CRDC

Civil Rights Data Collection RESOURCE DOCUMENT

Add Back SEA Permissions

A state department of education (SEA) can volunteer to pre-populate a local educational agency’s (LEA’s)
CRDC survey with data. An LEA can choose to “opt-in” to have this data pre-populated or “opt-out” and
complete the CRDC independently. If the LEA chose to “opt-out” but later wishes to “opt-in,” this document
illustrates how to add a SEA representative back into the CRDC system.

Unsure if a user has an existing account? Enter the user’s email address and click on
“Forgot Your Password?” to see if the user is in the system. If not, a login can be requested by
contacting the CRDC PSC by email or calling (855) 255-6901.

Step 1: Log into the CRDC System

Access the CRDC survey at http://surveys.nces.ed.gov/crdc. Enter the user’s email and password and click the
green Log In button as shown in Figure 1.

Email Password Log In

crdc@sanamelrix.com Email Address sressasnnn Password /

Forgot your password?

Welcome to the CRDC Data Entry Tool What is the Purpose of this Survey?

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
tables you have permission to edit. Tables you do not have permission to edit will (CROC) is to obtain data related te the nation's public school districts and elementary
appear grayed-out and you will not be able to enter or change data. Email your and secondary schools' obligation to provide equal educational opportunity. To fulfill
CRDC coordinator if there is a problem with your permissions this goal, the CRDC collects a variety of information, including student enroliment

and educational programs and services data that are disaggregated by
race/ethnicity, sex, limited English proficiency, and disability. The CROC is a
langstanding and important aspect of ED's Office for Civil Rights overall strateay for

administering and enforcing the civil rights statutes for which it is responsible. This
infarmation is also used by other ED offices as well as policymakers and researchers
outside of ED

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations
implementing Title VI of the Civil Rights Act of 1964, Title IX of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and under the
Depariment of Education Organization Act (20 U.S.C. § 3412). The regulations Where will your Information be Reported?
implementing these provisions can be found at 34 CFR 100.6(b), 34 CFR 106.71;
and 34 CFR 104.61
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Figure 1: Submission system log-in screen.

Step 2: Access the ADMIN page

Next to the silhouette icon with the username is the link to the ADMIN section of the site, shown in Figure 2.
Click on the link to navigate to the ADMIN page.

&~

user.name@gmail.com

Certification Resources Reports Admin

Figure 2: Submission system menu with ADMIN specified.
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Step 3: Select LEA Staff
On the ADMIN home page, click on LEA Staff as shown in Figure 3.

User Management

If you need to add additional CROC online data entry and file upload users, you
must first register their name and email address using the Add New Users
feature. Once a user has been registered. you can manage their user
permissions immediately. You do not have to wait for them to confirm their
registration before assigning permissions.

Register Users

Add New Users

Use Manage User Permissions to designate user permissions 1o registered users
User permissions include the ability to enter and edit data for schools, LEAS and

System Management

The following are tasks that can be accomplished by PSC Staff and
administrators.

Schools and LEAs

Edit LEA Contacts.

Manage Schodls

RESOURCE DOCUMENT

specific data modules.

Manage User Permissions.

LEA inistrator

LEA Staff

LEA Staff

School Staff

Figure 1: Submission system ADMIN home page.

Step 4: Click Add User

On the LEA Staff page, click the green + Add User button to add a new user to the LEA survey, as shown in
Figure 4.

( RD ( Home Certification Resoures Reporis Adrmin i

= Civil Rights Data Collection

Add User

LEA Staff Permissions for School District ABC

This page allows you o manage wser panmissions for the LEA Form and Scheal Form modules: within this LEA. Modules are groups of tables about
the =ame tepic area Fer example, lables about math and seience eourses and elasses are grouped in the Courses & Classes{COUR) module. Each
module has a 4etter module acronym that is used to number tables within modules. For example, the first table in the Courses & Classes module is
labeded COUR-1

Pemissions includs the abdity 1o read. and edil data for schools, LEAs, and specific fom modules. Read Access allows users to only read tables and
data. Write access allows users fo enter and odi data

To manage a user's permizsions click on their name below. To add staff to this LEA click on Add Uiser.

Figure 2: LEA staff permissions page.

