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Users

If a person is a new user, that person’s role may need to be validated or may need to have
roles assigned. Existing users may need to have their roles updated.

Existing users’ roles can be validated or edited in the system using the View User
function. New user records can be added by uploading a comma separated values (CSV)
file or by adding their records manually. New user records can also be self-initiated using
the Create Account function that establishes a user with a default role (see the Creating a
New Account chapter for additional information).

Viewing and Modifying Existing Users

To view user details, perform the following steps.

1. Log in to KITE Educator Portal.
2. Click the Configuration tab.

‘V Sign Out

‘L EDUCATOR PORTAL
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Note: The number of sub tabs shown on the Configuration page will depend
on your individual role and permissions. If there are more sub tabs
within your role than can be displayed at once, click the blue arrows
to the left of the tabs to scroll through additional sub tabs.

3. Click the Users sub tab.

4. From the Select Action drop-down menu, click View Users.

& KITE
‘k EDUCATOR PORTAL
Test Management

Configuration: Users

Rosters Students Organization

Select Action™: | Select

er Manually

Professional Development

Configuration

Instructional Tools Support
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Sign Out

=

Site Map

5. Select your state. The district and school can also be selected.

6. Click Search.

N\
‘k EDUCATOR PORTAL

Professional Development

Configuration

Test Management

Configurations: Users - View Users

Rosters Students Organization Instructional Tools Support

Select Action™:

Educator

SELECT ORGANIZATION Status
specify nizatior d click o = Identifier

sign out

Site Map

Users

First Name ~

Last Name

«
-,~g

DISTRICT.

SCHOOL:

=
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The status field reflects whether a user’s role is New, Pending, or Active. A user role
shown as New is a user that has been uploaded, but the role has not been assigned yet.
Once the role has been added by an Administrator, an email is generated to the user
alerting the user of the need to validate their account. The user’s role changes to Pending.
When the user logs in to the system, their status changes to Active.

Hint: Administrators who are adding roles should sort the users by status to

: select New users. The columns can be sorted by clicking the arrows at
the top of the column. Additionally, specific records can be searched
by entering information into any of the boxes at the top of the
column(s), revealing the users that match the specific criteria entered.

Status eIl First Name Last Name

Identifier *

Active Breana @k

Active Flat ‘@g
] Pending Michelle 'd

Active Lindsay @

Three icons are at the bottom of the record grid.

1. Click the grid box on the left to choose columns to display in the grid.

2. Click the pencil in the middle to modify a user record.

3. Click the envelope on the right to resend an email to the user, which lets the user
know that their account still needs to be validated.

| Status Educg@or First Name Last Name Email
Identifier
Active Aletra W @ku
Active @ku.edu Amy 1@k
Active Angela 1 @
Active Angela @X
Active Annie . @ku
Active BEN @gma
Active Breana @
New 444 Breana 1
(] Pending Breana @k
Active Breana @ku
[ Prm— i | »
B /9 Page of 10 » = [+ View 1 - 10 of 92
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Modifying a User and Assigning Roles

User records can be modified to edit information (e.g., update a last name) or to assign
one or more roles/organizations. To modify a user record, perform the following steps.

4. Log in to KITE Educator Portal.

5. Click the Configuration tab.

6. Click the Users sub tab.

7. In the Select Action drop-down menu, select View Users.

EDUCATOR PORTAL

Test Management Professional Development 1 Configuration

| Site Map

Configuration: Users

Rosters Students Organization Instructional Tools Support °’

Se\er:lAction*é €
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8. In the state drop-down menu, select your state. Your district and school can also
be selected.
9. Click Search.

Sign Out

4 KITE I

EDUCATOR PORTAL

Configurations: Users - View Users

Rosters Students Organization Instructional Tools Support Users

Select Action™

SELECT ORGANIZA
ELECT ORGANIZATION Status ﬁjde“nctii[ First Name + Last Name

- »
B s @ Page of 0 » » | 10[5] No records to view

DISTRICT.

SCHOOL:

SCLv N ¢———
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10. Click the row that contains the appropriate user record.
11. Click the pencil icon.

