
COMMUNITY SCHOOL ADMIN USER SCREENS 
 

How Do I Gain CSADM Access?  
Each school is required to identify a Financial Contact in the school’s entity profile.  If a 
Financial Contact has not been identified or if you wish to change the current contact, 
please complete a CSADM Profile Modification form.  This form is located on the CSADM 
Corner webpage at: 
 
http://www.ode.state.oh.us/GD/Templates/Pages/ODE/ODEDetail.aspx?page=3&Topi
cRelationID=998&ContentID=15442&Content=27285
 
The link to the CSADM Corner may also be found on the CSADM home page. 
 

How Do I Log in to the System? 
 
After your account has been created and you receive your login information, go to the 
CSADM login screen located on the Web at: https://webapp.nwoca.org/csadm
 
CSADM Login Page 

 

 
ype in the username and password sent to you from the CSADM administrator at 

our 

lick on the “Forgotten your password?” link 
 

 

T
NWOCA. Security NOTE: To maintain the highest security for your school’s 
information, please be sure to change your password regularly. In addition, y
password should be confidential and not shared at any time. 
  What If I Forgot My Password? 
 
C

 
 
 
. 
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1. The user will be able to enter either their username or the e-mail address used to 

 
create the account. 

 
 
. Click the button labeled “Proceed to next step”. 

3. ou will then be prompted to answer the secret question that you selected when 

 to you. 
 

4. If you are unable to correctly provide either your username or e-mail address then 
 

2
 
Y
you first logged into CSADM. Answering this question will complete your 
authentication process and your username and password will be e-mailed

the system will not be able to authenticate you. You will need to e-mail the CSADM
administrator at csadm@nwoca.org.  

 

CSADM Home Page 

fter you have successfully logged in to the system, you will be taken to the home page. 

ome Page 

 
A
The entity and the year that you are currently logged in under, is noted in the upper right 
hand corner of the screen. 
 
H

 
 

rior to taking any action in the system, be sure to confirm that you have selected the 

 

 

P
proper entity. Many users have authorized access to multiple entities and should pay 
close attention to the selected entity when entering the system. The name of the entity will 
appear in the top right hand corner of the page. 
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Main Menu Options 

 

Please Note: The small “minus” tab in the upper right hand 
corner. If you wish to reduce the menu while working in other 

s” tab. 
. 

screens, simply click here. It will be replaced with a small “plu
To bring the menu back in to view, simply click on the plus tab

 
Home After a successful login, all users will be taken to this screen. 

Select Entity/Year r to Users need to be sure to select the proper entity and year prio
completing any review or updates. 

Students Community schools will update student records and resident 
districts will review student records. 

Report Both community schools and resident districts have the ability
generate a variety of reports. 

 to 

Utilities The User Profile, Entity Profile and an Upload feature may be 
accessed here. 

Help This section contains information about the system, a history o
changes to the s

f 
ystem and access to the status page (see below 

for more information on the status page). 
Logout Use this to logout of the system. 
 

Creating User Accounts 
first determine if the user currently has an 

em.  In order to determine this, you will need to run a 

unning a User Query: 

 the main menu and then click on the word Query.  

Before creating a new user account, you must 
account within the CSADM syst
query. Be sure to run a query each time you wish to create a new user account. 
 
 
R
 
Click on the word User on
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1. Please select the “Include” by clicking in the radio button. This will  
    ensure that the query includes both enabled and disabled accounts. 
2. Place the first 4 to 5 characters of last name of the person you are searching for in the  
    “Last Name” field. (i.e. searching for Timothy Jones) 
3. Then click the filter button to run the query. 
 

 
 
 
 
 

ndicated by the line through his username).  Again, you would not need to create a new 
ccount, but would need to have his account enabled.  More information on how to modify 

ss levels that may be assigned to a user. 

 

 
 
4. After running the query, there are several possibilities 
    a. you could not locate the user 
    b. the user has an enabled account 
    c. the user has a disabled account 
 
In this example, there are a number of accounts under the last name of Jones, but no 
Timothy Jones.  If however, you were looking for Darryl Jones, you would only need to add 
your school to their existing account and not create a new user account.  If you were 
looking for Gary L Jones, he has an account but that account is currently disabled 
(i
a
an existing user’s account can be found on Page 3. 
 
Access Levels: 
There are three different types of acce
 
Read Only – the user can view data, but has no ability to enter or modify any data 
Update – the user can add and modify data 
Admin – the user can add and modify data AND they can create and maintain user  
               accounts 
 



Adding a New User: 
 
If you are unable to locate the user after running the user query, then you will need to 

r account.  

. Click on Request New User, on the Main menu 

create a new use
 
1
 

 
 
2. Enter the required fields.  Please pay close attention to the emai
    entry here will delay the account being created. 
  

l address as a wrong  
The username should be some  

  combination of the user’s first and last name (i.e.gjohnson). Each user must have a  
    unique username. 
 

