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STAFF DATA VERIFICATION 
INSTRUCTIONS 

 
All schools must review, revise, and confirm their school staff data.  Data Specialist will be in 
charge of this process, which will require them to: 

1. Enter an e-mail address for any staff member who is missing that information 
2. Correct any incorrect e-mail addresses 
3. Edit staff members’ ARIS Role(s) 

 
You will be able to complete this task using the online staff data verification tool found here:  
http://mygalaxy.nycenet.edu/aris/arismain.aspx.   
 
This document will guide you through the steps required to complete this process.  However, if 
you have any difficulty completing this task, please contact the Application Data Manager 
(ADM) and Application Support Liaisons (ASLs) at your ISC, who will be able to support you. 
 
 
Step 1:  Access the e-mail sent to you from your ISC Data Support Team with your school-
specific login information: 
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Step 2:  Click on the link in the e-mail to access the Staff Data Verification screen.  In case you 
no longer have the e-mail, the URL is: http://mygalaxy.nycenet.edu/aris/arismain.aspx.  You can 
get your school’s username and password from the ADM and ASLs at your ISC. 
 

 
 
 
Step 3:  Enter the location username ID and password information from the e-mail and your 
personal DOE e-mail address and password into the login screen.  Click on the Logon button. 
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Step 4:  Below is the main screen you will use for the staff data verification process.  The staff 
data verification tool provides a snapshot summary of all of the employees listed in your school’s 
Table of Organization in Galaxy.  Your first task is to ensure that each staff member at your 
school has the correct e-mail address listed.   
 

 
 
In doing this task, you may encounter four situations: 

4a. The staff member does not know his/her e-mail address. 
4b. The staff member knows his/her e-mail address and it is listed correctly on this 

screen. 
4c. The staff member knows his/her e-mail address and it is MISSING on this screen. 
4d. The staff member knows his/her e-mail address and it is INCORRECT on this screen. 

 
 
Step 4a:  Some of your staff may not know their DOE e-mail address because they have never 
used DOE Outlook e-mail.  That is not a problem.  Give them the information on this screen.  
They will need their DOE e-mail address and password in the future to log into future DOE 
applications, like ARIS.       
 
 
Step 4b:  If your staff member knows his/her e-mail and the e-mail on the screen matches the e-
mail that the staff member uses, then do nothing.  The information on record is correct.   
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Step 4c:   Some of your staff will be missing their e-mail information.  These people will show 
up as Email Required.  If this is the case, click on the person’s name.  A search window will 
pop up with possible e-mail matches for this staff member. 
 
For example, in the case shown below, Shantha Gopal is missing her e-mail information.   
 

 
 
 
After clicking on her name, you see that there is one possible match for her – SGopal.  
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Click on the correct entry to assign the e-mail to this person and then click on the Finish button. 
 
In this example, you clicked on SGopal and assigned it to Shantha Gopal.  That e-mail address 
now appears in the e-mail line. 
 

 
 
 
After you click on the Finish button, you see that the SGopal e-mail address is assigned to 
Shantha Gopal.  Her status changes from E-mail Required to E-mail Assigned. 
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If no matches appear when you click on the name, you can search for possible matches by 
entering in new information in the Last Name, First Name, or AD Alias (e-mail) fields. 
 
In the example below, there is no e-mail address assigned to Chieh Huei De Jong. 
 

 
 
 
If Chieh tells you that his last name is often misspelled as one word, you might type Dejong into 
the Last Name field and click on the Find button.  Chieh’s e-mail address, cdejong, now appears. 
 

 
 
If you cannot find an appropriate match for a staff member, then you should call your 
ADM/ASLs.  They will be able to assist you in finding the correct email address, or create a new 
one, if necessary. 
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Step 4d:  If the e-mail address on the screen does not match the e-mail address that the staff 
member is currently using, then you must correct this.  You can correct his or her e-mail 
information by clicking on name and searching for the correct e-mail address. 
 
For example, suppose that Amy Friedman tells you that her e-mail address is AFriedman2.  In 
the system, she is listed as AFriedman3.  To correct the e-mail address, click on her name. 
 

 
 
 
The search pulls up two options, AFriedman3 and AFriedman2.  You can click on AFriedman2 
and then on the Finish button to re-assign Amy. 
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Now you can see that Amy’s e-mail has been re-assigned to AFriedman2.  Her status has 
changed from E-mail Prev Identified to E-mail Corrected. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 9

Step 5:  After verifying your staff members’ e-mail addresses, your second task it to verify their 
school ARIS role.  Your teachers and educational staff will default to the School Educator role.  
Any staff member who you (or your principal) have already assigned to an ARIS role (Data 
Specialist, Inquiry Team member, etc.) will appear with that information as well. 
 

 
 
 
If you need to change a staff member’s role(s), click on the link under ARIS Role(s) for his or 
her name.  A pop-up window will appear.  Click on the appropriate check boxes to add/remove 
roles and then click the Apply button to apply these roles. 
 
In the example below, suppose you want to assign Joan Green as your Data Specialist.  Under 
the ARIS Role(s) column for Joan, you see that she currently has no roles assigned.  Click on the 
[None] link for Joan and a pop-up will appear. 
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You check the box next to Data Specialist and click on Apply. 
 

