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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 Student Update:

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

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

3. A district administrator (EA, DA/EA or SDA) can grant LOHIST Level O Historical
Student Update privileges to a RIC user only after that user has obtained LOHIST
Level O Historical Student 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 Student View/Update
Step 1: After logging into SEDDAS, use the menu on the left to “Search User”
» Enter the User ID or Last Name that you are looking for

> Select the desired user with the “radio button” to the left of their “First Name”

> Click the “View Selected” button to see user details
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, Universily of the Stale of New York
& State Education Department

Delegated Account System

Welcome
Search Criteria
® Enter User ID, Last Name or Both
¥ Search User * A wildcard character (*) may be used on either field
Advanced Search
Search Teacher & All Accounts Enabled Accounts Disabled Accounts Locked Accounts
Create User User ID Last Name smith
smath
opons Search/Update List
SEDDAS Support
User List *
First Last
N N User ID Position/Title Institution Work Phone Email
* @ Stan Smith Stan.Smith (Enabled) OTHER ANYWHERE CSD g:si Bateals ssmith@anyw.org
Jelegated/Enbtiement * Any account, nod in your jurisaicton, will have a grayed-oul radio bution

Adminestrator

CEO as recognized by SEDDAS

[ view Selected | <
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Section 1:
How a district administrator (EA, DA/EA, or SDA) can entitle another district user
to Level O Historical Student View/Update
(Continued)

Step 2: Select “Entitle Applications” to entitle this user to LOH Student Update access:

View User
Welcome User Information
Name Stan Smith Position /Title ASSISTANT SUPERINTENDENT
» Search User User ID Stan Smith (Enabled) Institution ANYWHERE CSD (Active)
Institution CEQ SUPERINTENDENT JOHN JONES
: = Institution ID S00000S58588 BEDS Code 999995040000
Search Teacher Parent Inst ID A Parent Inst
Work Phone (315) 555-5555 Ext: Email ssmith@anyw.org
Create User [ — } — — F I [
5 << Back Account Hestory ~ Enutle Appbcabons Enbitie _ Update L Drsable J List Admansstrators
¥ Application Entitlements
SEDDAS Support
L2RPT Level 2 Reporting
Staff Data - Other
g3 Staff iuman Resaurce Data
Teacher Access and Authorization System (TAA/TSRV/ePMF)
Role TAA/TSRV/PMF

Step 3: Select the “LOHIST Level 0 Historical — Student” check box and click on the “Next”
button:

Entitle Applications: Select Applications

Welcome User Information
Name Stan Smith Position /Title OTHER
Search User User ID Stan Smith (Enabled) Institution ANYWHERE CSD (Active)
S Work Phone (315) 555-5555 Ext: Email ssmith@anyw.org
Search Teacher

Select applications for entitlement

"l AIR Growth Reporting System
Create User — ARRA Reporting System
E Reguest Sy

_ IRS Data
_ IRS Portal
Institubbon Master Fie (BEDS)/VADIR
_ LOHIST Level 0 Histoncal - Staff Eval
’_J_' LOHIST Level 0 Histoncal - Student
SED Monitonng & Vendor Performance System
State Ad Management System

Select applications to change/remove access

MADISON- ONEIDA BOCES

Delegated/Entitlement | L2RPT Level 2 Reporting
Admerestrator Teacher Access and Authonzation System (TAA/TSRV/ePMF)
[ << Back | Next >> | _ Remove Entitiemer nt(s)
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Section 1:
How a district administrator (EA, DA/EA, or SDA) can entitle another district user
to Level O Historical Student View/Update
(Continued)

Step 4: From the “Student Role” drop down
» Select “Level 0 Historical — Student View” to entitle the selected user “view”
privileges to LOH Student data for your LEA

From the “Student Update Role” drop down
» Select “Level 0 Historical — Student Update” to entitle the selected user “update”
privileges to LOH Student data for your LEA
o If the selected user should not be able to update
»= Leave the value set to “Select Student Update Role”
» Select “Next”

Entitle Applications: Select Roles

Welcome ! User Information

Name Stan Smith Position/Title OTHER
} Search User User ID Stan Smith (Enabled) Institution ANYWHERE CSD (Active)
Aanced Search Work Phone (315) 555-5555 Ext: Email ssmith@anyw.org
Search Teacher