Ed t .
Status Heaton First Name ~ Last Name
Identifier
New 10029 Tom Foster 10029-s10
New 10036 Tom Foster 10036-s10
New 10047 Tom Foster 10047-s10
Q 10040 Tom Fosterj@s
New 10031 Tom Foster 10031-s10
New 10022 Tom Foster 10022-s10
New 10045 Tom Foster 10045-s10
New 10027 Tom Foster 10027-s10
New 10035 Tom Foster 10035-s10
New 10032 Tom Foster 10032-s10
< [l m ] »
\ 4 B B
8 @ Page of 10 » »| 10[7] View 1 - 10 of 92
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12. Update the appropriate User Information field(s) as necessary.

13. Select the user’s organization by clicking the appropriate state, district, and school
information in the corresponding drop-down menus.

14. Click the check box to the left of the Available Roles to assign the role for the
user. More than one role can be assigned if the user has multiple roles associated
within the same organization (state, district, and school combination). Use the
scroll bar to display additional roles.

15. Select the Default Role to indicate the default role for the user.

Note: Each organization must have a default role defined.

16. Click Save.

Modify User
:
USER INFORMATION
FIRST NAME™* LAST NAME:*
EMAIL ADDRESS™* EDUCATOR IDENTIFIER
S f N N & \
STATE* Available Roles Default Role
District User (@) e
[} Building Principal
DISTRICT: L
[C] PBuilding Test Coordinator =
[ Building User
SCHOOL [} Teacher
(] HS
() PD Admin
< | 1 ] )
@ Default Organization *
Add Organization Remove Organization w
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A descriptive error message displays if there is a problem.

Kansas Assessment Program roles are defined as follows:

KAP Role Description

Teacher Teachers access only those students linked to the teacher’s
account by an uploaded roster by the Kansas Individual Data
on Students (KIDS) system.

Building User Person in a building who needs access to all students in that
building.

Building Test Coordinator Test administrator for a building.

Building Principal Principal for a building.

District User District personnel who need access to all students in that
district.

District Test Coordinator Test coordinator for the district.

District Superintendent District superintendent.
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Adding Multiple Organizations to a User

User records can be associated with multiple organizations (e.g., a teacher associated
with multiple schools). To add organizations to a user’s record, perform the following

steps.

Log in to KITE Educator Portal.
Click the Configuration tab.

Click the Users sub tab.
From the Select Action drop-down menu, click View Users.

N\
|-<. | T E Logged in as Ms. Flat Land

el

Sign Out

Building Test Coordinator - Flatland EH

‘k EDUCATOR PORTAL T~
Home Test Management Professional Development { Configuration I Site Map

Configuration: Users

Organization Instructional Tools Support

Students

Rosters

Select Action™: | Select B]

d Users

Add User Manually

© 2014. University of Kansas.

5. Select your state. The district and school can also be selected.
6. Click Search.

Sign Out

bed KITE st s o, (B s

EDUCATOR PORTAL

Configurations: Users - View Users

Rosters Students Organization Instructional Tools Support Users

Select Action™:

SELECT ORG/ N
SELECT ORGANIZATION Status Educator First Name ~ Last Name
specif nizatior d click 0 Identifier
« »
B s e Page 0f0 » | 0[] No records to view
DISTRIC

SCHOOL.

Search [ el
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7. Click the row that contains the appropriate user record.
8. Click the pencil icon.

Educator

Status ” First Name ~ Last Name
Identifier
New 10029 Tom 10029-s10
New 10036 Tom 10036-s10
New 10047 Tom 10047-s10
ST ew 10040 Tom R— EB:O*
New 10031 Tom 10031-s10
New 10022 Tom 10022-510
New 10045 Tom 10045-510
New 10027 Tom 10027-s10
New 10035 Tom 10035-s10
New 10032 Tom 10032-s10
<« d m | »
\ 4 A A
® @ Page of 10 » ..‘ EH View 1 - 10 of 92|

9. To add an additional organization, click Add Organization.
10. Use the scroll bar to display the second organization’s entry fields.

