
CT-SEDS Administrator Training

July – August 2022



Training Agenda

• Introduction to the Role of Administrators
• Managing Your District Site

• Posting Announcements and Resources, District Calendar Management and 
Reporting Periods, Users and User Types, School Management

• Managing Students in CT-SEDS
• Searching for Students, Assigning User Caseloads, Deleting Finalized Documents, 

Manual Event Creation, Tracking Homebound Placement
• Managing Data in CT-SEDS

• Custom Data, Import History and Import Summary Data, Reporting
• Service Documentation
• Managing Support in CT-SEDS
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Your Mission:  Should You Choose to Accept It

• Become a Support Lead for your District
• Along with your district’s CT-SEDS Experts, be a resource to all users in your 

District on the CT-SEDS System
• You can use our training videos and materials to help facilitate the district level trainings; 

these will be available on the CT-SEDS Home / Dashboard page
• PCG will provide Frequently Asked Questions Documents and one-page quick tips docs; 

also available on the CT-SEDS Home / Dashboard page

• Assume Tier 1 Support Responsibilities for your District Users
• Reset Passwords
• Provide answers to District Level process questions
• Provide updated information to your users when issued by PCG or CSDE
• Assist school level experts for your district (when applicable)
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Your Mission (Continued)

• Manage School Calendar
• Set up the approved district level calendar each year
• Update school days when inclement weather or emergency school closures arise

• Manage Users for your District
• Update user information for new or contracted district employees
• Assign user codes for new users added to the system
• Assign user permissions
• Assign users to schools
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Your Mission (Continued)

• Reporting
• Run district reports to confirm and verify your data accuracy
• Monitor compliance dashboards on CT-SEDS home / dashboards page

• Ensure Your Users are Using CT-SEDS
• CT-SEDS does not allow most users to manually enter dates for Eligibility and 

IEP services.
• Users must create final documents in the system to gain the full benefit of the 

reminders and reporting.
• We do not expect users to go back and enter current document information. 

However, IEPs and Eligibilities come due, users will complete them in CT-SEDS.
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Key Administrative To Do List

• Find and Review User Resources
• Understand the Difference between the Aggregate Site and District Sites
• Set Up Your District Calendar

• Set Up School Calendars if Different from the District

• Assign User Caseloads and/or Provide Staff with Resources on how to 
Assign their own Caseloads

• Update User Information as Needed
• Assign Users to Schools
• Resetting Passwords

• Know How to Get Help
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Managing Your CT-SEDS District Site
Posting Announcements and Resources, District Calendar Management and 
Reporting Periods, Users and User Types, School Management
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Posting Announcements and 
Resources
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CT-SEDS Home Page
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Adding an Announcement
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CT-SEDS Home Page
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Uploading System Documents
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District Calendar Management 
and Reporting Periods
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District Calendar
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District Calendar
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District Calendar
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Edit School Years
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Edit School Years
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Edit Reporting Periods
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Users and User Types
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Available 
User Types
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District Site Login Page

Aggregate Site Login Page

URL:   https://ctseds.ct.gov/~ctstate/

URL:   Varies by LEA/District

Username: Email Address

Name: Email Address

https://ctseds.ct.gov/%7Ectstate/
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Manage Users
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Manage Users 
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User Profile Page
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User Profile Page
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Adding Users
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Adding Users
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User Codes: User’s First Initial, the First three digits of District Code, and Last Name

APSEP User Codes: User’s First Initial, AP1, and Last Name



Inactive Users
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Reactivating User Screens
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School Management
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Schools
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Schools
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Schools
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Managing Students In CT-SEDS
Searching for Students, Assigning User Caseloads, Deleting Finalized Documents, 
Manual Event Creation, Tracking Homebound Placement
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Searching for Students
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CT-SEDS Home Page
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Student Search
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Student Search Results
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Advanced Student Search
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Advanced Search
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Assigning User Caseloads
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Caseload Wizards
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Caseload Admin Wizard – Search for User
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Caseload Admin Wizard – Viewing Caseload 
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Caseload Admin Wizard – Adding Students to 
Caseload
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Caseload Admin Wizard – Transfer Caseload
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Caseload Admin Wizard – Transfer Caseload
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Deleting Finalized Documents
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Manual Event Creation
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Tracking Homebound Placement
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Managing Data In CT-SEDS
Custom Data, Import History and Import Summary Data, Reporting
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Custom Data

