
    
   

 

 

System Access 
OTIS 
EDUID 
Admin Tool 
IDCI – Program Contacts 
Roger Evans 
Regional ISEE Technology Coordinator – Regions IV-VI 

Supporting Schools and Students to Achieve 
SHERRI YBARRA, ED.S., SUPERINTENDENT OF PUBLIC INSTRUCTION 



 

 
 

   

ISEE Overview 

• ISEE Overview 
• System Access – the Portal 
• OTIS – finding help 
• EDUID – Person Identifier 
• Admin Tool – Provision Permissions 
• IDCI – Communication 
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Presenter
Presentation Notes
Agenda for this presentation




  

  
 

  

ISEE Overview 

Regional Technology Coordinators 
Amy Sigler 

ISEE Regional Technology Coordinator 
Regions I – III 
asigler@sde.idaho.gov 
(208) 332-6981 

Roger Evans 
ISEE Regional Technology Coordinator 
Regions IV – VI 
revans@sde.idaho.gov 
(208) 332-6982 
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ISEE Overview 

ISEE PORTAL 

OTIS 
Attendance/Enrollment Reports 

ACCESS Appeals Staffing Reports Graduation Rate Appeals 
IDCI (Idaho District Contact Information) OSBE Data Upload 

Report Card Annual Performance EDUID 
Admin Tool SRM Test/Production 

Certification Lookup Idaho Reading Initiative Consolidated Federal and State 
Grant Application 2019-20 Intro to ISEE - SRM| 4 

Presenter
Presentation Notes
In the SDE ISEE Portal are the various applications that administer and report the programs and funding from SDE.



 

 

 

ISEE Overview 

Student Demographics Master Course List CSV Calendar Staff Demographics 
Staff Assignments 

Attendance 
Student Course Enrollments Files 

Gifted & Talented Special Education Disciplinary Actions 2019-20 Intro to ISEE - SRM| 5 

Presenter
Presentation Notes
An integral part of ISEE is the data from the district to the SDE via the 10 CSV upload files.



ISEE Overview 
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Presenter
Presentation Notes
The upload schedule
Red = December 6th deadline for corrections of the November data for the first Foundation Payment
Blue = Final upload of the year.




    

ISEE Overview 

Certification 
Staff Funding 

Federal Programs 
Professional Standards 

Migrant Education 
Student Engagement 

Advanced Opportunities Transportation 

Assessment 
Attendance Funding 2019-20 Intro to ISEE - SRM| 7 

CORE 

Child Count 
Child Nutrition 

Special Education 

Presenter
Presentation Notes
From our Core database, we distribute the data to the various programs that we administer. 



  
 

 
 

  

    

 

ISEE Overview 

Help is available!! 
• Items and Option Sets File 
• Staff Data Guidance Manual 
• Attendance/Enrollment Manual 
• Assignment Credential Manual 
• Assignment Reporting Guidance 
• SDE Regional ISEE Technology Coordinators 
Links accurate 9/26/2019 
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http://sde.idaho.gov/tech-services/isee/files/data-collection/2019-2020-required/2019-2020-ID-Unit-Record-Collection-Items-and-Option-Sets.xlsx
http://sde.idaho.gov/finance/shared/2019-2020/2019-2020-ISEE-Staff-Data-Guidance-Manual.pdf
http://sde.idaho.gov/finance/shared/2019-2020/2019-2020-SDE-Attendance-and-Enrollment-Manual.pdf
http://sde.idaho.gov/cert-psc/shared/manuals/2019-2020-SDE-Assignment-Credential-Manual.xlsx
http://www.sde.idaho.gov/cert-psc/shared/manuals/2019-2020-SDE-Assignment-Reporting-Guidance.pdf
http://sde.idaho.gov/tech-services/staff.html#isee


 
 

   

System Access – the Portal 
System Administration Application 
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ISEE Overview 

ISEE PORTAL 

• Superintendent 
• Delegate for the Superintendent 
• Technology Director 
• District Manages Access 
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Presenter
Presentation Notes
Access is automatically given to the Superintendent and the Delegate for the Superintendent, and the Technology Director.  Via the Admin Tool, the district can manage the access to most of the applications on the Portal.



 

    

System Access – the Portal 
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Presenter
Presentation Notes
You access the portal by going to the SDE website and then the ISEE page of the SDE Website.  There is a link at the top for the Portal.



 

    

  
 

 
  

System Access – the Portal 

• Register as a new user 
• Fill out the registration form 
• Receive email from SDE to that email 
• Click on the link to activate the user 
• Log in as that user!! 

• EDUID needs to exist for you 
• Link the EDUID to the username (email) 

Intro to Attendance & Enrollment | 12 

Presenter
Presentation Notes
At the login page, there is a registration link that allows new users to create accounts.  An account must be created and associated to an individual (EDUID) to provide access to applications.



 

    

System Access – the Portal 

Admin Tool 
EDUID 

IDCI 
OTIS 
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Presenter
Presentation Notes
Here is the view of the Portal.  We are going to talk about these applications.  