Application Roles

Cieate Uae For each application displayed, make your selection(s)
i | LOHIST Level 0 Historical - Student
SEDDAS Support . I —— Level 0 Historical - Student View ~ -

m ‘Student Update Select Student Update Role |vI
. Role Select Student Update Role -

Level 0 Historical - Student Update

(<< Bock | ot 22 ]
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Section 1:
How a district administrator (EA, DA/EA, or SDA) can entitle another district user
to Level O Historical Student View/Update
(Continued)

Step 5: Select “Grant Access” to entitle the selected user to LOH Student View access for your
LEA:

Entitle Applications: Grant Access

Welcome User Information
Name Stan Smith Position /Title OTHER
} Search User User ID Stan Smith (Enabled) Institution ANYWHERE CSD (Active)
. | Stk Work Phone (315) 555-5555 Ext: Email ssmith@anyw.org
Search Teacher

LOHIST Level 0 Historical - Student

Create User Student Role Level 0 Histoncal - Student View
Student Update
Role

Reports

SEDDAS Support
==

Note: If “Level O Historical — Student Update” had been selected from the “Student Update
Role”, then the screen would indicate “Level 0 Historical — Student Update”

LOHIST Level 0 Historical - Student

Student Role Level 0 Historical - Student View

Student Update

Level 0 Historical - Student Update
Role

==

Step 6: Both you and the selected user should receive a confirmation email when entitlement is
complete
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Section 2:
How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Student
View

Step 1: After logging into SEDDAS, use the menu on the left to “Search User”
» Enter the User ID or Last Name that you are looking for
» Select the desired user with the “radio button” to the left of their “First Name”

> Click the “View Selected” button to see user details

= University of the State of New York
& State Education Department
Delegated Account System
User Search
Welcome
Search Criteria
e Enter User ID, Last Name or Both
} Search User » A wildcard character (*) may be used on either field
Advanced Search
Search Teacher | & All Accounts Enabled Accounts Disabled Accounts Locked Accounts
Create User User ID Last Name example
g v | Ssmmdlmm
SEDDAS Support
PTTEEN
atheyn Duel o User 1D Position/Title Institution Work Phone Emait
l"civl\gommcmmmon- ’ * — nouser. example OTHER RIC ucéuammlsou-mn {Ei:S:J 361-2700 ricex@ ic.org
elegated/Entitiement ayed-out rad TI0H
drmerestrator
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Step 2: Select “Entitle Applications” to entitle this user to LOH Student Update access:

Weicome User Information
Name nCcuser example Position/Title OTHER

}» Search User User ID ncuser. example ( bled) ituti RIC MOHAWK/MADISON-ONEIDA/MORIC (Active)
Institution CEO DIRECTOR

A Jewch m a8 BEDS Code 259000900000

Search Teacher Parent Inst ID /A Parent Inst NA
Work Phone {315) 361-2700 Ext: Email ricex@moric.org

Create User

! S
SEDDAS S : Application Entitlements

lizar dons not have acrass fn anv annlicatinng

Step 3: Check the box next to “LOHIST Level 0 Historical — Student” and click “Next”

‘ Entitle Applications: Select Applications

Welcome User Information
‘ Name ncuser example Position / Title OTHER

} Search User User ID ncuser.example (Enabled) Institution RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
‘ Work Phone (315) 361-2700 Ext: Email ricex@moric.org

Search Teacher
| Select applications for entitlement

| IRS Portal
Create User | LOMIST Level 0 Histoncal - Staff Eval

7 LOMIST Level 0 Histoncal - Student
] L2RPT Level 2 Reporting

Senoats | NYSSIS
| PD System
SEDDAS Support Teacher Access and Authonzation System (TAA/TSRV/ePMF)
e ex = x|
DM (] A4 S C—

Step 4: Choose a “Student Role” from the dropdown
For Regional View, proceed to Step 5-6.
For Institute Specific View, skip Steps 5-6 and proceed to Step 7-12 (page 11).
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Section 2:
How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Student
View
(Continued)

Step 5: For Regional View, select “Student Regional View” from the Student Role drop-down
and click “Next”

