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WHAT IS DIRECTORY MANAGER? 

Directory Manager (DM) is the SDE application  

used by you to: 

 

 Assign users roles to applications housed in the “New 

Collections” portal 

 

 Manage  official listing of all districts, schools, and other 

educational organizations 

 



 We are no longer accepting School Status Reports for 

changes to Organizations. 

 

 All districts must have at least 1 LEA Directory 

Certifier and 1 LEA Security Manager. 

 

 Districts manage user creation, reset passwords and 

role assignment. 
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CHANGE TO THE PROCESS 



4 

DIRECTORY MANAGER ROLES 

LEA Security Manager 

LEA Directory Certifier 

LEA Directory Writer 

 



Once your LEA Security Manager assigns this role you 
will be responsible for:  

 

Managing organizations by entering all changes as 
requested by your district administrators. 

 

Working with your LEA Directory Certifier for any 
changes that are pending approval. Changes to any of 
the fields requiring SDE approval will require sign off 
from the LEA Directory Certifier first.  

 

This role cannot certify the final data 
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LEA DIRECTORY WRITER 



The LEA Directory Certifier does not have to manage users 

or roles. Once this role is assigned, you are responsible 

for: 

Managing all data for organizations in your district 

 

Be sure that all schools are opened and closed on time 

 

Review all changes requested by the LEA Directory Writer 

 

Certify your data in the yearly Facility Collection 
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LEA DIRECTORY CERTIFIER 



 

 Inactivating users that no longer work for your 

district 

  

 Changing role(s) that have changed when 

users should no longer have access   

 

 Add users and roles as needed for your district 
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LEA SECURITY MANAGER 

The LEA Security Manager is responsible for managing users and 

roles for the district. Roles define what permissions a user has for 

each application within the portal. 
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APPROVING CHANGES 

 

 

A change requiring approval (name change or 

grade change), will stay pending until the state 

has approved it.  

 

Certain time sensitive changes will also require 

an effective date.  For example, a school 

changing from a K-5 to a K-6 school would 

require an effective date for the change.  Even 

after approval, this type of change will not 

appear in DM until the effective date. 

Some Things to Note about Changes 
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FACILITY COLLECTION 

In order to complete the Facility Collection each district must 

have the LEA Directory Certifier role assigned.  

 

Yearly Facility Collection – Every year, districts will receive 

notification asking them to log in and verify their organizations’ 

information.        

You will receive more information about this soon. 

 



HOW IT’S ALL CONNECTED 
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For example: Your district opens a new school and your 

LEA Directory Writer/Certifier has not entered the new 

school into DM. Your PSIS data manager is not able to 

report a student under this school. 

 

Important fields to keep current are: 

                   School Status               School Type 

                   Grades               Organization Type 

                   Operating Status Title I Status 

                   Address                APSEP Status 

If an organization is not up to date or does not exist in DM, you 

will be contacted by your district data managers to make the 

updates in order to allow them to enter data or certify. 



You may need to request a new Organization Code when:  

 

 An organization is new to your district  

 When 2 schools merge with their own organization codes 

 

An existing Organization Code may stay the same when: 

 The school/program changes location 

 Grade configuration changes 

 Adding an existing program under the same administration 
(e.g. adding a pre-k program)  

 

Please call me with any questions and I can advise  
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WHEN DO I NEED A NEW CODE 
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WHERE DO I LOGIN? 

Go to the following site to access the por tal directly:  

https://csde.ct.gov/ 

Depar tment website: 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520  

 

 

 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520
https://csde.ct.gov/
https://csde.ct.gov/
https://csde.ct.gov/
http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520
http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520
http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520
http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520
http://www.sde.ct.gov/sde/cwp/view.asp?a=2758&Q=334520


Directory Manager is not yet supported 

in Google Chrome. 

 

If you are using Internet Explorer 10 you 

will have to switch to compatibility 

mode. 

 

Please be careful about saving the login 

link as a favorite. There are specific 

instructions about how to do this on our 

help site. 
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SOME THINGS TO NOTE: 
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HOME SCREEN 



• Go to the 

Organizations 

module.  

