Users
You can search for users using basic information, or perform an advanced search that allows you to enter additional search criteria. You can also click on List my users to get a list of users in your district.

Perform a Standard Search for Users

You can search for specific users within your administrative organization by name, login name, organization, assigned roles, and/or assigned applications.









To search for users:
Note: This search will only return ACTIVE USERS. To see INACTIVE USERS please use Advanced Search.

1. From the Users page, select Search my users and click Go. 
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  Figure 04: User Search Page

2. You can enter one or more of the following fields in the search. You can search by full or partial information, such as the first several letters of a name and type an asterisk (*) to perform a wildcard search. 

3. Click Search. The results of your search display at the bottom of the page.
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                               Figure 05: User Search Results Page

4. Locate the desired user. Users are sorted by last name in ascending alphabetical order. To sort the list in descending alphabetical order, click the Last Name header. The system displays the list in the correct order 
and updates the arrow in the header to reflect the change.
5. If you are an LEA Security Manager you can click on the Login name to select the desired user to view the 
User Details page, edit the user and manage user roles. 

Perform an Advanced Search for Users

You can perform an advanced user search that gives you access to additional search terms. An advanced search allows you to search by a user’s status, user type, security or


To search for users:

1. Open the User Search page and select the Advanced Search link. The Advanced Search form displays.  
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Figure 4: User Search Page, Advanced Search Form

2. Enter your desired search terms in one or more of the search fields. You can search by full or partial information, such as the first several letters of a name and type an asterisk (*) to perform a wildcard search. See Table 1 below for details on the additional search fields included in an advanced search.  

	Search Field
	Description

	Status
	The user’s status (active or inactive)

	User Type
	The user’s type (Phone Book, Secure, or All) 

	Login Name
	The user’s login name. 

	Security Organization
	The security organization with which the user is associated. 

	Application
	A list of the applications the user has access to. 


                       Table 1: Additional Advanced User Search Fields

3. Click Search to view results, as described in Perform a Standard Search for Users. 

Export User Search Results

You can export the results of a standard or advanced user search in either comma delimited (.CSV) or Excel spreadsheet (.XLS) format by selecting the appropriate link positioned above the search results list. 
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                                Figure 5: User Search Results Export Option


Creating Users

LEA Security Managers can create new users in the system. Users should be created as secure users. You should always search or list your users first to be sure they are not already in the system for your district or even another district.  

To create users:

1. Select Users from the left-hand navigation menu. The Users page displays.
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Figure 6: Users Page













2. Select Create a user and click Go. The Create a Phone Book User page displays by default.
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        Figure 7: Create a Phone Book User Page

3. Select Secure for the user type. 

4. Enter information about the new user in the required fields. Add optional information if desired. 
See Table 2 for details on these fields. 

	Search Field
	Description

	Salutation
	The user’s title

	First Name
	The user’s first name 

	Middle Initial
	The user’s middle initial 

	Last Name
	The user’s last name

	Street 1
	The user’s street address

	Street 2
	The user’s secondary street address, if applicable

	City
	The city in which the user resides

	State
	The state in which the user resides

	Zip
	The user’s Zip Code

	Phone
	The user’s phone number

	Extension
	The user’s phone extension

	Fax
	The user’s fax number

	Email
	The user’s email address

	Administrative Organization
	The organization with which the user is associated. 

	Notes
	Any additional information related to the user’s profile 


Table 2: Create User Page Fields

5. When you have all desired information, click Create. The system displays a message indicating the status of your request. Click OK to close the message and return to the Users page. 

Editing Users
LEA Security Managers can use the Edit User page to update information about a user in their district.  (Note: all roles do not have this option) 

To edit a user:

1. From the User List page or user search results, select the name of the user you would like to edit. 

2. Click Edit. The Edit User page displays. From this page you can Manage Roles, Inactivate User and Edit the Contact information. 
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                                          Figure 8: Edit User Page


3. Change or add the desired information. See Table 2 in 
Creating Users for details on these fields. 

4. Once you have entered all desired information, click Save. The system displays a confirmation message indicating the status of your request.

