Application Role Management
PERSONAL ROLE MANAGEMENT

HOW DO | NAVIGATE TO THE ROLE REQUEST APPLICATION?
e Loginto OHID. If the user needs assistance setting up an OHID, please reference the
following guide:
How to Create a New OHID account and Department of Education Profile

e If auser does not have a user profile with the Ohio Department of Education and
Workforce, they need to start by creating one. This can be done by selecting the
“Department of Education and Workforce Profile Setup” OHID tile.

et

Department of Education
& Workforce Profile Setup

Create a profile with the Department

Details Request Access

e Oncethe user has an approved user profile with the Ohio Department of Education
and Workforce, they will select the “Department of Education & Workforce

Application” OHID tile.
A

Department of Education
& Workforce Application

Request access to Education
applications

Details Open App

e This will redirect the user to their User Profile page.

— 71 Department of

= hio Education &
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User Profile

A Role Management

Add and remove roles. Review existing roles. Manage role
requests.
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https://ohid.ohio.gov/wps/portal/gov/ohid/login
https://education.ohio.gov/getattachment/Topics/Data/Ohio-Educational-Directory-System-OEDS/Creating-a-new-OHID-account-and-Department-of-Education-Profile.pdf.aspx?lang=en-US

e Selecting Role Management will take the user to their Personal Role Management
page.

Personal Role Management
Review your current application roles and permissions, request new roles, or remove roles you no longer need
You are associated with multiple organizations, please select an organization to request a role.

“Select Organization
050765 - Ohio Department of Education and Workforce h

Y Role Overview . + Request New Role
Review the application roles and permissions assigned fo you - Request new application roles and permissions.
Remove Role
Remove application roles that you no longer need

WHO CAN SEE THE PERSONAL ROLE MANAGEMENT SECTION AND HOWISIT
USED?

e Allinternal and external users can see the Personal Role Management section.

e Internal and external users can see their current roles for every organization for which
they have access. They can see their pending role requests and role history.

e All users can request new roles and can remove their existing roles if they no longer
need their roles.

e Ifthe useris assigned to multiple organizations, the user will have the option to
select/change the organization via the Select Organization dropdown.

HOW DO | SEE MY CURRENT ROLES?
e Click on the Role Overview tile.

Personal Role Management
Review your current application roles and permissions, request new roles, or remove roles you no longer need.
You are associated with multiple organizations, please select an organization to request a role.

“Select Organization
050765 - Ohio Department of Education and Workforce v

A Role Overview . + Request New Role
Review the application roles and permissions assigned to you. aa Request new application roles and permissions.
Remove Role
Remove application roles that you no longer need.

e Users can see their current roles in the Role Overview section.
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User Profile /| Role Management / Role Overview

(Required)

You are associated with multiple please select an o request a role

*Select Organization
050765 - Ohio Department of Education and Workforce

Role Overview

Current Roles

CCIP Grant Control Program Editor

Compliance Special Ed Program Monitor Spacialist

PACTS ADC Compliance Monitor

CCIP MOE Special Education Administrator

DF_ODE_Admin

PACTS Gifted Compliance Administrator

CCIP ODE Allocation Loader

DF_ODE_ReadOnly_Admin

PACTS Gifted Compliance Monitor

CCIP ODE Consolidated Consultant PACTS SIG Grant Monitor

EDSTEPS Roles Approver

« CCIP ODE Consortium Loader = Employee = PACTS Special Education Grant Monitor
+ CCIP ODE Grant Control Sheet Editor + HRMS Superisor « Program Invoice Approver

« CCIP ODE Grant Control Sheet User « OEC - Application Admin « SAFE Coord Access

« CCIP ODE IDEA Director = OEC - Autism Admin = Scholarship View

= CCIP ODE OIP Data Loader = OEC - Aufism View Student Enroliment Report = SIDR View

= CCIP ODE OISM Consultant = OEC - Gifted Unit Staff = Staff-TRAC

« CCIP ODE Redirection Loader - OEC - Safeguard Case Researcher

e Users can see role requests that are waiting to be approved in the Role Requests
Pending Approval section.

Role Requests Pending Approval

Role Name Org Name Request Type  Approval Status Approved By  Approved Date
Administrator-Early Childhood Education Harrison County Board of DD (078014) Add New Role Waiting For Lea Oeds Org Admin Approval
Treasurer Worthington City (045138) Add New Role Waiting For Lea Qeds Org Admin Approval
Verifier-Tuition Bluffsview Elementary School (112128) Add New Role ~ Waiting For Lea Oeds Org Admin Approval
Go to page of 1

e Users can see role requests that were either approved or denied in the Role Request
History section.