66
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Import History and Import 
Summary Data
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Imports
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Import Summary Data
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Import Summary Data
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Reporting
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Service Documentation
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Managing Support in CT-SEDS
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Tiered Support Model

Tier Support Descriptions Responsible

First-Tier Supporting users and their permissions including resetting 
passwords, assigning schools, document deletions, simple 
troubleshooting

LEA District and School 
Leaders

Second-Tier Expert level support: If the issue cannot be answered by the First 
Level Support staff, CT-SEDS Support provides access to the CT-
SEDS messaging system as well as email and phone support

CT-SEDS Support Team

Third-Tier Developer support for bugs, upgrades, system patches, and 
technical and release issues.

CT-SEDS Support Team
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CT-SEDS Support Model

Exceeding your Expectations is our Goal! 
• Ensuring that end-users have a support resource available to them is at the 

heart of our commitment to our partners (YOU). Members of the dedicated 
CT-SEDS Support team will provide districts with a multi-faceted network of 
support. This includes:

• Message board
• Email
• Toll-free phone from 8:30 a.m. to 5:30 p.m. Eastern, Monday through Friday except for 

federal and state-recognized holidays
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CT-SEDS Support Messaging

Message Board Availability: All Administrative users may submit messages 
to the message board and receive responses from an CT-SEDS Support team 
member at any time! 
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Message Board Details

Required Information: 
• Users must include the student’s First and Last Name, SASID Number, and the Page 

or Situation where they are experiencing difficulty.  
• Once a request is placed, CT-SEDS Support staff with specific project knowledge will 

work with the district expert until the problem is resolved. 
REMINDER/RECOMMENDATION:  

• Administrative users should NOT send multiple messages about the same topic.  All 
messages are answered as they come in; therefore, multiple messages will only slow 
the response time.

• The discussion between the support personnel and user are saved like a threaded 
discussion. Therefore, users may go back and view past questions and answers. 

• All information transmitted between the user and PCG staff is encrypted to assure 
compliance with FERPA and HIPAA regulations regarding the privacy of student 
information. 
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CT-SEDS Support Tools

Email: PCG recommends that only District Administrators utilize the 
CTSEDS_Support@pcgus.com email for general inquiries such as 
requests for additional services. All technical questions should be 
submitted via the message board to preserve confidentiality.

Toll Free number: (833) 668-2600 is available to only CT-SEDS 
Administrators. PCG’s phone support system provides the District staff 
immediate feedback and assistance. It is intended for those situations 
that are time sensitive and critical.
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CT-SEDS Support Partnership

PCG encourages districts to communicate that school personnel should 
first leverage their District and School Level CT-SEDS Experts to assist in 
any end user concern 

• This is the recommended method of operation because the knowledge of 
these School Level Experts demonstrates to their colleagues both “buy-in” 
and expertise with the new system. 

• Many questions from the users are special education process-related, not 
system-related, and can be best answered by the District/School Level 
Experts.

• For special education process-related questions, the District/School Level 
Experts can turn to CSDE resources and the RESC alliance. 
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Your Immediate Support Tools
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CT-SEDS Manuals and Videos available 
in the Documents Widget on the Home 
Page. 



Key Administrative To Do List

• Find and Review User Resources
• Understand the Difference between the Aggregate Site and District Sites
• Set Up Your District Calendar

• Set Up School Calendars if Different from the District

• Assign User Caseloads and/or Provide Staff with Resources on how to 
Assign their own Caseloads

• Update User Information as Needed
• Assign Users to Schools
• Resetting Passwords

• Know How to Get Help
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Thank You!
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