Managing Roles

LEA Security Managers can assign and unassign roles to and from users in your district. 


To edit a user’s roles:

1. Open the User Search page and select the user you would like to edit (as described in the previous steps). 

2. Click Edit > Manage Roles. The Manage Roles page displays as seen below.

 [image: image11.png]Manage Roles

User Name

Angela May

Adi

istrative Organization:

Available Applications*
—Select— v

O District Based () School Based

Role(s)*
To add roles ciick to highlight the role and then ciick the Assign Role(s) button.

To select multiple roles hold down the Ctrl key and diick on each role to highlight and then click the Assign Role(s) button.

Assign Role(s)

* Mandatory Fields

Assigned Roles

Application Name # Security Organization % Role % Unassign
Directory Manager Bridgeport School District LEA Directory Certifier Unassign
Directory Manager Bridgeport School District LEA Security Manager Unassign
EDS Bridgeport School District EDS LEA Certifier Unassign




                         Figure 09: Edit User Roles

Assign roles 

· From the Available Applications dropdown menu, select the application to which you would like to grant access.

· Select either District Based or School Based based on the selected application. Once selected you will be able to view and select the appropriate roles in which you would like to grant access.
· Click on the appropriate role(s) and then Click Assign Roles. The page updates to display the role(s) you have added under Assigned Roles.

Remove roles
· Open the User Search page and select the user you would like to edit. 

· Click Edit > Manage Roles. 

· Locate the desired role in the Assigned Roles list box and click Unassign.  

Inactivating a User

LEA Security Managers can make users inactive as needed. You simply search for the user, edit the user record according to the instructions above. You can then select Status and click on Inactive in the dropdown box and then Save.
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Password Reset

LEA Security Managers can reset the passwords of users within their district. To reset a user’s password, locate the user using either the list or search function and click Edit > Reset Password. The Reset Password page displays.
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              Figure 10: Reset Password Page


Enter a new password for the user in the New Password field. Re-enter the password in the Confirm New Password field and click Reset to change the password. The user should receive an email alerting them of the new password. They will be prompted to change their password upon logging in. 


Important: It is critical that usernames and passwords NOT be shared, as each is unique to the assigned individual.  The Department reserves the right to inactivate accounts and/or remove roles if it believes the account has been used by anyone other than the assigned account holder.  

Requesting a New School

LEA Directory Certifiers can request a new school/program from the Organizations page. If an LEA Directory Writer requests a school/program then this request must be approved by an LEA Directory Certifier before it can be used.  

1. Select Organizations in the left-hand navigation menu. The Organizations page displays.
2. Select Request New School/Program and click Go.
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Figure 11: Organizations Landing Page

3. Choose Organization Type and click Continue.
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4. The Create Organization page displays.
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         Figure 12: Create Organization Page, Partial View

5. Enter the required information. Add optional details if desired. See Table 3 for details. 

NOTE: The fields that appear on this page may differ based on the organization type that you select.

	Field Name
	Description

	Organization Name 
	The name of organization

	Organization Type
	The type of the organization 

	Organization Group
	The group to which the organization belongs

	Organization Code
	The organization’s code

	Parent Organization
	The organization’s parent organization, if applicable

	Phone
	The organization’s primary phone number

	Extension
	The organization’s phone extension

	Fax 
	The organization’s fax number

	Website
	The organization’s website address

	Address
	The organization’s primary street address

	City
	The city in which the organization is located

	Zip
	The organization’s ZIP code

	Same as Physical Address
	A checkbox that indicates whether or not the physical address and mailing address are identical

	Address
	The organization’s mailing address

	City
	The city in which the organization’s mailing address is located

	Zip
	The ZIP code for the organization’s mailing address 

	Operating Status
	The organization’s operating status

	Physical Open Date
	The date that the organization opened.

