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Galaxy User Guide

Introduction

In an effort to facilitate access to DOE email accounts (including WebConnect access) and SESIS, charter
schools will use the Galaxy system. Galaxy is a web-based DOE system for human resources and budgeting.
Charter schools will use only a small component of the Galaxy HR function. Galaxy is a system that
Principals and their designee’s will use. Teachers and other school staff will use the DOE email account/
WebConnect/ SESIS that Galaxy facilitates, and will not use Galaxy.

Charter school leaders (or a designee) will be able to add staff to Galaxy. Once on Galaxy, a DOE email
account will be generated for the charter staff (DOE email accounts serve as WebConnect, Intranet and
SESIS credentials).

Galaxy is not compatible with Macs at this time. All Galaxy work must be done on a PC.
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M. Logging in to Galaxy and the Table of Organization
V. Adding Additional Staff

V. Assigning a Table Maintainer
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IX. Assigning SESIS Roles
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Galaxy Budget Modification Deadline
All Schools and Central/ Deadline: March 16

The Galaxy budget modification deadline for schools is Friday March 16t

This is the deadline to modify all tax-levy and reimbursable funding. After the deadline,
you will not be able to make modifications to filled positions or OTPS.

We strongly recommend that you create all vacancies and bulk jobs for anticipated
needs for the rest of the school year before the deadline. You will be able to enter
maodifications after the deadline only to create a vacancy for an unanticipated staffing
transaction, to create or modify bulk jobs using funds from existing bulk jobs or the lump
sum, or to schedule late allocations.
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Initial Load of Principals

In the spring of 2012, Charter School Principals will be automatically added to Galaxy by the Charter Schools
Office and will receive via email the user name and password for Galaxy. This user name and password is
also the user name and password for DOE email, WebConnect and SESIS for the Principal.

Changing your Password

Principals and all users should immediately change the password from the initial password, as it is not
secure. To do this, please go to https://owa2003.nycboe.net/iisadmpwd/aexp2b.asp . To see a complete
guide with complexity rules, please visit the Charter Schools Office Operations Wiki.

Logging in to the Table of Organization

To access Galaxy: http://mygalaxy.nycenet.edu/default.aspx

Enter in your user name and password (the same as your DOE email username and password). Do not enter
in the @schools.nyc.gov . Please note that announcements on the login page may not be applicable for
charter school users.



https://owa2003.nycboe.net/iisadmpwd/aexp2b.asp
http://schools.nyc.gov/community/planning/charters/Charter+Schools+Office+%28CSO%29+Wiki.htm
http://mygalaxy.nycenet.edu/default.aspx
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Logging in to the Table of Organization (continued)

Once you log on, you will be on your school’s Table of Organization or TO. Under “Charter School
Personnel,” the TO lists all of the staff that you have added and have access to a DOE email account,
WebConnect and SESIS (if given a role, explained below). You will be able to view their assignment, which
you will decide when adding the staff, and their Charter School ID, which will be automatically generated. To

edit a staff member’s information, click the fi2 icon next to the staff member.

Please note that charter school users will need to give the Charter School ID when making calls to the DOE
helpd desk (staff will be asked for their DOE employee number).Because these staff will not have access to
Galaxy, we recommend that the table maintainer keep a list of these numbers readily available in the case
that staff need to call the help desk.
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Adding Additional Staff
Click on “Add Item” at the top of the TO and then “Charter School Personnel.”
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3 New Charter School Personnel
. -C Department Of Educatlo‘ Chapter 180 of New York State Education Law mandates fingerprint supported criminal
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Ce’ltral Ofﬂ ce Ta b[es Of Organlzv public schools, charter schools and BOCES. By giving the below staff member access
X to DOE systems, the charter school accepts responsibility for fingerprint supported
criminal history background check for this staff member.
www.highered.nysed.gov/tcert/ospra/ch180laws2000.htmi
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Charter School Personnel

Name Assignment E-mail Address
Doe, Jane Charter School Princ
Cruz, Jonathon Teacher

First Name

Last Name
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Access expires on 6/20/2012
Notes
v
Inactive []
Save Cancel

Adding Additional Staff (continued)

You will be prompted to add:

Email Address (required): This can be either a personal email address or their charter school email address
i.e. johndoe@bestcharterschool.org . You must make sure that this email address is entered in correctly as
the user ID and initial password will be sent to the email address entered. If you enter in an incorrect
address, and have already hit the “Save” button, the email credentials are not recoverable. You will need to
delete the staff member from the TO, and re-add them with the correct address. Simply changing the email
address once the staff has been added will NOT trigger a new email to be sent with the credentials.

