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Preface

Directory Administration is a secure web-based application for authorized users to update information for the
Massachusetts Department of Education (DOE) about schools, districts, and other organizations. The Department
publishes much of this information in the Department's public directories, such as the School and District Profiles on
the Department's web site: http://profiles.doe.mass.edu

About this Guide

This guide:

e Contains an overview of Directory Administration, including information about the Directory Administrator
and the type of information in Directory Administration.
e  Shows the layout of the user interface for Directory Administration.
o lllustrates some of the tasks you will perform in Directory Administration, including:
= Logging in to Directory Administration
= Updating information about your organization
= Updating information about people in your organization

Audience

This guide is for the person who is the Directory Administrator of their organization.

More Information and Instructions
Directory Administration has online help for virtually every page. Please refer to the online help for more detailed

instructions while you are actually using Directory Administration.

Changes from the previous version of Directory Administration
Directory Administration Version 5 differs from the previous version in many ways. This table highlights several

changes.

Change

Previous Version

Directory Administration 3000

User Interface

Designed before the look and feel of
Department applications was
standardized.

Looks and works more like other Department
applications. The left side of the page has a
navigation bar with a light blue background.

Organization List

Organizations were listed alphabetically.
If an organization had sub-organizations
(for example, a district with schools),
selecting the orange arrow next to the
organization name displayed the sub-
organizations.

For most Directory Administrators, the
Organization List will be virtually the same.

In some cases, organizations are listed by type
of organization, if applicable. For example, if
you are the Directory Administrator of a
district and a collaborative, the Organization
List will display "Public School District" and
"Collaborative". When you select the icon next
to "Public School District," the list will expand
to display the districts for which you are the
Directory Administrator.

Belonging to an
organization

A person did not need a security role or a
function to belong to an organization.

A person must have a security role or a
function to belong to an organization.

Adding a person

Required SSN or alternate number.

Requires SSN, along with name, only for
licensed individuals or applicants in ELAR
(Educator Licensure and Recruitment).
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Changes from the previous version of Directory Administration — continued

Change

Previous Version

Directory Administration 3000

Functions

Any number of people could be assigned
the same function. For example, a district
could assign the Nutrition Coordinator
function to several people.

Only one person can be assigned to a function at
a time. Certain functions must have a person
assigned (e.g., Superintendent). Other functions
may be empty.

Member Contact
Information

A member could have a different phone
number or email address for each
function.

You could enter a different mailing
address for each function.

If a person did not have a function (a
person with just a security role), there was
no place to enter a phone number or email
address for that person.

The function list and the function contact
information list were on separate pages,
making it difficult to remember to enter
contact information when assigning a
function.

A person who is a member of an organization
has one email address, one phone number, and
one fax number, associated with that
organization.

Mailing address is no longer required.

The contact information you enter when you add
a person applies to all their functions and
security roles in that organization. You only
have to update the information once, on one
page, for all their security roles and functions.

If you are the Directory Administrator for a
district and the schools in the district, and you
assign the same person to the district and a
school, you will be able to enter different contact
information for the person at the district and
school level.

Physical Location

The Directory Administrator could not
edit the physical address of an
organization.

The Directory Administrator of a “parent”
organization (for example, a district) can now
edit the physical address of the organization and
its sub-organizations.

The Directory Administrator for a sub-
organization only (for example, a public school)
still cannot edit the physical address.

Services

The Directory Administrator could
indicate the organization's participation in
certain services, such as METCO, School
Choice, etc.

The School and Directory Profiles
(http://profiles.doemass.org) now contains a
directory of Organizational Characteristics. The
information that used to be included in Services
is now included in Organization Information.

However, Organization Information is not
editable in Directory Administration. The
Department maintains this information through
other collection tools. It is possible that future
releases of Directory Administration will allow
the Directory Administrator to update certain
characteristics.

All Members

You had to select an organization to find a
person.

A new “All Members” link allows a Directory
Administrator of several organizations to search
for a person in one of their organizations without
knowing what organization that person is in.

My Personal
Information

You could view and edit your contact
information, such as mailing address,
phone, e-mail, etc.

This option has been removed. To edit or view
your own information you have to find yourself
in the “All Members” link and then select your
name.
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Directory Administration Overview

About Directory Administration

Directory Administration is a secure web-based application for authorized users to update information for the
Massachusetts Department of Education (DOE) about schools, districts, and other organizations. The Department
publishes much of this information in the Department’s public directories, such as the School and District Profiles on
the Department's web site http://profiles.doe.mass.edu

How Districts and Other Organizations Use Directory Administration

Districts and other organizations use Directory Administration primarily to:

e Assign Functions — letting the Department know who to contact in your organization in order to communicate
information and conduct Department business.

e Assign Security Roles — letting the Department know who can use the secure web-based applications available
through the Department's Security Portal.

e Update Organization Information — updating the mailing address, organization email address, organization web-
site address and other information, most of which becomes available to the public through the School and
District Profiles on the Department's web site.

How the Department Uses Directory Administration

Directory Administration is intended to provide a single source of contact information for all offices within the
Department. When districts and other organizations maintain their function information in Directory Administration,
Department staff do not have to maintain their own contact lists. This saves time and improves the accuracy of the
information.

The Department uses information in Directory Administration to create several mailing lists. For example, the
superintendent email addresses that receive the Commissioner's List (ON THE DESKTOP) emails are from
Directory Administration.

The Department also uses Directory Administration to maintain other information about organizations, such as
school grades, district and school Title | status, participation in the METCO program, and more. The Department
uses a number of ways to collect this information from districts and other organizations. The information becomes
part of Directory Administration and, in most cases, is made available to the public through the School and District
Profiles on the Department's web site.

The Directory Administrator

One or more people who belong to an organization are authorized to edit information about their organization and
the people associated with that organization. This person is called the Directory Administrator. The head of an
organization is often the Directory Administrator for their organization.

The type of organization determines the head of an organization. For example, the head of a school district is the
superintendent. The head of a public school is the principal. Often, but not always, the superintendent is the
Directory Administrator for the district and the principal is Directory Administrator for the school.