 

 

15 

ADD A ROLE 

TO AN 

EXISTING 

USER 



Enter the 

search criteria  

 

Click Search 

 

Once you see 

the user at the 

bottom you can 

now select the 

login name. 
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Now that the 

user is open 

you can review 

the information 

 

To edit the user 

information or 

add a role you 

select EDIT 
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EDIT A USER 
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You can edit contact 
information here… 

You can 
unassign roles Click here to assign new roles 



Now you are 

ready to add a 

role to a user  

 

First select the 

correct 

appl ication.  

 

19 

ADDING A 

ROLE TO A 

USER 
Once you are here 
you can add roles 
to all applications 
accessible through 
the portal. 



The available 
roles wil l  
populate af ter 
you select 
State, District 
or School.  

 

You have to 
cl ick ASSIGN 
ROLES. 
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Once you have 
selected an application 
and role type you can 
select the role(s). 

 



Select 
Organizations 

 

Enter your 
search cri teria  

 

Advanced 
Search wi l l  give 
more f i l ters and 
wi l l  include 
closed schools.  
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EDITING AN 

ORGANIZATION 



Since I  only put 

in Sey* it  

returned all  

open schools 

with the f irst 

three letters.  

 

You can click 

on the blue 

school name to 

edit the 

organization.  
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You can review 

your schools 

and programs 

here.  

 

Click Edit to 

request 

changes.  

 

Click Cancel to 

go back to your 

search. 
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You wil l  be able 

to make changes 

to most f ields 

here.  

 

You can also 

CLOSE a school 

here. 

 

Some f ields 

require you to 

enter an 

ef fective date 

(when the 

change is true).  

 

Some changes 

wil l  require 

approval at the 

state level.  
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25 

REQUEST A 

NEW 

ORGANIZATION 



You are asked 

to select the 

type of 

organization. 

This l ist is 

driven by the 

roles that you 

are given. 

 

Once you make 

a selection you 

are taken to the 

Organization 

screen where 

you can enter 

all  of the 

per tinent 

information.  
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Each role wil l  

see dif ferent 

repor t choices 

here.  

 

Running the 

Secure Users by 

Role Repor t wil l  

al low you to 

keep track of 

users and role 

assignments for 

your district.  
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REPORTS 



You wil l  get a 

l ist of all  users 

within your 

district for the 

application 

that you chose.  

 

You wil l  see the 

names, 

username, 

email address, 

and roles.  

 

You can expor t 

this repor t and 

save to your 

computer.  
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First you want 

to f ind the 

user.   

 

Click on the 

user 
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RESET 

PASSWORD 



Once you 

select the user 

you wil l  see 

Reset Password 

at the bottom 

of the screen.  
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You just select 

a temporary 

password for 

the user.  An 

email wil l  then 

be sent to the 

user so that 

they can log in.  

Once the user 

logs in with the 

temporary 

password they 

will  be 

prompted to 

reset.  
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Letter from the Commissioner 
http://www.sde.ct.gov/sde/lib/sde/DataCollectionUpdates2013 -

14_pdf.pdf 

 

Data Collection Guide 
http://www.csde.state.ct.us/public/collectionsguide14.pdf  
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DATA COLLECTION INFORMATION 

http://www.sde.ct.gov/sde/lib/sde/DataCollectionUpdates2013-14_pdf.pdf
http://www.sde.ct.gov/sde/lib/sde/DataCollectionUpdates2013-14_pdf.pdf
http://www.sde.ct.gov/sde/lib/sde/DataCollectionUpdates2013-14_pdf.pdf
http://www.csde.state.ct.us/public/collectionsguide14.pdf


Check the Help Site for Documentation:  

http://www.csde.state.ct.us/public/directorymanager/  

 

Angela Gambaccini-May   

Angela.Gambaccini-May@ct.gov  

860-713-6847 

 

Rick Cloud 

Richard.Cloud@ct.gov 

860-713-6871 
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DIRECTORY MANAGER CONTACT 

http://www.csde.state.ct.us/public/directorymanager/
http://www.csde.state.ct.us/public/directorymanager/
mailto:Angela.Gambaccini-may@ct.gov
mailto:Angela.Gambaccini-may@ct.gov
mailto:Angela.Gambaccini-may@ct.gov
mailto:Richard.Cloud@ct.gov
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QUESTIONS  

AND  

COMMENTS 


