NAD ID Management Instructions
1. Logging In

Point your browser to: http://www.nadeducation.org/id_manager
Login using your user name or teacher ID.

Verify Login

Teacher ID (or User Name)

FPassword

2. Request Access (initial login only)

If you do not have rights to manage IDs you will get a form like this.
Describe your position and need for access. Check the box next to
the access you will need.

Reguest Access

Submit the following information to request access to the three
ID management areas.

Email address

Please describe your position and nead for access

Access Reguested

|| Teacher Lavel

|| Principal / Administrator Access

L] Conference Level Access

l Submit Request J Cancel |



http://www.nadeducation.org/id_manager

3. Manager Tabs

If you have access, you will be presented with a student tab, teacher tab, school tab or all
three.
Depending on your access rights, you can search or create new records from here.

Students

[ Create New Student Jl Search Jl. Clear Search | | Delete |

Click the search button to display
records or click the create button to
create a new record.

4. Search

Click the search button. You can search by any of the fields. Pressing "enter"
or clicking the search button will submit your search.

First Name School
[ ] |
Last Name Student ID




If your search turned up no results, click the "search" button again and try different
search parameters.

If your search turned up results, you will see a list of records. You can clear the
search results by clicking "clear search”. You can click the box next to records
and then click the "delete" button to delete records. Finally, you can double click
on a record to edit it.

NAD Education Manager

Students Teachers

| Create New Student [ | Search [ | Clear Search [ | Deleta |
First Name Last Name Schoaol
[ ]| Test Lnamea Helding School
[|| Test Lname Holding School
Lo | Test Lname Heolding School
[ ]| Test Lname Heolding School

5. Editing a Record

If you double click on a record it will open like the image below. Please notice "School"
near the bottom of the popup. This is called an accordion. Clicking on "School" will

hide the "Detail" view and will show you the school view. Clicking on "Detail" while in the
school view will take you back to the detail view.

IMPORTANT: arecord is only saved if you press the "Save" button. Clicking "Close" or
the little "x" in the right hand corner will not save your changes.



Edit Student x

Sawa deze | John Doe
Detail

Student 1D Date of birth (yyyy=-mm-dd)

61573 2004-08-15

First Hama

Iohn

Middle Initial

Last Nafmis

Ciow

School

Select a school from the list and select "Save".

If you make a change to a record, like changing a student's name, the Save button

will become disabled and a "Verify Record" button will appear. You must click the
"Verify Record" button to check for other records that may be similar. If no similar
records are found, the save button will be enabled again and you may save the record.

To select a school or change a school for a student record, start typing the school's name in
the text field

The list will contain any schools which have the same sequence of characters you have
entered. In the example below, the letters "new" have been entered.

All schools that have "new" somewhere in the name are shown in the list. Use the mouse
and click the correct school from the list. The school's name will pop into the text field.
Clicking "Save" will save both the detail and the school views.



Edit Studant =34751 M

Close Test Stu

| Scheet J

Start typing in the school fiald below and a fikered list of school will appear from which you can
chooze

School

[unv\]

Graatar New York Acadsmy

Mew Bethe| Christian Academy

taw Creation Advantist School

Mew Hopa SOA School

Mew Ordaans Adventist Acadamy

Rew Port Richey Adv. Chnsbian Schoal
Hevark SDA School

Hewbury Park Adventist Academy

6. Creating a Record

If you have creation rights you will have a create button. Clicking on the create button
will open a blank record.

Once you have filled in all the fields click "Verify New Teacher(or Student).”
If no duplicate records were found a popup will notify you and you may then
click the "Save" button to save the record.



Edit Teacher x

[ Verify New Teacher | [ Close
Datail
Teacher 1D
First Name Email
Middle Initial Password
Last Name Confirm Password

Leave both password fields blank if you do not wish to change the password

If you are creating a new record and the system finds a similar record it will warn
you. All records with similar attributes will be displayed in a list like the one below.

Please verify that you are not creating a duplicate record. The teacher or student
may already be in the system.

If you are sure the record is not a duplicate click "The record is not a duplicate."
You will now be able to save the record.



Edit Student x

I | | Verify Record ) | Close |

WARNING!

The student you are adding may already be in the database. Please check the records below to make
sure you are NOT entering a2 duplicate record. After you have loocked at the records below and believe
the new record is not a duplicate, click the butten below.

| The record is not a duplicate |

First Name MI | Last Name Birth Date Student ID
John i Doe 2004-08-16 761573
Detail
School

7. Exporting a School or Student List
You can export a list of students for a school in two ways.

The search results window will have a button in the action column called"Export Students."
When editing a school, click "Students" near the bottom and show the student's view. Click the
"Export" button.

Clicking either of these buttons will popup a file dialog box. Choose where you want
the file to be saved on your computer. The file is a tab delimited text file. You can open it in
Excel, Open Office, or a text editor.

Action

| Export Students |




__—
Edit School e i eeses X

| Close | | save | Gold Coast Christian School

|
| Austin Peavyhouss g4z2924
| Madison Pride 942811
Leanna Rodriguez 275379
| | Matashs Sutliff | 970917
Clarissa Tomas 343608
| | Justice Black | s08801
Howston Peevvhousa 692300 o
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