Although the superintendent is usually a Directory Administrator, most districts assign at least one other person to
be Directory Administrator.
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Organizations

The Department of Education collects and publishes information about different types of organizations. The first
organizations included in Directory Administration were Massachusetts public schools and school districts. As
Directory Administration has grown, new types of organizations have been added and will continue to be added.
Other types of organizations include Educational Collaboratives, non-public schools (including approved special
education schools and other private schools), Out-of-State schools, and more.

Please note that charter schools in Directory Administration are more similar to districts than to schools. When this
document refers to Public School Districts, the document is also referring to Charter Schools, unless otherwise
noted.

Public School Districts

Public School Districts are the most common users of Directory Administration. A Directory Administrator of a
district is also the Directory Administrator of the public schools in the district. The Organizations List in Directory
Administration allows you to select either the district or any of the schools.

Most security roles and functions in Directory Administration are district-based. For example, a person must be a
member of the district in order to have the Career and Technical Education Director function. However, let's say that
the principal of a school in the district is also the Career and Technical Education Director for the district. The
Directory Administrator would assign this person the Principal function as a member of the school and the Career
and Technical Education Director function as a member of the district.

If you are Directory Administrator of a district, you do not need to be Directory Administrator of the public schools
in the district.

Public Schools

Some districts manage all district and school activity in Directory Administration at the district level. That is, there
is no Directory Administrator of a school in that district. The district Directory Administrator assigns all functions
and security roles to people in the schools.

Other districts manage school activity in Directory Administration at the school level, in which case a person is
assigned the Directory Administration security role for a particular school. A school Directory Administrator can
assign functions and security roles and update contact information for the school.

ELAR

Educator Licensure and Recruitment (ELAR) is considered an organization in Directory Administration. People who
are licensed educators in Massachusetts, have applied for licensure, or have created a profile using the ELAR
application, are members of the ELAR organization.

Other Types of Organizations

Educational Collaboratives, private schools, including schools with approved special education programs, and other
types of organizations also have Directory Administrators. In some cases, Department staff act as Directory
Administrator for these organizations. Many of these organizations have their own Directory Administrator.
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Relationships between Organizations and Sub-organizations

Different types of organizations can have relationships with one another. One type of relationship is a sub-
organization relationship. For example, schools are organizations and districts are organizations. However, schools
have a sub-organization relationship with districts. The Directory Administrator of an organization with sub-
organizations can also update the information in the sub-organization's profile. That is, the Directory Administrator
of a district can also update the profile of a school within that district.

Organization Contact Information

Contact information for an organization includes mailing address, telephone, fax, email, and web site information.
Note: The email address for an organization is stored separately from the email address for the head of the
organization. If you are Directory Administrator of a district, you must assign an email address to the superintendent
of the district, even if you use the same email address for the organization that you use for the superintendent.

Other Information

Other information can include a description of the organization, the status (open or closed), grades, and more. In
some cases, the Directory Administrator can update this information. In other cases, the information is for display
only.

Most types of organizations have similar information to update. However, some of the information varies from one
type of organization to another. For example, not all types of organizations include information about Minimum
Kindergarten Entry Age.

People

A person must be associated with, or be a member of, an organization, to be part of Directory Administration. As
Directory Administrator, you can update information about the people in your organizations.

A person is included, as a member of an organization, in Directory Administration for one of two reasons — either
they have a function and/or they have a security role. Therefore, the way you add a person to your organization is to
assign the person a function or security role.

Functions

The Department communicates with many different people in the districts and other organizations. Establishing
functions in Directory Administration is intended to make it easier for Department offices to communicate with
school districts and other organizations in Directory Administration.

Over time, the Department has revised the way the Directory Administration functions are used. The Department
prefers a single point of contact within an organization for each function.

So, for example, the person in a district who is responsible for Title | activities should be assigned the Title |
Director function in Directory Administration.

Every organization has a Head of Organization function. For example, the head of a school district has the
Superintendent function. The head of a public school has the Principal function.

Some functions in Directory Administration are required. If a function is required, a member of your organization
must be assigned that function. If a person has a required function, you cannot remove the person until you assign
the function to someone else.

The Department uses the email address for members with certain functions to generate mailing lists. For example,
the email addresses, in Directory Administration, of district Title | Directors receive emails delivered to the Title |
Directors listserv (i.e., mailing list).
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Security Roles

Security roles in Directory Administration control a person's authority to access secure Department web-based
applications that are available through the Department Security Portal.

For example, the Directory Administrator security role allows a person to access the Directory Administration
application.

Member Profile Page

A person's Member Profile page includes the person’s contact information for the organization. The Member Profile
page also lists the functions and security roles the person has in the selected organization, as well as a list of the
other organizations in Directory Administration where this person is a member. This list includes all organizations,
not just the organizations for which you are Directory Administrator.

If the person is a member of ELAR, meaning the person has a Massachusetts educator's license, has applied for a
Massachusetts educator's license, or has created a profile through the ELAR application, the person's name is not
editable. For a person in ELAR to change their name in Directory Administration, they must provide proof of their
name change to the Department. This can be done by completing the Request for a Name Change/Duplicate License
form located at: http://www.doe.mass.edu/educators/app/dupform.pdfT and faxing it to the Office of Educator
Licensure at (781) 338-3391. If the person is not an ELAR member, you can change their name.

The Member Profile page also allows you to set a temporary password for a person if, for example, the person forgot
their password. After the person logs in successfully with the temporary password, they will be prompted to choose
their own password.

The Member Profile page includes a link for you to remove a person from the organization. However, if a person
has a required function, you cannot remove the person until you assign the function to someone else.

You cannot assign or remove a person's functions from a person's Member Profile page. To assign or remove a
person’s functions, you must first select the organization, then select the Functions link. However, you can assign or
remove a person's security roles from the Member Profile page.

All Members

The "All Members™ link allows a Directory Administrator of several organizations to search for a person in one of
their organizations without knowing what organization that person is in.

