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Civil Rights Data Collection

Add Back SEA Permissions

Your state department of education (SEA) has volunteered to pre-populate your CRDC survey with data.
As a local school district, you can choose to have this data pre-populated or “opt-out” and complete the
CRDC on your own. If you choose to “opt-out” and change your mind, then this tip sheet shows you how
to add your SEA representative back into the CRDC system.

Step 1: Log into the CRDC System

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

) CRDC

Civil Rights Data Collection

Email Password Log In

crdc@sanametrix.com Email Address B Password +) Login /

Forgot your password?

Welcome 1o the CRDC Data Entry Tool Whalt 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 (CRDC) Is to obtain data related to 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
CROC coordinator if there is a problem wilth your permissions, this goal, the CROC collects a variety of infarmation, including student enroliment

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

administering and enforcing the civil rights statutes for which it is responsible. This
infarmation is also used by other D 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
mannamry data collection, authorized under the statutes and rEguIatJ‘ans
implementing Title W1 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
Department of Education Organization Act (20 U.S.C. § 3413). 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

Figure 1: Log-in Screen

e Don’t have a password? See the information posted at crdc@aemcorp.com.

Step 2: Access the ADMIN page

Next to the silhouette icon with your username is the link to the ADMIN section of the site, shown in
Figure 2.

Certification Resources Reports Admin

Figure 2: CRDC Menu
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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 System Management

If you need to add additional CRDC online data entry and file upload users, you The following are tasks that can be accomplished by PSC Staff and

must first register their name znd email address using the Add New Users sdministrators.

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
regi before ing permi

Edit LEA Contacts
Register Users

Manage Schools
Add New Users

Use Manage User Permissions to designate user penissions to registered users
User permissions include the zbility to enter and edit data for schools, LEAs and
specific data modules.

LEA Staff

LEA Administrators

LEA Staff

School Staff

Figure 3: 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 your districts survey, as
shown in Figure 4.

5 E
5 Home Certification Resources Reports Admin
2 i
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Home >> Admin Home >> LEA Staff

LEA Staff Permissions for School District ABC Add User

This page allows you to manage user permissions for the LEA Form and School Form modules within this LEA Modules are groups of tables about +Add User /
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-etter module acronym that is used to number tables within modules For example. the first table in the Courses & Classes module is

labeled 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 to enter and edit data

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

Figure 4: LEA Staff Page
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Step 5: Type in your SEA Representative’s Email Address

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

LEA Staff Permissions fo

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

Permissions include the ability to read. and edit da

data. Write access allows users to enter and edit dm.

Add user to this group

State.representative@education.state.gov

state.education.department@state.gov

department.of.public.instruction@state.ed.gov

bs Reports

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

Figure 5: Add Users by Typing Email Address

a~
sbigaipotts @mac.com
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Don’t know who your state education agency contact is? Contact the Partner Support Center
(PSC) at crdc@aemcorp.com or call 1 855-255-6901

Step 6: Click Add User

Click the blue “Add User” button to add back your state representative.

LEA Staff Permissions fo

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

Permissions include the ability to read. and edit da

Add user to this group

Selected User

Name: State Representative

Email: siate respresentative@education.state.gov

=3

data. Write access allows users to enter and edit

-
sbigailpotts @mac.com

S Reports Admin

UR) module. Each
IClasses module Is
nly read tabies and

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

Figure 6: Add Users by Typing Email Address
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Step 7: Set Permissions and Access for Your State Representative

You can choose to add state access to specific CRDC forms, modules, or specific schools by changing
your SEA representative’s permissions.

A. Click on the Plus Sign “+” to view options
Clicking on the plus sign will expand (or hide) more options to grant user permissions to your SEA.

Home Certification Resources Reports Admin

Home Admin Home LEA Staff

LEA Staff Permissions for School District ABC

This page allows you to manage user pemssions for the LEA Form and School Form modules within this LEA Modules are groups of tables about + Add User
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-letter module acronym that is used to number tables within modules. For example, the first table in the Courses & Classes module is

labeled COUR-1

Cl ICk th e 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 to enter and edit data

P | us S|g n To manage a user's pemissions click on their name below. To add staff to this LEA click on Add User.

N\

+ State.representative@education.state.gov Your State Representative @ Disable access

Figure 7: Access More Options for Setting Permissions

B. Change Access by Form (LEA or School) and by Module
Expanding the options allows you to grant permissions to your SEA by district (LEA) or school and
by topic- area module. Figure 8 shows how to add access on the LEA form by checking all or some
topic-area modules.

- State.representative@education.state.gov Your State Representative Remove User @ Disable access
Click on LEA Form Permissions or School Form Permissions to manage this user's access to the system. Update Permissions
Expand or m
LEA Form Permissions
Hide -
« Select the permissions you'd like to assign this user by clicking on the checkbox next to it Step 2: C | | Ck
Options + You can specify which modules you want this user to be able to edit by clicking on them in the Wiile Access section
p + By granting Wnite access to one or more modules you will automatically give Read access te all medules. U pda te Pe rm iSS | ons
« Click on the name of modules to see the tables they contain
« To save changes you must click on Update Permissions.