Modify User

| District User ® B
DISTRICT:
‘ [  Building Principal ©
Building Test Coordinator © E
SCHOOL. B Building User ®
‘ =] Teacher N
0 HS
. a PD Admin
@ Default Organization = — . o

—
‘ Add Organization ' Remove Organization

~—  —
SELECT ORGANIZATION & ASSIGN ROLES /

STATE* ROLES* —

I

© Default Organization *

Add Organization Remove Organization
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11. Determine the second organization by clicking the appropriate state, district,
and school combination.

12. Click the check box to the left of the Available Roles to assign the role for the
user for the second organization. More than one role can be assigned if the
user has multiple roles associated within the same organization (state, district,
and school combination). Use the scroll bar to display additional roles.

13. Select the Default Role to indicate the default role for the user.

Note: Each organization must have a default role defined.

Modify User

Add Organization Remove Organization =

Available Roles Default Role
v Teacher ° =
REGION
System Administrator
Organization Assessment
Administrator
AREA School Test Coordinator
Test Administrator
Building Test Coordinator -
DISTRICT « m »
BUILDING
SCHOOL
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14. Click Save at the top of the Modify User window.
Configurations: Users - View Users
b Report Data Rosters Students Organization Roles Instructional Tools Support Users ‘
Modify User
Se
=
Seat
STA
| USER INFORMATION inkuepq
sQ s@gmg
| FIRST NAME* LAST NAME™* 1kuep+
i@gmal
REC Tamra ‘ ‘E;Tc—ei,mmng—RG—Ks R1.A1.D1.801 w‘ nkuep+|
o s@gm4
Se Fc
EMAIL ADDRESS™* EDUCATOR IDENTIFIER: 9@9‘4
ARE ankuep
‘ @gmail.com ‘ ‘ ‘ s@gm{
Se 1kuep+
S i@gmal
| ankuepf
pist SELECT ORGANIZATION & ASSIGN ROLES s@gmg
— _1kuep+
— - o o s@gmg
SO-REL-REGR-KANSAS | State Assessment ® 1 1kuep+
BUIL Administrator - i@gmai
se District Test Coordinator © 3
9 REGION
- I ] District User (6] of 85
scH Region-REGR-KANSAS.R1.0.0.¢ |
— District Superintendent ©
j AREA PD User ©
® =

‘ Area-REGR-KANSAS R1.A1.0.0( ‘ PD Admin

© 2014. University of Kansas.

A descriptive error message displays if there is a problem.
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Removing an Organization from a User’s Record

User records can be disassociated with an organization. To delete an organization from a
user, perform the following steps.

Log in to KITE Educator Portal.

Click the Configuration tab.

Click the Users sub tab.

From the Select Action drop-down menu, click View Users.

il

Sign Out

‘V Ms. Flat Land
‘k K | T E ogged in as Ms. Flat Lan

Building Test Coordinator - Flatland B‘

EDUCATOR PORTAL

Test Management Professional Development | Configuration | Site Map

S~ —
Configuration: Users

Rosters Students

Organization Instructional Tools Support

Select Action™:

ser Manually

© 2014. University of Kansas.

5. Select your state. The district and school can also be selected.
6. Click Search.

‘V Sign Out
K~ I T E Logged in as Ms. Flat Land , | Building Test Coordinator - Flatiand E‘
‘k EDUCATOR PORTAL
Test Management Professional Development Configuration Site Map

Configurations: Users - View Users

Rosters  Students  Organization  Instructional Tools Support [T ‘

Select Action™ ‘ ew Users =

SELECT ORGANIZATION Educator

First Name ~ Last Name

specify organization level and click o Identifier

;
s /@ Page [of0 » w| 0[] No recordstovlew’
DISTRICT:

SCHOOL:

=
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7. Click the row that contains the appropriate user record.
8. Click the pencil icon.

