ADE CTE Assessment System
Permission Planning Worksheet for Coordinators

Overview
Each Entity Administrator is created by a Coordinator. Entity Administrators will be assigned to one Permission Level. Each Permission Level will be set up by the Coordinator to establish which permissions are grouped with each Permission Level. 
As a Coordinator, you will first designate what the levels mean to you. The following is a recommendation of how you could use your levels:

1. Level 1 is for you (the Coordinator)

2. Level 2 is for school-level Administrators such as a principal or the individual at the school who does student registration

3. Level 3 is for teachers and assessment proctors,

4. Level 4 is a miscellaneous level to use as needed.

As these are recommendation, know that you can determine your own meaning for the Permission Levels. For instance, you could have Level 3 be for teachers and Level 4 for proctors to separate the two in terms of permission level. Also know that you can arrange things differently for each school, and that if you are not going to have different arrangements for each school, which you do have to fall all the steps of this guide for each school.

Step 1: Setting up the Levels
In the blank fields write in what group of people (Principals, Teachers Proctors, etc…) will be associated with each level. Note that Level 1 will always be you (the Coordinator). Next, indicate with checkmarks which permissions you want to grant to the people who will belong to that level. Permissions are re-usable across the different levels.
Permission Levels
	Level 1 –Coordinators will have the following permissions:
 Roster Management
 Registration Management
 Viewing Registrations

 Manage Assessment Time
 Manage Entity Administrators

	Level 2 – ________________________________ will have the following permissions:
 Roster Management
 Registration Management
 Viewing Registrations

 Manage Assessment Time
 Manage Entity Administrators


	Level 3 – ________________________________ will have the following permissions:
 Roster Management
 Registration Management

 Viewing Registrations

 Manage Assessment Time

 Manage Entity Administrators
	Level 4 – ________________________________ will have the following permissions:
 Roster Management
 Registration Management

 Viewing Registrations

 Manage Assessment Time

 Manage Entity Administrators


Step 2: Assign Permission Levels to your people (Entity Administrators)
Copy this page as many times as you need. On each line, write down a person’s name who will be an Entity Administrator which includes all of your CTE teachers and proctors (Anyone who needs to login to the system for any reason must be an Entity Administrator). Note that a spot for your name is in the first row. You are the Coordinator and you will have Level 1 access. Only Coordinators can have Level 1 access. For each person, only mark one level.
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Note: Each person can have only one level assigned to them.
Step 3: Setup your settings online.
Now that you have used this worksheet to establish your permission settings, you will need to apply these settings online. Login to the system and locate the school you want to manage. On the school’s Dashboard page you will see a link that says “Manage Permission Levels.” Click this link and then you will see a list of the Permission Levels 2, 3, and 4. Note that there is no permission level 1 because that Permission Level will only belong to you and that can’t be changed. Also note that each permission level has a description but you don’t have to use the permission levels as we have recommended (as this worksheet explained on page one). For each permission level click the “Edit” link and on the next page use the checkboxes in accordance with how you indicated in Step 1 of this worksheet. Each school must have their permissions set up by the Coordinator individually.
After you have set up permission levels, start creating Entity Administrators. Go back to the School’s Dashboard page and click the link that says “Manage Entity Admin”. With each Entity Administrator you create, you will set one Permission Level for their account.

Refer to the online Guide to learn more about Entity Administrators.
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