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Setting Up Your Account
To access the NYSED Categorical Bilingual Programs Website, put the following url into the address box
of your browser window or click the link below. You may want to then save this website to you favorites
list or on your desktop.
https://www.NYSEDBilingual.com
This Link will then open the login page as shown below.

You will need to enter a username and password, issued to you by MI and then click the ‘Log In’ button
in order to access the rest of the website. It may be best to copy and paste the login information, rather
than enter each character individually.
The password given to you will be for a onetime use only. After you enter the site for the first time you
will then be brought to a page asking you to change your password as shown below.
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Here you are instructed to enter the password given to you, and a new password you prefer to use. Your
new password must meet the following criteria:
1. Must be at least 6 characters
2. Must not contain your username
3. Must have at least 1 number, 1 letter, and 1 special character (Special characters:
!@#$%^&*()_+).
Once you enter a password following the noted criteria you will be brought to a page confirming you
have done so. Click Continue to proceed to the Homepage (see below).
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RBE-RN Homepage
When brought to the Homepage, you will see welcome text followed by a logo representing your RBERN region. On the left hand side of the screen you will see the Main Menu. This is how you will navigate
the site to its various destinations.

For now, let’s skip over Districts and Schools. These are links that you will not need at present.
The most important item on the menu will probably be the Services tab. This is where you enter and
view the services you have provided. When you click on Services two more items are revealed: Add
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Service, and Service List.

Entering Services
The pathway to enter Services will always be the Add Service link. To add a new service provided to
recipients, click on Add Service. The top of the page will look like this:

Adding the Service Details involves:
1) Typing in a title for your service (“Service Name”)
2) Selecting one or more districts for which the service was provided from the drop down. New this
year: If your service or event involves multiple districts, you should select all participating
districts from the drop-down list (select multiple districts using Ctrl-Click); check “Select All
Districts” only if the event was attended by all districts in your region. If you are missing any
districts – e.g. guest districts from another region – contact Jacob Feinberg to have them added.
3) Selecting the date on which the service was conducted
4) Entering a value for the duration of the event. A number of hours, minutes, or both must be
entered. Rounding is ok. New this year, events that include multiple topics (“service types”) will
be entered as a single entry, with all topics shown on the same entry (see below). It is no longer
necessary to estimate the hours for each service type separately – simply provide the overall
duration of the event.
Once you have completed the Service Details, scroll down to input information on the Service Taxonomy
and Service Participants. (Note that we have changed the categories of possible participants since last
year.) This is done in the middle of the page which will look like this:
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Entering data in the Service Taxonomy involves:
1) Selecting the Service Category (Professional Development, Technical Assistance, or Other
Service Based Deliverables)
2) Selecting one or more Service types from the choices in the drop down window (select multiple
service types using Ctrl-Click). These will change based on the category that was previously
selected.
Adding the Number of Service Participants involves:
1) Adding at least one number for any of the participant types (e.g., number of school
administrators, mainstream teachers, etc.)
After you enter all the fields you will see on the bottom of the page a field for Notes and a provision to
upload an attachment. You are not required to enter or upload any information, but you may find it
useful to do so. If you want to upload an attachment, select “Yes”
Once all of your data is inputted you can press the Save button at the bottom of the screen.

Attachments
You also have the ability to add an attachment to your service from this screen. If you look right above
the gray bar the reads Service Details, you will see a tab that reads Details and another that reads
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Attachments.

Click on the Attachments tab to see the Attachment List. Here you can download and view any
attachments that have already been uploaded with this service, or you can upload new attachments.
Click Add to be brought to the attachment form.

You will then see the form for uploading attachments. Press the choose file button in the select file field.
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A pop up window will appear so that you can select the specific file you would like to upload form your
computer.

After selecting the file you would like to upload press open, and you should see the file name appear
both next to the choose file button and in the Attachment Name field. We suggest you change the name
of the file to something more recognizable.

You then have the option to add a description and tags. Think of tags as key words that help to sort out
the attachments when needed. You can use as many tags as you feel apply to the file you are uploading.

Once you ready to upload your attachment press the Upload File button at the bottom of the form. Now
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you will see your attachment appear in a similar list to the one you have for all of your services.

Using Service List Page
(a) Search Form
This function enables you to look for specific services or groups of services. You will probably not
find this tool useful until your service list becomes very large, but do not forget about this feature
for it will be very useful going forward. The way the search form works is by having the user enter in
various details of services they want to see in the service list. After you enter these details only
services with the selected criteria will appear.
Select Services – Service List in the left column. Click on the blue words Search form below.