Entitle Applications: Select Roles

Welcome User Information

Name ncuser example Position [ Title OTHER
} Search User User ID fcuser le (Enabled) ituti RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
e Work Phone (315) 361-2700 Ext: Email ricex @moric.ong

Advanced Search

e Application Roles

_m Lo For each application displayed, make your selection(s)
Reports LOHIST Level 0 Historical - Student
SEDDAS Support Student Role

Step 6: To complete the process, click the ‘Grant Access’ button

Entitle Applications: Grant Access

‘Weicome User Information

Name nouser example Position/ Title OTHER
» Search User User ID ncuser.example (Enabled) Institution RIC MOHAWK/MADISON-ONEIDA/MORIC (Active)
e———————— Work Phone (315) 361-2700 Ext: Email fcex@moric.org
Advanced Search
Search Teacher

LOHIST Level 0 Historical - Student
Create User Student Role Student Regional View
fr
SEDDAS Support

<< Back |
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Section 2:
How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Student
View
(Continued)

Step 7: For Institute Specific View, select “Student Institute Specific View” from the Student
Role drop-down and click the “Next” button:

Entitle Applications: Select Roles

Welcome User Information
Name ncuser example Position /Title OTHER

Search User User ID ncuser.example (Enabled) Institution RIC MOHAWK/MADISON-ONEIDA/MORIC (Active)
Work Phone (315) 361-2700 Ext: Email ricex@moric.

Advanced Search e

Application Roles

 Create User For each application displayed. make your selection(s)
Reports LOHIST Level O Historical - Student
SEDDAS Support Srnitast Rl Student Institute Specific View |+

]

Step 8: Click on the link that says “Click to Select Specific Institutes for Viewing (Student)”.

Entitle Applications: Grant Access

Welcome User Information
Name ricuser example Position/ Title OTHER
} Search User User ID ricuser.example (Enabled) Institution RIC MOHAWK/MADISON-ONEIDA/MORIC (Active)
Advanced Search Work Phone (315) 361-2700 Ext: Email kduell@moric.org
Search Teacher

LOHIST Level 0 Historical - Student
Create User Student Role Student Institute Specific View

»- o P

Reports
SEDDAS Support

<< Back _Grant Access
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Section 2:
How a RIC EA or DA/EA can entitle another RIC user for Level 0 Historical Student
View
(Continued)
Step 9: In the pop-up window, check the boxes next to all desired institutions.
Step 10: Click the ‘Update’ button.

Step 11: Click the ‘Done’ button.

=+ Select the institutions to be wviewable by the entitled

Step 10

Institution List

—_———————

liiﬁE.{‘%—-—-—-—-—

[ »

Step 11

H CAMDEMN CSD

AlLEXAMNDRIA CS

BEELLEWILLE HEMN
BROOKFIELD CS

EEREYE

CAMNASTOTA CS
CARTHAGE CSD

MO HSN R
CLINTOMN CSD

OOOE0

Institution
ADIROMNDOACK CSD

D

BEAVWER RIWVER CSD

DERSOM CSD
B

(B

CENTRAL VALLEY CSD AT ILIOMN-

COPEMNHAGEMN CSD

DOLGEVILLE CSD

InstID
S00000041461
B00000051247
S00000051059
S00000051198
S00000050976
S00000041455
S00000050908
S00000051113

S0000007 7473

S000000414328
S00000051088
S00000051229

BEDS Code
410401060000
220202040000
221301040000
220909040000
2501090940000
410501040000
250201080000
222201080000

212101040000

411101060000
220201040000
2110020940000 -

Step 12: To complete the process, click the ‘Grant Access’ Button

LOHIST Level 0 Historical - Student
Student Role

Student Institute Specific View

Click to Select Specific Institutes for Viewing (Student) | Refresh

<< Back Grant Access

Note: The “Refresh” button updates the link with Specific Institutions that were selected.
“Mouse over” the link to view the selected institutions. To change your selections, go back to Step 7.
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Section 3:
How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to
Level O Historical Student Update

Step 1: After logging into SEDDAS, use the menu on the left to “Search User”

» Enter the User ID or Last Name that you are looking for
(Please note that the RIC user must already have LO Student View privileges that were
granted by their own RIC administrator. See Section 2 of this guide for instructions.)

