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/Tools/Manage Users

/Tools/My Account

If the user does not have access to manager user accounts, instead they will see ‘My Account’. They will
only be able to manage their own account. Having access to manage users is an important responsibility
that is why that only users who have CASEMIS Clerk and District Admin 1 access can manipulate other
user accounts. The User Account section has 6 tabs: User Account; Personnel Data; Students;
District/Schools; User Audit and Edit Preferences

“Choose User” button: to modify an account you must first locate the user account. Enter a few letters
of the user name (first or last, whatever is most unique). Use the filters to the right to locate groups of
users with common districts/schools or common user access levels.

f_. Choose User

“Create User” button: is used to create a new user. SIRAS will not allow duplicate users. If trying to
create a new users and you get an error message indicating that a user with the same name already
exists you will need to contact the SELPA CASEMIS Clerk who can Reactivate the user or Transfer or Add
the user to your district/school.

\-LJ: Hew User

User Account tab

Manage Users: My User Account &) & Choose user  + Create New User

User Account Personnel Data Student Assi Site Assi User Audit Edit Preferences

Username  bugs.bunny

First Name 5,55
Lasl Name |z,

Work Email 5

\Work Phone 522

Secondary Phone

User Access Roles CALPADS Access, District CASEMIS Clerk
Add v

Rem ole... ¥
SELPA Santa Barbara County SELPA - 4200

Edit Account Details: bugs.bunny

Update User Account  (Must click here to commit changes) m

Support Contact

Click the “Edit Account Detail: (your username)” located at the bottom to open account fields.

Update User Account |r_|'u1ust click here to commit changes) Reset Password | Deactivate User |

“Update User” button: updates changes made to the user account.
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“Reset Password” button: removes the existing password and replaces it with the default password.

Look for message notification of what Default password is for your SELPA at top of page if you need to
reset a user’s password. This will be the same as the password staff will use when they login to their
account for the first time

NOTE: As long as staff have a valid work email address in their SIRAS account, they can self reset their
own passwords as needed by clicking the ‘Email password reset’ button seen when a wrong password
is entered.

Username is the name that you would log in with. It must be lowercase and unique to any other user
without spaces. The user name does not show up on any of the forms. If you try to create an account
and SIRAS says the username already exists, email support@sirassystems.com immediately for

assistance in moving the account to your district.
Password must be at least 8 characters and must be entered twice to confirm.

First/Last Name is the name that will be on the forms. It does not necessarily have to be unique like the
username. User should fill in the phone and email address as this will be distributed as an auto enter to
the forms.

User Access: This is where the user is assigned their level of access to SIRAS. The default is “General
User”.

Access Levels: for details refer to ‘Siras Access Rights and Levels Chart’

e “SELPA Level Access” has access to all the records within the SELPA.

e “District Level Access” has access to all the records within the district(s).

e “School or Charter School Level Access” has access to all the records within the school(s).

e “Read Only” limits users to only be able to view records.

1. CASEMIS Clerk — this is the highest level of access and should only be given to users who actually
need this level of access. They would be responsible for managing user accounts, manage
transfers, resetting passwords, creating new accounts, assigning students, assigning schools,
unlock MIS Summary page, reactivate meetings, etc.

2. District Admin 1- has the same access as a CASEMIS clerk but they are not able to create new

users. This assess should be given to directors and trusted program specialists.
3. District Admin 2 — has the ability to add/remove school and providers to student records. No

access to manage users.

4. School Admin 1- request and submit school transfers and add/remove school and providers to
student records.

5. School Admin 2- add/remove school and providers to student records.

6. Translator — only has access to records that have the ‘Translation Required’ checkbox checked
for a meeting and the ‘Complete’ checkbox not checked.
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COMBINED ROLES: TYPICALLY DO NOT MIX DISTRICT AND SCHOOL USER ACCESS ROLES.

User Access Roles Dﬁmin 1, CALPADS Access, District CASEMIS Clerk, Sch%d Cnly
d acless role. .. v

Remaove access FI:I|'_E'... v

Personnel Data tab

This tab allows the user or an admin user who has access to the Manage Users to assign the
user/teacher various information such as Personnel Type (certified vs. certificated), highest level of
education, certification(s), DOB, home address, etc.

~

Manage Users: My User Account () o Choose User &3 Newuser

User Account Personnel Data Students Districts/Schools User Audit Edit Preferences

NP Provider 2

State Provider D |
PersonneiType  [Other || Sras Systems staff
Temporary Postion? [~

Highest Education [MA [

Certifications | ['e oiect certfication o agd... [=] Date Certified | Percent of full time

A

Resource Specialist (K-22) [6r2er99s 00 % 4

Birthdate |51'2‘J'|965

Gender o M F

Ethnicity | ot Hispanic - 501 [

Race [Whie - 700

J

4

Street Address |486 Greenleaf Ct

CtysStete 2P [Goars v |fea [sam7 |
[work [+] |(805)885-4857
[Fax [=] [e0s)ses-a743

Delete

Edit Preferences tab

You can change the skins and submitted record / completed form icon for the selected account.
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User Account Personnel Data Students Districts/Schot

Skin (Special Ed.) 7
afterdark
afternoon
afterwork

aristo

black-tie

blitzer

bootstrap
casablanca

Cruze

cuperting
dark-hive

delta

dot-luv

egaplant W

Ul animations |allow ..

lcon for completed Check Smil Ha Cat
formsivalidations ® Q o Gty

Choose student: default
10 20 50 100 200
number of records per D O D o @

page
Update Preferences
Student Assignments tab
Assign Students to a Provider: More than one at a time (Batch).
User Account Perzonnel Data Student i Site User Audit Edit Preferences
bugs.bunny
Student = Student 1D R ing LEA / District A i School Attending + Role + Action
o records found.
0 records
2 Show | All Students ¥ | Selectall Clear Selection
Add Student  Rolg Please select one... | .
Remove Reassign
Support Contact

1. FIRST select the role of the provider
2. Inthe ‘Choose Student’ list, click the checkbox located to the far right of the students you want
to add to the selected user account. (hint, use the Search to obtain a found set.)