If you view the Member page of a person who is a member of more than one of your organizations (for example, a
school principal who also has a district function), you will be able to view the Member page for each of the
organizations.

You cannot assign or remove a person's functions or security roles from a person's Member Profile page in the All
Members section. However, you can remove a person from one or more of your organizations from the Member
Profile page in the All Members section (as long as the person does not have a required function in the
organization).

Massachusetts Department of Education Page 9 May 2006



User Guide for Directory Administrators

How To Section

Logging In to Directory Administration

To log in to Directory Administration, you must log in to the Department of Education Security Portal and select
Directory Administration from the list of applications you are authorized to use.

To log in to Directory Administration:

1.
2.

o0k

Open your web browser and enter the Department's web site address: http://www.doe.mass.edu

From the Select Program Area dropdown list (upper right), select Security Portal. The login screen opens in

your browser.
Type your user name in the User Name text box.
Type your password in the Password text box.

Select the Login button. A Welcome Banner displays.
Select continue. The Security Portal opens, listing the Department of Education computer applications that you

have the authority to use.

Select Directory Administration from the Applications section of the Security Portal. Directory

Administration opens.

DOE Security Portal

UserMame [case sensitive]

Password (case sensitive) '\

Create ELAR Profile | Forgot User Na sword

Massachusetts
Department of Education
Security Portal
Login Screen

s

Lagin allows access to secure Department of Education
| applications such as ELAR and MDCS, More about the
DOE Security Portal...

\

Massachusetts
Department of Education
Security Portal Applications

Select Directory
Administration from the
Applications section.

Note: The screens in this document

are samples. The information that you
see may be different.

1. Type user name.
2. Type password.
3. Click Login.

Applications

Academic Support Student

=) Data

|é__|_“) Directory A dministration

%ﬂ'} Directory Profiles

Digtrict School Staff
new | =—————————~
_j Report

Diiv. Ocoupational Safety
new
_) Forms

|é__|_“) DOE Contact Information

Eﬂj Diop Box Central

Diopout Data Sustnaty
new
_j Report

) ELAR Welcome Pags
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Selecting an Organization

Viewing the Organization List

When Directory Administration opens, the Introduction, or Welcome, page is displayed. To view your organization
list, select Organizations from the navigation panel.

To view your Organization DIRECTORY ADMINISTRATION
:,'St' S;']e“ organizations Introduction Directory Administration:
rom the navigation panef. Drganizations wWelcome
All Members
Reports Wealeomes to Directory Administration at the

Directory Administrator, you can keep yvour
within these pages. The Department of Educa
available to the public at School and District

Selecting an Organization Type

Most Directory Administrators are Directory Administrator for one organization. When you view your organization
list, there is only one organization on the list. If that organization is a public school district (or other organization
with sub-organizations), you can expand the list to view the schools in the district.

If you are Directory Administrator for more than one type of organization, when you select the Organizations link,
the organizations list displays the organization types for which you are Directory Administrator.

For example, the organization list below is for a person who is a Directory Administrator for several organization
types. To update information about an educational collaborative, you would select the Collaborative organization
type. To update information about District, you would select the Public School District organization type. The
organization type expands to display the organizations of the type for which you are Directory Administrator.

Academic Support Provider
Adult Diploma Site

To select an organization from an
organization type:
1. Select the plus sign next to the

organization type.
2. Select the organization name.

Approved Special Education School
Charter District

Collaborative

Health /Human Services

Higher Education Insttution

MCAS Test Site

Massachusetts State Agency
MassarhnsatHs State Anenrw lnit

Academic Support Provider

Adult Diploma Site

Approved Special Education School

Charter District

borative

ACCEPT Metrowest Education Collaborative
Assabet Yalley Collaborative

Bi-County Collaborative (BICO)

Dlarlrtrnemn Uallno Callabhnwadoen
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Selecting an Organization

If you are Directory Administrator for one organization (for example, a public school district), when you select
Organizations from the navigation panel, your organization is displayed in the organization list.

DIRECTORY ADMINISTRATION

_ m— Introduction Directory Administration
To view organization Organizations Organizations
information, select All Members
the organization Reports Select an organization to view orupdate detq

name. left of an organization to display a list of "sulf
select the icon next to the district name to di
the district]). more below

Townsboro

Selecting a Sub-organization

If you are the Directory Administrator of an organization that has sub-organizations (for example, a school in a
school district is a sub-organization of the district), you can update either the main organization (for example, the
district) or the sub-organization (for example, the school).

For example, the Townshoro District Directory Administrator can also update information about Townshoro High
School and the other public schools in Townsboro. To update information about the district, you would select the
Townshoro District link. To update information about Townsboro High School, you would select the plus sign next
to the Townsboro link, which would display the list of schools in Townsboro. Then, you would select Townsboro
High.

To select a sub-organization; E3

1. Select the plus sign next to the
main organization.

2. Select the sub-organization name.

> Townsboro

Townsboro

# Townsboro Elementary
@ Townsboro kiddle

Townsboro High

Once you select an organization, the navigation panel expands to display more selections and the Organization
Information page is displayed.

DIRECTORY ADMINISTRATION

Introduction
Organizations

Expanded navigation panel.

@ Townzhbora

Head of Srganization
Functionz

Security Rales
Dezcription

Cantact Infarmation

Members
All Members

Reports
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Organization Information

The Organization Information page is displayed when you select an organization. You can also display the
Organization Information page by selecting the organization name in the organization list.

DIRECTORY ADMINISTRATION

Introduction
- Organizations
To display the Organization Townsharo
Information page, select /$ Head of Organization

the organization name in the
navigation panel.

Functions
Security Rolas

Cescription
Caontact Infarmmation

Mermbers
All Members

Reports

Updating Kindergarten Starting Age

Most of the information on the Organization Information page is for display only. If you are Directory
Administrator of a public school district, the Organization Information page displays Kindergarten Starting Age
information.

To update kindergarten starting age information:

1. Select the appropriate starting age from the Kindergarten Start Age dropdown list.

2. Select the appropriate starting month from the Kindergarten Start Month dropdown list.
3. Select the appropriate starting day from the Kindergarten Start Day dropdown list.

