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OPENING ROUND 

LET’S TAKE A MOMENT TO GET TO KNOW WHO IS 
HERE TODAY. 



Slide 3

Outcomes for Today 

•Understand the roles and responsibilities of being a SIS Super User for 
your agency.

•Understand how to complete the tasks now associated with the Super 
User role within your agency.

•Understand how to support and train users at your local agency in 
accessing and utilizing SISOnline.

•Know the SIS assessment process as it pertains to the selected vendor 
(Ascend) for Virginia.
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Roles of the CSB Super User 

To have a working knowledge of the SISOnline® and oversee the on-
line process. This includes:

–Adding/modifying users (includes resetting passwords)

–Deactivating users who have resigned or changed roles in the agency

–Moving assessments within the agency

–Moving assessments between agencies should an individual relocate.
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SISOnline® Users: 

•User: can see assessments assigned to his or her user account, 
upload data to individual assessments, print and sort 
assessments. 

•Super User: can see all assessments in his or her agency/sub-
group. Super User is able to create accounts, change 
passwords, etc. 

•Manager: can see all assessments assigned to support staff 
designated under his or her supervision. 

•Agency: CSB will not use this role in SISOnline 
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SISOnline® Users Continued: 

• Admin. (State Administrator): can see all the assessments 
for the entire state or region (state and regional access only). 

• CSB enrollees (both users and super users) will have VIEW 
ONLY access. VIEW ONLY cannot enter assessments but 
super users can still change passwords, move assessments 
and other administrative functions. 
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Where to Log In: 
http://www.sis-online.org

http://www.sis-online.org/
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SISOnline® : After Logging In 

•You will see SIS Assessment List Page. From this page, you 
are able to:

–See assessments assigned to your agency or sub-group. 
(User level access will only be able to see assessments 
assigned to his or her user name.)

–See search assessment options located at the bottom of the 
screen

–Access the “User Administration” function

–Access miscellaneous items such as running reports, help,      
font size, and log out functions.
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SIS ASSESSMENT LIST PAGE: 
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SISOnline® Search Options: 
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SISOnline® Search Options (2): 
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SISOnline® User Administration: 
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SISOnline® User Administration: 
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SISOnline® User Administration 
Adding a user to the system: 
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SISOnline® User Administration 
Resetting a password: 
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SISOnline® User Administration 
Resetting a password: 

You will see: 

1.Modify User screen 

2.Input new password 

3.Check “Force password Change 
on next login” (Same as when you 
are creating a new account.) 

4.Select Update at the bottom of 
the screen. 



Slide 17

SISOnline® User Administration 
Searching for a user in the system: 
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SISOnline® User Administration 
Deactivating a user: 
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS Assessment 
List Page)
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS 
Assessment List Page) 
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS 
Assessment List Page) 
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS 
Assessment List Page) 
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS 
Assessment List Page) 
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SISOnline® User Administration 
Moving assessments – Single assessment move (from the SIS 
Assessment List Page) 

•Special notes on moving (single) assessments 

–Important to verify correct user names prior to transferring. 

–Email confirmation will be sent to all parties involved in 
transfer upon completion. 

–The ‘moving’ process is identical for both interagency 
moving of assessments and moving of assessments to other 
agencies. 
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SISOnline® User Administration 
Moving assessments – Bulk Move 
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SISOnline® User Administration 
Moving assessments – Bulk Move 
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SISOnline®: Uploading an Attachment 

Both Super Users and Users have 

access to the “Upload” feature –

accessed from the SIS Assessment 

List Page. The “Upload” feature 

allows a user (or super user) to 

attached relevant documentation 

to an entered SIS Assessment. To 

“Upload”: Begin by clicking the 

button identified above. 
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SISOnline®: Uploading an Attachment 
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SISOnline®: Uploading an Attachment 

After selecting “Browse,” you 

will be prompted to select the file 

you wish to upload. 

If you do not see your 

document, verify you are 

searching the correct file/folder 

location. 

After selecting the file, please 

select “Open.” 
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SISOnline®: Uploading an Attachment 
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SISOnline®: Uploading an Attachment 
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SISOnline®: Useful Reports 
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SISOnline®: Useful Reports 
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SISOnline®: MISC – Font Size 
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SISOnline®: MISC – Help Articles 
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SISOnline®: MISC – Log Out! 
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SISOnline®: MISC – User Info 
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SISOnline®: MISC. 

•To delete or archive a SIS assessment, please email SIS ID to 
your regional support specialist. 

•To move a user from one agency to another – please contact 
the State SIS Coordinator or Regional SIS Supervisor. 

•Only the State SIS Coordinator or Regional SIS Supervisor can 
“undelete” an assessment 

•Remember – Super Users and Users will have “View Only” 
access. 
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Contact Information: 

Region 1: Kenneth Haines – Kenneth.Haines@dbhds.virginia.gov
Region 2: Betty Vines – Betty.Vines@dbhds.virginia.gov

Region 3: Jason Perkins – Jason.Perkins@dbhds.virginia.gov

Region 4: Maureen Kennedy – Maureen.Kennedy@dbhds.virginia.gov

Region 5: Brandy Martin – Brandy.Martin@dbhds.virginia.gov

Regional SIS Supervisor: Joan Bender – Joan.Bender@dbhds.virginia.gov

State SIS Coordinator: Cheri Stierer – Cheri.Stierer@dbhds.virginia.gov

mailto:Kenneth.Haines@dbhds.virginia.gov
mailto:Betty.Vines@dbhds.virginia.gov
mailto:Jason.Perkins@dbhds.virginia.gov
mailto:Maureen.Kennedy@dbhds.virginia.gov
mailto:Brandy.Martin@dbhds.virginia.gov
mailto:Joan.Bender@dbhds.virginia.gov
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Questions? 