	Student Open Date
	The date the organization became available to students for the first time. (not to be confused with the first day of school)

	Comments
	Additional details about the organization that are viewable by all users


                                 Table 3: Create Organization Page Fields

6. Once you have completed the required information, click Save. The system displays a confirmation message indicating the status of your request.
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                       Figure 13: Request New School Confirmation Page


7. Click OK to close the message and return to the Organizations page.

Editing Organization Information
You can change contact and administrative details about any organization in your district.
Some changes will require approval and other will require you to set an effective date. 


Changes that require approval by SDE Directory Admin

1. Name

2. Operating Status

3. Physical_Open_Date

4. Physical_Close_Date

5. Student_Open_Date

6. Student_Close_Date

7. Grade

8. School Type

Changes that require an Effective Date
1. Operating Status

2. Feeder Town

3. Voag Center

4. Education Program; Approved Private Special Education Program (APSEP) and 
Transition Vocational Service Program (TVSP)

5. Approved for Publication

6. State Approved by Legal Affairs

7. Grades Offered

8. Residential Component

9. Single Cost Accounting System

10. Designated High School
11. Inter-district magnet
12. Town Code
To edit organization information:

1. Click the Organizations button (on the left side of the screen) and select an Organization to open or search for an Organization.

2. Click Edit.  The Edit Organization page displays.
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         Figure 14: Edit Organization Page, Partial View

3. Add or update the desired information and click Save.  The system displays a confirmation message indicating the status of your request.
Facility Collection

About the Collection
The Directory Manager (DM) is located in the Portal Applications website.  DM is the official listing of all districts, schools and other educational facilities. DM is also used to manage users and their roles for all Portal Applications.  Accuracy is critical as these data are used by all other CSDE data collection systems. Effective July 1, 2014, the CSDE will require that all final data submissions be reviewed and certified by certified administrators only. 
Management of Organizations:

The LEA Directory Certifier manages changes to the district’s schools and programs, operating status, name, grades offered, open/close dates and all other required attributes. Changes are pending until approved by an SDE staff member.  School and program information is verified annually in DM by each district.  

*Note: If you are an interdistrict magnet school and would like to change attributes such as school name and grades please contact your program manager in the Magnet School Office to submit a revised Operations Plan. This should happen prior to requesting a change in Directory Manager.

Due Date:
	Collection
	Submission Due Date (TIMELY)
	Final Revision Date (ACCURATE)
	Freeze Date

	2017-18
	June 1, 2017
	June 30, 2017
	N/A


Timely and Accurate (Facility Collection) 
The Department will take into account whether or not district data are submitted and certified in a timely and accurate manner.  

Ongoing Management of Organizations: Schools/Programs opened or closed and attribute changes after the Facility Collection- update within 10 school days.

Viewing Collection Information

To view the Current Open Facility Collection, click the Facility Collection button on the navigation menu. You are directed to the Facility Collection where you can start verifying and/or editing your school and district information.
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Enter your title.

Certify the Facility Collection.

mpwn

Please note: If you have pending changes such as adding a grade and opening/closing schools, you will not be able to
Certify until the Directory Admin approves those changes.




Figure 15: Facility Update Collection Landing Page

Certifying a Collection
LEA Directory Certifiers are responsible for reviewing, editing and certifying all schools and programs within the district. 

1. If all fields are accurate check the box to Verify each organization. 

2. If you need to update a field click Edit.  The system displays the Edit Organization Information screen.  Some changes on this page will require an effective date and all changes will require SDE approval. The date you enter will determine when the change will be reflected in our system. If you are making a change that should be effective for the new school year (2017-18) please use 07/01/2017 or later. If you have realized an error in what you had for the previous school year (2016-17) please contact me. 
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Note: You will not be able to certify until your changes are SDE approved.
3. Provide your Title. 

4. Review and Verify the last 2 questions regarding closing schools and opening new schools. You have to click on the box even if you do not have to open or close any schools.
5. Once you have Verified/Edited each School/Program listed, click Certify. The system will open a Certification Confirmation Report. You can save or print the report. You can also access this report under the Reports Module on the left.
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Note: If you only partially complete the Facility Collection your information will be saved.
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Please check to verify that you closed any programs/schools effective for the upcoming school year. []
Please check to verify that you added new programs/schools that will open for the upcoming school year. []

1, Fadility Collection, acknowledge that I am the LEA Directory Certifier of the Directory Manager Facility Collection for
Connecticut State Department of Educaton.

