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How To Add New Users to the VLP as a User Manager
Pictured below are the various security roles available for VLP through User Manager. With each role, there is a note on who should be granted that access and what that access has the ability to do within the application. 
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Adding District Administrators to the VLP
1. On the dese.mo.gov website, click Web Applications as highlighted below:[image: ]
2. Enter your username and password and login:[image: ]

3. Click the User Manager link
[image: ]
4. Select your district.





5. Click the User Access link
[image: ]
6. This screen will be displayed
[image: ]


7. Enter the appropriate information and click the Edit User Access button
[image: ] 


8. At the top you will see:
[image: ]







9. At the bottom you will see a menu similar to what is below:
[image: ]

10. Click expand on the Virtual Learning Platform button and this will be displayed:
[image: ]
To add the District Administrators click the box by the label Virtual Learning Platform District Administrator and click the Process Access Request button shown above. There will be another screen to confirm the choice.
To add Building Administrators to the VLP 
11. Repeat steps 1 through 6

12. At this point you need to select the building from the menu at the top. An example is below
[image: ]


13. When you select a building the screen becomes much smaller as displayed below:[image: ]
14. Clicking on the expand button displays the following:
[image: ]
15. Click the box beside the Virtual Learning Platform District Building Administrator and process as before.

To add District Content Participants
Adding content participants can happen at any time, but usually used after the October MOSIS update of your current school year. 

16. Repeat steps 1-9

17. Click expand on the Virtual Learning Platform button and this will be displayed: [image: ]

18. To add the District Content Participant click the box by the label Virtual Learning Platform District Content Participant and click the Process Access Request button shown above. There will be another screen to confirm the choice.

To add District Content Professional Development Coordinators 

19. Repeat Steps 1-9

20. Click expand on the Virtual Learning Platform button and this will be displayed: [image: ]

21. To add the District Content Participant click the box by the label Virtual Learning Platform District Professional Development Coordinator and click the Process Access Request button shown above. There will be another screen to confirm the choice.
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User Search

Does this user have a user id? Have they transferred to your school and had a user id at their previous school? The user can now use the same user id that they had at their previous school. If you know their user id, please enter it in the User ID text box.

User 1D Edit User Access

1F you do not know the user's id or would like to check if they had an existing user id, you can search for it by fillng out any of the information below and dlicking the search button.
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District Administrator

Who should get access:
Superintendents, Assistant
Superintendents

What can the user do in the apy

o Create assignments for assessments and
professional learning modules (PLM) for the
entire district,

o Complete and view observations for district staff

* District Needs Assessments **

Professional Development
Coordinator

Curriculum & Instruction, Special
Education Director

o Create assignments for assessments and
professional learning modules (PLM) for the
entire district,

o Complete and view observations for district staff

Building Administrator

Principals, Assistant Principals, etc

» Create assignments for assessments and PLM for
that building,
o Complete and view observations for building staff

District Content Participant

Counselors, Librarians, Paras, Teachers,
etc.

« Enroll and complete PLMs and assessments

**Enhancements coming fall 2020-2021
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Welcome to dese.mo.gov. We hope you enjoy the site, and we welcome your feedback.
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DESE Applications Sign-in

We Are Here to Help!

Explore our FAQ to discover helpful features, tutorials, instructions, and more. It's a great resource to quickly resolve basic issues
and answer straight-forward questions.
Feel like it's impossible to find answers? Don't worry! Visit our Help Center located in the footer and click Web Application Help. We
will get you where you need to go.
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Educator Certification System Administrator

The Educator Certification System web application only allows one administrator per education entity. Educator Certification System administrators have
full access to all areas of the web application.
The following security roles are affected: EC Admin
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Public Access

Annual Report of the County Clerk - Public ®

Annual Secretary of the Board Report (ASBR) - Public @
ePeGS - Public @

Missouri Comprehensive Data System (MCDS) - Public @
Nonpublic Registration Form - Public ®

School Finance - Public ®

Secure Access

Compliance Plans (Federal and State)
Consultant Logs

Core Data Collection

Educator Certification System
Educator Qualifications

Missouri Comprehensive Data System (MCDS)
Special Education IMACS 2
Surrogate

Tiered Monitoring

User Manager

Virtual Learning Platform