4. Select the save button.

ot

Type : Public School District
Mame : Townsbaro
Org code : 00010000

Open date :
_ _ . Status : OPEN
Edit the information you Close date :
want to change. Kindergarten 5tart:|5 ,I
Age
Kindergarten Start: | 4=t - 1 -
Month /Day I J _I'Ill I _I
Select the save button to save
changes > T

Massachusetts Department of Education Page 13 May 2006



User Guide for Directory Administrators

Editing Organization Contact Information

The Contact Information page displays an organization's physical address, mailing address, phone, fax, email
address, and web site address. To display the Contact Information page, select Contact Information in the

navigation panel.

To display the Contact
Information page, select

Contact Information in the
navigation panel.

DIRECTORY ADMINISTRATION

Introduction
Organizations
@ Townszhoro
Head of Organization
Functionsz
Security Rolas

\ Description
Caontact Infarmmation
Mermbers

All Members
Reports

All required information (fields marked by an asterisk) must be filled in or you will not be able to update any
information on the page. Please note that the physical address must begin with a street number. The Department uses
the physical address to ship certain materials, such as MCAS materials. If you are the Directory Administrator of a
public school, the physical address is not editable. Only the district Directory Administrator can update the physical

address.

To update contact information:

1. Edit the information you want to change.

2. Select the save button.

o
Physical Address: Mailing Address:
* Address1: * Aaddress1:
|100 Center Lane |P.o. Box 2352
Addrazs2: Addreszs2:
* City, State, Zip: * City, State, Zip:
ITDwnsbnrD . ITDwnszrD

Edit the information you fta =] |ooooz - | [ra =] [ooooz - |

|

want to change.

* Phone: I?Sl = |555 - II:II:IIIII XI

Fax: [7g1 _|ss5 -[1110

* Email: Iuﬁice@townsbnru. HYE

Website: Iwww.tnwnEbnrn. WY

County: Plurnouth

DOE Req:

“*

Select the save button to save
changes.

i
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Organization Description

You can include a brief description of your organization, which will be displayed in the School and District Profiles
on the DOE web site. You are limited to 350 characters of unformatted text (no bold, italics, etc.). If your
organization has a web site, you might want to include the web site address on the Contact Information page, SO
people can link to your web site for more information about your organization.

DIRECTORY ADMINISTRATION

Introducton

To display the Organization Drganizations

Description page, select
Description in the
navigation panel.

@ Townsboro

Head of Organization

Functionsz

\ Security Raoles
Cescription
Coantact Information

Mermbers
All Members

Reports

To enter or update an organization description:
1. Enter or edit the text in the text area.
2. Select the save button.

Enter the information you :
want to include, up to 350 1>

characters.

Select the save button to save
changes.

- |
Example of a brief [ITha zchool district of Townsboro provides K-12
organization description. ||z ducation.

Massachusetts Department of Education Page 15 May 2006



User Guide for Directory Administrators

Assigning a Head of Organization

Head of Organization is a function. For a district, the head of organization function is the Superintendent function.
For a school, it is the Principal function. The navigation panel includes a special link for Head of Organization that
bypasses the Functions list described below. For details on assigning a function, see "Assigning a Function™ on
page 17.

Assigning a Function

To assign a function to a member of your organization, you must select the function and then select the member you
want to have that function.

Viewing the Functions List
To display the Functions list, select Functions in the navigation panel.

DIRECTORY ADMINISTRATION

Introducton

Organizatons

To display the Functions
list, select Functions in the

. Head of Organization
navigation panel. T b

@ Townsboro

Functions

Security Roles

Cescription
Contact Infarmation

Mermbers
All Memibers

Reports

Selecting a Function

The Functions List displays the functions that your organization can (and in some cases, must) assign to a member.
If there is a person already associated with a function, you will see a name next to the function. If there is no person
assigned to a function, there will be no name next to the function.

To display the Assign Function page, select the function from the Functions list.

FuncHon Current Person

To display the Assign
Function page, select the
function from the
Functions list.

Azsistant Superintendent Chris Sullivan

Career and Technical Education Directar P&t Hand

Curriculurm Director Marty Stevens

FEduiratinmnal Tarhnalaan Mivadar
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Assigning a Function

The Assign Function page lists all the members of the organization you selected. You can only assign a function to
a person who is already a member of the organization. While assigning a function, you can add a person to the
organization. See "Adding a Person to the Organization" on page 20.

To assign a function to a member:
1. Select the radio button next to the name of the member you want to have that function.
2. Select the save button.

If another member currently has the function you assign, the function is reassigned to the member you select.

<
Currant Arsistant Superintendant (Sulfivap, Chris
Bernove current Assistant Superintendent

Last Name:l First Name: I

To reassign the function:

1. Select the radio button
next to the member you
want to have the

fUnCtion. User Name:l—
Select the save button. Last, First M. JoerNamme
" parth, Peter pbarth
' Hand, pat phand
" stevens Marty rstevens3
% sullivan, Chris czullivans

Mot here? Add a person to the arganization.

2
Currant Assistant Superintendant :Hand, Pat
The function is now Eemove current Assistant Superintendent
assigned to the member

you selected. Last Name:| First Name: |
User Name:l

Last, First M.

" Barth, Peter

@ Hand, Pat

o Stevens, Marty

' sullivan, Chris

Mot here? Add a person to the arganization.

Removing a Function

To remove a function from all members:

1. Select the "Remove current [function name]" link. If the function is required and a member must be assigned to
the function, there is no remove current function link.

2. Select the save button.

o
Currant Assistant Superinkendant Hand, Pat

To remove a function, if allowed:
1. Select the Remove current function link.
2. Select the save button (not shown).

Rernowe current Assistant Superintendent
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Assigning a Security Role

Security roles determine what Department of Education Security Portal applications a person can use and what they
can do in those applications. For example, the Directory Administrator security role allows a person to update
information in Directory Administration.

Viewing the Security Roles List
To display the Security Roles list, select Security Roles in the navigation panel.