In my role as a certified administrator, I hereby attest that I have reviewed the data contained herein and these data are, to
the best of my knowledge, valid and accurate and in accordance with the requirements included in Title 10 of the
Connecticut General Statutes. I further understand that upon certification, these data may be used in federally mandated
reporting, state longitudinal data system public reporting, and in accordance with Freedom of Information Act data requests
made of the Connecticut State Department of Education.

Certify



 
                                                    Figure 16: Facility Update Collection Landing Page
Editing Facility Collection Information

If you certified your collection prior to making some changes for the new school year you will have to contact Angela Gambaccini-May so that the collection can be opened for you. Please send an email requesting that the collection be opened. 

After you make the appropriate changes a new Facility Collection Confirmation Report will generate and can be saved, printed and redistributed.
For more information on editing an organization, see Editing Organization Information.
CODE TABLES

Table A: Organizations

The following code tables are available for download at http://www.csde.state.ct.us/public/directorymanager/. They id numbers and groups are used for analysis and grouping. We are no longer using the organization code to determine the specifics about an organization/facility.

	TABLE A: Organizations

	ORGANIZATION_TYPE (NAME)
	ORGANIZATION_TYPE_ID
	ORG_GROUP_ID*
	non_public_subtype_id

	Adult Education Providers
	17
	1
	 

	Colleges and Universities
	113
	1
	 

	Community Pre-K
	7
	2
	 

	Cooperative Educational Service Center
	120
	1
	 

	CSDE
	1
	1
	 

	CT Technical High School Districts
	8
	1
	 

	CT Technical High Schools
	16
	1
	 

	Endowed and Incorporated Academies Districts
	20
	1
	 

	Endowed and Incorporated Academies Schools
	22
	1
	 

	Generic
	99
	2
	 

	Hospitals
	114
	1
	 

	Non-profit Organizations
	71
	2
	 

	Nonpublic Elementary and Secondary Schools
	21
	2
	1= TVSP,  2=APSEP

	Non-Public Group
	6
	2
	 

	Permanent Family Residence
	27
	2
	 

	Private Colleges and Universities
	124
	2
	 

	Program
	87
	1
	 

	Public Charter School Districts
	9
	1
	 

	Public Charter Schools
	13
	1
	 

	Public School Districts
	10
	1
	 

	Public Schools
	11
	1
	 

	Regional Education Service Center School Districts
	14
	1
	 

	Regional Education Service Center Schools
	112
	1
	 

	Regional School Districts
	12
	1
	 

	Regional Schools
	23
	1
	 

	State Agencies
	15
	1
	 

	State Agency Facilities
	18
	1
	 

	
	
	* 1=Public; 2=Non-Public
	


Table B: Program Type
(definitions below)
	TABLE B: Program Type

	Value
	List

	1
	Technical Satellite

	2
	Pre-Kindergarten

	3
	Alternative

	4
	Special Education

	5
	Part-time Magnet

	6
	Public School-Based Transition Program

	7
	Agricultural Science & Technology Education (ASTE)

	8
	Other

	9
	Dropout Diversion/Credit Recovery

	10
	Expulsion Program

	11
	Transition Community-Based

	12
	Special Education-Pre-K Only


Table C: School Type

	TABLE C: School Type

	Value
	List

	1
	Traditional/Regular Education

	2
	Alternative School

	3
	Special Education School

	5
	Intradistrict Magnet School

	7
	Charter School

	8
	Technical High School


Table D: Program Type Definitions
	Program Type
	Definition

	Agricultural Science & Technology Education

*CT statutory name change in 2008
	Shared- time agricultural science and technology education programs serving secondary students on a part-time basis.  Each program, located at a comprehensive high school, includes instruction in agricultural science and technology education.  The purpose is to prepare individuals for entry-level employment or higher education and to develop leadership skills in the field of agriculture.  Part-time vocational agriculture programs do not include full time interdistrict magnet schools.