Rosters Students Organization

Select Action™: ‘ View Users

&l

SELECT ORGANIZATION
I

fy organization level and click on

ch

STATE*

‘ Flatland

DISTRICT:

Select

SCHOOL:

Select

Configurations: Users - View Users

Instructional Tools Support

Status

Educator
Identifier

First Name ~ Last Name

O New 10029 Tom Foster
D/__»ew-—-"‘"—' 10036 Tom
[ | New 10047 Tom
H\Nen\ 10040 Tom
O New 10031 Tom Foster
O New 10022 Tom Foster 10022-s10
O New 10045 Tom Foster 10045-s10
O New 10027 Tom Foster 10027-s10
O New 10035 Tom Foster 10035-s10
O New 10032 Tom Foster 10032-s10
< m ] »
® » i« <« Page ‘:‘of 10 » = ‘E‘ View 1 - 10 of 92
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9. Identify the organization to be deleted.
10. Click Remove Organization.

142

Modify User

FIRST NAME:*

LAST NAME™*

EMAIL ADDRESS:*

EDUCATOR IDENTIFIER

SELECT ORGANIZATION & ASSIGN ROLES

SCHOOL:

® Default Organization *

Add Organization Remove Organization

-

District User © ol

M| Available Roles Default Role
v

Building Principal

m

Building Test Coordinator

Teacher

[}

[} .
[ Building User ©
[}

] HS ©
=

PD Admin

<| m >

11. Click Save at the top of the Modify User window.

Modify User

USER INFORMATION

FIRST NAME:* LAST NAME:*

EDUCATOR IDENTIFIER:

| oo

SELECT ORGANIZATION & ASSIGN ROLES

EMAIL ADDRESS™

| Available Roles

STATE*
atiand ‘ a District User
Building Principal
DISTRICT
— [ Building Test Coordinator
- 00000000 ‘ @] Building User
SCHOOL B Teacher
I ‘ 0 HS
atea_sc
o Ll PN Admin

— =

Default Role

n

w

A descriptive error message displays if there is a problem.
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Resending an Email to a User

Once a user record has been updated, the user’s status reflects as Pending. An email with
a link is automatically sent from KITE-support@ku.edu. The user should use the link
provided in the email to set a password and login. In the event the email needs to be
resent, perform the following steps.

1. Log in to KITE Educator Portal.
2. Click the Configuration tab.
3. Click the Users sub tab.
4. From the Select Action drop-down menu, click View Users.
‘V Sign Out
|-<. | T E Logged in as Ms. Flat Land , | Building Test Coordinator - Flatland E”
‘k EDUCATOR PORTAL T~
Professional Development | Configuration I Site Map
~N_
Configuration: Users
Rosters Students Organization Instructional Tools Support
Select Action™: | Select EH
Upload Users
Add User Manually © 2014. University of Kansas.

5. Select your state. The district and school can also be selected.
6. Click Search.

N | o [ ,,,,S‘gnom
od KITE comanss . tans (oo s

EDUCATOR PORTAL

Configurations: Users - View Users

Rosters Students Organization Instructional Tools Support Users ‘
Select Action™
SELECT ORGANIZATION Status Educator First Name + Last Name
speci nization level and ci Identifier
- y
B s @ Page of 0 » w| 10[7]| No records to view
DISTRIC

SCHOOL

Search —
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7. Click the row(s) that contains the appropriate user record(s).

8. Click the envelope icon.

Configurations: Users - View Users

SCHOOL:

-
‘
(]

Rosters Students Organization Instructional Tools Support Users ‘
Select Action™: ‘ ers E‘
SELECT ORGANIZATION L] Status Enein First Name ~ Last Name Email
specify organization level and click on Identifier
Search S
STATE " \ I | I I

Flatiand ‘ New 10029 Tom 10029-s10

10036-510

DISTRICT:

10045-s10°

10027-s10°
New 10035 Tom 10035-s10°
[ New 10032 Tom 10032-s10°
<[ ‘/ [0 ] »
O oo < Page1  |of10 » » 0[5 View 1-10 0f 92
© 2014. University of Kansas.
9. A confirmation message displays.
Configurations: Users - View Users

Rosters Students Organization Instructional Tools Support Users ‘

Select Action™: | View Use [

Email(s) sent successfully.

