Guide to Assigning Site Employee Safety Administrator (SESA)
Role for the Bloodborne Pathogen
Compliance Tool
(For Principals)

INTRODUCTION:

In order to grant your Site Employee Safety Administrator (SESA) access to the Bloodborne Pathogen
Compliance Tool, you must first add a role to that person in Galaxy; this allows the appointed SESA at your
school to begin working with the Bloodborne Pathogen Compliance Tool.

This guide explains how principals can use the “Assign Role” function in Galaxy to grant an employee from
their school access to the Bloodborne Pathogen Compliance Tool.

PART I: LOGGING INTO GALAXY:
1. Go to Galaxy: http://mygalaxy.nycenet.edu.
2. Enter your Galaxy User ID and password.
Note: Only the “Head of School” in Galaxy is able to modify user roles.
3. Click the Logon button.
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PART II: SELECTING A STAFF MEMBER FOR SESA ACCESS

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.

2. Select an administrator whom you want to assign the SESA role by right-clicking with your mouse on
the item-level icon (m) next to their name.
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3. Click the Assign Roles option on the menu.
Note: This will open a submenu; you will see two options ARIS and BBP.

4. Trace to and click BBP, as shown in the screenshot below.
Note: Do NOT make any ARIS changes.
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PART lll: ASSIGNING THE SITE EMPLOYEE SAFETY ADMINISTRATOR ROLE FOR A STAFF

MEMBER

1. Click to select the “Site Employee Safety Administrator” checkbox.
2. When you are finished selecting the role, click the Save button.
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PART IV: CONFIRMING THE SITE EMPLOYEE SAFETY ADMINISTRATOR ROLE FOR A STAFF
MEMBER

1. You will see a confirmation screen with the role change you entered.
2. Click on the Confirm button to verify that you want to make this change.
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MICOLE CACCIO of [PS 24 ANDREW J4CKSON] wil be granted the School Educator, Site Employee
Safety Administrator Roles in ARIS.

This change wil take 24 to 48 hours to take effect.

Flease Click 'Confirm' if this is correct.
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3. Afinal confirmation message will pop up. Click OK to return to your Table of Organization.
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