	Alternative Education


	Alternative programs exist to engage and educate students who may not have realized their fullest potential in the regular setting.  These programs use curriculum and methods that are nontraditional and offer more flexible programs of study.  Alternative programs can be off-site of the typical school setting or embedded using school-within-a-school models. 

	Dropout Diversion/Credit Recovery


	Dropout diversion programs are designed to provide a positive and rewarding school learning experiences for students who are at risk of dropping out of school.  These programs focus on improving work/study habits such as organizational skills and productivity.  The purpose of credit recovery programs are to allow students in grades 9-12 to recover academic credit lost due to course failure and to complete coursework required for graduation. 

	Expulsion


	Expulsion programs that require organization codes exist at a separate physical location, are run year-round and can have students placed into them who are not there due to a suspension/expulsion.  If students, whom are not expelled, can be placed into the district’s expulsion program as an alternative setting or by PPT; the Expulsion program must have an Organization Code. Education programming for students serving expulsions or long-term out-of-school suspensions, as required under C.G.S. Section 10-233c.  Do not use this code for homebound programs for expelled students.  

	Other
	Use this option only when the above descriptors are inappropriate descriptions of the main design and intent of the program.  Any use of this option will be reviewed by the SDE for selection accuracy and consideration for creating a new program type.

	Part-Time Magnet 
	Interdistrict, part-time programs that support racial, ethnic and economic diversity, and offer a theme-based, high-quality curriculum (Connecticut General Statutes Section 10-264h and 10-264l et seq.).  Part-time magnet programs do not include full-time interdistrict magnet schools, regional agricultural science and technology schools, technical high schools or a regional special education centers.

	Pre-Kindergarten
	Programs designed solely to deliver pre-kindergarten services/early childhood education in separate settings.  For example, obtain an organization code with a pre-K program type for buildings that only house preschool classes or district-wide pre-K programs that place all pre-K students into one location even though the district has more than one elementary school.

	Public School-Based Transition Program (PSBTP)
	1.     A public school program operated by a district;

2.     Based in a district high school or on a high school campus (even if time is spent out in the community); 

3.     Provided to students between the ages of 18 and 21; 

4.     Provided to students who have completed all academic credits toward graduation or who are not working on academic credits toward a regular High School diploma; and 

5.     Provided to students who are working solely on secondary transition goals and objectives through an individualized education program (IEP).

	Special Education


	Programs designed for students with disabilities receiving special education and related services under IDEA.  These programs are generally designed to serve students with a specific primary disability and/or behaviors.  This code exists for segregated special education programs designed to draw students with disabilities from multiple schools across the district or which are situated in a separate building. Only district-wide special education programs should be reported using this program code; do not use this code to report all special education classrooms/resource rooms in a district.   

	Special Education-Pre-K Only
	Use this option if your Special Education program only serves Pre-Kindergarten students.

	Technical Satellite


	Full-time or part-time programs designed to offer vocational, technical and technological education and training.  This code should be used for programs like the Bristol Technical Education Center.  (Do not use this field to report CTHSS schools; this attribute is for programs only.)

	Transition Community-Based Program (TCBP)
	1.     A public school program operated by a district;

2.     Provided entirely in a community location other than a district high school or on a high school campus; 

3.     Provided to students between the ages of 18 and 21; 

4.     Provided to students who have completed all academic credits toward graduation or who are not working on academic credits toward a regular High School diploma; and 

5.     Provided to students who are working solely on secondary transition goals and objectives through an individualized education program (IEP).



Table E: Education Program Definitions
	Program Type
	Definition

	Approve Private Special Education Programs (APSEP)

	A privately operated special education program that is currently approved by the Connecticut State Department of Education (CSDE).