DIRECTORY ADMINISTRATION

Introducton

Organizations

To display the Security
Roles list, select Security

@ Townsboro

. .. Head of Organization
Roles in the navigation

Functions
panel. T~

Security Rolas

Cescription
Caontact Infarmmation

Mermbers
All Members

Reports

Selecting a Security Role

The Security Roles list displays the security roles that your organization can assign a member. To display the
Security Roles list, select Security Roles in the navigation panel. The list includes a description of how the
security role is used.

o

Security Role Descrpton

Acadernic Support Allows user to use the Academic Support Drop Box

Applications [ASSP) and Data Collection application.
To assign or remove a Accountability [Districk Allows uzer to wiew the Cycle III Repor.
member from a Level
security r_ole, select ASOST Dirop Box Allows user to upload and download files using After
the security role from [ASOET] School and Cut of Schoal Time (ASOST) Drop Baox,
the Security Roles Directory Adrninistrator  |Allows person to edit information in Directary
list. Adrninistration application about the arganization

and people in the organization.

District and School Staff [Allows user o fill in Districk and School Staff Report,

Feport
District Superintendent [Provides access to the Administrative Inguiry toal on
Inguiry [EQELIS the ELAR Welcome page. The user can view licensure

information by entering an educatar's licensze
nurmber or s=n.

Educator Licenzure Drop [Allows user to upload and download files using

Boxes Educator Licensure Status Drop Box and Educator
Expediter Drop Box,
Educator Quality Provides access to the Request Prek-12 waiver tool
Fegquest Licensure on the ELAR Welcorne page.
Waiver [ECQRLYW
Note: There are EPAR, Educator Preparation Annual Report
more security EPPA Educator Preparation Program Approwval
roles listed on P 134> Rales 1 to 10 of 22

other pages.
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Assigning or Removing a Security Role

The Assign Security Role page lists all the members of the organization you selected. Next to each name is a
check box. If the box is checked, the person currently has that security role. If the box does not have a check, the
person does not have that security role. You can only assign a security role to a person who is already a member of

the organization. While assigning a security role, you can add a person to the organization. See "Adding a Person to
the Organization™ on page 20.

The user names of the members already assigned to that security role also appear just below the Assign Security
Role tab. If there is no member assigned to the security role, no user name appears next to the security role name.

To assign a security role to a person (or remove a security role from a person):
1. To assign a security role:

Select the unmarked check box next to the name of each member you want to assign the security role to.
To remove a security role:

Un-check the box next to the person's name from whom you want remove the security role.
2. Select the save button.

o
/V Currant Dirackory Adrministrator(s) : pharkh mstevens3

Last Name:l First Name: I

Members with the security
role are listed below the tab.

—

UserName] |
Select unchecked check box Last, First M. UserName
to assign security role. W parth, peter pESED
TN and, pat phand
Select checked check box W' stevens, tarty FHEOmGE
to remove security role. I zullivan, cheis csullivans

Mot here? Add a person to the arganization.

—/// Er
| Select the save button.
7

iCurrent Diractery Administratar(z) . pbarth phand

Last Narne:l First Name: I
_ User Name:l
The security roles are now | Lact. Firct M
assigned to or removed from | st FSE
the members vou selected. | ¥ Barth, peter
v Hand, Pat

r Stevens, Marty

r Sullivan, Chris

éNDt here? Add a person to the organizatian,

Alternate Method for Assigning and Removing Security Roles

Through the Assign Security Role page, you can assign one security role to several members at a time. Through
the Edit Member Profile page, you can also assign or remove several security roles at a time for one member. See
"Assigning Security Roles through the Edit Member Page™ on page 31.
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Adding a Person to the Organization

To add a person to the organization, you must assign the person a function or security role. If a person does not have
a function or security role in the organization, there is no need for the person to be a member of the organization in
Directory Administration.

The Assign Function and Assign Security Role pages list all the members currently in the organization. If the
person you want to have the function or security role is not yet a member, you can add the person. To add a person,
select the Add a person link below the list of current members on either the Assign Function or Assign Security
Role page.

o
Currant dssisktant Superintendent (Sullivan, Chris
Remowe current Assistant Superintendent

Last Narne:l First Mame: I
User Narne:l

Last, First M.

r Barth, Peter

r Hand, Pat

This example shows the
Add a person link on the € Stevens, Marty

Assign Function page.

G Sullivan, Chris

Mot here? Add a perzon to the organization.

Adding a Member of a Different Organization

You may want to assign a function or security role to a person who is already a member of another organization
where you are Directory Administrator. For example, if you are Directory Administrator of a public school district,
you may want the principal of a school in the district to have a security role at the district level.

To assign a function or security role to a member of a different organization:

From the Assign Function Or Assign Security Role page, select Add a person link.
From the Add Member? page, select This person is in one of my organizations link.
From the Search Member? - Results page, select the person.

From the Add Member page, enter the person’s contact information.

Select the add button.

agrwbdE

The person is now a member of the organization and has the function or security role that you wanted to assign.
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Selecting the Current Member Link

To add a member of one of your other organizations, select the link This person is in one of my organizations.
If you are not sure whether the person you want to add is in one of your organizations, select the link 1 am not sure
if this person is in one of my organizations.

2
To add a member of one of Current Member?
your other organizations, ol Th o ; i
SeIeCt the ||nk This person IZ parzan 1=z In ane ar mYy arganiZacions,

is in one of my
organizations.

I arm not sure if thiz parzon iz in one of my
organizations,

Thiz person iz not in one of my organizations.

A list of all the members of all of your other organizations is displayed. This list does not include members of the
organization where you want to add this person.

Selecting the Member

From the list of members in your other organizations, select the person you want to add. If the person you want to
add is not in this list, and the person is not in the organization where you are trying to add the person, select the Add
a person link on this page. You will be presented with the set of responses as if you selected the This person is
not in one of my organizations link on the Add Member? page. If you have many members in your
organizations, you may see only the search bar, not a list of members. See "Searching for a Member" on page 32.

o

Last Mame: I First Mame: I
User Mame: I

Mot here? Add a perzon to the organization.

