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VISUAL INSPECTION FREQUENTLY ASKED QUESTIONS

GENERAL QUESTIONS

1.

> O 20

Do | have to survey all buildings in the district?
Only ‘normally occupied’ structures need to be surveyed (not Press Boxes, Storage,
Concession Stands, Dugouts, etc).

Should maintenance/storage buildings that are part time usage be surveyed?
If the building is occupied by staff as a place of work, then it should be surveyed

If a school district is leasing a school that they are not currently using to BOCES, who is
responsible for completing the Visual Inspection? BOCES occupies the entire building.
Since the school district owns the building, the school district is responsible for completing the
Visual Inspection.

DATA ENTRY QUESTIONS

1.

Q:

| am a school superintendent and forgot my password to access the NYSED Application
Business Portal, what should | do?

A: If you have forgotten your password, you will need to contact (518) 473-8832 -or-

seddas@nysed.gov

: | am an architect for several school districts. How do | obtain a login and password.

Does each district provide me with a password?

A: Each school superintendent needs to add you as a user. You will need a unique username and

password for each district (cannot use same one for several districts).

: When one of my school district clients logged into the portal, they were told my

username ‘john.smith’ was already taken by another district. Do | need a separate
username for each district?

Only one username per district is available due to security reasons. Each school district will
need to create a unique username if you need to complete data entry for more than one school
district (ex: john.smithl, john.smith2, etc)
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4.

5.

6.

Q: The superintendent said | had entitlements, but | cannot access the survey, what should
| do now?

A: The superintendent most likely has not given you the correct entitlements, check with the
superintendent. Correct entitlements should look like this:

Delegated Account System

User Information

Name [ ] Position/Title ARCHITECT
User ID W (Enabled) Institution [ UFsD (Active)
Institution CEO superINTENDENT [
Institution ID soooo BEDS Code 2804
RIC Inst ID 80000 : RIC RIC NASSAU
Work Phone (631)) |Ext: Email P chitect.com
| << Back | | Account History | \ List Administrators

—
Application Entitlements \

SED Monitoring & Vendor Performance System I

Role Data Access

Facilities
Facilities

Data Entry

Data View

correct entittements should look like this

Q: I'havelogged into the NYSED Application Business Portal but do not see the 2020 Visual
Inspection?

A: The 2020 Visual Inspection is found under SED Monitoring and Vendor Performance
System. Scroll down the page until you see this designation and click on this link which will
take you to a list that contains the 2020 Visual Inspection Survey. See below screen shot:

~{NYSED..,

Business Portal | FAQ's Reset Password | Log Off
Welcome Change your password

The NYSED Application Business Portal
My Applications

Notice:
If the Superintendent or Principal has Changed
(DOES NOT APPLY to SL S)
Click Here

BEDS-IMF-School Safety (VADIR/DASA) Application
Examination Reguest System
State Aid Management System (SAMS)
New York State Student Identification System (NYSSIS)
Titie One
Information and Reporting Services Portal (IRSP)

American Recovery and Reinvestment Act (ARRA) Ranad

plus others

[ SEDDAS USER GUIDE ]

Q: Is there alimit to the number of characters that can be used in the comments section of
the Visual Inspection?
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9.

There is not a limit on number of characters/words that can be used in the comment boxes

: We made a mistake and entered data twice for the same building. Can the duplicate

record be deleted?

A: Duplicate data entry cannot be deleted from the system if the duplicate record has been

certified/submitted by the superintendent. If the duplicate record has not been
certified/submitted by the superintendent, the duplicate building name should be changed to
‘delete’ (ex: Smith Elem School — change name to DELETE). We will be running a clean-up
program to remove any records that have been named 'delete’ from the portal. If the duplicate
building has already been certified/submitted by the superintendent, there is no way to delete
the record.

Q: | have clicked on the SED Monitoring and Vendor Performance System tab but still do

not see the 2020 Visual Inspection?