Choowe Student
cunsemn | @ s JUp——
Flerby  Stalus Acive =] CASEMIS AN |w EPEWALAI 00 [
1 HEiE - District Atlending @ Birthdats & LastbMasdifisd 8 Es Wa 5§ IEP & [EVAL & [ Wasling & J
& —— :’f,;",:f“ P " /1115 442PM
== —— Satings Unica righ I 415 4113514
D e— e R | 51115 3 4P E

3. When completed selecting the students, scroll all the way up to the top of the list. Click the >
button located at the very top of the checkboxes and select “Find Only Marked”
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Il'iné:l.cn-ly mark q
Omit marked

Save marked as query
Mark all in list

Clear all marks

IB‘[I""‘

4. This will create a found set of all the selected records. At~ Search “"‘“‘““‘9““3“3 TR Y A

the top right hand corner will be a button after the “Find

Batch assignment - 3 students

Only Marked” T O eeevallar ]
5. Then go back to the user account and select the “Batch Fedrating lum T Daie 0k i e E"Hz;:‘:;‘t‘ 4
assignment - # students” button. IR o
279367 43012019 |

276696 1022018 W

-

&l

K [

%

Site Assignments tab

There are two columns, one column lists the district and schools in a sub folder. As a District Admin,
when you create new records your District will automatically be assigned to any users you create. This
assignment does NOT provide access to all students at a District unless the user has already been given a
District Role. General users do not need Schools assigned, if one is assigned it does not give access to
students. General users with no District or School role under the ‘User Account’ tab will only see
student records that are assigned to them under the ‘Students’ tab. If a user has a District Role assigned,
then they will have access to all district(s) assigned, one at a time. If a user has a School role assigned,
they would see all students at any of the school(s) they were assigned. One school at a time. You can
make a district/school the default. That means when the staff person logs in, that will be the
district/school readily available to that user. To toggle between the other district/schools the user
should click on the school house in the upper right corner and select the district/school to access.

User Account ] Personnel Data l Edit Preferences ] Students l DistrictsiSchools I User Audit -

Azeigned districts and schools will determine where the users name appears in Provider lists, as well as enabling a:

Public [+ Kern County SELPA - 1501 |_| Assign Selected Provider |

Name Type Kern Cotnty SELPA - 1504

Arvin Union Elementary School District - 1553313 ‘

i Beardsley Elementary School District - 1563339
Belridge Elementary School District - 1583347
Support  Cor oo Elementary School District - 1563354 r ‘

Buttonwillow Union Elementary School District - 15583370
C.allent& Llnu:rn Elernentar'_.r Su:huul DI.StrID‘t 1563388

First select the district.
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User Account Personnel Data Student Assignments Site Assignments User Audit Edit Preferences

bugs.bunny
Santa Barbara County SELPA - 4200
Assigned districts and schools will:
= Enable district and school level access if you have administrator privileges

» Determine where usemames appear in searches, fists, exports, and forms
= Set default view on login

| santa Barbara Unified - 4276786 v| Assign Selected I

Santa Barbara Unified - 4276786 a " =

5320008 - Orfalea Unknown Code - 5829008 s Bic ot Schoohiide rovider Role

Adames Elementary - 6045813 ra County Set %

Alta Vista Alternative High - 0120402 Default

Alta Vista Alternative High - 0120402 " Set

Alta Vista |r. High School - 0123585 ra Unified Default hd x
| COTTAGE - Unknown Name - COTTAGE
Lcl El tary - G045827

0 arger Acaae + 0140

s.ll‘-u

S 751 s |

Then the School if school level admin user.

:| Assign Selected

Then click Assign Selected.

If you need to assign another school, select the District again.

Wait a second for the menu to update and choose the other school by repeating the process

User Audit tab

This logs the selected user’s history of their activity when in SIRAS. It will log what they have done and
when they have done it. These logs are subject to the most important fields.

Misc.

Note 1: If new schools need to be added, contact Siras Systems and make this request. We will need
the CDS code for the school, the address, phone and fax.
Please use this website to gather information for requests:
https://www.cde.ca.gov/schooldirectory/

Note 2: All NPS Schools additions or NPS Staff will require approval of SELPA
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Note 3: New user ‘Roles’ can be developed by Siras Systems containing with chosen rights. Refer to the
‘Siras Access Rights and Levels Chart’ for a list of rights.

Note 4: Do not combine roles in general. Do not give users multiple District Roles. Do not give users
multiple School Roles.

Note 5: Do not delete the District reference for any user. It is how District staff are able to have
permission to edit their accounts. It will not give a General User or a School Admin user access
to more students than they need to see.

Staff who leave your district.

Make sure to click on Student Assignments. Reassign or remove all student associations. Click on
Show Inactive, and remove all inactive students. Then click back on the User Account Tab,
Click Edit Account Details and add the role of ‘Block Access’ and Update the account.
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