If an e-mail address is entered that already exists in the system and is on another school’s TO, you will need
to confirm if you are attempting to add the same user to your school’s TO. If the user selects ‘Yes’, then the
person will retain the the Charter School ID from the first school TO they were added to. If ‘No’, the system
will request entry of a different email address and will be given a new Charter School ID. A valid email
address is required to create add the staff member. Do NOT enter in a DOE email account into this field.
First Name (required)

Last Name (required)

Assignment (required): The employee’s function within the charter school or CMO, selected from one of the
following possible values: Administration, Teacher, Operations, Principal. This is meant as a method to help
the school idenitfy staff;the assignment does not change the user’s access in any way. Only the Principal of
the schools should be given the “Principal” assignment.

Access Expires On (Required): The date on which the employee’s access will expire. This field defaults to the
last day of the fiscal year, 6/30/2012, and cannot be set to a date beyond this. Any staff on the TO at the end
of the fiscal year will be automatically rolled over to the TO for the next fiscal year. This can be set to any
date prior to the end of the fiscal year for staff members who are temporary.

Notes (Optional): Notes regarding the employee.

Inactive (Optional): A checkbox indicating whether the employee is inactive in the organization. When a
person is marked as inactive, their account and roles are disabled. However, activating their account is
accomplishing by deselecting the inactive checkbox (there is no need to re-enter the person on the TO and
reselect roles).
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Click “Save” and this staff member will appear under the “Charter School Personnel” section of the TO. If a
staff member will need SESIS access, you should then assign him/her a SESIS Role. If this staff member will
maintain the table as your designhee, you should also assign him/her as the Table Maintainer.

Within 5 business days, the staff member will receive an email (at the address specified) with user name
and password for their DOE email account and WebConnect Access.

Once you have added a staff member, please give him/her the user guide for DOE email accounts and
inform him/her that credentials will come via email in 5 business days.
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Assigning a Table Maintainer

Staff members who have the assignment of “Principal” in Galaxy will have the ability to add and remove
other staff, grant Table Mantainer status, assign SESIS roles and complete the monthly certification process.
Each Principal can assign two other staff member the Table Maintainer status to delegate the responsibility
of maintaining the school’s TO. You can grant this right after a staff person has been added to theTO and is
listed under the “Charter School Personnel” section. To grant this right, click the 82 icon next to the staff
member. Click on “Assign Role” and then “Charter Schools”.

If the menus do not appear upon clicking on the 82 icon, you may need to adjust your broswer settinings.
Please remember that Galaxy is not compatible on MAC computers.
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Assigning a Table Maintainer (continued)
Check the “Charter TO Maintainer” box to indicate that this staff member can add, remove and certify staff
for this TO. Each Principal can name up to two staff members as Table Maintainers.
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Removing Staff

Once a staff member has left the charter school and and should no longer have access to view student
information, the school must remove the staff member from the TO. To remove a staff member, log on
to your TO. Click on the 82 icon next to the staff member to be removed. Click Remove. You will then
be asked to verify this decision. Verify that you want to remove this person from the TO by clicking OK. It
is important remove staff from the TO as soon as possible. As long as someone is listed on the TO, they
will have access to DOE systems and student information. Only staff that are currently employed by your
school should be listed on the TO.

Marking Staff as “Inactive” If On Leave

If staff will only be gone temporarily, or you know will be returning, do not remove the staff. Instead,
mark the staff as inactive by clicking on the a2 icon, clicking view/edit details and checking “Inactive.”

When the staff returns, click the staff as active. This will avoid the user being reassigned a new user ID
upon returning.
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February 2012 Certification of Staff (844704)

Because charter school staff do not give social security numbers, there is no way for the NYCDOE to ensure that one person does
not obtain multiple accounts. In addition, because CS staff are not in any NYCDOE HR systems, the DOE has no way of knowing
when a charter school staff member has left and should no longer have access. To mitigate this security concern, charter school
leaders (or their designee) must verify monthly that a staff member is still on staff and should still have access.