SELECT ORGANIZATIO Status Educator, Last Name
— Identifier

STATE*

‘ Flatiand | [} New 10029 Tom 10029-s10°
| New 10036 Tom 10036-s10°

DISTRICT:
R New 10047 Tom 10047-s10°
R 7' | New 10040 Tom 10040-s10°
SCHOOL: New 10031 Tom 10031-s10
‘ | New 10022 Tom 10022-s10°
[} New 10045 Tom 10045-s10°
New 10027 Tom 10027-s10°
New 10035 Tom 10035-s10°
| New 10032 Tom 10032-s10°
< m ) B
® ;e « Page[ 1 [of10 » w| 0[] View 1 - 10 of 92
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Uploading Users

Users are often entered into the system using a data file in the CSV format. This method
is best if you have multiple users to be added at one time (for single additions, see the
Adding a User Manually section). All users (educators, test coordinators, principals,
superintendents, etc.), regardless of their roles or organizations, can be included on one
CSV file.

Note: Roles are not currently assigned in the upload process. See the
Modifying Users and Assigning Roles section to assign user roles.

Hint: A CSV user file template is available at
http://ksassessments.org/documentation.

Note: All column headings in the CSV template must be included in the file;
however, not all columns in the CSV template require data.

Creating a User File (CSV)

To create a user file, perform the following steps.

1. Open a spreadsheet program that can save data in CSV format (e.g., Microsoft
Excel).

2. On the first row of the spreadsheet, enter the column headings from the following
table.

Note: All of the column headings are required for KITE to accept the CSV
file. The “Req?” column indicates whether or not a column must
contain information for each user to ensure a successful file upload.
Columns with “No” in the table below can be blank for a user.
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Column Heading

Format

Description

Legal_First_ Name

Alphanumeric

User’s first name.

Legal_Last Name

Alphanumeric

User’s last name.

Educator_Identifier

Alphanumeric

User’s identification number. For
educators, this is usually their state
license number.

Note: If a user will not be assigned to
students, leave this field blank.
For example, a district
supervisor would not need an
educator identifier.

Email

Alphanumeric

User’'s email address.

Note: Information about creating a
password will be sent to this
email address. The email
address becomes the user’s
login name.

Organization

Alphanumeric

Use the alphanumeric code assigned
by the state (or other organization) for
districts, buildings, etc.

Organization_Level

Alphanumeric

Enter the user’s level, e.g., DT
(district), SCH (school/building), etc.
(This entry must be entered in
uppercase letters.)

Note: A user should have only one
organization level. If additional
organizations are needed, the
organizations should be added
manually using the modify user
function.

3. Enter the information for each user into the CSV file.

Note: Use a new line (row) for each user.

4. Verify that all of the column headings are in your file, even if some columns are

blank.

5. Save your file in a location you can access later.

ATS Help Line: 785.864.3537
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_______________________________________________________________________________________________________

. Hint: The file can be given any name that helps identify the information it
' contains.

Note: The file must be saved as a CSV file. The system will only load files
saved in CSV format.
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Loading a User File

After saving the CSV user file, upload the CSV file to KITE. To load a user file, perform
the following steps.

Log in to KITE Educator Portal.

Click the Configuration tab.

Click the Users sub tab.

From the Select Action drop-down menu, click Upload Users.

‘V Sign Out
|-<. | T E Logged in as Ms. Flat Land ‘ Building Test Coordinator - Flatland EH

M coicaror PoRTAL _
Home Test Management Professional Development | Configuration ) Site Map
S~

Configuration: Users

Rosters Students Organization Instructional Tools Support ’

Select Action™: | Select B}

Select

View Users ‘
Upload Users
Add User Manually © 2014. University of Kansas.

il

Note: If you are attempting to upload a file and you do not see the correct option
listed, your account permissions may need to be changed. Contact your test
coordinator.

