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	New Client Admin FAQ



1.Are the user accounts that we see in the training module also in the live version, or do we need to recreate all of them in the live version?
2. Is blocking a user the same as deleting a user. For instance, if someone retires and I no longer want to see them on my list of users, will 'blocking' take care of that?
3. If I have a Psych or an SLP who work more than one site, can their system role be Site Wide and have 2 or more sites assigned to them?
4. Can a username be changed? I didn't see that option when I went to 'edit account details'. If we have someone marry and their last name changes, should the username stay the same?
5. Where should we be doing our user list export from to compare to our Staff lists?.
6. What is the general rule of the access to assign folks?  Do you have a list of general guidelines, like all teachers are general users, psychs are site wide, etc.? Or is that entirely up to us?
7. What if a student in production is no longer at my District? Should I assign any staff to them now for training? 
8. I am seeing other districts assigned to my staff but they don’t work for those districts, what do I do? 
9. We don't need accurate caseloads in live SIRAS do we? Won't SEIS at some point upload to SIRAS our current students?
10. Does the role of provider to students matter for training? For example: SDC Teacher vs. Case Manager.
11. How often will the live SIRAS roll over to the training SIRAS? 
12. If I need to remove a teacher that is no longer here, do I need to assign all of her students to the new teacher before I can Block Access?
13. Our Program Specialists are District Wide users. Will they need students to practice on, or is it just the general users?



[bookmark: First]1.Are the user accounts that we see in the training module also in the live version, or do we need to recreate all of them in the live version?
All user accounts created in training will be migrated to production before going live..
2. Is blocking a user the same as deleting a user. For instance, if someone retires and I no longer want to see them on my list of users, will 'blocking' take care of that?
You can’t delete a user, and no, it simply indicates the user is no longer with your district. If no longer want to see them on your list, you can remove your District from the Site Assignments area.
3. If I have a Psych or an SLP who work more than one site, can their system role be Site Wide and have 2 or more sites assigned to them?
Yes, just don’t remove the District listed, that does not allow them to see all at the district. If a staff person has site admin, but no sites, then they see nothing, other than individually assigned students perhaps.
4. Can a username be changed? I didn't see that option when I went to 'edit account details'. If we have someone marry and their last name changes, should the username stay the same?
Yes absolutely, you just need to request that someone from SIRAS do this. We have protocols to ensure that we don’t accidentally use the wrong person’s account when two people have the same first/last name.
5. Where should we be doing our user list export from to compare to our Staff lists?.
All user accounts go into Training first, to be migrated to production by go live date.
6. What is the general rule of the access to assign folks?
Staff who are dually case manager and dedicated provider can be assigned twice. This helps with keeping accurate caseload counts of specific provider roles. See HERE for more information.
Assigning staff to District Access Levels: 
a) District CASEMIS Clerk: Has the highest level and has full access to all records in the District(s) assigned. 
b) District Admin Level I: Assign to directors and the like. This level does have access to add/edit user accounts. 
c) District Admin Level II: Assign to district level secretarial staff and the like. This level does not have access to add/edit user accounts or add discipline records. 
d) District Wide: This will allow staff to dynamically see all students at the District in the same capacity a General User would but without Staff having to physically assign this staff person to every record as a provider. Ex. Psychologist or Nurse perhaps. 
e) District Read Only: This role gives ‘Read Only’ review access to all the records in the district(s) assigned. Ex. IT staff or Administrators needing to review only. 
Assigning staff to School Access Levels: 
a) School CASEMIS Clerk: Has the highest level and has full access to all records in the School(s) assigned 
b) School Admin Level I: Assign to principals or secretarial staff that need to transfer students to and from other schools/districts. This level does not have access to add/edit user accounts or discipline records. 
c) School Admin Level II: Assign to users like speech & language or psychologists who need access to the entire school and edit themselves in as a provider but would not have a need to transfer students. 
d) School Wide: This will allow staff to dynamically see all students at a School(s) in the same capacity a General User would but without Staff having to physically assign this staff person to every record per Site. Ex. Psychologist or Nurse perhaps. 
e) School Read Only: This role gives ‘Read Only’ review access to all the records in the school(s) assigned. 
7. What if a student in production is no longer at my District? Should I assign any staff to them now for training? 
You would not want to assign any staff to them now as if/when the record is transferred to a new district, any providers assigned will be removed.  If a student transfers to a new school within the same district, the providers will remain assigned.
8. I am seeing other districts assigned to my staff but they don’t work for those districts, what do I do?
You can send SIRAS a list of those staff and we can remove those other District associations for you.
9. We don't need accurate caseloads in live SIRAS do we? Won't SEIS at some point upload to SIRAS our current students?
We can get a list of 25-26 provider assignments, but that still this year. Any new assignments for 26-27 will still need to be done. The ability to use the data from Seis to match usernames in Siras is not always aligned and if we can't exactly match the user by name, we can't apply it. 
10. Does the role of provider to students matter for training? For example: SDC Teacher vs. Case Manager.
No it does not. It provides the same access. The role is more important for tracking caseloads.
11. How often will the live SIRAS roll over to the training SIRAS?
SIRAS can  update the training server as needed prior to any trainings. If your district will be doing a training you must let SIRAS know ahead of time when the trainings will be.
12. If I need to remove a teacher that is no longer here, do I need to assign all of her students to the new teacher before I can Block Access?
No, not at all, you can save the re-assignment until you know who to re-assign to.  If the other district is requesting that persons account, contact support@sirassystems.com and we can assist in saving the assignment in other ways.
13. Our Program Specialists are District Wide users. Will they need students to practice on, or is it just the general users?
If anyone is assigned as District Wide, they can practice on any student in the district as that gives them access to all students in the District. There is no need to also individually assign them for training purposes. Once we are live, then assigning them to specific students with whom they are directly working on IEPs can be done to get them listed as ‘Program Specialist’ on the IEP. Or if you are tracking caseloads of Program Specialists, then having them individually assigned will let you know their exact caseloads.
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