A drop down form will then appear allowing you to use the following categories to look for services:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Service Name
School Year
Service Date
Service Type
District
Number of Participants
Duration
Created By
Date Created
Date Updated
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You can use any and/or all of these categories to create a filter for you service list. Once you click on all
the categories you would like to search for you can press the Search button at the bottom of the form,
and your newly filtered list will appear.
Example:
Let’s say you only want to see services provided for a specific district. Here as an example we will put in
District 1.

.
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After typing in District 1 and pressing search, the service list will only show services provided for that
district.

When you would like to remove any filters you have applied in the search form you can click on the blue
words Search form again, but this time go straight to the bottom of the form and press the reset.
(b) Service List
On the lower half of the page you will see your Service list. This is where you can view the services that
you have already entered. In the next screen shot are some examples of service entries.

This page has many functions that will be useful to you as your service list continues to grow. This list
works like an Excel file (where you typically sort and filter data). For instance you can organize you
service list by any of the categories in the first row in alphabetical or numerical order. This can be done
by clicking on any of the titles in the first row of the list. If you click the title once the row will be
reordered in ascending order according to that column. If you click the title a second time the list will
reorder in descending order according to that column.

For example, let’s organize the list in alphabetical order by service name. After clicking the title once a
triangle pointing up will appear next to Service Name meaning that the service list is now reordered in
alphabetical order according to the Service Name column.
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Before sorting:

After sorting:

View Service Details
If you want a more in depth view of your services, you can do so by clicking the word View in the left
hand column for any item in the service list.

Click View to
see service
details for
any individual
event on
service list.
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When you click view, you are directed to the service details screen. Here you can review any of
the services you have previously added.

How to edit your entries
If you have made an error and need to update or delete the service, you can do so by going to the
bottom of the Service Details page. There you will see two buttons, edit and delete.

If you press edit you will be able to change any of the details for this particular service on a page just like
the add service screen.
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Go to the bottom of the page and press save to keep any changes you make, or cancel to go back to the
original.

Changing programs
With your access to the RBE-RN portion of the website, you may also be required to enter in data
pertaining to the PR/HYLI. Lucky for you, you will not have to memorize a new login/password in order
to access the PR/HYLI pages. You can use the same login for both of your program affiliations. In order to
toggle between these two parts of the website you must use the User Menu on the top right of the
website. It will read “Welcome, [ Your Name]”.
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Hover your mouse over the user menu and click. A drop down menu will appear with the following
items:
1. My Account
2. Change Program
3. Logout

Hover your mouse over the words Change Program and click. This brings you to the Change Program
screen seen below:
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Choose the program you would like to switch to, and then press Select.

This will bring you straight to the homepage on the newly selected program. Note that this portal will
give you access to ONLY your region’s PR/HYLI program data, made possible by your dedicated login.

Entering Services for PR/HYLI
Entering services for the PR/HYLI program is very similar to the entering services for your respective
RBE-RN, only with fewer choices! To start, once again locate the Services within the Main Menu on the
left hand side of the screen.
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Click on Services to reveal a drop down menu of Add Serivces and Serivce List.

Click on Add Service to be brought to the Add Service Screen.

Enter in all the information just as you had for your RBE-RN data. The labels now apply to the PR/HLYI
program components. Instead of selected a district, you will select your region for where the service
took place. Now instead of having three choices for service category you will only have one, Technical

18
Assistance. And the drop down for service type only includes two choices, Training and Albany Institute.

Your service participant types are also limited to only two options, Students and Staff/volunteers.

After you have completed filling out all of the necessary information, you can press Save and you will be
brought to the service list screen.
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To learn more about the functions of this screen, and how to navigate the site beyond this point, please
refer to the Entering Services section within the RBE-RN part of this guide.
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CR-ITI Homepage
When brought to the Homepage, you will see welcome text followed by a logo representing the various
CR-ITI programs. On the left hand side of the screen you will see the Main Menu. This is how you will
navigate the site to its various destinations.

For now, let’s skip over Districts and Universities. These are links that you will not need at present.
The most important item on the menu will probably be the Services tab. This is where you enter and
view the services you have provided. When you click on Services two more items are revealed: Add
Service, and Service List.
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Entering Services
The pathway to enter Services will always be the Add Service link. To add a new service provided to
recipients, click on Add Service. The top of the page will look like this:

Adding the Service Details involves:
1)
2)
3)
4)

Typing in a title (“Service Name”) for your service
Selecting your University
Selecting the date on which the service was conducted
Entering a value for the duration of the event. A number of hours, minutes, or both must be
entered. Rounding is ok.