5. Select your state. The district and school can also be selected.

Configurations: Users - Upload Users
Rosters  Students  Organization  Instructional Tools Support  [IUESS
Select Action™: | Upload Users B
SELECT ORGANIZATION
selectfile and organization leve Educator Identifier First Name Last Name Email
e Page [of0 » wi| 10[5]
[ |
DISTRICT*
—

SCHOOL.
[ —
FILE*
‘ o

£

6. Click the CSV browse button.
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SELECT ORGANIZATION

Educator Identifier First Name
STATE*
Page‘ 1 ‘of
‘ Flatland ‘ I
DISTRICT*
SCHOOL
FILE™*
| (&
CsY.
Upload
A browser window appears.

[@Fetpaa —— 70 o o - - o |
W{asmp » - - [ 4 [ Search Desktop o
Organize +  New folder - 0 ©
¢ Favorites A = Libraries i

B Desktop @ I;:',stem Folder )& System Folder
1 Downloads

Computer
System Folder

%] Recent Places sk’l
|

3 Libraries Adobe Reader XI
[% Documents L Shortcut
& Music = @ Lorie
(&= Pictures iTunes
h Shortcut
B videos 174K8
> KITE Client
1% Computer /v Shortcut

&, Local Disk (C)

3 CETE_General (\\groups;|
9 [706¢552 (\\users2.home
% https://documents.ku.ec

193KB

Mozilla Firefox
Shortcut

me

Xythos Drive 64

| Network
| System Folder
(2

1, Yahoo! Messenger

m

Google Chrome
Shortcut

213K8 —_

Kansas Assessment
Shortcut
192KB

Malwarebytes Anti-Malware
Shortcut

108 K8

Skype

Shortcut

245K8

File name:

v | AllFiles &
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7. Locate the CSV file you created.
8. Select the file.
9. Click Open.

8 Fictrions o T e ST x|

O'O [0 » Libraries » Documents » My Documents » CSV files < T3 ||[ Search CsV fites )
Organize v New folder - 0 @
e ‘U—e'ﬂltcség}:m s library S G
esktop Vfiles
LTS Neme : Date modified
%] Recent Places
@ 2student xo000¢ 2/19/2014 3:09 PM 1KB
3 Libraries (2] 3student xoo00c 2/19/2014 3:09 PM 1KB
B R @4studentxxxxx 2/19/2014 3:10 PM 1KB
J, Music (E) Sstudent xoo00c 2/19/2014 3:11 PM 1Ke
[ Pictures - - LKE
B Videos 2/26/2014 10:48 AM 1KB
/% Computer
&, Local Disk (C:)
9 CETE_General (\groups:

S8 W (users2.home
% https://documents.ku.ec

Fiename: sudenh BT —

The filename appears in the file field next to the CSV browse button.

Note: Verify that the file has a.csv file extension. Filenames with extensions
ending in .xls or .xlsx will be rejected.

10. Click Upload.
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SELECT ORGANIZATION
Educator Ident
STATE™*
DISTRICT*
SCHOOL:
FILE:*
Upload g

151

A confirmation message indicates the number of records uploaded, and the records are
displayed. If any records are rejected, the message displays a link to view the relevant

€1ror messages.
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& Organization Roles Batch Registration Instructional Tools Support Users Quality Control nu
L3

Select Aclion*:‘ Upload Users j

SELECT ORGANIZATION I Upload Completed Normally. Records Created:1 Rejected:0 Updated:0 I

select file and organization level, click on
Upload

STATE:"

Educator Identifier First Name Last Name

’ Flatland ‘ 7000006 Jane Smith aartdemo+s06@gmail.cof
auan

DISTRICT:* <« Page[1  |of1 » w10 | View 1-10f 1
’ D101 ‘

SCHOOL:

’ Select ‘

FILE:"

|User Template Test.csv E
Upload

Adding a User Manually

Adding a user manually allows you to assign one or more roles and organization
affiliations. Users added manually show as Pending users.

To add a user manually, perform the following steps.

Log in to Educator Portal.

Click the Configuration tab.

Click the Users sub tab.

From the Select Action drop-down menu, click Add User Manually.