 
 
4. You may only grant access to Community Schools that have you listed as the  
    financial contact in their entity profile.  These schools will be listed below the new user 
    fields. 
 
5. The access level for any new user will default to “None”. Select the community school  
    and the security level that you wish to assign to the new user. If you do not want this   
    user to have access to a particular entity, allow the user’s access level to remain at  
    “None”.   
 
6. When you have completed entering the data and assigning the appropriate access level  
    for the user, click on the “Send Request” button.  
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7. Once the account has been activated by the system administrator, the new user will  

.  NOTE: You will receive an e-mail from the system administrator only if the e-mail  
   

    receive an e-mail with their username and a password. 
 
8
     address that was entered for the new user was undeliverable. Please verify the e-mail  
     address and send the correction to csadm@nwoca.org. Make sure you include the  
     user’s first name, last name and the corrected e-mail address in your reply.   
 
 
Adding or Removing an Entity to an Existing User 
 
Query for the User:  

om the entities that have 
nancial contact in their entity profile. 

 
As previously noted, you may only add and remove users fr
identified you as the fi
 
1. Follow the instructions for running a user query on Page 3. 
 

 
 
 
2. Locate the user and then click on the pencil icon next to the username. Review the 

user profile to confirm that the existing user is the person whose account you wish to 
modify.   

 
Enabling a Disabled User: 
If the user’s account has been disabled (the username has a line through it), then email 
the system administrator at csadm@nwoca.org to have the account enabled. In your 
email, include the username, first name and the last name of the user. You will be notified 
when the account has been enabled. Upon notification you will be able to add or delete 
entities to the account 

dding an Entity to an Existing User: 

1. 
2.  user and then click on the pencil icon next to the username. Review the 

user profile to confirm that the existing user is the person whose account you wish to 

een 

 
A
 

Follow the instructions for running a user query on Page 3.  
Locate the

modify.   
3. To add an entity to the user’s account, use the dropdown menu next to the “Grant 

Access” button. This drop down menu will only display the schools that you have b
authorized to maintain user accounts. 
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4. Using the dropdown menu, select the school you wish to add to the user’s account – 
make sure your selection is complete and then click on the Grant Access button 

. Once you have made your selection, be sure to then select the Access level you wish 
ol. 

. If you wish to add additional schools to the account, repeat steps 4 & 5. 
ton. 

 

 
 
 
Modify
 

1. 
2. 
3. radio button that is 

4. 
 

1. Run a User Query 
2. Select the user and click on the pencil to modify the account 

to the name of the entity that you would like to 
remove from this user’s account 

n 
 
 
 

5
to grant the user for the selected scho

6
7. When you are finished adding entities, Click on the Save but
 

 

ing A User’s Entity Access: 

Run a User Query 
Select the user and click on the pencil to modify the account 
To change the access level of the user for an entity, click on the 
to the left of the desired access level. 
Click the Save button 

Removing a User’s Access to an Entity: 
 

3. Click on the Scissors icon next 

4. Click the Save butto
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Updating User Account Information: 

e their own user profile. A financial contact 
oes not

 
Each individual user has the ability to updat
d  have the ability to modify an individual’s user profile. The user should log into the 
CSADM and go to Utilities on the Main Menu and select, User Profile. Then click on the 
Mo
 
User P

 
 
 
 
 
 

 
 
 

the user uses to identify him/herself to the system 
is what is entered each time the person logs 

stem and cannot be changed by the user. 

hat is assigned to the user when he/she 
stem and cannot be changed by 

 (  ) after the username. 

ntities – One user may have authorized access to a number of entities. All entities will be 
sted in the user’s profile. This list is generated by the system and cannot be changed 

Managing Users via the Entity Profile: 

dify button. 

rofile Screen 

 
 
 

 

 
 
Data Elements 
 
Username – The username is the name 
when he/she first logs in to the system. This 
in to the system. This is generated by the sy
 
User ID – this is a unique identification number t
establishes an account. This is generated by the sy
the user. It is the number in parenthesis
 
E
li
by the user. 
 
1. The user should make the necessary changes.  
2. Once all changes have been made, click the “Save” button to save all changes. 
3. Click on the Cancel button if you do not wish to save the changes. 
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Financial Contacts are able to manage the user accounts of their authorized schools 
via the Entity Profile.  All users that have access to an entity are listed in the Entity 
Profile.  

o  

 

 
1. Click on “Select” in the Main Menu and use the dropdown menu that appears t
    select the school whose entity profile you wish to view. 

 
 

. Once the selection is complete (school name will appear in the top right hand side of  
    the page), then click on “Utilities” in the Main Menu. 
3. Then click on “Entity Profile”.  
4. Once the profile opens, you can remove a user’s access to the entity by clicking on  
    the scissors icon to the left of their username. 
5. You may also modify the user’s access by clicking on the pencil icon. This will open  
    up the user’s profile where you may modify their account. 

 

2
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