ARIS

GUIDE TO ASSIGNING ARIS ROLES
(For Principals)

INTRODUCTION:

In ARIS, principals have access to student-level data for all students in their schools, and teachers with
official classes in ATS and HSST have access to student-level data for the students in their official classes
only. All other school staff do not automatically have access to student-level data. However, principals can
manage the data access of their staff by using the “Assign ARIS Role” function in Galaxy.

This guide explains how principals can use the “Assign ARIS Role” function in Galaxy to grant school wide
student-level data access to Inquiry Team members, Data Specialist, and other members of your school
staff who have an instructional need to view student-level data for all students in your school (e.g.,
assistant principals, guidance counselors, and other staff who work with students across the student
population at your school).

Please follow the steps below to assign your Inquiry Team members, Data Specialist, and other
appropriate staff members the appropriate roles in Galaxy. If you need any assistance, please contact the
Accountability Service Desk at OAservicedesk@schools.nyc.gov or (212) 374-6646.

PART I: LOGGING INTO GALAXY

1. Go to the Galaxy website (http://mygalaxy.nycenet.edu).

2. Enter your Galaxy User ID and password. Please note that only the “Head of School” in Galaxy is able
to modify ARIS user roles.

3. Click the Logon button.
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PART II: SELECTING A STAFF MEMBER
1. Once you are logged into Galaxy, you will see your school's Table of Organization. Every person who
works in your school appears on this list. Select a staff member whom you want to assign “Inquiry
Team Member,” “Data Specialist,” or “School Wide Student Data Viewer” by right-clicking with your

mouse on the item-level icon (ﬂ) next to their name.
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PART Ill: ASSIGNING ROLES FOR A STAFF MEMBER

1.

2.

Click on the boxes to check or uncheck the ARIS roles that your staff member needs. Most teachers
will already have the “School Educator” role checked. The “School Educator” role allows teachers to
access student-level data for official classes to which they are assigned in ATS or HSST. Adding any
of the additional roles (e.g., Data Specialist, Inquiry Team member, School Wide Student Data Viewer)
will grant this person access to data for all of the students at your school.

«  For your Data Specialist, select Data Specialist.

»  For the members of your Inquiry Team(s), select Inquiry Team Member.

« For additional members of your staff who have an instructional need to view student-level data for
all students in your school, select School Wide Student Data Viewer.

»  For your APL Admin (recommended to be your Parent Coordinator and any additional members of
your staff), select APL Admin. Someone at your school must be assigned as the APL Admin to
manage ARIS Parent Link student ID and password distribution to parents in your school. Please
note: Assigning this role will also grant the user access to student-level data for all students
in your school.

When you are finished selecting the appropriate role, click the Save button.
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3. You will see a confirmation screen with the role changes you have entered. Click on the Confirm
button to verify that you want to make these changes.

23 Assign ARIS Access -- Weh Page Dialog
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4. A final confirmation message will pop up. Click OK to get back to your Table of Organization. Repeat
Parts Il and Il to assign ARIS roles to other staff members.
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