LEA Modules Read Access LEA Modules Write Access
# All LEA Modules ) Al LEA modules ‘\ Step 1: Check modules to
# Students. Schools, & Programs

aonpancrco) | add permission for your

# Civl Rights Coordinator/De:
# Harassment & Bullying (HIBD)

# Distance Education (DSED) SEA
# GED (GEDX)

Figure 8: Setting LEA Permissions
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School Form Permissions

« Select schools and modules to grant this user permission to the School Farm for specific schools and modules. The default permissio
Permissions. You can change the permissions for specific schools to Read Access, Write Access, or Admin (abilty to enter data AND

« To give this user access to 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.

Check header rows to add
permissions by module across
all schools. Example: Check
ATHL (or Athletics) to add

access to athletics questions

H H Show Acronyms
district. P Generat permission — We.,ﬂmm,,,m/ for all schools.
Figure 9 shows options Tip: Click aTs [ emmma a8 aaa e als a]"
f dd. . . here to School Name Read Write Admin SCHR PSCH ENRL PENR COUR APIB EXAM STAF SECR ABSR ATHL DISC ARRS OFFN MIBS RSTR EXPD JUST
ora INg permissions show all AshndElmentary 2 @ 2 2 @ 2 @ 2@ @@ @ @ @@ @ © @ @ |@
by topic-area module. ACrONYMS | s tomnchmenay -, P e e R e R R

Boulder Creek Elementary
040340001985 2 g @ “ 2 2 @

Burk Elementary School
040340001401 s il = =

Campo Verde High School
040340002965 - i L

Canyon Rim Elementary
040140002284

Figure 9: Setting School Form Permissions by Adding Access to Modules

v 2 P 2 2 ® @

Figure 10 shows how checking “write” next to Augusta Ranch Elementary will add access across all
school- level data for that school.

School Form Permissions

§fic schools and modules. The default permissions for each school are set to No
fite Access, or Admin (ability to enter data AND manage user permissions)
e

Select schools and modules to grant]
Permissions. You can change the pg
To give this user access to a modulg
Click on the column titles or module
To save changes you must click d

Click “write” by the
school name to add

access.

Show Acronyms

General Permissi

Grant "Write” Permissions by Module
Levels

e E | 8@ 8 ® @ | @ © | @ | 8 ® @ | 8| 8 e | e o0
School Name Read Write fAdmin SCHR PSCH ENRL PENR COUR APIB EXAM STAF SECR ABSR ATHL DISC ARRS OFFN HIBS RSTR EXPD JUST
Ashland Elementary 2 ; s ' ; a8 '
040340001986 ‘ - 8 ol b i - | 8 i b L i b L 8
Augusta Ranch Elementary L4 L4 L4 L4 o Ld L4 L4 Ld 4] L4 L4 L4 L4 -] L4 L4 L4 2] L4

040340002114

Figure 10: Setting School Form Permissions by Adding Access to Schools

You can also customize access for your state representative by checking or unchecking any box on the
grid. Figure 11 shows that state representative access to upload preschool data was removed from
Augusta Ranch Elementary, and state representative access to upload staff data was removed from Burk
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 Opubadhasahouadbatmadul

« Click on the column tities or module acronyms to view the | sins

« To save changes you must click on Update Add access to spec ific
Stiow Acronyrs modules in certain schools

General Permission * H
it by checking or unchecking
@ boxes.

School Name Read Write Admin SCHR PSCH PNRL PENR COUR APIB EXAM SIAF SER ABSR ATHL DISC ARRS OFFN HIBS RSTR EXPD JUST
Ashland Elementary @
040340001986 N N - -
Augusta Ranch Elementary : |l
Al 1% Il v v v ¢ W v Jv v “ ¢ @ v @ W v 2
Boulder Creek Elementary . y
SeS40001RES v @ ” v * v % ¢ @ of @ 2 ¢ @ @ v ¢ @ v v
Burk Elementary School 1 .
SoNIBeETe v v v v v v ¢ @ v v v 9 @ v @ @ v v
Campo Verde High School
040340002965 g @ @ L @ L4 L4 ¢ @ < v £4 4 ¢ @ It o @ v v
Canyon Rim Elementary P . ; 9 P
popr At v @ v v v v v ¢ @ ¢ @ * v $ @ v ¢ @ v v

Figure 11: Setting Customized Access across Schools and Modules
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Q Have more questions about setting custom access? See the CRDC User Guide at
crdc.grads360.org.

C. Last Step: Update Permissions
The last step in setting customized access is to update the permissions for your state
representative by clicking the “update permissions” button shown in Figure 12.

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

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

Last Step: Click
Update Permissions

Figure 12: Click Update Permissions
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