	Non-Public (Standard) 
	Although nonpublic schools may operate in Connecticut without state

approval, nonpublic schools are required to submit an attendance report with the commissioner of education in order to comply with the compulsory school attendance law. Conn. Gen. Stat. §10-188. By filing an attendance form in accordance with Conn. Gen. Stat. §10-188, the

private school is considered ―recognized‖ as a private school in Connecticut.

	Transition/Vocational Services Provider (TVSP)
	1.     A non-public organization that serves as a private vendor/contractor to a public school district for transition/vocational services;

2.     Holds a current and valid contract as a vendor for the CT Bureau of Education and Services for the Blind (BESB) or the CT Bureau of Rehabilitation Services (BRS) or the CT Department of Developmental Services (DDS);

3.     Serves students 18-21 years old who have completed academic credits toward a regular High School diploma, OR serves students younger than 18 as a related service on an individualized education program (IEP); and

4.     Offers transition/vocational services which may include functional academics. (Note that these providers are not approved to provide academic credit toward a regular High School diploma).


Roles for applications in the Portal
	Collection Name
	Role Name
	Required
	Permissions
	# of Users Allowed

	Directory Manager
	LEA Security Manager
	Y
	· View, Search and Edit User information 

· Runs User Reports to maintain current and active users. 
	At least 1 per district

	
	*This role should be chosen carefully as this user has the responsibility of creating users, assigning important roles for ALL applications in the portal and ensuring to keep the user list updated. This role can also assign roles to themselves as needed.

	
	LEA Directory Certifier
	Y
	· Create, Search and Edit Organization information 
· Accepts changes requested by LEA Directory Writer 
· Runs Organization Reports

· Certifies ALL District Data in yearly Facility Collection
	· At least 1 per district
· Must be a certified administrator

	
	LEA Directory Writer
	N
	· View, Search and Edit Organization information 
· Changes need approval from LEA Directory Certifier
	At the discretion of the district

	Direct Certification
	DirectCertLEAUser
	Y
	Ability to access data view and download reports
	Required that there be only        1 per district

	Restraint and Seclusion
	RS Certifier
	Y
	· Enter R/S data 

· View reports 

· Certify data
	· Only 1 per reporting organization

· Must be a certified administrator

	
	RS Writer
	N
	· Enter R/S data 

· View reports
	· Unlimited; At the discretion of the organization

	
	Important: be aware that all R/S Writers have access to see all R/S data reported by your district. We do not have the ability, to limit reports/views to the school level. Therefore, it is important that all of your R/S Writers are aware of their responsibilities under FERPA regarding protection of student level data.

	EDS
(Educator Data System)
	EDS LEA  Certifier
	Y
	· Enters data

· Edit data 
· Certify data

· Runs reports
	· At least 1 per district

· Must be a certified administrator

	
	EDS LEA Writer
	N
	· Enters data

· Edit data 

· Runs reports
	At the discretion of the district

	EEDC
(Educator Evaluation Data Collection) 
	EEDC LEA Certifier
	Y
	· Enters data

· Edit data 

· Certify data

· Runs reports
	· At least 1 per district

· Must be a certified administrator

	TCS 
(Teacher Course Student)
	TCS Certifier
	Y
	· View batches

· View reports

· Certify data
	· 1 per district

· Must be a certified administrator

	
	TCS LEA User
	Y
	· Upload batches

· Edit collection

· View batches

· View reports
	Unlimited; At the discretion of the district

	
	Important:  be aware that all LEA Users have access to see all TCS data reported by your district. We do not have the ability to limit reports/views to the school level. Therefore, it is important that all of your TCS LEA Users are aware of their responsibilities under FERPA regarding protection of student level data.