Step 5: Enter an SEA Representative’s Email Address

The CRDC submission system will remember previous users. As the SEA representative’s email address is
entered, similar usernames will appear, as shown in Figure 5.

a-
‘abigaipotts @mac com

s Reports Admin

Add user to this group

‘State.representative@education.state.guv |

LEA Staff Permissions fo!

state.education.department@state.gov

department.of.public.instruction @state.ed.gov
s of tables about

[UR) module. Each
Classes module is

This page allows you to manage user permissions|
the same topic area. For example, tables about m;
module has a 4-letter module acronym that is uses
labeled COUR-1.

Permissions include the ability to read. and edit da

hly read tables and
data. Wiite access allows USErs to enter and edit 3t

There are no users who have access fo this LEA Click Add User fo add LEA staff.

Figure 3: LEA Staff Permissions - Add users by typing their email address.
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Do not know who the contact is for a SEA? We can help. Request further information by
contacting the contacting the CRDC PSC by email or calling (855) 255-6901.

Step 6: Click Add User
Click the blue Add User button to add back the SEA representative.

CRDC S

sbigallpotts @mac. com
Civil Rights Data Collection Add user to thIS group

LEA Staff Permissions fo Selected User

Name: State Representative

This page allows you to manage user permissions| Email: siate respresentative@education.state.gov s of tables about B Liser
the same lopic area. For example. tables about m| JUR) modute. Each
module has @ d-letler module acronym that Is use Classes module Is

e (=]
Add User
Permissions include the ability to read. and edit da

data. Write access allows users to enter and edit

hly read tables and

There are no users who have access to this LEA Click Add User to add LEA staff.

Figure 4: LEA Staff Permissions - Select and add user.

Step 7: Set Permissions and Access for an SEA Representative
Access can be added to specific CRDC forms, modules, or specific schools by changing an SEA representative’s
permissions.

Click the Plus Sign “+” to View Options

Clicking the plus sign will expand (or hide) more options to grant user permissions to an SEA.

( RD ( Home Certification Data Quality Resources Reporis Admin

LEA Staff Permissions | Rain County

This page allows you to manage user permissions for the LEA Form and Schoel Form modules within this LEA. Modules are groups of tables about the same topic area. For example
tables about math and science courses and classes are grouped in the Courses & Classes(COUR) module. Each module has a 4-lefter module acronym that is used fo number tables
within modules. For example, the first fable in the Courses & Classes module is Iabeled COUR-1.

Permissions include the ability to read, and edit data for schools, LEAs, and specific form modules. Read Access allows users to only read tables and data. Write access allows users fo
enter and edit data

nage a user's permissions click on their name below. To add staff to this LEA click on Add User

Click the
Plus Sign

+ staterepresentative@education.state.gov Your State Representative Tl Remove User @ Disable access

Back

Figure 5: Access more options for setting permissions.
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Change Access by Form (LEA or School) and by Module
Expanding the options allows a user to grant permissions to an SEA by LEA or school and by topic area
module. Figure 8 shows how to add access to the LEA form by checking all or some topic area modules.

- State.representative@education.state.gov Your State Representative ¥l Remove User @ Disable access
Click on LEA Form or School Form to manage this user's access o the system. Update Permissions
Expand or .
LEA Form Permissions
Hide _ ‘ ! o . - Cli
« Select the permissions you'd Iike to assign this user by clicking on the checkbox next to it Step 2: Cl |Ck
O tl ons « You can specify which modules you want this user to be able to edit by clicking on them in the Write Access section
p « By granting Write access to one or more modules you will automatically give Read access to all modules. U pd ate Permissions
+ Click on the name of modules lo see the tables they contain.
« To save changes you must click on Update Permissions.

LEA Modules Read Access LEA Modules Write Access
< AllLEA Modules Al LEA modules . Step 1: Check modules to
@ Students, Schools, & Programs(SSPR)

# il Righs CoodinatonDesegregaion Pan(CRe0) | add permission for your
# Harassment & Bullying (HIBD)
# Distance Education (DSED) SEA
¥ GED (GEDX)

Figure 6: Setting LEA permissions.

School Form Permissions

Individual permissions can be set for schools in an LEA. Figure 9 shows options for adding permissions by
module.