Once you have completed the Service Details, scroll down to input information on the Service Taxonomy
and Service Participants. This is done in the middle of the page which will look like this:

Adding the Service Taxonomy involves:
1) Selecting the Service Category (Professional Development or Technical Assistance)
2) Select a Service type. These will change based on the category that was previously selected.
Adding the Service Participants involves:
1) Adding at least one number for any of the participant types (e.g., number of candidates,
mainstream teachers, etc.)
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After you enter all the fields you will see on the bottom of the page a field for Notes and a provision to
upload an attachment. You are not required to enter or upload any information, but you may find it
useful to do so. If you want to upload an attachment, select “Yes”
Once all of your data is inputted you can press the Save button at the bottom of the screen.

Attachments
You also have the ability to add an attachment to your service from this screen. If you look right above
the gray bar the reads Service Details, you will see a tab that reads Details and another that reads
Attachments.
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Click on the Attachments tab to see the Attachment List. Here you can download and view any
attachments that have already been uploaded with this service, or you can upload new attachments.

To add attachments press the blue add button. You will then see the form for uploading attachments.
Press the choose file button in the select file field.

A pop up window will appear so that you can select the specific file you would like to upload form your
computer.

After selecting the file you would like to upload press open, and you should see the file name appear
both next to the choose file button and in the Attachment Name field. We suggest you change the name
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of the file to something more recognizable.

You then have the option to add a description and tags. Think of tags as key words that help to sort out
the attachments when needed. You can use as many tags as you feel apply to the file you are uploading.

Once you ready to upload your attachment press the Upload File button at the bottom of the form. Now
you will see your attachment appear in a similar list to the one you have for all of your services.

Using Service List Page
(a) Search Form
This function enables you to look for specific services or groups of services. You will probably not
find this tool useful until your service list becomes very large, but do not forget about this feature
for it will be very useful going forward. The way the search form works is by having the user enter in
a various details of services they want to see in the service list. After you enter these details only
services with the selected criteria will appear.
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Click on the blue words Search form below.

A drop down form will then appear allowing you to use the following categories for filtering out
services:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Service Name
School Year
Service Date
Service Type
University
Number of Participants
Duration
Created By
Date Created
Date Updated

You can use any and/or all of these to create a filter for you service list. Once you enter all the categories
you would like to search for you can press the search button at the bottom of the form, and your newly
filtered list will appear.
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Example:
Let’s say you only want to see services provided for a specific Service Type. Here as an example we will
put in LPDI (Lesson Planning and Daily Instruction).

After typing in LPDI and pressing search the service list will only show services provided for that Service
type.

When you would like to remove any filters you have applied in the search form you can click on the blue
words Search form again, but this time go straight to the bottom of the form and press the reset.
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(b) Service List
On the lower half of the page you will see your Service list. This is where you can view the services that
you have already entered. In the next screen shot are some examples of service entries.

This page has many functions that will be useful to you as your service list continues to grow. This list
works like an Excel file (where you typically sort and filter data). For instance you can organize you
service list by any of the categories in the first row in alphabetical or numerical order. This can be done
by clicking on any of the titles in the first row of the list. If you click the title once the row will be
reordered in ascending order according to that column. If you click the title a second time the list will
reorder in descending order according to that column.

For example, let’s organize the list in alphabetical order by service name. After clicking the title once a
triangle pointing up will appear next to Service Name meaning that the service list is now reordered in
alphabetical order according to the Service Name column.
Before Sorting:

After Sorting:
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View Service Details
If you want a more in depth view of your services, you can do so by clicking the word View in the left
hand column for any item in the service list.

Click View to
see service
details for
any individual
event on
service list.

When you click view, you are directed to the service details screen. Here you can review any of the
services you have previously added.
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How to edit your entries
If you have made an error and need to update or delete the service, you can do so by going to the
bottom of the Service Details page. There you will see two buttons, edit and delete.

If you press edit you will be able to change any of the details for this particular service on a page just like
the add service screen.
Go to the bottom of the page and press save to keep any changes you make, or cancel to go back to the
original.
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CUNY-NYSIEB Homepage
When brought to the Homepage, you will see welcome text followed by a logo representing the CUNYNYSIEB program. On the left hand side of the screen you will see the Main Menu. This is how you will
navigate the site to its various destinations.

For now, let’s skip over Districts and Schools. These are links that you will not need at present.
The most important item on the menu will probably be the Services tab. This is where you enter and
view the services you have provided. When you click on Services two more items are revealed: Add
Service, and Service List.
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Entering Services
The pathway to enter Services will always be the Add Service link. To add a new service provided to
recipients, click on Add Service. The top of the page will look like this:

Adding the Service Details involves:
1)
2)
3)
4)

Typing in a title for your service
Select which school was a recipient of the service
Selecting the date on which the service was conducted
Entering a value for the duration of the event. A number of hours, minutes, or both must be
entered. Rounding is ok. New this year, events that include multiple topics (“service types”) will
be entered as a single entry, with all topics shown on the same entry (see below). It is no longer
necessary to estimate the hours for each service type separately – simply provide the overall
duration of the event.