Role Request History

Role Name Org Name Request Type  Role Change Status  Changed By Change Date

Administrator-Early Childhood Education Hocking County Board of DD (078022) Add New Role Request Complete HOWARD RICHARDSON 04/10/2025 09:07 AM

Data Entry-CCIP Worthington City (045138) Add New Role  Request Complete HOWARD RICHARDSON 04/10/2025 08:19 AM

Adult Learner Ohio Department of Education and Workforce (050765) Add New Role Request Complete Thomas Cusick 03/27/2025 05:03 PM
Go to page of 1

e Clicking the Back button on Role Overview screen will navigate user to the Role
Management home page.

HOW DO | REQUEST A NEW ROLE?
e Click on Request New Role tile.
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Personal Role Management

Review your current application roles and permissions, request new roles, or remove roles you no longer need.
You are associated with multiple organizations, please select an organization to request a role.

“Select Organization

050765 - Ohio Department of Education and Workforce v
A Role Overview . + Request New Role
Review the application roles and permissions assigned to you aa Request new application roles and permissions.

Remove Role
Remove application roles that you no longer need.

e Ifthe useris assigned to multiple role groups, the user will have the option to
select/change the role group via the Select Role Group dropdown.

User Profils / Role Management / Request New Role

*(Required)
Please choose the role group for which you are requesting a role.

Roles ’;‘;gi‘;‘g‘g to DEW Staff members v 078014 - Harrison County Board of DD

e Ifthe useris assigned to multiple organizations, the user can search for different
organizations by typing either the IRN or the name of the organization.

User Profile /| Role Management / Request New Role

“(Required)
Please choose the role group for which you are requesting a role.
*Select Role Groups
Roles assigned to DEW Staff members v worthingtor|
299537 - COL - Worthington Park Library =
Request New Role 010580 - | Am Boundless Worthington l

012330 - Megan M. Worthington, Speech-Language Pathologist
® *Select Role By System *Select Role Directly
006286 - PENNSYLVANIA STATE UNIV-PENN ST WORTHINGTON SCRNTN

7047 - f Worth
T 017047 - The Barrington School of Worthington
fem 042283 - Thomas Worthington High School

'™ Roles Added to Request Cart: 0

e Users can search for roles by selecting the system and role via the Select Role By
System option. Once selected, a list of roles for the applicable system will display.

Request New Role

® “Select Role By System *Select Role Directly

*Select System
Scholarship

Role Select Information
*Select Role(s) Permissions Granted

D Data Entry Finance-Autism

[ Data Entry Finance-JPSN

D Data Entry Progress Report-Autism

] Data Entry Progress Report JPSN

[] Nominator-Autism

] Nominator-Cleveland

[] Nominator-EdChoice

[ | Nominator-JPSN
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e Ifthe user knows the exact role name, the user can select the Select Role Directly
option and type the role name. This option will filter role names as the user types.

Request New Role

*Select Role By System @ "Select Role Directly

Pdministrator - Nonpublic Program

ADP Authorizer =
ADP Nominator

Adequate Yearly Progress (AYP)-Standard Level Access

Adjudicated Youth Contact-ESSA

Administrator - Nonpublic Program

Administrator - Transportation Services

Administrator-Certificated Personnel

e Regardless of which option the user selects, once the user finds the role(s) they want
to add, they will select the checkbox and enter a Reason for Requesting the role.

e Users will see a description for each role selected on the right-hand side of the screen
in the Permissions Granted section.

e Users can also add an Effective Date. This field will default to the current date, but
users can set it for a future date if needed.
o Note: This date will be set as the current date when this functionality goes live.
A future enhancement will be released to allow users the ability to set a future
effective date.

e Oncedone, users will click *Add Role(s) to Cart to add the roles to their role cart.

Role Select Information

*Select Role(s) Permissions Granted
L nunmaw-ur o i~ Primary Contact-Autism
Primary Contact-Autism « Allows designated personnel at orgizations to receive communication regarding the
Reason for Requesting the role. Scholarship program
Please add reason to Add Role
Primary Contact-JPSN
« Allows designated personnel at orgizations to receive communication regarding the
= Scholarship program
“Effective Date
05/01/2025 m]

Primary Contact-JPSN
Reason for Requesting the role.

Please add reason to Add Role

“Effective Date

“Add Role(s) to Cart

e Once the user adds roles to their role cart, they will see them in their cart at the
bottom of the screen. Users can delete added roles from their cart by clicking on the
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delete button (trash can in red). This will display confirmation to the user. If the user
wants to delete, the user will select the Yes Delete button.

e Ifthe user does not want to delete the role from their role cart, they will select the No
Cancel button.

e Once the user has all roles added to their role cart, the user will submit the request by
clicking the Submit Role Request button

™ Roles Added to Request Cart: 2

Primary Contact-Autism @
W Sure you want to delete this item? Yas Delete
Primary Contact-JPSN @
Submit Role Request

e The user will see a success message if the user’s role request was successfully
submitted.

e The user can click the Take me back to the home page button to navigate back to the
Role Management home page.