=

Sign Out

K- | T - E ‘ Logged in as Ms. Flat Land , | Building Test Coordinator - Flatland IEH
Ak EDUCATOR PORTAL
N

Test Management Professional Development Configuration Site Map

~—  —
Configuration: Users

Rosters Students Organization Instructional Tools Support @

B

Select Action™:

sers

Add User Manually

© 2014. University of Kansas.
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Enter the User Information in the appropriate fields.

153

optional.

the left.

In the Roles section, click the Default Role.
If the user is affiliated with an additional organization, click Add Organization.

Enter your state in the State drop-down menu. District and school information is

In the Roles section, select the user’s appropriate role(s) by clicking the box on

Configurations: Users - Add User Manually

Rosters Students Organization
Select Action™: [
FIRST NAME:* LAST NAME:*

EDUCATOR IDENTIFIER:

DISTRICT.

SCHOOL:

© Default Organization *

Instructional Tools Support sers ‘

EMAIL ADDRESS™

| Available Roles Default Role

District User

O] Building Principal ©

[ Building Test Coordinator © =
al Building User

(=] Teacher

[} HS

) PD Admin

Add Organization

Save
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10. Select the state for the second organization. District and school information can
also be provided.

11. Click the check box to the left of the Available Roles to assign the role for the
user. More than one role can be assigned if the user has multiple roles associated
within the same organization (state, district, and school combination). Use the
scroll bar to display additional roles.

12. Select the Default Role to indicate the default role for the user.

Note: Each organization must have a default role defined.

STATE* ROLES™*
M| Available Roles Default Role
]} District User o) il

DISTRICT:
[]  Building Principal

[[] Building Test Coordinator
SCHOOL: [ Building User

] Teacher

] HS

] PD Admin 5

© Default Organization * , _ o

Add Organization Remove Organization

STATE CRoLesD
M| Available Roles Default Role

District User € =

DISTRICT:
Building Principal

Building Test Coordinator

Teacher

]
O
]}
SCHOOL. O Building User
]
O HS
[}

. PD Admin
O Default Organization

Add Organization Remove Organization

Note: Click Add Organization to add another organization. Repeat the
Available Roles instructions provided above.
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13. Click Save at the top of the window.
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Configurations: Users - Add User Manually

Rosters Students Organization

Instructional Tools Support Users ‘
SelectAcnon*“ Add User Manually E|
USER INFORMATION
FIRST NAME:* LAST NAME™* EMAIL ADDRESS:*

EDUCATOR IDENTIFIER:
SELECT ORGANIZATION & ASSIGN ROLES

STATE™*

ROLES:*
latland ‘ M| Available Roles
=] District User
DISTRICT:
- ‘ []  Building Principal
Building Test Coordinator
SCHOOL: Building User
S Teacher

‘ &}

Default Role

©

i

A confirmation message appears.
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Finding an Imported User Account

Many email addresses were imported from the Management Tool into KITE Educator
Portal. If you had an account with the Center for Educational Testing and Evaluation
(CETE) at http://mgmt.cete.us, you have an account in Educator Portal.

Note: The login for the Educator Portal is not the same login that was
previously used for the Management Tool. The Management Tool is
available ONLY for administering KELPA and the science portion of
the Kansas Alternate Assessments, as well as for reviewing historical

data.

To find an imported account, perform the following steps.

1. Log in to KITE Educator Portal.
2. On the Sign In Screen, click Forgot Password?.

N
A

SIGN IN TO EDUCATOR PORTAL

USERNAME:

PASSWORD: /

If you wish to create an account, click here.
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3. Enter the username (email address) in the Username field.

4. Click Submit.

5. Within an hour (often much sooner), you will receive an email from KITE-
Support@ku.edu to activate your account.

6. If necessary, recheck your email address and try again.

Note: If KITE still does not recognize your username, contact your school’s
administrator so your account information can be uploaded into
Educator Portal.

\
7| N\

FORGOT PASSWORD?

Enter your username and we will send you an email with the instructions for

changing your passuvorf/

USERNAME: |

Back To Login ‘
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