Once you have completed the Service Details, scroll down to input information on the Service Taxonomy
and Service Participants. This is done in the middle of the page which will look like this:

Adding the Service Taxonomy involves:
1) Selecting the Service Category (Professional Development or Technical Assistance)
2) Selecting one or more Service types from the choices in the drop down window (select multiple
service types using Ctrl-Click). These will change based on the category that was previously
selected.
Adding the Number of Service Participants involves:
1) Adding at least one number for any of the participant types (number of Principals/School
administrators or Teachers)
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After you enter all the fields you will see on the bottom of the page a field for Notes and a provision
to upload an attachment. You are not required to enter or upload any information, but you may
find it useful to do so. If you want to upload an attachment, select “Yes”
Once all of your data is inputted you can press the Save button at the bottom of the screen.

Attachments
You also have the ability to add an attachment to your service from this screen. If you look right above
the gray bar the reads Service Details, you will see a tab that reads Details and another that reads
Attachments.

Click on the Attachments tab to see the Attachment List. Here you can download and view any
attachments that have already been uploaded with this service, or you can upload new attachments.
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Click Add to be brought to the attachment form.

You will then see the form for uploading attachments. Press the choose file button in the select file field.

A pop up window will appear so that you can select the specific file you would like to upload form your
computer.

After selecting the file you would like to upload press open, and you should see the file name appear
both next to the choose file button and in the Attachment Name field. We suggest you change the name
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of the file to something more recognizable.

You then have the option to add a description and tags. Think of tags as key words that help to sort out
the attachments when needed. You can use as many tags as you feel apply to the file you are uploading.

Once you ready to upload your attachment press the Upload File button at the bottom of the form. Now
you will see your attachment appear in a similar list to the one you have for all of your services.

Using Service List Page
(a) Search Form
This function enables you to look for specific services or groups of services. You will probably not
find this tool useful until your service list becomes very large, but do not forget about this feature
for it will be very useful going forward. The way the search form works is by having the user enter in
a various details of services they want to see in the service list. After you enter these details only
services with the selected criteria will appear.
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Click on the blue words Search form below.

A drop down form will then appear allowing you to use the following categories for filtering out services:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Service Name
School Year
Service Date
Service Type
School
Number of Participants
Duration
Created By
Date Created
Date Updated

You can use any and/or all of these categories to create a filter for you service list. Once you click on all
the categories you would like to search for you can press the Search button at the bottom of the form,
and your newly filtered list will appear.
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Example:
Let’s say you only want to see services provided for a specific school. Here as an example we will put in
Bedford Hills Elementary School.

After typing in Bedford Hills Elementary School and pressing search the service list will only show
services provided for that school.

When you would like to remove any filters you have applied in the search form you can click on the blue
words Search form again, but this time go straight to the bottom of the form and press the reset.
(b) Service List
On the lower half of the page you will see your Service list. This is where you can view the services that
you have already entered.
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This page has many functions that will be useful to you as your service list continues to grow. This list
works like an Excel file (where you typically sort and filter data). For instance you can organize you
service list by any of the categories in the first row in alphabetical or numerical order. This can be done
by clicking on any of the titles in the first row of the list. If you click the title once the row will be
reordered in ascending order according to that column. If you click the title a second time the list will
reorder in descending order according to that column.

For example, let’s organize the list in alphabetical order by service name. After clicking the title once a
triangle pointing up will appear next to Service Name meaning that the service list is now reordered in
alphabetical order according to the Service Name column.
Before Sorting:

After Sorting:
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View Service Details
If you want a more in depth view of your services, you can do so by clicking the word View in the left
hand column for any item in the service list.

Click View to
see service
details for
any individual
event on
service list.

When you click view, you are directed to the service details screen. Here you can review any of the
services you have previously added.
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How to edit your entries
If you have made an error and need to update or delete the service, you can do so by going to the
bottom of the Service Details page. There you will see two buttons, edit and delete.

If you press edit you will be able to change any of the details for this particular service on a page just like
the add service screen.
Go to the bottom of the page and press save to keep any changes you make, or cancel to go back to the
original.
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BRIDGES Homepage
When brought to the Homepage, you will see welcome text followed by a logo representing your
program. On the left hand side of the screen you will see the Main Menu. This is how you will navigate
the site to its various destinations.

