How to Access the State Education Department Delegated Account System (SEDDAS) In Order to Grant Additional Staff Access to the NYSED IRSP for Purposes of Submitting NYSAA Educator Portal Changes
[bookmark: _GoBack]Step 1: Superintendents and Charter School Leaders go to NYSED Business Portal to Log On.
http://portal.nysed.gov/portal/page/portal/PortalApp
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Step 2: Click the Link for State Education Department Delegated Account System (SEDDAS).
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Step 3: Click “Search User” button
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Step 4: Click “Search/Update List” button.
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Step 5: Click the “View Selected” button of the user you would like to delegate.
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Step 6: Click the “Entitle Applications” button.
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Step 7: Click the box next to “IRS Portal” under “Select applications to change/remove access”.                                                                                                  Click “Next”.
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Step 8: Select the type of access to assign the user
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Step 9: Click the “Grant Access” button. Click “Back” when Success screen appears.
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