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Managing Roles within the SSEND RFA Database
While school Principals are given automatic access to the SSEND RFA Database, in order for
Requests for Assistance to be made to SSEND by other school staff (such as Associate
Principals or Program Coordinators), the Principal may need to delegate these staff as ‘School
Representatives’. This means giving them access permissions to the SSEND RFA Database
using the following steps:

1. Click Manage Roles* in the the top menu bar of the homepage

Managing roles within the SSEND RFA Database

1. The school Principal will need to log on to the SSEND RFA database using their Department
single sign-on credentials. This will ensure the Manage Roles facility appears on the
homepage.

Logging on to the SSEND RFA database

*Note: If nothing happens when you click on Manage Roles, your web browser may be
blocking pop ups. You will need to temporarily allow pop ups by changing the permissions
within your web browser.
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2. If staff have previously been delegated in your school, a list of names will appear under

SchoolRep; click the button to add additional staff. [If staff in your school have not

previously been delegated, go to Step 5]

3. Use the Quick Search field to search for the relevant staff member. When their name

appears in the Available column, click on their name then click the button.
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4. The staff member's name will move to the the Members column. Click

5. If staff have not previously been delegated in your school, click SchoolRep

6. Click the button, then follow the process outlined in Step 3 above.
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