Please select Active / Inactive / Remove for each employee listed on your Table of Organization. 4 of 10 Certified
Active  Inactive l Remove Person Name Assignment Scheduled Expiration
® O O Doe, Jane A Charter School Principal 7 6/30/2012
® @) @) Cruz, Jonathon Teacher 6/30/2012
O ® O Diaz, Davis Teacher 6/30/2012
O @) ® Efram, Suzanne Teacher 4/1/2012
O O O Frank, Bonnie Teacher 6/30/2012
O @) O Gines, Jason Teacher 6/30/2012
O O O Herbert, James Teacher 6/30/2012
O O @) Jones, Jim Teacher 6/30/2012
O O O Kelly, Robert Teacher 6/30/2012
D, @) @) Ludwig, Kim Teacher 6/30/2012

Monthly Certification

At the beginning of each month, the Charter School TO will require certification of each person listed to
verify that each person listed on the TO is still active in the charter school. The certification screen above
will appear to the Charter School User (Principals and Table Maintainers) when logging on to their Galaxy
TO. The certification screen cannot be bypassed until the certification process is complete. New employees
may not be added, and roles may not be updated, until the monthly certification process is complete.

The certification screen requires selection of one of following options for each person in the Charter School
TO: Active, Inactive or Remove.

Choosing Active signifies that The Charter School employee is employeed by the school and should continue
to have an active NYC DOE account, as well as any assigned roles.

Choosing Inactive signifies that The Charter School employee is currently inactive. The employee’s DOE
email account and any previously assigned roles will not be active (resulting in a non-permanent loss of
access to DOE systems: email, WebConnect, and SESIS if applicable). The person will remain on the TO, and
any assigned roles on the TO, though inactive, will not be removed. To activate this employee’s access, the
person must be certified as active at the beginning of the month, or the person may be ‘unselected’ as
‘inactive’ on the TO.

10
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Monthly Certification (continued)

Choosing Remove signifies that the person is no longer an employee of the Charter School. Upon
designating an employee as ‘Remove’, the person will be removed from the Galaxy TO, and the staff
member’s email account and all assigned roles will be deleted permanently.

Deadline for Monthly Certification

The monthly certification screen appears to the Charter School Principals, and Table Maintainers starting on
the first of every month. Charter schools and CMO offices are required to complete certification
(designation of active, inactive or remove) of each employee on their TO by the 10th of every month.

Loss of Account Access When Not Meeting the Monthly Certification Deadline

If a Charter School or CMO does not complete certification by the 10th of the month, all employees on their
TO (except for those designated as ‘Head of Charter School’, ‘CMO Leader’ or ‘Charter TO Maintainer’) will
be automatically set to ‘Inactive’. Specifically, if a charter school does not complete certification of their
employees by the end of the day on the 10th of the month, then at 12:01 on the 11th day of the month, all
employees on that location’s TO (except for those designated as ‘Head of Charter School’, ‘CMO Leader’ or
‘Charter TO Maintainer’) will be set to inactive status. As a result, all other employees in that charter school
or office will have their email accounts inactivated and will lose access to DOE systems (WebConnect, DOE
email, SESIS if applicable). To re-instate your staff members’ accounts as ‘active’, the charter school must log
on to Galaxy and complete the certification process, appropriately marking employees as active. After
marking employees as active, account access will be restored within 48 hours. If your staff members call the
help desk for access during a time when the school has not certified the TO, the help desk will NOT be
able to grant the users access. The only action that can reinstate users’ access to DOE email/
intranet/WebConnect and SESIS (if applicable) will be certification of the TO in Galaxy.

Email Warnings to Complete Monthly Certification

Every day that the monthly certification is not completed from the 1% of the month to the 10" of the month,
Galaxy will send email notifications to those employees tagged as ‘Head of Charter School’, ‘CMO Leader’, or
‘Charter TO Maintainer’ warning them that their certification process is not yet complete and that all
employees listed on their TO will be inactivated on the 11" of the month.

11
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Assigning SESIS Roles

Some staff will require the use of SESIS. To enable SESIS access, click on the fi2 icon next to staff member.
Click “Assign Role” and then “SESIS.” Principals and Table Maintainers should also double check that they

have the correct SESIS role if they will require it as well. If a staff member will not need SESIS access, there is
no need to complete this step.

12
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Assigning SESIS Roles (continued)

Charter School users will have three choices of roles: Charter School Principal, Charter School SpEd Teacher
and Charter School GenEd Teacher. Check the applicable role.

SESIS access will be live approximately 5 days after saving an assigned role. Please message to staff
members that SESIS access is not immediate and will take approximately 5 days to initiate.
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Frequently Asked Questions for Principals/ Table Maintainers

Q. I am a Principal and | forgot my Galaxy password. What do | do?
A. Your Galaxy user name and password are the same as your DOE email user name and password. Call the
helpdesk for a password reset: 718-935-5100

Q. A staff member needs his/her DOE email password reset- what do | do?

A. The staff member must call the DOE Help Desk. They must have their employee ID as listed in Galaxy (the
Principal or Table Maintainer must give out this information). Please ensure that the account is not disabled
due to a lack of certifcation.

