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User Roles available in the State Education Department Delegated Account
System (SEDDAS):

Role Permissions

Delegated Administrator (DA) Create a user account
Update a user account
Disable a user account
Reactivate a user account
Reset user passwords

Entitlement Administrator (EA) Entitle users to applications

Delegated/Entitlement Administrator (DA/EA) Create a user account
Update a user account
Disable a user account
Reactivate a user account
Reset user passwords

Entitle users to applications

Super Delegated Administrator (SDA) —
(available only to Public School
Superintendents)

Create a user account
Update a user account
Disable a user account
Reactivate a user account
Reset user passwords
Entitle users to applications

Quick Notes about entitling LOHIST Level 0 Historical Staff Evaluation Update:

1. ARIC user must have LOHIST Level O Historical Staff Eval View privileges
before they can be given LOHIST Level 0 Historical Staff Eval Update privileges.

2. ARIC user can only get LOHIST Level O Historical Staff Eval View privileges from
either the EA or DA/EA at their RIC before they can be granted LOHIST Level 0
Historical Staff Eval Update privileges from a specific district.

3. A district administrator (EA, DA/EA or SDA) can grant LOHIST Level 0 Historical
Staff Eval Update privileges to a RIC user only after that user has obtained
LOHIST Level 0 Historical Staff Eval View privileges from their RIC EA or DA/EA.
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Section 1:
How a district administrator (EA, DA/EA, or SDA) can entitle another district user
to Level O Historical Staff Eval View/Update

Step 1: After logging into SEDDAS, use the menu on the left to select ‘Entitlements’.

» Welcome About Your Delegated Administration Account

Search User

Advanced Search chiu Here for New Features! (May 27, 2009)

Create User

Institution GREENPORT UFSD

Update User First Name Charles
Disable User Last Name Example
Reactivate User Email charles.example@abc123.com
Resat User Password Delegated Account Role Delegated/Entitlement Administrator
Entitlements > i L ) )

- — Entitlement Administrator for LOHIST Lewel 0 Historical
Reassign Institution Applications Delegated Account System

SEDDAS Support

Charles Example
GREENPCRT UFSL

Delegated/Entitlement
Administrator

Step 2: Search for the desired user.

Step 3: Select the desired user and click the ‘Select to Entitle User Account’ button.

User List

User ID First Name Last Name  Institution
"1 charles.example Charles Example GREEMPORT UFSD
i@ districtuser.example DistrictUser Example GREENPORT UFSD
(71 zane.example Zane Example RIC SUFFOLK

Q[ Select to Entitle)

Step 4: Check the box next to “LOHIST Level 0 Historical”

Please select applications for entitlement.
@LDHIST Level 0 Historical

| Start Entitling |
Step 5: Click the ‘Start Entitling’ button.
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Section 1:
How a district administrator (EA, DA/EA, or SDA) can entitle another district user
to Level O Historical Staff Eval View/Update
(Continued)

Step 6: Select “Level 0 Historical — Staff Eval View” from the Staff Eval Role drop-down.
Step 7: Select “Level 0 Historical — Staff Eval Update” from the Staff Eval Update Role drop-
down if update access is applicable.
Step 8: Click the ‘Next’ button.

Grant Access To Applications

For each application displayed, make your selections

LOHIST Level 0 Historical
Student Role | select Student Role =l

Student Update Role | Select Student Update Role |

Staff Eval Role
< Back

Step 9: To complete the process, click the ‘Grant Access’ button.

Staff Eval Update Role

Review Access to Applications

For each application displayed, review your selections

LOHIST Level O Historical

Student Role

Student Update Role
Staff Eval Role Level O Historical - Staff Eval View

Staff Eval Update Role Level 0 Historical - Staff Eval Update

<< Back | (Grant Access
|

e
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Section 2:
How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Staff
Eval View

Step 1: After logging into SEDDAS, use the menu on the left to select ‘Entitlements’.

» Welcome About Your Delegated Administration Account
Search User

Advanced Search QCIiu Here for New Features! (May 27, 2009)

Entitlements D Institution RIC SUFFOLK/EASTERN SUFFOLK
SEDDAS Support First Name Zane
Last Name Example

I Email zany@yyahoo.gov

z E ) i
HNE BXampiE Delegated Account Role Entitlement Administrator Only

RIC SUFFOLK/EASTERN
SUFFOLK
Entitlement Administrator i ini ) .
oty Entitlement Administrator for LOHIST Level O Historical

Applications

Step 2: Search for the desired user.

Step 3: Select the desired user and click the ‘Select to Entitle User Account’ button.
User List

User ID First Name Last Name

@ ricuser.example RICuser Example
™ zane.example  Fane Example

Qlect to Entitle

Step 4: Check the box next to “LOHIST Level 0 Historical”

Please select applications for entitlement.
@LDHIST Level 0 Historical

Step 5: Click the ‘Start Entitling’ button.

Step 6: Choose a Staff Eval Role -

For Regional View, proceed to Step 7-9.

For Institute Specific View, skip Steps 7-9 and proceed to Step 10-16 (page 8).

Section 2:
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How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Staff
Eval View
(Continued)

Step 7: For Regional View, select “Staff Eval Regional View” from the Staff Eval Role drop-
down.