	ED159
(Non-Public Schools Report)
	ED159 LEA Certifier
	Y
	· Enters data

· Edit school information 

· Certify data

· Runs reports
	At least 1 per district

	ED165
	ED165 Certifier
	Y
	Certifiers can perform all of the tasks of the ED165 Pre-certifier as well as certify a school’s data.  Once a school’s data have been pre-certified, either by the certifier or a pre-certifier, a certifier can certify the data.  Only after a submission has been certified is it considered complete and fully submitted.  The Certifier role is a District only role.
	At least 1 per district

	
	ED165 Pre-certifier
	N
	Pre-certifiers can perform all the same tasks as the ED165 Data Entry User.  In addition, pre-certifiers can use the pre-certify function that lets the certifier know that the ED165 data that has been entered is ready to be certified.  The Pre-certifier role can be given at either the school or district level.  A school-level Pre-certifier would only have access to their school.  
	· At the discretion of the district

· This role can be assigned at the school or district level

	
	ED165 Data Entry User
	N
	Person who enters data into the schedules.  ED165 Data Entry User can also review all the data on the schedules, view reports, and view a blank form and various instructions documents. The ED165 Data Entry User role can be given at either the school or district level.  A school-level ED165 Data Entry User would only have access to their school. 
	· At the discretion of the district

· This role can be assigned at the school or district level

	Safe School Climate Assessment
	SSCA Certifier
	Y
	· View data

· Certify data

· *Cannot modify data
	At least 1 per district

	
	SSCA District User
	Y
	· Edit data

· *Cannot certify data
	At least 1 per district

	EESP (Educator Evaluation and Support Plans)
	EESP LEA Writer
	Y
	· Can upload documents
· Edit data

· Can run reports.
	At least 1 per district (assigned at the district level)

	Educator Preparation Survey (Ed Prep Survey)
	EdPrep Survey Educator


	Y 
	For beginning teachers to complete an on-line survey as “educator”
	Based on the number of beginning teachers in year 1 of TEAM who completed CT preparation program 

	
	EdPrep Survey Employer


	Y 
	For supervising administrators “matched” to a beginning teacher to complete on-line survey as “employer”
	Based on the number of beginning teachers completing the survey

	
	EdPrep Survey LEA Admin
	 Y
	For designated point person (typically central office) who can complete the on-line verification list to match a beginning teacher to the supervising administrator
	 At least 1 per district

	Special Education Excess Cost Grants (SEECG)
	SEECG LEA Certifier
	Y
	· View, Add, upload student records.

· Runs reports and verify data accuracy 

· Certify Data 
	At least 1 per district

	
	SEECG LEA Writer
	Y
	· View, Add, upload student records.

· Runs reports and verify data accuracy 
	 At least 1 per district


Portal Issues
Compatibility View in Microsoft Windows Internet Explorer 
Question: 

What is Compatibility View for Microsoft Windows Internet Explorer 8, 9, or 10? 

Answer: 

When a website or web page appears blank, is missing content, or displays incorrectly it could mean that it was designed for an earlier version of Microsoft Windows Internet Explorer. The Compatibility View setting allows Internet Explorer to display the web page or website as if you were viewing it in the previous version. 

Switching to Compatibility View may be able to assist with the following: 

· Logging into Directory Manager Portal 

To Enable Compatibility View for the Current Site: 

1. Click Tools 
Note: If you cannot locate Tools press Alt + T 
2. Select Compatibility View 

Note: You can also click the broken piece of paper icon in the address bar to turn Compatibility View on (or off). 

To Enable Compatibility View for a Specific Site: 

1. Click Tools 
Note: If you cannot locate Tools press Alt + T 
2. Select Compatibility View Settings 

3. Type the desired site URL in the Add this website field 

4. Click Add 

5. Click Close 

Additional Information: 

ATTENTION: Internet Explorer 10 will remove sites from the Compatibility View Settings list when the History is cleared.

To prevent www.csde.ct.gov being removed from the Compatibility View Settings perform the following: 

1. Open Internet Explorer 

2. Press Alt + T 
3. Click Tools 
4. Click Internet options 
5. Click Delete in the Browsing history section 

6. Ensure ONLY the following check boxes have a check next to them: 

· Temporary Internet files and website files 
· Cookies and website data 
7. Click Delete 
8. Click Ok 
Note: The Delete browsing history on exit checkbox will not remove Compatibility View settings if the steps above are followed.