A: Once you click on the SED Monitoring and Vendor Performance System tab, the next screen

Q:

will include a list of surveys. Click on the ‘FACILITIES’ tab, and on the next screen you will see
the 2020 Visual Inspection Survey Instrument’. Click on that tab and it will take you to the 2020
Visual Inspection. See below screen shots:

ANYSED,.  SEDMonitoring @ Oasroars &

Welcome Message

Welcome to the NYSED Survey System (SEDMonitoring). You are seeing this page as you have been assigned Surveys by Multiple Areas. Please select a System from the list below to
view Surveys for that System

Systems you are associated with

System
APPR View Surveys
i diiiisg
Ed Tech Surv
MVPs ew Sun
[ |
Office of Early Learning fiew S
(WS RS20
Race to the Top E=
Smart Schools Bond Act ew Surveys
ANYSED,.  Facilities @ Dastboard @ Help » & SUBMIT CERTIFY) ~

Dashboard for Inbox

@ Inbox (1) ¥ ®oOutbox [ Create New Survey

Survey Due
Ed Tech (1 Recipient  Survey Cycle Status Date

Facilities (1) 2020 Visual Inspection 2020 Visual |r|3pecti0n Not Submitted Q Vi B Pt S Print Blank
o survey Instrument =

MVPS
Early Learning
Race to the Top

Smart Schools Bond Act (1)

| have completed the data entry for the 2020 Visual Inspection. Is it done?
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A: Once the data entry is complete (if done by someone other than the superintendent), when the
data entry user hits “Save & Continue” on the last page, they will be taken back to their
dashboard where they will see a message "Your responses have been saved successfully.
Note: Your organization's CEO must certify and submit the survey before it is complete. Please
notify your CEO that the survey is ready for submission." The superintendent must complete
this step for the 2020 Visual Inspection to be complete and submitted for each building. See
screen shot below:

I{NYSED Facllities @Dahboard OHep~ & (DATA_ENTRY) ~
Dashboard for CSD - Inbox
Welcome Message

Owners « Your responses have been saved successfully. Note: Your organization's CEO must certify and submit the survey before it is complete
Please notify your CEO trat the survey is ready for submission.

Facilities (8)

QInbox (8) ¥ & Outbox [ Create New Survey

Survey Due
Recipient  Survey Cycle Staus  Date
2020 Visual Inspection 2020 Visual Inspection Not Submitted Q View SBFm B Print Blank
CSD  Survey Instrument -
Storage Buiding 7010
2020 Visual Inspection 2020 Visual Inspection Not Submitted 'Q Ve i Pint| O Prit Blank

CSD  Survey Instrument -
Middle/High School 0002

10. Q: How can I tell whether the Visual Inspection has been properly submitted?

11.

A: Once the Visual Inspection has been certified and submitted by the Superintendent, the Visual
Inspection will move from the ‘inbox’ to the ‘outbox’ on the Dashboard in the Portal. If the Visual
Inspection is showing in the ‘outbox’ it has been properly submitted. See screen shot below:

@ Dashboard i Main Menu ~ O Help

Buildng Condition Sunvey will move frorm the
Inbox to the Outbox when it has been properly
submitted

r

& Inbox (199) ¥ & Outbox

Q: | have unsubmitted records in my inbox in the portal. Is there a way to delete these
records if not needed?
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A:

12. Q:

Districts should check the records remaining in the portal, and if the records are not needed to
be submitted (blank copy or record with errors), the record should be labeled 'DELETE' as the
unique identifier (building name) and saved. We will be running a clean-up program to remove
any records that have been named 'delete’ from the portal.

Could you send a link to instructions to grant entitlement to the District’s architect to
access NYSED Application Business Portal so the 2020 Visual Inspection can be
completed?

