Authorizing District and School Staff to Use the WSLS / ISES
via the Delegated Authority Application
To access the Wisconsin Student Locator System, each user must be authorized by the WSLS / ISES Administrator or Assistant Administrator for your district.  The instructions in this document will assist the WSLS / ISES Administrator or Assistant Administrator with authorizing district and school staff.  

Preparing for the Delegated Authority Application

Step 1

As WSLS / ISES Administrator, you must be authorized by your School District Administrator or Non-district Charter School Administrator to use the Delegated Authority Application.  Your School District Administrator may refer to http://www.dpi.wi.gov/lbstat/esea051304.html#superintendent for the steps required to register for a Wisconsin User ID and to authorize the WSLS / ISES Administrator for your district.  
Step 2
Obtain a list of the Wisconsin User IDs of all district and school staff members who will need access to the WSLS or ISES Web Applications.  For further information refer to http://www.dpi.wi.gov/lbstat/delauthapp.html, http://www.dpi.wi.gov/lbstat/eseawams.html and http://www.dpi.wi.gov/lbstat/esea051304.html.

Step 3

As WSLS / ISES Administrator, you may, but are not required to, designate a WSLS/ISES Assistant Administrator.  This individual will be able to authorize new district and school staff to use the WSLS or ISES and update or delete existing designees, but may not designate an additional assistant.  Refer to the section ‘Delegating an Assistant WSLS/ISES Administrator’ for further information.
Initial Authorization of District and School WSLS / ISES Users

Step 1
You need an internet connection to complete this process.  Navigate to the address https://www2.dpi.wi.gov/wams-da/home.do in your internet browser.  On the Role Selection screen, select the Local WSLS/ISES Administrator role or the WSLS/ISES Assistant Administrator role for your district.
[image: image1.png]¥ DPI - Delegated Authority - Mozilla Firefox -2 x|

Ele Edt Yiew Go Bookmarks Toos Help (*)

EDIGIONCIG i w-orivemssorzecmimse s e[

Wisconsin Department or PusLic INstruction
| DEDICATED TO CHILDREN AND LEARNING ]

Delegated Authority

Wisconsin User ID: roshea  User: Robert 0'Shea Exit

Instructions: Choose a ol from the following list:

District A dministrator on heha!f of Dodgeville School District

Local WSLS/ISES A dmiistrator on behalf of Beloit Tumer Schoo! District

‘WSLS/SES Assistant Administrator on behalf of Brown Deer School District

= [ty B

wams-da,doc - Microsof, « ) 10asm





Step 2
Note that the table will be empty as no district or school staff will have been authorized.  Click the ‘Add Designee Information’ button to add a district or school staff member.
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Delegated Authority - Local WSLS/ISES Administrator

Local WSLS/ISES Administrator for Beloit Turner: Robert O'Shea Modify Profile | Back | Exit

The Local WSLS/ISES Adninistrator is responsible for ensuring that authorized district WSLS and ISES users are identified. Authorization must be consistent withlacal school
‘board determinations under state and federal privacy laws, Current authorized users are listed in the table below. Note that i your name does not appea, and #f you are an
authorized WSLS o ISES user, you willneedt to insert a delegation for yourself

Instructions:

 Toupdate or delete delegations for an sxisting designee, click on the role description.
© Toinsert delegations for a new designee, click on the "Add Desigaee Information” button.
© To designate an assistent WSLS/ISES administrator, click on the "Delegate Assistant Adninistrator” button,

WSLS/ISES Assistant Administrator : Justina Manella

Designee Name Wisconsin User ID Role Schools

Tustina Manella Justing WSLS All Functions Powers Elementary

Townview Elementary

Salvatore Zapada salvatoremanella 1SES Full Entry. Beloit Turmer School District
‘WSLS On.fine EntollBxitUpdate Townview Elementary
Turner High
Tusner Middle

Delegate Assistant Administrator | _Add Designee Information





Step 3
Enter the Wisconsin User ID in the ‘Wisconsin User ID’ box and click the ‘Find Name’ button to retrieve the user’s name.  
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Step 4
Verify the user’s name.  If the name does not match the district or staff person who submitted the Wisconsin User ID, DO NOT CONTINUE.  Each user of the WSLS / ISES must register for a Wisconsin User ID in their own name.  The User IDs should not be shared.  For further information, refer to the user acceptance agreement at on.wisconsin.gov. 

Step 5
Select the appropriate role from the ‘Select Roles’ box.  A role represents the WSLS or ISES functions which will be performed by the user. A user may be granted only one WSLS role and one ISES role per district. A role will apply to all schools for which the user has been granted access.  A user may be granted access to a different set of schools for the WSLS and ISES, if desired.  For further information about user roles, refer to http://www.dpi.wi.gov/lbstat/wsnauth.html (WSLS) and http://www.dpi.wi.gov/lbstat/isesauth.html (ISES).
Step 6

To grant the selected user authorization to one or more schools within your district, select the ‘Designate selected schools:’ radio button and check the school(s) for which this role applies.
OR

To grant authorization to all schools within your district, select the ‘Designate district level authority’ radio button.
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Step 7
Click the ‘Save’ button.  Note the user must wait approximately 10 minutes following authorization before attempting to access the WSLS or ISES.
Step 8
Repeat steps 1 through 6 until all district and school staff which will work with the WSLS or ISES have been authorized.