 

   

Admin Tool 
System Administration Application 
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Administration Tool 

The Administration Tool (Admin Tool) is 
the security application that allows the 
SDE and local districts to manage access 
to SDE supported web applications and 
reports. 

Allows the district to “self manage” user 
access to portal applications. 
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Presenter
Presentation Notes
The Administration Tool (Admin Tool) is the security application that allows the SDE and local districts to manage access to SDE supported web applications and reports.



   
  

   

 

   

Administration Tool 

Every District/Charter should have at least one 
designated Admin Tool Person. 

Districts should manage their own users 

Remove access when staff leave/change 
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Presenter
Presentation Notes
May have more than one designated person.
 SDE may assist with role provisioning



  

 

 

   

 
 

   

Administration Tool 

Who in the district has access to the Admin Tool? 

Superintendent 
Provisioned only by SDE with signed user authorization form 

Superintendent’s Delegate 
Provisioned only by SDE with signed user authorization form 

Technology Director 
Provisioned by District Superintendent, Delegate, Technology Director or Admin
Tool User 

Admin Tool User 
Provisioned only by SDE with signed user authorization form 
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Presenter
Presentation Notes
Admin Tool Access is provisioned through four roles;
Superintendent (inherited) Assigned by State Support
Delegate to Superintendent (inherited) Assigned by State Support
Technology Director (inherited) Assigned by District
Admin Tool (direct) Assigned by State Support




  

  

   

 

  
   

Administration Tool 

What should happen before provisioning a role? 

Register 
Users must first register their username (email address) 

Log In 
Users must log in to ISEE Portal page to store their login username 

EDUID 
User must have an EDUID 

Username Mapped 
Admin Tool user should first map persons username to persons EDUID 
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Presenter
Presentation Notes
Only non-ADFS districts need to register. ADFS districts will skip this registration process.






   

  

Administration Tool 

USER 
revans@sde.Idaho.gov 

EDUID 
123456789 – Roger Evans – 8/11/69 
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Presenter
Presentation Notes
To visually see the steps, 
User is created
User is associated to the EDUID
User is granted access to the applications

mailto:revans@sde.Idaho.gov


   

Administration Tool 
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Presenter
Presentation Notes
Information
Lookup all roles assigned to a specific username
Person Assignment
Map usernames to EDUID record
User Roles
Add/Remove Users to/from specific roles



   

Administration Tool 
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Presenter
Presentation Notes
Extra layer of security
Required by certain applications
Displays name in Admin Tool User Roles
Aides in support of who belongs to a username.



   

Administration Tool 
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Presenter
Presentation Notes
To Add: Click the + and start typing the registered username (email address or adfs login)
- Do NOT type out the persons name – this will not work.

To Remove: Click the X to remove the user from the role.

If you see a username, instead of a persons name, this means they username has not been mapped to their EDUID record yet.






   

Administration Tool 
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Presenter
Presentation Notes
Information
Lookup all roles assigned to a specific username
Delete individual roles or all roles (assigned by Admin Tool user)
View role description



  

   

OTIS 
Online Tool for IT Support 
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OTIS 

•Accessed through SDE Applications Portal 
•Report technical issues 
•Communicate PII securely 
•Users are provisioned in Admin Tool by district 

2019-20 Intro to ISEE Systems | 25 



   

OTIS 

No PII! 

Priority 
• 5 – Standard 
• 4 – Normal 
• 3 – Important 
• 2 – High 
• 1 – Urgent 

Ticket Type 
Queue 
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Presenter
Presentation Notes
Priority options
5 – Allow for 5 or more days
4 – Allow 3-5 days
3 – Allow 2 days
4 – By tomorrow
5 – Immediate




 

   

EDUID 
Education Unique Identifier 

2019-20 Intro to ISEE Systems | 27 



  
   

   

EDUID 

Education Unique Identifier 

EDUID’s are foundational to the Idaho System for 
Educational Excellence (ISEE), Idaho's K-12 
Statewide Longitudinal Data System. 

2019-20 Intro to ISEE Systems | 28 



   

EDUID 

EDUID Application 

•Lookup 
•Verification 
•Assignment 

123456789 
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EDUID 
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Presenter
Presentation Notes
The [Select District] (Change District) option is not available unless you have been provisioned with EDUID access in multiple districts.
The [LookUp EDUID] option is to find existing or create new EDUIDs.
The [Verify EDUID] option is to validate if an existing EDUID matches existing demographic data.
The [EDUID Request Files] is the new bulk upload process (replaces former Data Upload) 
Note: EduId Template for bulk record processing located on this page.



   

EDUID (cont.) 
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Presenter
Presentation Notes
[Lookup EdUId]
To retrieve EDUIDs for existing public school students and staff, enter all required information; full legal name, date of birth and biological gender and press lookup.

Given Name = First, Middle, Suffix
Family Name – Last Name (that which is shared by all family persons)

Previous Zip Code and School will help but are not required. 
You may type out the name of the school and select from list if number is not known.