Q. | added a staff member to the TO, he/she received the email notification with user name and
password, but still has questions. What do | do?
A. Refer him/her to the DOE Email account user guide sent to all Principals.

Q. | added a staff member to the TO and the staff is not able to log in to SESIS- what should he/she do?

A. Check to make sure that you have assigned the staff member a SESIS role on the TO AND that 5 business
days have passed since you added the staff to the TO. If it has not been 5 days, advise the staff to wait. If it
has been, ask if the user received the DOE email user name and password and if they are using what was
sent in the email. Ask if the user changed the initial password and is using the correct password- test this on
another DOE system such as DOE email or intranet. Ensure that the TO has been certified for the month. If
the user is able to log on to these systems but not SESIS, call the DOE help desk.

Q. A staff member is unsure of how to add a student/ print a fax coversheet/any other function in SESIS.
What should | do?

A. Have the staff person talk to the SESIS lead at the school. From there, you can also refer him/her to the
CSO website for the SESIS FAQ and other SESIS resources. If the question is not resolved, the staff member
should reach out to the CSE liaison. The staff person can also call the SESIS help desk.

Q. When should | remove staff from the TO?
A. As soon a staff member is no longer employed by the charter school, remove him/her from the TO.
Otherwise, he/she will continue to have access to DOE systems and student information.

Q. How often/ when should I be logging on to Galaxy?

e Beginning of the year: add all new staff.

e Every time a new staff member who needs DOE email/ WebConnect/ Intranet or SESIS access.

e  When a staff who is currently on the TO is leaving the school (employment or contract ended)

e Every month- to certify

e At the end of the year- remove staff who will not return

e July and August- make sure a Table Maintainer is assigned to log on to certify over the summer if
staff will need access to DOE systems over the summer

14
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Q. Why do | have to certify our list of staff every month?

A. Charter school staff do not give a social security number or any other information that helps to validate
the identity of the user. In addition, charter schools do not use any Human Resource system that would alert
the DOE if a staff member leaves and should no longer have access to sensitive student information.
Certifying information every month mitigates both security concerns.

Q. What happens if | do not complete certification by the 11" of the month?

A. All staff accounts will be defaulted to inactive. This means that all staff on the TO will lose access to DOE
email account, WebConnect access and SESIS access (if applicable). Principals and Table Maintainers will be
able to log in to Galaxy to certify.

Q. | forgot to certify my staff list by the 10" and now staff members are telling me they cannot access
WebConnect or SESIS. What should | do?

A. Log onto Galaxy and certify all staff, choosing either remove, active or inactive for each. Notify staff
members that accounts and rights to DOE email accounts and WebConnect will be restored within 48 hours.
SESIS roles and access will be restored within 5 business days. The DOE Help Desk will NOT be able to help
users who cannot log in due to lack of certification.

Q. What if the 10" is a weekend?
A. Accounts will still be deactivated. You can log on to Galaxy at any time, from any computer to certify.

Q. Can a TO have more than 1 Principal?
A. Yes. Principals will initially be loaded by the CSO.

Q. Can a TO have more than 1 Table Maintainer?
A. Each Principal may assign up to two (2) Table Maintainers. Each TO will be allowed twice the number of
Table Maintainers as Principals.

Q. I share a TO with another school site. Can | certify for just my own staff?
A. No. All staff must be certified at once. Schools that have multiple sites will need to coordinate and choose
1 person to certify the staff across the school.

Q. Can | enter in the same email address more than 1 time on the same TO?
A. Galaxy will not allow you to do this.

15
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Q. What if a staff member works at our school and another school?

A. You should enter the staff onto your TO. The other school should also enter the staff onto their school’s
TO with the same email address. In this way, the staff will not need to remember two user ID’s and
password.

Q. What if a staff member leaves our school and starts to work at another school?

A. Once you remove the staff from your school TO, their user ID and DOE employee number will be retired.
When the staff member is added to the new school’s TO, they will receive a new user ID and DOE employee
number, even if they are entering the same email address.

16
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3. Select Every time | visit the webpage and click ‘OK’
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Pop-ups must be enabled on the browser.

4. Go to the Security Tab = Select Trusted sites=>Click Sites
5. Add http://mygalaxy.nycenet.edu as a trusted site
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