Email sent to LEA Security Managers 4.25.13

Good Afternoon, 

I just wanted to send out a quick reference email to LEA Directory Certifiers and LEA Security Managers now that we are using the enhanced Directory Manager (DM) portal. 

 

One of the notable improvements in the new DM is the Organization Management portion of the application.  This functionality will allow district users to directly manage changes to a school’s operating status, name, grade, etc.  All of these changes will now be handled through the DM application by a designated LEA Directory Certifier. While some changes to your Organizations’ information will still require approval by an SDE staff member, the reporting and approval will be handled electronically through DM and managed yearly in a Facility Collection that will verify the directory information.  This updated process will replace the School Status Reports that you may be familiar with submitting for your school changes. If your district does not yet have this role assigned please contact me.
Please do not share usernames and passwords. Each person logging into the system should have their own username and password. If you have questions about creating a new user please let me know.

 

LEA SECURITY MANAGER ROLE
        View Reports

        Search, View, Create, Edit and Delete users

        Assign Roles to Users

LEA DIRECTORY CERTIFIER ROLE
        View and Certify Facility Collections
        Search, View, and Edit organizations
        View Reports
 

HOW TO LOG ON:
https://csde.ct.gov/
 

 

HOW TO PROPERLY SAVE THE LINK AS A FAVORITE:
 After you log in, Select your Application and click continue.  If this screen doesn’t appear, skip to next step.


Click My Applications in the upper right corner

Click Favorites, Add to Favorites. Rename and click Add.
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The safest way to save this favorite: go back to favorites, right click and select Properties.  The Property screen will appear.  In the URL box, type https://csde.ct.gov and click OK.

 

HOW TO MANAGE USERS ROLES: (pg.31 of manual)
1. Open the User Search page and select the user whose roles you would like to edit.

2. Click Edit > Manage Roles. The Role Assignment page displays

3. From the Available Applications dropdown menu, select the application to

    which you would like to grant access.

4. Select either State Based, District Based, or School Based to view and select the

appropriate organization in which you would like to grant access, the . The Roles
list box updates to display all relevant roles for that organization.

    NOTE: If you select School Based, the page refreshes to display a School dropdown

    menu that allows you to specify a school.

5. Select  the Role(s) (if you want to highlight more than one press Ctrl while clicking)

6. Click Assign Roles. The page updates to display the role(s) you have selected.

 
DM HELP SITE:
http://www.csde.state.ct.us/public/directorymanager/
This site has user manuals, security manager list, announcements and other documentation.