User Profile | Role Management | Request New Role

° Success!

Your role has been submitied, pending approval

Take me back to the home page

e Ifthe user requests a role their organization is not permitted to have, they will receive
an error message.

User Profile | Role Management | Request New Role

Error
Primary Gonlact-Aulrsm role can only be assigned to Organization Types Unclassified OEC Service Provider, Scholarship Provider, Primary Gonlact-JPSN role can only be assigned to

Organization Types Unclassified OEC Service Provider, Scholarship Provider
Plaase choose the role group for which you are requesting a role

N-‘c';‘r“‘-"s‘t;;;é‘c;r‘;"“’ v 045138 - Worthington City
Request New Role

& "Select Role By System *Select Role Directly

e Once approved, the user will also receive an automatically generated email, informing
the user that their request is pending review.

Y Education &

ﬁ-_’l Department of
v Workforce

6 | Application Role Management - Personal | 2025



Ohio Department of Education and Workforce — Role(s) Approved
@ noreply@education.ohio.gov | ® | € Reply | % ReplyAll | = Forward

To

Mon 4/21

(®) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
User Emails: john.doei@johndoe.com

The role(s) you either requested or were assigned have been Approved. You now have access to the system and functionality granted by the role(s). Please contact
Customer Support at 1-877-644-6338 or contact.center ucation.ohio.gov with any questions about this notification.

Role(s) Approved:
Nonpublic Charter Applicant
Thank you,

Ohio Department of Education and Workforce Customer Support

(This is an automated email, and this mailbox is not monitored, please do not reply)

HOW DO | REMOVE AN EXISTING ROLE?
e Click on the Remove Role tile.

Personal Role Management

Review your current application roles and permissions, request new roles, or remove roles you no longer need.

You are i with multiple 15, please select an organization to request a role.
*Select Organization
050765 - Ohio Department of Education and Workforce v
Y Role Overview . + Request New Role
Review the application roles and permissions assigned to you Y Request new application roles and permissions.

Remove Role
Remove application roles that you no longer need

e The user will see a list of roles they are currently assigned under the Remove Role
section.

Please choose the role group for which you are requesting a role.

“Select Role Groups - -
Non State Org v 045138 - Worthington City

Remove Role

Role Information

@ By Removing a rale, you will no longer have the permissions granted by that role and may
lose access to an application altogether.

System
*Select Role(s)

D Data Entry - Decision Framework

Data Entry Funding-CCIP

Data Entry Planning-CCIP

Data Entry-CCIP

Rapback Authorized Representative

Reviewer-Autism

Oojoololo

Secure Data Center-Standard Level Access
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e The user can select one or multiple roles to remove. The user must enter a reason they
want to remove the role. The user can see what permissions they will lose by removing
the role on the right side of the screen.

Remove Role

Role Information

@ By Removing a role, you will no longer have the permissions granted by that role and may
lose access to an application altogether.

System
*Select Role(s) N
Data Entry Funding-CCIP

L pata Entry - Decision Framework « Edita Grant Application, PCR, FER, or associated district comment log
Data Entry Funding-CCIP » View unapproved Grant Applications, PCRs, and FERs, and associated district comment
*Reason for removing the Role logs.

223 e (D RO (2 « Edit, upload documents, and submit entity's comparability report

| do not need this role anymore

« View and input district data into NPDS.

= Search and view all payment details.
Data Entry Planning-CCIP
*Reason for removing the Role.

Please add reason to Remove Role = View the active district and school plans.
| do not need this role anymore]

Data Entry Planning-CCIP

« Edit data in the district and schools plans.

A « View and input district data into NPDS.

[ Data Entry-ceIP

D Rapback Authorized Representative

e Once the user selects the roles they no longer need, the user will click the Add
Removal(s) To Role Cart button. The selected roles will be displayed in the cart.

*Add Removal(s) To Role Cart

™ Roles Added to Request Cart: 2

Data Entry Funding-CCIP

Data Entry Planning-CCIP @

Submit Role Removal

e Users can delete added roles from their cart by clicking on the delete button (trash can

in red). This will display confirmation to the user. If the user wants to delete, the user
will select the Yes Delete button.

e Ifthe user does not want to delete the role from their role cart, they will select the No
Cancel button.

*Add Removal(s) To Role Cart

'™ Roles Added to Request Cart: 2

Data Entry Funding-CCIP @
W Sure you want to delete this item? Yes Delete

Data Entry Planning-CCIP @
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e Once the user selects the Submit Role Removal button, they will see a success
confirmation message.

@ success!

Your role has been submitted, pending approval

Take me back to the home page

e Dependingon the role, it will either be removed or submitted for approval before
removal.

e Clicking the Take me back to the home page button will navigate the user back to the
Role Management home screen.

(end)
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