   

EDUID (cont.) 
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Presenter
Presentation Notes
If you get an exact match…

EdUId matches your request (highlighted in green)
(ISEE name matches exactly)



   

EDUID (cont.) 
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Presenter
Presentation Notes
If you get a close match… (mismatched dob)

A definitive match could not be found. Ensure the (suggested field) was entered correctly, and if wrong, fix and try again. (highlighted in light blue)



   

EDUID (cont.) 
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Presenter
Presentation Notes
If you get a close match… (mismatched name – misspelled and missing middle)

A definitive match could not be found. Trying again after adding additional data such as a middle name, and correcting any data entry errors may result in a match. (highlighted in light blue)



   

EDUID (cont.) 
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Presenter
Presentation Notes
If you don’t get a close match. (Too much misaligned or just not an existing student record)
No Matches found. (highlighted in yellow)




   

EDUID (cont.) 
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Presenter
Presentation Notes
If you know or think you know the student or staff person is from another Idaho Public School, don’t create a new EDUID.
Contact SDE Support or Regional ISEE Coordinator for assistance in locating the EDUID.

If you don’t have the complete legal information, don’t create a new EDUID.





   

EDUID (cont.) 
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Presenter
Presentation Notes
[Verify EduId]
Enter EDUID, Full Legal Name (Given and Family), date of birth, gender
If data is not verified: “The EDUID could not be verified. The student data was not consistent with ISEE data.” (highlighted in yellow)



   

EDUID (cont.) 
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Presenter
Presentation Notes
[Verify EduId]
Enter EDUID, Full Legal Name (Given and Family), date of birth, gender
If data is verified: 
“EDUID verified. ISEE gender matches, ISEE birthdate matches, ISEE name = Last, First Middle” (highlighted in green)
“EduId verified. (ISEE gender matches, ISEE birthdate = <mm/dd/yyyy>, ISEE name matches exactly)
“EduId verified. (ISEE gender = <gender>, ISEE birthdate matches, ISEE name matches exactly)




   

EDUID (cont.) 
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Presenter
Presentation Notes
[EduId Request Files]
Review Previous Uploads
Note: Blank Header Template located on the Home Tab “EduId Upload File Template”



   

EDUID (cont.) 

2019-20 Intro to ISEE Systems | 40 

Presenter
Presentation Notes
[ ] Create EDUIDs for all records not found. 
Defaulted as unchecked. Be sure before you check this box.
Select location of exported/saved csv file.
File will process immediately after selecting the file.
File Validations will check the headers first (just like SRM)
File will not process if headers are incorrect. Fix and reupload.




   

EDUID (cont.) 
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Presenter
Presentation Notes
Data checking validations will process second and will alert for possible gender and name mismatches. 
Fix these if they are incorrect. 
If you leave these and have the Create EDUIDs box checked, you will create new EDUIDs for all mismatched records.





   

EDUID (cont.) 
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Presenter
Presentation Notes
View Existing Uploads; Errors/Warnings
Run Match Results/Delete File Upload (before completing Matches)
- Delete and Match happen instantly – No Confirmation
Download Results from completed Matches
No EDUIDs will return if the names are flipped or if the dob is off or the gender is not correct.
If Create EDUIDs is selected, once you run Match, these records will generate new EDUIDs




 

   

IDCI 
Idaho District Contact Information 
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IDCI 

IDCI is a District Program Contact Directory. 

IDCI is frequently used for looking up district/charter 
school program personnel for communication. 
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Presenter
Presentation Notes
Program contact directory information displayed in the IDCI application is primarily updated from data reported through the ISEE Program Contacts submission to the State Reporting Manager (SRM). 




  
 

     
   

   

IDCI 

Program contact directory information displayed 
in the IDCI application is primarily updated from 
data reported through the ISEE Program Contacts 
submission to the State Reporting Manager (SRM). 
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IDCI 

• Accessed through ISEE Applications Portal 
• IDCI Tile 

• Users are provisioned by the district (Admin Tool) 
• Superintendent 
• Delegate for Superintendent 
• IT Director 
• Admin Tool User 
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Presenter
Presentation Notes
IDCI User Role



   

IDCI 
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Presenter
Presentation Notes
Mailing Lists
Superintendents
Building Principals
School Counselors

Searchable
Quick Search
Advanced Search
District Search



    

    

    

    
  

   

IDCI 

• Update Program Contacts File in ISEE Upload 

• Program Contacts File can be updated at anytime 

• Changes take effect 1-2 business days after upload 

• Program Contact Roles listed within the “ID Unit
Record Collections Items and Option Sets” File 
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Presenter
Presentation Notes
Update Frequently
   Change of Contact Information
      Email, Number, Name
      New Hires or Title Change
      Resignations 
Remove Inactive Staff
Include All Active Staff



    
      

  
 

Questions? 

Roger Evans 
ISEE Regional Technology Coordinator 
Regions IV – VI 
revans@sde.idaho.gov 
(208) 332-6982 
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Supporting Schools and Students to Achieve 
SHERRI YBARRA, ED.S., SUPERINTENDENT OF PUBLIC INSTRUCTION 

Presenter
Presentation Notes
Questions

mailto:revans@sde.idaho.gov
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