
Confirm District Declaration of Participation Report 
Submitters Instructions 

View Existing Users 
Navigate to Administer 
Select User Access  

 

Select from the Role drop list District Declaration of Participation Report Submitter 
Enter the name of district in Organization Name text field 
Click Search 

 

This will produce a list of staff assigned this role for specified district. 

 

Remove User Access 
If user no longer needs to be listed in this role, click on the icon in the Administrator Roles 
column beside person’s name. 

 

This will provide a list of all roles in which person is assigned. To remove from role of 
District Declaration of Participation Report Submitter, click on the Trash (delete) icon. 



 

Assign Users 

Existing User 
To assign a person to this role who is already in the system, Search Users by Last Name 
and/or Email Address. 
Click Search  

 

Click on the icon in the Administrator Roles column beside person’s name. 

 

Click the Create Role hyperlink 

 

Search District Declaration of Participation Report Submitter 
Check indicator beside this role and click the Create button 

 

 



New User 
To assign a new person as District Declaration of Participation Report Submitter – click the 
Create User hyperlink 

 

Enter persons Email Address; First Name; and Last Name; Phone Number; Extension; Fax 
Number all if applicable. 
Click Create button 

 

Choose District from the drop list and District Declaration of Participation Report 
Submitter in the Role search feature. 
Check indicator beside District Declaration of Participation Report Submitter 
Click Create button 

 