For now, let’s skip over Districts and Schools. These are links that you will not need at present.
The most important item on the menu will probably be the Services tab. This is where you enter and
view the services you have provided. When you click on Services two more items are revealed: Add
Service, and Service List.
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Entering Services
The pathway to enter Services will always be the Add Service link. To add a new service provided to
recipients, click on Add Service. The top of the page will look like this:

Adding the Service Details involves:
1)
2)
3)
4)

Typing in a title for your service
Selecting which school was a recipient of the service
Selecting the date on which the service was conducted
Entering a value for the duration of the event. A number of hours, minutes, or both must be
entered. Rounding is ok.

Once you have completed the Service Details you will be asked to input information on the type of
service and the type of recipients. This is done in the middle of the page which will look like this:

Adding the Service Taxonomy involves:
1) Selecting the Service Category (Professional Development or Technical Assistance)
2) Selecting a Service type. These will change based on the category that was previously selected.
Adding the Service Participants involves:
1) Adding at least one number for any of the participant types (e.g., number of principals/school
administrators, mainstream teachers, etc.)
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After you enter all the fields you will see on the bottom of the page a field for Notes and a provision to
upload an attachment. You are not required to enter or upload any information, but you may find it
useful to do so. If you want to upload an attachment, select “Yes”
Once all of your data is inputted you can press the Save button at the bottom of the screen.

Attachments
You also have the ability to add an attachment to your service from this screen. If you look right above
the gray bar the reads Service Details, you will see a tab that reads Details and another that reads
Attachments.

Click on the Attachments tab to see the Attachment List. Here you can download and view any
attachments that have already been uploaded with this service, or you can upload new attachments.
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To add attachments press the blue Add button.

You will then see the form for uploading attachments. Press the choose file button in the select file field.

A pop up window will appear so that you can select the specific file you would like to upload form your
computer.

After selecting the file you would like to upload press open, and you should see the file name appear
both next to the choose file button and in the Attachment Name field. We suggest you change the name
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of the file to something more recognizable.

You then have the option to add a description and tags. Think of tags as key words that help to sort out
the attachments when needed. You can use as many tags as you feel apply to the file you are uploading.

Once you ready to upload your attachment press the Upload File button at the bottom of the form. Now
you will see your attachment appear in a similar list to the one you have for all of your services.

Using Service List Page
(a) Search Form
This function enables you to look for specific services or groups of services. You will probably not
find this tool useful until your service list becomes very large, but do not forget about this feature
for it will be very useful going forward. The way the search form works is by having the user enter in
a various details of services they want to see in the service list. After you enter these details only
services with the selected criteria will appear.
Click on the blue words Search form below.
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A drop down form will then appear allowing you to use the following categories for filtering out services:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Service Name
School Year
Service Date
Service Type
School
Number of Participants
Duration
Created By
Date Created
Date Updated

You can use any and/or all of these to create a filter for you service list. Once you enter all the categories
you would like to search for you can press the search button at the bottom of the form, and your newly
filtered list will appear.
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Example: Let’s say you only want to see services provided for a specific school. Here as an example we
will put in East High School.

After typing in East High School and pressing search the service list will only show services provided for
that school.

When you would like to remove any filters you have applied in the search form you can click on the blue
words Search form again, but this time go straight to the bottom of the form and press the reset
(b) Service List
On the lower half of the page you will see your Service list. This is where you can view the services that
you have already entered.
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This page has many functions that will be useful to you as your service list continues to grow. This list
works like an Excel file (where you typically sort and filter data). For instance you can organize you
service list by any of the categories in the first row in alphabetical or numerical order. This can be done
by clicking on any of the titles in the first row of the list. If you click the title once the row will be
reordered in ascending order according to that column. If you click the title a second time the list will
reorder in descending order according to that column.

For example, let’s organize the list in alphabetical order by service name. After clicking the title once a
triangle pointing up will appear next to Service Name meaning that the service list is now reordered in
alphabetical order according to the Service Name column.
Before Sorting:

After Sorting:
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Service Details
If you want a more in depth view of your services, you can do so by clicking the word view in the left
hand column for any item in the service list.
Click View to
see service
details for
any individual
event on
service list.

When you click view, you are directed to the service details screen. Here you can review any of the
services you have previously added.
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How to edit your entries
If you have made an error and need to update or delete the service, you can do so by going to the
bottom of the Service Details page. There you will see two buttons, edit and delete.

If you press edit you will be able to change any of the details for this particular service on a page just like
the add service screen.
Go to the bottom of the page and press save to keep any changes you make, or cancel to go back to the
original.