> Select the desired user with the “radio button” to the left of their “First Name”

> Click the “View Selected” button to see user details

University of the Stale of New York
State Education Department

£
& W
@ =
Ry 315

Delegated Account System

Welcome o
N Search Criteria
* Enter User ID, Last Name or Both
_' Search User * A wildcard character (*) may be used on either field
Advanced Search
Search Teacher & All Accounts Enabled Accounts Disabled Accounts Locked Accounts
Create User User ID Last Name Joy

N User ID Position/Title Institution Work Phone Email
- John.joy (Enabled) N RIC MOHAWK/MADISON- ONEIDA g:s, 3W1-2700 v emonicong
Jelegated/Enbtement have a grayed-out rado bution
Administrator

_......_-.__._‘_‘;.. .
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Section 3:
How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to
Level O Historical Student Update
(Continued)

Step 2: Select “Entitle Applications” to entitle this user to LOH Student Update access:

Welcome User Information

Name John Joy Position [Title OTHER
} Search User User ID John.joy  (Enabled) Institution RIC MOHAWK/MADISON-ONEIDA/MORIC (Active)
. Institution CEO DIRECTOR
Advanced Search ion ID 8 BEDS Code 255000900000
Search Teacher Parent Inst ID N/A Parent Inst A

‘Work Phone (315) 361-2700 Ext: Email john.joy@moric.org
Create User

[ << Back | [ Account History | List Adminstrators |

Reports
SEDDAS Support Application Entitlements

LOHIST Level 0 Historical - Student
Student Role Student Regonal View

Step 3: Select the “LOHIST Level 0 Historical — Student” check box and click on the “Next”
button:

Entitle Applications: Select Applications

Welcome User Information
Name John Joy Position / Title OTHER
Search User User 1D john.joy  (Enabled) Institution RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
i " Work Phone (315) 361-2700 Ext: Email john.joy@moric.org
Advanced Search

_s SR Select applications to change/remove access

B 7 LS Level 0 Historical - Student

Create User
<< Back ] Rumeaiﬁ'uuml:_(_é}_:.
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Section 3:

How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to

Level O Historical Student Update
(Continued)

Step 4: From the “Student Update Role” drop down, select “Student Institute Specific Update”

and click on the “Next” button:

Entitle Applications: Select Roles

User Information

Name John Joy Position/Title OTHER
} Search User user ID john.joy  (Enabled) Institution RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
Advanced Search Work Phone (315) 361-2700 Ext: Email john.joy@moric.org
e e Application Roles
Create User For each application displayed, make your selection(s)
Reports LOHIST Level 0 Historical - Student
SEDDAS Support > stuo d itute Specific Update ||

Role | Select Student Update Role

Student Institute Specific Update «

ogged In As e —
PrTTE— ——

Step 5: Select “Grant Access” to finish entitling the selected user to LOH Student Update access

for your LEA:

Entitle Applications: Grant Access

iclomme User Information

Name John Joy Position/Title OTHER
} Search User | User ID johnjoy (Enabled) Institution RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
Advanced Search ‘Work Phone (315) 361-2700 Ext: Email john. joy@moric.org
Search Teacher

LOHIST Level 0 Historical - Student
Create User hh‘ - dent Institute Specific Update
Reports
SEDDAS Support .
e o
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Section 3:
How a district administrator (EA, DA/EA, or SDA) can entitle RIC user to
Level O Historical Student Update
(Continued)

Step 6: Both you and the selected user should receive a confirmation email when entitlement is
complete:

Entitle Applications: Success

Welcome User Information
Name John Joy Position/Title OTHER
} Search User User ID johnjoy (Enabled) Institution RIC MOHAWK/MADISON- ONEIDA/MORIC (Active)
R 1 Work Phone (315) 361-2700 Ext: Email john.joy@moric.org

Search Teacher NOTE:

Create Vser ® An emai message concerning this update was sent to both you and this user

E | ® [f the emad address for this user 5 incorrect, please notify this user of the update

Reports

SEDDAS Sewpoit LOHIST Level 0 Historical - Student
I ooy vm— | mﬁt Dipdate Student Institute Specific Update
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