How to Add a New User to Your District

1. Logon to Tracker at https://tracker.cde.state.co.us.

(You must have administrator access to add users.)
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2. Click on Setup & Maintenance.
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3. Click on Users.
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Access to Setup and Maintenance is controlled via application permissions. |f you are unable to select ane of the
administration links on the left, then you will need to talk to the Tracker administrator in order to get the desired
permissions assigned to your account.

4. Click on Add User.
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5. On the Invite a new User screen:
a. Select your district from the LEA drop down list.

b. Click on the Administrator checkbox if you want the new user to have the ability to
create new users.

c. Enter new user’s First Name, Last Name, E-mail, phone, position and department.

d. Click on Create Account button.
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The Entity Type Filter field determines the overall user level. "State’ and ‘District’ are appropriate values for this
release. For District-level users, a district value is required. District-level administrators may create additional
district users, and may assign submitters to instruments.
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6. The next screen shows that the invitation has been sent.
If you want the new user to be able to submit instruments,
click on the Submitter checkbox for each instrument,
then click the Assign button;
otherwise, click the Skip button.
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7. All Tracker users and administrators also need User Level access to LEA/BOCES-0000.
Click on Add another organization.
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a Select LEA/BOCES-0000 from the LEA drop down list
b Then click the Assign button.
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To assign a user to more than one organization, choose it from the list below.
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