The Superintendent will need to log into the NYSED Application Business Portal. Once in the
portal click on SEDDAS USER GUIDE. The SEDDAS User Guide has instructions on how to
create a UserID and grant entitlements. See screen shot below:

24NYSED..

Business Portal | FAQ's Reset Password | Log Off
” Welcome RosmnneGiomn Change vour password
The NYSED Application Business Portal
My Applications

Notice:
If the Superintendent or Principal has Changed
(DOE'S NOT APPLY to SUMMER SCHOOL PRINCIPALS)
Click Here
SED Monitoring and Vendor Performance System
* Includes Smart Schoois Bond Act Investment Plan Appicauon APPR lmplememahon Certification plus others
Facilities Plannin

a g - Fire Safety
[ seppas user cuibe M

Public Interest

For more information

g
=Approved Preschool Special Education
Programs Site Search

=Iinventory of Reqgistered Programs
=Look Up Postal Zip Codes

«=NYSED Public web sife

=Professional License Online Verification

Searches

«SEDREF Query

=Teacher Certificaion Help
«TEACH Public Inquiry System

Other Applications
You may be required to sign in to access thess applicaions
«=Child Nutrition Knowledge Center (CN)
=Iimpartial Hearing Reporting System (IHRS'
=Rate Setting Unit (RSU)
«System to Track and Account for Children (STAC)
=Teacher's Certification (TEACH)
=PD System Login
= Teacher Access and Authorization

Privacy Polic:

13. Q: The School District says | have been given entitlements, but all | see is “No Assignments”

A:

when | click “SED Monitoring and Vendor Performance System”?

The school district most likely has entered the wrong SED Code for their school district. They
will need to log back into the portal and correct the SED Code. The SED Code must match the
district’s SED Code in SEDREF. The SED Code in SEDREF ends in ‘0000°. Many districts are
using an incorrect SED Code ending in ‘0001°, which will result in this error. See screen shot
below.

wrong SED Code - should end in
‘0" - district needs to log in and

create a User ID under the correct
SED Code per SEDREF

District created User ID under
a particular building not the
district

Welcome User Information

Position/ Title
Institution NIRAL SCHOOL (Active)

cso

Search User

vsg
Institution CEO

Advanced Search
pstitution 10 BEDS Code
P Advanced Search Parent Inst

Admin(s) for Bullding work Phone (18 Ext Email

List All Users

<< Back Account History Lt Administrators

SEDDAS Support

Application Entitiements

SED Monitoring & Vendor Performance System
Role Da cCoss
Data Entry Fa
Data View
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14. Q: When | start the 2020 Visual Inspection it asks for a ‘unique identifier’. What should be

A:

used for this?

A unique identifier needs to be entered to differentiate each building’s visual inspection survey.
The name of the building should be entered (ex: elem school, high school, etc) so when the
school district looks at their list of surveys, they can easily see which building a particular survey
is for.

~4NYSED Facllities @ Dashboard @ Help ~ & RobertL (DATA_ENTRY) ~

2015 Building Condition Survey Instrument - 2015 Building Conditions Survey - Bulding Information

Survey Navigation

« Building Infermation
« Space Information
« Site tiities Identifying Label
+ Site Features

*» Substructure

« Bullding Envelope
+ Interior Spaces

» Plumbing

> HVAC:Systems Building Information
« Fire Safety Systems

* Accessibliity 1. Name of Scheol District:

« Environment/Comfort/Heath Satiatansonsss -
3 vertimeres

bR HE cso

* Indoor Alr Quality

« American Red Cross

2. SED District 8-Digit BEDS Code:

2015 Building Condition Survey =
Instrument instructions 44eEPo00

WELCOME TO THE NYSED 2015
BUILDING CONDITION SURVEY 3. Bullding Name: *

Survey Data Entry Due Date: June
30, 2016

Questions regarding the

survey should be directed

to: emscip@nysed.gov -or- (518)
474-3906

4. SED 4-Digit Facility Code: *
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