OEAA Secure Site
Request Access

If you need access in the OEAA Secure Site to a district or school, need a different role than what you
have, or need access to assessment types that you do not currently have, you can submit a request.

If you are requesting District Administrator level access, the District Administrator Level Access form (and the
OEAA Secure Site Security Agreement included) must be completed by you and the district superintendent. If
you are requesting Nonpublic School Administrator level access, the Nonpublic School Administrator Level
Access form (and the OEAA Secure Site Security Agreement included) must be completed by you and the
nonpublic school principal or administrator. The form will be required to be uploaded with the request using the
Attach Documents section at the bottom of the page.

All levels of access will be required to submit the submit the OEAA Secure Site Security Agreement with the
request on the OEAA Secure Site.

1. Uploadthe OEAA Secure Site Security Agreement under the OEAA Secure Site Security
Agreement section by clicking the blue Select button and selecting the completed form from
your computer. You can submit it as a .pdf or upload it as a picture (.jpeg, .jpg, .gif, .png, .tif,
tiff files).

2. From the Entity Access Level drop down menu, select District, Public School, or Nonpublic
school based on access to entities that you need. Only Michigan Department of Education
employees and contractors can request State level access.

3. Fromthe drop downs, select the ISD, District and if appropriate the School (if you selected public
school or nonpublic school level).

NOTE: that at the top of each of the dropdowns, the first choice allows you to select the option to
request access to multiple ISDs, multiple districts and multiple schools. If you select this from
one of the dropdowns and click search, it will display all that are appropriate, and you can select
more than one by placing a check mark next to the entity under the Select column.

4. Click onthe Search button at the bottom right.

5. Alist of roles with a description will open. Select one role based on your need by placing a check
mark to the left of the role under the Select column.

6. Under the Assessment(s) section, select the assessments that you will need access to in the
Secure Site. You may notice when you select one, other assessments that apply may also be
automatically selected.

7. Inthe Additional Information text box, you may wish to include some additional information as to
why you need the access, what your responsibilities on the Secure Site may entail or if you are
with the ISD or a data warehouse and the person receiving the request may not recognize your
name.

8. If you already have a profile, under the Profile section you can chose to have the access you are
requesting added to an existing profile by selecting “Add access to one of my existing profiles” and
then select the profile it should be added to from the Existing Profile Name drop down.

If you do not want it added to an existing profile, select “Create new profile with this access
request” and then type in the profile name you would like the profile to be named. For example, Queen
of M-STEP. Please do not use social security numbers or any sensitive information as a profile name.


https://www.michigan.gov/-/media/Project/Websites/mde/Year/2020/08/25/SecureSiteAccessRequest_DistrictAdmin.pdf?rev=ccbaef1724034caf9366dbf69758bae6
https://www.michigan.gov/-/media/Project/Websites/mde/Year/2020/08/25/SecureSiteAccessRequest_NonpublicAdmin.pdf?rev=8eb051e9697c448f8e6eb1c292c71a83
https://www.michigan.gov/-/media/Project/Websites/mde/Year/2020/08/25/SecureSiteAccessRequest_NonpublicAdmin.pdf?rev=8eb051e9697c448f8e6eb1c292c71a83
https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/Secure-Site-Training/OEAA-Secure-Site-Security-Agreement.pdf?rev=733ea89006744898afa3bb0f5a9ac9e9&hash=F325AD01FE085D1CCCD0A92EE4E82BD8
https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/Secure-Site-Training/OEAA-Secure-Site-Security-Agreement.pdf?rev=733ea89006744898afa3bb0f5a9ac9e9&hash=F325AD01FE085D1CCCD0A92EE4E82BD8

9. Ifrequesting District Administrator or Nonpublic School Administrator level access, under the
Administrator Security role Request Form, upload the District Administrator or Nonpublic School
Administrator Request form that has been completed by clicking the blue Select button and select
the from your computer. You can submit it as a .pdf or upload it as a picture (.jpeg, .jpg, .gif, .png,
if, .tiff files).

10. Click the Submit button at the bottom right after making all selections.

11. The request for access is sent to the District Administrator, School Administrator, or Nonpublic
School Administrator level user for the district or school depending on your request. If there is no
administrator level user active for the school, a failure message will appear that an administrator
must be set up before you can request access. Please work with your district assessment
coordinator and district superintendent to have one identified and have them submit a request
for access. Once there is a district, school, or nonpublic school administrator in the Secure Site,
you will need to resubmit your request.

All district administrator and nonpublic school administrators level access request will be
reviewed by the Office of Educational Assessment and Accountability (OEAA). This review can
take one to two business days.

12. An email confirmation will be sent once the request has been submitted and again when it has
been reviewed and either rejected or approved.
13. All access requests that have not been processed within 30 days will be deleted.