Grant Access To Applications
For each application displayed, make your selections

LOHIST Level 0 Historical
Student Role | Select Student Role -l

Staff Eval Role dgtaff Eval Regional View S
<< Back ( Mext == P

Step 8: Click the ‘Next’ button.
Step 9: To complete the process, click the ‘Grant Access’ button.

Review Access to Applications

For each application displayed, review your selections

LOHIST Lewvel O Historical

Student Role

Student Update Role
Staff Eval Role Staff Eval Regional View

A

Staff Eval Update Role
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Section 2:

How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Staff
Eval View
(Continued)

Step 10: For Institute Specific View, select “Staff Eval Institute Specific View” from the Staff
Eval Role drop-down.

Step 11: Click the ‘Next’ button.

Grant Access To Applications
Far each application displayed, make your selections

LOHIST Level 0 Historical
Student Role | Select Student Role |

Staff Eval Role -
<= Back I@
S

Step 12: Click on the link that says “Click to Select Specific Institutes for Viewing (Staff Eval)”.

Review Access to Applications
For each application displayed, review your selections

LOHIST Level O Historical
Student Role

Student Update Role
Staff Eval Role Staff Ev

ick to Select Specific Institutes for Viewing (Sta |
i ) Refresh
Staff Eval Update

Role

<< Back I Grant Access |
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Step 13

Section 2:

How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Staff

Eval View
(Continued)

Step 13: In the pop-up window, check the boxes next to all desired institutions.

Step 14: Click the ‘Update’ button.

Step 15: Click the ‘Done’ button.

,.l”_'.; https:/ /eservicest.nysed.goy s - NYSED - SEDDAS - Windows InkEern

e Select the institutions to be wviewable by the entitled (Staff Ewval)

Step 14

e e —

Institution List

w |

Step 15

Institution

ADIROMNDACK CSD
ALEXAMNDRIA CSD
BEAVER RIVER CSD

BEROOKFIELD CSD
CAMDEM CSD
CAMNASTOTA CSD
CARTHAGE CSD

MOHAMK
CLINTOMN CSD
COPENHAGEN CSD
DOLGEWILLE CSD

00003730010

Review Access to Applications

BELLEWVILLE HEMDERSOMN CSD

CEMNTRAL WALLEY CSD AT ILIOM-

InstID
S00000041461
S00000051247
S500000051059
B00000051198
B00000050976
S00000041466
S00000050908
S00000051113

S00000077473

00000041428
00000051088
00000051229

Step 16: To complete the process, click the ‘Grant Access’ Button.

BEDS Code
410401050000
220202040000
2313201040000
220909040000
250109040000
410601040000
250901050000
222201050000

212101040000

411101050000
220201040000

211002040000 LI

For each application displayed, review your selections

LOHIST Level O Historical

Student Role

Student Update Role
Staff Eval Role

Staff Eval Institute Specific View
Click to Select Specific Institutes for Viewing (Staff

Eval

Staff Eval Update
Role

<< Back I( Grant Access I)

Note: The “Refresh” button updates the link with Specific Institutions that were selected.

Refresh |

“Mouse over” the link to view the selected institutions. To change your selections, go back to Step 12.
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Section 3:
How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to
Level O Historical Staff Eval Update

Step 1: After logging into SEDDAS, use the menu on the left to select ‘Entitlements’.

} Welcome About Your Delegated Administration Account

Search User

Advanced Search OCHC( Here for New Features! (May 27, 2009)

Create User Institution GREENPORT UFSD
Update User First Name Charles
Disable User Last Name Example
Reactivate User Email charles.example@abc123.com
e — Delegated Account Role Delegated/Entitlement Administrator
Entitlements D . . o
= — Entitlement Administrator for LOHIST Level 0 Historical
Reassign Institution Applications Delegated Account System

SEDDAS Support

Charles Example
GREEMPCRT UFSD

Delegated/Entitlement
Administrater

Step 2: Search for the desired user. (Please note that the RIC user must already have LO Staff
Eval View privileges that were granted by their own RIC administrator. See Section 2 of this
guide for instructions.)

Step 3: Select the desired user and click the ‘Select to Entitle User Account’ button.

User List
User ID First Name Last Name  Institution
(71 charles.example Charles Example GREENPORT UFSD
@ zane.example Zane Example RIC SUFFOLK
CSelect to Er‘ltitle)
——— ———

Step 4: Check the box next to “LOHIST Level 0 Historical”

Please select applications for entitlement.
@LDHIST Level O Historical

Start Entitling |

Step 5: Click the ‘Start Entitling’ button.
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Section 3:
How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to
Level O Historical Staff Eval Update
(Continued)

Step 6: Select “Staff Eval Institute Specific Update” from the Staff Eval Update Role drop-down.
Step 7: Click the ‘Next’ button.

Grant Access To Applications
Faor each application displayed, make your selections

LOHIST Lewel 0 Historical

Staff Eval Update Role dgtaff Eval Institute Specific Update 'I>

Step 8: To complete the process, click the ‘Grant Access’ button.

Review Access to Applications

For each application displayed, review your selections

LOHIST Level O Historical

Staff Eval Update Role Staff Eval Institute Specific Update
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