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Security Administration
Add Users to Groups

Groups Overview
Groups have three components: Category Type, Group Category and Group Name.

There are three Category Types: Education Directory, Application and Portal Community.
Education Directory currently contains the Security Administrator groups. Security Administrator groups
include: Local Security Administrator, Local Application Administrator and Application Administrators
such as PNPE — Local Administrator.

Application contains Application groups (roles). The Group Category is the abbreviation of the
application and the Group Name is the role within the application.

Portal Community contains groups associated with the Education Hub communities.

1. Login to the Education website http://www.education.state.pa.us

2. Navigate to PDE > User/Group Administration. /f the User/Group Administration link does not show up
then you are not in a security administrator group or application administrator group and are not
authorized to administer groups. Talk to your agencies Local Security Administrator to be added to a
security administrator group.
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2. Click User/Group Administration
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3. The My Administrative Groups page is displayed. Find the group you wish to work with and click the
Manage Users link:

Haorne == My PDE »> Sroup Administration == Administer Groups

Administer Groups

My Administrative Grou pS * To search for a group, enter keyward

and click search.
Category Type: IAII - I Keyword(s): I
Search I Reset I

To wiew current members and
add new members click Manage Users.

Administrating 304 groups.

Create Group
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Type
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Name Description

Education Chief chisf The chief executive officer and primary advizor ta
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Manage Users
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Education Chief Future . . . . =

il Adrministrator chiefs Future chief executive officer and primary advisor | Edit Group

Manage Users
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4. The Manage Group Memberships screen is displayed. To add a new user, click Add Existing EdDir
User. Create New User Accounts is currently not supported:

Manage Group Memberships

g Tygs! Apslraban
e Caliginryi Coew® Bl ileda
e Herea: Criverlid Lol U

Greup Mimbartobips:

First Hares: I— [FEg P r— o
ussrion | Destitwlos | .

Thars sre 4 mamba.

Liser I Eirst Kams Liasl Mame Instilstion
r —— - [ S e ., (X Colutm
r LB ey i [ T 1d Calate
r [ ] e rmEE e ] Edi Cralats
I o g AR Rt Y Fretiatuten Bl ks Calata
[ Calats Fadwited Unarlal | B Euinting B0 Unar Cradtn Sam Uis kil |




Gpennsylvania

How To Guide www.education.state.pa.us

5. Search for the desired user by entering their user id. If you do not find the user it is most likely
because they have not logged into the portal. Click Add for the user. New users — please note that it
takes 24 hours for their information to appear. Only their user id appears when the account is first
created.
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Users

Add Users to Group
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Plezse identify the appropriate user for the group =ssocistion. Search for the =ppropriste user below.

Group Information:

Group Type: Application
Group Category: Driver Educstion
Group Name: DriverEd Local User

Flease enter search criteria in order to display results below.

User ID: I First Namae: I Last Nama: IrDsing
Search | Reset |
Group: I Institution: I

There are 8 users available.

CHMGESR . Chrlstopher Rosing Content Editor
k. Christopher Rosing CWOPA User PDE
A Christopher Rosing DriverEd Local User A
 co—— Christopher Rosing IUUser
A Christopher Reosing Local Application Administrator R
S Christopher Resing Master MyApps Administrator BDE
R Christophar Resing PDE Administrator BDE
Cvepl—— Christopher Rosing PDE Security Administrator PDE
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6. The next step is to select the Institution that you want to associate the user with. For existing users, after
the user has been associated with the institution, then Institution will show up under the existing
educational institution affiliation section. Simply click Select next to the desired institution. If the
institution is not there for a new user, you will have to search for the institution. Enter your institution’s
name and click Select from the result set.

e
| | |
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Manzge Add

Users Users

Select an Institution
Q—=0—=0
FPlezse identify an institution for the group associzstion. Select either an existing =ffiliaticn, or search for 2 new institution below.

Current Group Information:

User Name: Christopher Rosing
Group Type: Application
Group Category: Driver Education

Group Name: CriverEd Local User

Use an existing educational institution affiliation:

There are 3 affiliated institution(s) available.

Institution Name

E———— Select
———— Select
A Select
Or search for a new education institution:
FPlezse enter search criteriz in ordg play results below.
Search by keyword(s):
I Search I Reset I
Cataegory: I Al LI County: | &1 -

7. If there are attributes add them in the Group Attributes section. Click Create Membership and you are
done! If the person has already submitted a Join Groups request, then you will see an option to “Save
Changes”. Click this to finish.

Home *ED Hub - User Administration * Administer Groups
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Flease complete the membership by editing the attributes below.

Group Information:

User Name: Christopher Rosing
Group Type: Application

Group Category: Driver Education
Group Name: DriverEd Local User

Institution: '

Group Attributes:

There are no attributes defined for this group.
Create Membership Cancel I