 
 
 
You will now see the Data Specialist role appear for Joan. 
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Step 6:  Once you are done verifying e-mail addresses and roles for all of your staff members, 
the button on the bottom titled Submit Completed ID Association will light up.  Click on this 
button to submit all your changes. 
 

 
 
 
A screen will appear summarizing the changes you made.  Click on the OK button to confirm 
your changes.  Your work is nearly finished. 
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Step 7:  Alert your principal that you are finished verifying the school’s staff data.  The principal 
must certify that the information is correct.  He or she can do this by clicking on the Principal 
Signoff button.  The Principal Signoff button will only light up after the Submit Completed ID 
Association button has been clicked and OK-ed. 
 

 
 
 
A screen will appear summarizing the changes that were made.  Principals need to enter their e-
mail address and password so that the system can authenticate their identity.  Finally, click on the 
Signoff button.  Your school is done with staff data verification.  Thank you! 
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Notes on Additional Functions 
 
Bypass:  On the far right, you will notice a column titled Bypass.  If you can not find the correct 
e-mail address for a staff member and you are ABSOLUTELY certain that they will never need 
access to DOE e-mail or any other applications (including ARIS), then you may click on Bypass 
to skip them. 
 
In the example below, suppose that Jody Weckergreenber tells you that she does not use DOE e-
mail and will never need DOE e-mail or access to DOE applications.  You can bypass her record 
by clicking on the Bypass box for her row. 
 

 
 
 
Once you click on the Bypass box, the status for Joan will change to Bypassed. 
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Export to Excel: You may find it easier to enter information about your staff’s e-mail and roles 
into a spreadsheet first before you enter it into the screen.  If that is the case, then you can export 
the data from this page into Excel by clicking on the button titled Export to Excel.   
 

 
 
 
A screen will pop up and ask you whether you want to Open, Save, or Cancel.  Click on Save 
and save the file to your Desktop, or somewhere you’ll remember easily. 
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Afterwards, you can open up the file in Excel and work on the spreadsheet.  You might also 
consider printing the Excel spreadsheet and bringing a hard copy to a staff meeting where you 
can more easily ask your staff what their respective e-mail address and roles are. 
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STAFF DATA VERIFICATION  
Frequently Asked Questions (FAQs) 

 
Q1. I am having trouble completing the verification of staff data.  What should I do? 
A. Contact the Applications Data Manager (ADM) and the Application Support Liaisons (ASLs) at your ISC.  They 
are your direct support for this process and can troubleshoot with you. 
 
Q2. I’m a data specialist and the link to the data screen is for Galaxy.  I don’t have a Galaxy account.  Do I 
need one? 
A. No.  You can get to this specific screen without a Galaxy account.  You should have received an e-mail from 
your ISC Data Support Team with your unique login information.  The ADM and ASLs will have your login 
information if you misplaced this email.   
 
Q3: Do I have to be on the school’s computer network to access this staff data verification tool? 
A. No.  The tool is Internet-based and can be access anywhere as long as you have your user ID and password.  
 
Q4. I have a lot of staff members at my school.  What is the best way to check all these people? 
A. One way is to print out a copy of the information that appears on the screen and bring it to a staff meeting or 
leave it in the central office.  You can have each staff member come by and verify their e-mail address and staff 
role(s) on your hard copy and then enter the changes into the system after everyone is finished.  To print out the 
information, click on the “Export to Excel” button and then print the spreadsheet from Excel. 
 
Q5. I’ve made some changes, but am not finished and need to stop.  How do I save my work? 
A. Your work is automatically saved after every click, so you don’t need to do anything extra to save your work.  
You can close out of the tool, and when you log back in later, your screen will bring you back to where you left off. 
 
Q6. One of my staff members is missing from the staff data verification screen.  How do I fix this? 
A. The list of staff on the screen is generated from your school’s Table of Organization in the Galaxy budgeting 
system.  If a staff member is missing, your principal will need to correct this error themselves in the regular Galaxy 
application.  Your ADM and ASLs will also be able to direct you to the ISC HR/Galaxy contact for your school. 
 
Q7. One of my staff members noticed that his/her name, Employee ID, File number, etc. is incorrect. Can I fix 
it here? 
A. Unfortunately, no.  For the staff data verification process, we are only checking and correcting e-mail addresses 
and role information.  For HR data changes, please have the staff member call HR Connect at 718-935-4000.  
 
Q8. One of my staff members told me that their email is incorrect, but I can’t find it with the search.  What 
should I do? 
A. Contact the ADM/ASLs at your ISC.  They have additional search tools to help you find the correct information.  
 
Q9. One of my staff members has never had a DOE e-mail account and will need access to DOE systems like 
ARIS.  Can I add them here? 
A. No, if your staff member never had an email account, you must contact the ADM/ASLs at your ISC.  They will 
be able to create an e-mail account for this person.   
 
Q10. One of my staff members has never had a DOE e-mail account and does NOT need access to DOE e-
mail and systems like ARIS.  What should I do? 
A. Click on the “Bypass” box to skip over them.   
 
Q11. One of my staff members has different logins for their DOE Outlook e-mail account, ARIS, Acuity, 
HSST, etc.  Which is the correct one to enter here?  
A. Enter their DOE Outlook e-mail account information.  We are moving toward a system where there will be one 
username to log onto the majority of DOE applications.  A person’s DOE e-mail username will be the unique 
identifier of record. 