Last, First M. Other Drganization (5) UserName
Select the Barry, Dana B Townsbora High , Townsboro Middle dbarry
member Hawkins, Raobin Townsbaro Elermentary thawkinsz

Reed, Lee T Townsbora Middle ltreed

Providing Contact Information for a New Member

When you select the member, a page is displayed for you to provide contact information for this person in the
organization where you are adding them. After you select the add button, the person is added to the organization.

o

Organization: Townsboro

Assign role: Directory Adrninistrator

To complete adding a member: tzeriannes rha“’_kinsz _
1. Enter the contact > Rametie s WE NS
information. fEREE |

2. Select the add button. *Confirm
Contact information marked Email:
by an asterisk is required. “Phone: | a - |

Fax: I B I B I

[Taaa |
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Adding an ELAR Member

Certain people whose information is in Directory Administration are required to hold a Massachusetts Educator's
License. For example, a public school superintendent must hold a Massachusetts Educator's License. Let's say you
want to assign the superintendent function to a person who is not already a member of one of your organizations.
This person, most likely, already has a user name in the Directory Administration system because they are a member
of ELAR (Educator Licensure and Recruitment). You can add this person to your organization and assign this
person the same user name that they already use for licensure purposes.

To assign a function or security role to a member of ELAR:

From the Assign Function Or Assign Security Role page, select the Add a person link.

From the Add Member? page, select the This person is not in one of my organizations link.
From the next Add Member? page, select the This person is in ELAR link.

From the next Add Member? page, enter name and SSN to verify person is in ELAR.

From the Add Member page, enter the person's contact information.

Select the add button.

ocourwdE

The person is now a member of the organization and has the function or security role that you wanted to assign.

Selecting the Current Member Link
To add a member of ELAR, select the link This person is not in one of my organizations.

o
Current Member?
Select the link This This person iz in one of my arganizations,
person is in not one of
my organizations. I am not sure if thiz perzon iz in one of My

organizations,

This person iz not in one of iy organizations.

Selecting that the Person is in ELAR
Select the link This person is in ELAR.

Select the link This Current Member?

person is in ELAR.

Thiz person iz in ELAR

Thizs person iz not in ELAR and does not need a
Mazsachusetts Educator's License ta hold their
position in this arganization,

If the person you are adding to your
organization must be licensed but is not vet in
the ELAR syster, please ask this person to
create a profile in ELAR, Once they are in ELAR,
you can add them to vour arganization where
they will be able to use the zame user narme that
they use for ELAR.,

A page is displayed for you to search for the person in ELAR.
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Verifying that the Person is in ELAR

To add an ELAR member to your organization, you must know the social security number and name of the person
as itis spelled in ELAR. A person with the District Superintendent Inquiry security role can select Administrative
Inquiry from the ELAR Welcome page and enter the social security number to see how the name is spelled in

ELAR.

To verify that person is in ELAR:
1. Enter the Last Name.

2. Enter the First Name.

3. Enter the SSN.

4. Select the search button.

<
*Last Mame: I
> *First Mame: I
SN | I ]

Providing Contact Information for a New Member

If the name and social security number are found in ELAR, a page is displayed for you to provide contact
information for this person in your organization. After you select the add button, the person is added to the
organization. If the name and social security number are not found in ELAR, you receive a message that the person

was not found.

To complete adding a member:

1. Enter the contact
information.

2. Select the add button.

Contact information marked

by an asterisk is required.

o

Organization: Townsboro
Assign role: Directory Adrninistrator
User Mame: [ronick

Mame: Lezlie Raonick
>

*Email: I

*Confirm
Email:

*Phone: I i I i I

Fax:l _I _I
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Adding a New (non-ELAR) Member

If the person you want to add is not in one of your organizations and is not in ELAR, you can create a new person in
Directory Administration to add the member.

To assign a function or security role to a member not in ELAR:

From the Assign Function Or Assign Security Role page, select the Add a person link.

From the Add Member? page, select the This person is not in one of my organizations link.
From the next Add Member? page, select the This person is not in ELAR ... link.

From the Add Member page, enter the person’s name and contact information.

Select the add button.

abrwdE

The person is now a member of the organization and has the function or security role that you wanted to assign.

Selecting the Current Member Link

To add a member who is not in your other organizations or in ELAR, select the link This person is not in one of
my organizations.

ot

Current Member?

Select the link This
person is in not one of
my organizations.

Thiz person iz in one of my organizations.

I arm not sure if thiz parzon iz in one of my
organizations,

Thiz person iz not in one of my organizations.

Selecting that the Person is not in ELAR

Because the person is not in ELAR, select the link This person is not in ELAR ... If the person is not in ELAR but
should be in ELAR, the person should create a profile in ELAR. Then you can add this person as a member of
ELAR.

ot

Current Member?

Select the link This
person is not in ELAR ... Thiz person iz in ELAR

This person is not in ELAR and does not need a
Maszachusetts Educator's License to hold their
position in this arganization.

If the person you are adding to yvour
organization must be licensed but is not vet in
the ELAR swstern, please ask this perzan to
create a profile in ELAR, Once they are in ELAR,
yvou can add them to vour organization where
they will be able to use the zame user name that
they use far ELAR,
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Providing Contact Information for a New Member

When you select that the new member is not in one of your organizations or in ELAR, a page is displayed for you to
provide contact information for this person. Unlike the other methods of adding a person to the organization, this
person does not yet exist in Directory Administration. So, you must also enter the person's name.

After you select the add button, the person is added to the organization. A new user name is created. You will have
to set a temporary password and let the person know the new user name and temporary password. See "Setting a

Temporary Password" on page 29.

To complete adding a
member:
1. Enter the name and
contact information.
2. Select the add button.
Contact information
marked by an asterisk is
required.

Organizaton
Aszign role

> Prefix:

* First Name:

Middle Hame:
* Last Name:
* Email:

* Confirm Email:

o

: Townzboro

: Diractary Adrministrator

* Phone:
Fax: _ I _ I
B
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Updating a Member

Profile

In addition to assigning functions and security roles for members, the Directory Administrator can update a
member's contact information, set a temporary password for a member, or remove a member from the organization.