Maintaining Role Authorization for District and School WSLS / ISES Users

Step 1
You need an internet connection to complete this process.  Navigate to the address https://www2.dpi.wi.gov/wams-da/home.do in your internet browser.
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Delegated Authority - Local WSLS/ISES Administrator

Local WSLS/ISES Administrator for Beloit Turner: Robert O'Shea Modify Profile | Back | Exit

The Local WSLS/ISES Adninistrator is responsible for ensuring that authorized district WSLS and ISES users are identified. Authorization must be consistent withlacal school
‘board determinations under state and federal privacy laws, Current authorized users are listed in the table below. Note that i your name does not appea, and #f you are an
authorized WSLS o ISES user, you willneedt to insert a delegation for yourself

Instructions:

 Toupdate or delete delegations for an sxisting designee, click on the role description.
© Toinsert delegations for a new designee, click on the "Add Desigaee Information” button.
© To designate an assistent WSLS/ISES administrator, click on the "Delegate Assistant Adninistrator” button,

WSLS/ISES Assistant Administrator : Justina Manella

Designee Name Wisconsin User ID Role Schools

Tustina Manella Justing WSLS All Functions Powers Elementary

Townview Elementary

Salvatore Zapada salvatoremanella 1SES Full Entry. Beloit Turmer School District
‘WSLS On.fine EntollBxitUpdate Townview Elementary
Turner High
Tusner Middle
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Step 2
Click on the role of the user you want to update. 
Step 3
To modify the school selections for this role:
· select ‘Designate district level authority’ or ‘Designate selected schools’ 

· check the appropriate school(s), if you selected ‘Designate selected schools’ and 

· click the ‘Save’ button.  
OR

To change the role:
· delete the existing role by clicking the ‘Delete’ button,

· return to Designee List and

· click ‘Add Desginee Information’ to add the user with the new role.
OR
To delete the user’s authorization for this district, click the ‘Delete’ button.

Modifying the wsls/ises Administrator Profile 

If you want to change your email address or phone, click on the ‘Modify Profile’ button.  
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Delegated Authority - Local WSLS/ISES Administrator

Local WSLS/ISES Administrator for Beloit Turner: Robert O'Shea Modify Profile | Back | Exit

The Local WSLS/ISES Adninistrator is responsible for ensuring that authorized district WSLS and ISES users are identified. Authorization must be consistent withlacal school
‘board determinations under state and federal privacy laws, Current authorized users are listed in the table below. Note that i your name does not appea, and #f you are an
authorized WSLS o ISES user, you willneedt to insert a delegation for yourself

Instructions:

 Toupdate or delete delegations for an sxisting designee, click on the role description.
© Toinsert delegations for a new designee, click on the "Add Desigaee Information” button.
© To designate an assistent WSLS/ISES administrator, click on the "Delegate Assistant Adninistrator” button,

WSLS/ISES Assistant Administrator : Justina Manella

Designee Name Wisconsin User ID Role Schools

Tustina Manella Justing WSLS All Functions Powers Elementary

Townview Elementary

Salvatore Zapada salvatoremanella 1SES Full Entry. Beloit Turmer School District
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On the next screen, modify the data as desired, and click on the ‘Save’ button.
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Delegating an Assistant WSLS/ISES Administrator

You may delegate an assistant WSLS/ISES Administrator, who would have the same authority to delegate as what you have.  To do so, click on the ‘Delegate Assistant Administrator’ button.
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Delegated Authority - Local WSLS/ISES Administrator

Local WSLS/ISES Administrator for Beloit Turner: Robert O'Shea Modify Profile | Back | Exit

The Local WSLS/ISES Adninistrator is responsible for ensuring that authorized district WSLS and ISES users are identified. Authorization must be consistent withlacal school
‘board determinations under state and federal privacy laws, Current authorized users are listed in the table below. Note that i your name does not appea, and #f you are an
authorized WSLS o ISES user, you willneedt to insert a delegation for yourself

Instructions:

 Toupdate or delete delegations for an sxisting designee, click on the role description.
© Toinsert delegations for a new designee, click on the "Add Desigaee Information” button.
© To designate an assistent WSLS/ISES administrator, click on the "Delegate Assistant Adninistrator” button,

WSLS/ISES Assistant Administrator : Justina Manella

Designee Name Wisconsin User ID Role Schools

Tustina Manella Justing WSLS All Functions Powers Elementary

Townview Elementary

Salvatore Zapada salvatoremanella 1SES Full Entry. Beloit Turmer School District
‘WSLS On.fine EntollBxitUpdate Townview Elementary
Turner High
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Step 1
Verify the user’s name.  If the name does not match the person to be designated as the WSLS / ISES Administrator, DO NOT CONTINUE.  Each user of the WSLS must register for a Wisconsin User ID in their own name.  The User IDs should not be shared.  For further information, refer to the user acceptance agreement at on.wisconsin.gov. 

Step 2
Enter the required fields which are designated with an asterisk.  Enter the remaining fields, if available.

Step 3
Click the ‘Save’ button.