Click on LEA Form Permissions ar Schoal Ferm Permissions 1o manage this users Jccess 1o the system.

LEA Form Permissions

School Form Permissions

Tip: Check header rows to add
+ Select schooks and moduies io grant this user permission o ine School Formiforsy . . ) A each school are

set 1o No Permissions. You can change the penmissions fo speciic schools to Re  PETMISSIONS by module across IND manage user

permissins) all schools. Example: Check
« Togive INis user access to a module for all schools, cick on the box above (hal ma
o ChcK on the column Bles oF moSube acTonyms. 10 v the Bt of questions within th s
= Tosave changes you must click on Update Permissions. questions for all.

Show Acronyms
/ General Permission

Levels

ATHL to add access to athletic

Tip: Click here Grant “Writs~ Permissions by Modu
to show all

acronymes.

School Mame Read Write Admén DIND MBIN SCHR PSCH ENAL PENR COUR AFIH EXAM STAF SECR HETN ATHL DISC ARRS OFFN HIBS RSTR JUST INE

Big Bang HS
Lkl

Firehouie 8
Elementary ] O 0O O 0|0 |C ] ] : 1 1 o o 3 ]
010D

magine
Middle

School
Ll g FaF
Luciy

Strikes High

. O s e - I — o M O — - — ~ a N 0 0 - 1
01090900777

Figure 7: Setting school form permissions by adding access to modules.
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Figure 10 shows how checking write for Big Bang HS will add access across all school- level data for that
school.

School Form Permissions

+ Select schools and modules to grant this user permission to the School Form for specific schools and modules. The default permissions for each school are
set to No Permissions. You can change the permissions for specific schools to Read Access, Write Access, or Admin (ability to enter data AND manage user
permissions)

+ To give this user access 10 a module for all schools, click on the box above that module.

«+ Click on the column titles or module acronyms to view the list of questions within them.

+ To save changes you must click on Update Permissions.

Show Acronyms

General Permission y .
Grant “Write" Permissions by Module

Levels
0o 0O Tip: Click “write” by theschool |0 O O 0O 0O O O 0O 0O 0O 0O O
School Name Read Write Ad name tO add dCCess. APIB EXAM STAF SECR RETN ATHL DISC ARRS OFFN HIBS RSTR JUST
Y
sl L
019999912300
Firehouse
Elementary o 0o ooo oo 0O OO0 OO0 O 00O OO0 OQC 0O O
019999901010

Figure 8: Setting school form permissions by adding access to schools.

Access can be customized for an SEA representative by checking or unchecking any box on the grid. Figure 11
shows that SEA representative access to upload preschool data was removed from Big Bang HS, and SEA
representative access to upload staff data was removed from Firehouse Elementary.

School Form Permissions

Select schools and modules to grant this user permission to the School Form for specific schools and modules. The default permissions for each school are
set to No Permissions. You can change the permissions for specific schools to Read Access, Write Access, or Admin (ability to enter data AND manage user
permissions).

To give this user access to a module for all schools, click on the box above that module.

Click on the column titles or medule acronyms to view the list of questions within them

To save changes you must click on Update Permissions.

Show Acronyms

ETIL o Add access to specific modules in certain

Levels
sihEr = m e rellhE e schools by checking or unchecking boxes. ==

SchoolName Read Write Admin DIND NBIN SCHR PSCH ENRL BPNR COUR APIB EXAM STAF SE RETN ATHL DISC ARRS OFFN HIBS RSTR JUST INE1

-

Big Bang HS

019999912300 O 0O O
Firehouse

Elementary o 0O O
019999901010

Figure 9: Setting customized access across schools and modules.
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Need more information on setting custom access?
Check out the CRDC Submission System User Guide.

Last Step: Update Permissions

The last step in setting customized access is to update the permissions for an SEA representative by clicking
the Update Permissions button shown in Figure 12.

— State.representative@education.state.gov Your State Representative 1@ Remove User @ Disable access

Click on LEA Form Permissions or School Form Permissions to manage this user's access to the system. Update Permissions

Last Step: Click
Update Permissions

Figure 10: Click update permissions.

Contact the Partner Support Center
(855) 255-6901 | PSC Contact Us
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