Can’t Log In? Here are some things to try first.


1. Make sure you have the correct username and password

a. If you are not sure you can call your LEA Security Manager and they can verify your username and reset your password. If you need a list of current Security Managers please visit the DM Help Site: http://www.csde.state.ct.us/public/directorymanager/docs.asp


2. Be sure you are using the correct link to log in https://csde.ct.gov/
a. If you are using a saved favorite you need to check the properties to ensure the address has properly saved.

i. Find the favorite, right click on it and go to properties and double check the URL, and enter https://csde.ct.gov/
b. Close all windows and tabs in your browser (IE, Google Chrome, and Firefox).

c. Reopen the session and click on the link above directly or your newly saved favorite.

3. If you still cannot log in you may have to set your browser to compatibility mode.

a. Open IE and go to Tools >> Compatibility View Settings

Once the window opens you have to copy and paste the website (URL) into the box, click on Add and Close.   
Now Close the Browser completely and start over.                                                                                           [image: image23.png]R N—
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If you received either or these 2 windows this means that you do not have a role assigned to view an application.

You should contact your LEA Security Manager to have them assign the appropriate role to your account.
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Timeout Issue
Inactivity on a personal computer is very different from inactivity on a Website. For example, let us presume that the screen saver on your personal computer is set to come on after 10 minutes of inactivity. Even if you dont do anything else on that computer, the screen saver will not come on as long you simply move your mouse before the 10 minutes are up. Your computer recognizes the movement of your mouse and knows that you are there. Therefore, the screen saver will not come on.

A Website, however, does not recognize the movement of the mouse on your local computer. In fact, even if you type information on a particular web page (e.g. fill out a survey, complete an order form, or enter staff into EEDC), the Website (or Web server) will not know that there is a user at the other end, unless that user interacts with the Web server. The user interacts with the Web server by submitting information to the server (e.g. by clicking on a Save button on any of the Applications screens) or requesting information from the server (e.g. going to the menu and clicking on Course --> Search Course). This interaction tells the Web server that the user is still active because that user is continuing to submit or request information.

Therefore, if you do not wish to be logged out when working in the Portal, please ensure that you interact with the Portal Web server before the 15 minutes are up by either requesting information from or sending information to the Portal Web server. If the Portal Web server does not interact with a user for 15 minutes, then that user is logged out and will need to login again.

P.S. Such inactivity timeouts are common in many Websites. You may have noticed it when using online investment or banking Websites.

Directory Manager Support

	Type of Call
	Caller is a…
	What to do
	Phone Number

	My district does not have an LEA Security Manager on the published list.
	District User
	Angela Gambaccini-May

Refer to the list on the DM Help Site if they are not sure:

http://www.csde.state.ct.us/public/directorymanager/default.asp
	860-713-6847

	My district does not have an LEA Directory Certifier on the published list.
	District User
	This role has to be appointed by the Superintendent. Once this happens you should contact your LEA Security Manager. They have the rights to add roles to users as directed by administrators.

Refer to the list on the DM Help Site:

http://www.csde.state.ct.us/public/directorymanager/default.asp
	

	I forgot my password or username.
	District User
	Contact your LEA Security Manager. They can look up the username and reset the password.

*You can also look this up for the user or reset a password for them if you have the time. It is also good to tell them who their LEA SM is so that they can go to this person in the future.
	

	I don’t know who my LEA Security Manager or Directory Certifier is?
	District User
	Refer to the list on the DM Help Site:

http://www.csde.state.ct.us/public/directorymanager/default.asp 
	

	I need to change a grade or close a school in DM.
	District User
	Contact your District’s LEA Directory Certifier
	

	I need to add a new school that will be part of an existing LEA-level organization group.
	District User
	Contact your District’s LEA Directory Certifier
	

	I need to add a new school that will be part of a NEW existing LEA-level organization group. (New District.  Includes new Charter School, new Nonpublic School, etc.)
	District User
	Angela Gambaccini-May
	860-713-6847


06/01/2017
39
June 9, 2017