Displaying the Member List

Each member has a Member Profile page (the Edit Member page), where the Directory Administrator can update
the member's contact information, set a temporary password for a member, or remove a member from the
organization. You can navigate to a Member Profile page by selecting the member's name on the Assign Function
or Assign Security Role pages. You can also display a list of members by selecting the Members link or All
Members link in the navigation panel.

Selecting the Members Link in the Navigation Panel
You can display a list of the members in the organization you have already selected. Select the Members link in the

navigation panel.

To display a list of the
members in an organization,
select the Members link in the
navigation panel after
selecting the organization from
the organization list.

IR

ECTORY ADMINISTRATION

Al

Introducton

Organizatons

I

Reports

@ Townsboro

Head of COrganization
Functions

Security Raoles
Cescription

Contact Information

Members
| Members

Selecting the All Members Link in the Navigation Panel

If you have not yet selected an organization or if you do not recall what organization a member is in, you can display
a list of all the members in all of your organizations. Select the All Members link in the navigation panel.

To display a list of all the
members in all of your
organizations, select the All
Members link in the
navigation panel, either with
or without an organization
selected.

\
T

DIRECTORY ADMINISTRATION

Introduction
Organizations
All Members
Reports

R

DIRECTORY ADMIMISTRATION

Introduction
Organizations
@ Townsboro

Head of Crganization
Functions
Security Raoles
Creszcription
Contact Information

Mermbers
B all Members

Reports

There are some differences between what you can do when you select a member from the All Members list and
when you select a member from the Members list of an organization. The following sections explain these

differences.
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Displaying the Edit Member Page

Selecting from the Member List

When you display the Members list of an organization, only the members of the selected organization are listed. To
display the Edit Member page, select the member's name. Selecting a member's name from the Assign Function or
Assign Security Role page is the same as selecting a name from the Members list.

ot
To_dlsplay the Last Mame: I First Mame: I
Edit Member
page, select the User Name: |

member's

name. Barth, Peter pbarth
Hand, Pat phand
Stevens, Marty rmstevens3
Sullivan, Chris csullivans

Selecting from the All Members List

When you display the All Members list, the members of all your organizations are listed. If a member belongs to
more than one of your organizations, each organization is listed. To display the Edit Member page, select the
member's name.

o

Last Name:l First Mame: I
User Mame: I

To display the

Edit Member Last, First M. Organization(s) UserHame

page, select the Barry, Dana B Townsboro High , Townzboro dbarry

member's Middle

name. Barth, Peter Townsbora dbetschart
Hand, Pat Townsboro , Townsbaro High phand
Hawkins, Rabin Townzbaro Elermentary thawkinsz
Reed, Lee T Townsbora Middle Itreed
Stevens, Marty Townsbora mstevens3
Sullivan, Chris Townsbora csullivans
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Editing a Member's Contact Information

When you select a name from the Members list or the All Members list, the Edit Member page is displayed. The
contact information includes email address, phone number, and fax number. Mailing address for a member is
defaulted to the address of the organization.

The Edit Member page includes information about the functions and security roles the member has in the
organization. The Edit Member page also lists all other organizations the member belongs to, including
organizations where you are not Directory Administrator.

If a member is also a member of ELAR (Education Licensure and Recruitment), which means the person has a
Massachusetts Educator's license, has applied for a license or has created an ELAR account, you cannot edit the
person's name. If the member does not belong to ELAR, a set of First, Middle, and Last Name fields are available
for you to edit. You cannot change a member's user name.

To update a member's contact information:
1. Edit the information you want to change.
2. Select the save button beneath the contact information.

Contact information marked by an asterisk is required. You cannot save any information unless all the required
information is complete.

Using the Organization Member Edit Member Page to Update Contact Information

o
Pat Hand in Townsboro

To update contact User Mame: phand Set Temporary Password:
information: e Maw Paszword: I—
1. Editthe +Ernails

information you ) IF'I-"E"'-“:'@t":"""'-'gl:'‘:'r‘:"X'?Iz Confirm Password! I—

want to change. *Confirm Email: Iphand@tnwnsbnrn.xyz
2. Select the save N ) | save |

button (beneath Phone: [751 [s55 5330 4

the contact F

it tion) ax: 751 [s55 J111o
information). \
Contact information m

_marked_ by an asterisk Femowe phand frorm Townsbaro
is required.

Assigned funchon(s):

Profeszsional Developrment Director

Assigned security role(s): Edit...

Directary Adrinistratar, District Superintendent Inguiry (EQELIS), Educator Quality
Request Licensure Waiver [EQRLW), MECC Job Poster (EQMECC])

Pat Hand i5s also a member of:
Educator Licensure and Recruitment
250 Main St., Malden, M2, 02142

Townsboro High
45 School S, Townsboro, MA, 00002 |
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Using the All Members Edit Member Page to Update Contact Information

ot

Pat Hand inITDwnsI:-nr-:u ;l

To Update contact Set Temporary Password:
User HName: phand

information: : |_
ormatio Name: Bat Hand Mew Password

1. Editthe

information you “Email: Iphand@tuwngbnm.xgz Confirm Password: I
want to change. *Confirm Email:
*lphand@townzbaro, xyz
2. Select the save . ! |_save |
button (beneath Phone: [751 555 [s330 4

the contact E

: X axif7a1 [s55 1110
information). \
Contact information m

marked by an asterisk
is required.

Remowe from Organization(s]

Aszigned functon(s):
Praofezsional Development Director

Assigned security role(s):

Directaory Adrinistratar, District Superintendent Inguiry (EQELIS), Educator Quality
Request Licensure Waiver ([EQRLW), MECC Job Paoster (EQMECC]

Pat Hand i5s also a member of:
Educator Licensure and Recruitment
250 Main St., Malden, Ma, 02148

Townsboro High
42 School S, Townshora, MA, 00002 |

The All Members Edit Member page includes a dropdown list at the top of the page that lists all of your
organizations that the member belongs to. When the Edit Member page is first displayed, the information on the
page is for the organization currently visible in the dropdown list. To edit information for a member for a different
organization, select the organization from the dropdown list.

To edit information for a member for an o
organization, select the organization from
the dropdown list. Pat Hand in | Townsbor -
o rio
User N 1
serher

Setting a Temporary Password

A Directory Administrator can enter a temporary password for a new member or a member who has forgotten their
password. Setting a temporary password is the same in the Edit Member page for a selected organization and for All
Members. See the screen shot of the Edit Member page above to see the Set Temporary Password fields.

To set a temporary password:

1. Enter a password in the New Password text box. The password must contain at least six characters. A
password is case sensitive (A is not the same as a).

2. Enter the same password in the Confirm Password text box.

3. Select the save button beneath the password fields.
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Removing a Member

From the Edit Member page for a selected organization, you can remove the member from the selected
organization. From the All Members Edit Member page, you can remove the member from any of your

organizations.

If a member has a function, you may not be able to remove the member until you assign the function to another

member.

Using the Organization Member Edit Member Page to Remove a Member

To remove a person from the selected organization, select the Remove [username] from organization link on
the Edit Member page. A confirmation box pops up for you to confirm that you want to remove the person.

Using the All Members Edit Member Page to Remove a Member

To remove a member from one or more organizations:

Select the remove button.
Select ok in the confirmation pop up box.
Select the done button.

SR A

Select the Remove from Organization(s) link on the Edit Member page.
Select the check box of the organization where you want to remove the person.

If you remove the person from all organizations, the All Members list is displayed. If the person is still a member of

one of your organizations, the Edit Member page is displayed after you select the done button.

] o
Select the
check box Name: Hand, Pat Name: Hand, Pat
next to the User Mame: phand User Mame: phand
organization
name.
Remove from: Remove from:
I Townshoro I Townshoro
™ Townsboro High ¥ Townsboro High
Seloc e
remove
button
o
Mame: Hand, Pat
User Name: phand
Microsoft Internet Explorer x|
You are about to remove this user from the selecked organizations. | Remove from:
Click QK ko continue.
" Townshoro
(] 4 I Cancel |
Select OK to Select the
confirm. done button
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Assigning Security Roles through the Edit Member Page

From the Edit Member page for a selected organization, you can assign or remove security roles to the member for
the selected organization. You cannot assign or remove security roles through the All Members Edit Member page.

To assign or remove one or more security roles:

1. Select the Edit... link on the Edit Member page.

2. Select the unchecked check box of the security role you want to assign or the checked check box of the security
role you want to remove.

3. Select the save button.

Mame: Hand, Pat

User HName: phand

Change Security Roles:

Select the check box next to Academic Support Applications (AS5P])

the security role you want to Accountability (District Level)

assign or remove.

Directory Administrator

District and School Staff Report

U B B B

District Superintendent Inquiry (EQELIS)

Mame: Hand, Pat
User Name: phand

Change Security Roles:

Academic Support Applications (AS5P)
Accountability (District Level)
Directory Administrator

District and School Staff Report
Select the

XA

District Superintendent Inquiry (EQELIS)

S eave | concel B

save button
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Paging through a List

Some pages that display lists do not display the entire list on a single page. At the bottom of the page, a set of
numbers represent the number of pages for the list. Next to the list is a total of how many items there are in the list
and which items are on the current page. Select a page number to display that page of the list. Select == to display
the next page or << to display the previous page.

Select a page humber to

display a different >

sectinn of the list

1234 >=> Raoles 1 to 10 of 232

Searching for a Member

On a page that displays a member list, the page also includes a search bar. If the member you are looking for is not
displayed in the current page of the list, you can use the search bar to look for the member. Searches are not case-
sensitive. You can enter all lower case letters and the search will find capitalized names.

Last Mame: I First Mame: I
User Mame: I

To search by Last Name:
1. Enter the person's last name in the Last Name text box.
2. Click the search button after the First Name field.

To search by First Name:
1. Enter the person's first name in the First Name text box.
2. Click the search button after the First Name field.

To search by Last Name and First Name:

1. Enter the person's last name in the Last Name text box.
2. Enter the person's first name in the First Name text box.
3. Click the search button after the First Name field.

To search by User Name:
1. Enter the person's user name in the User Name text box.
2. Click the search button after the user Name field.

Using wildcards:
Wildcards are special substitute characters. There are two wildcard characters: _ (underscore) and % (percent). You
can use wildcard characters in any of the fields.

The wildcard _ replaces any single character. A search in the Last Name field for Hans_n will match persons with
the name Hanson or Hansen.

The wildcard % replaces any number of characters. A search in the First Name field for E%d will search for a
person whose first name starts with E and ends with d (Ed, Edmond, Elrod, but not Edgar, Edith, Edna).
A search in the Search First Name field for E% will search for everyone whose first name starts with E.

Using wildcards can help you if you are not sure of spelling (e.g., Hanson, Hansen), but wildcard searches can also
return too many matches.

After you have entered the information, a Search Results page displays the results of your search. If your search is
successful, the person's name will appear with other names that match the text you entered. If your search finds too
many matches, you will be asked to try again. Be more specific in your search.
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Reports

Directory Administration includes a section containing reports of the information in Directory Administration.
Reports may be available in HTML format or CSV format.

HTML format means that the report will be displayed as a web page in a web browser. Select the HTML link to
display the report in a web browser.

CSV means that the report will be displayed in a format that can be saved to a file (the file will have the file
extension .csv), which can be imported into a spreadsheet program, such as Excel.

The way you save a page in a web browser depends on the browser you are using. In some browsers, and depending
on your system settings, the page may open directly in Excel when you select the CSV link.

To view the DIRECTORY ADMINISTRATION
Reports list, select S p— Directory Administration
RePO”_S In the Organizations Reports
navigation panel. 2, All Members

Reports The following reports are currently available,

Select the format of All I‘IEM‘J.EH Report[ HTML | CEW ]
the report.
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