	1) Open a web browser and navigate to the NYSSIS page.

2) Enter your username and password.

3) Click the "Login" button to continue. 
	


	1) You may temporarily see an authorization screen. Wait while your logon is processed. 
	[image: image1.png]“This page is used to hold your data while you are being authorized for your request

You will be forwarded to continue the authorization process. Ifthis does not happen automaticaly, please clck the Continue button below.
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	1) You may also be required to change your password before reaching the site.

2) Simply type your original password, along with your new password twice.

3) Click the "Change password" button to continue. 
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	1) From this home page, clicking the button labeled "Queue" on the left-hand menu will take you to the list of near matches.

2) The "Validate ID" button on the left-hand menu is used to validate IDs assigned by NYSSIS. 
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	1) The queue is a list of all near matches, with a brief display of the student information.

2) The right-hand column of each row has a link labeled "Candidates".

3) Follow this link to view and/or make a decision on the near match. 
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	1) This page displays the student data that needs a new NYSSIS ID.

2) Click the "Compare" button to view both sets of student data.

3) Click the "New Student" button only if the data shown is definately a new student. 
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	1) The highlighted portions of the lower set of data show areas that match the new set of data on top.

2) Compare the sets of data and determine if the top is a new student or not.

3) If the sets of data match, and this is not a new student, click the button labelled "Confirm Match".

4) To declare that it is a new student and request a new NYSSIS ID, click the "Return" button to get to the last screen, then click the button labeled "New Student".

5) When you are finished, exit the system by clicking the "Logout" link in the upper right menu. 
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	1) Upon logging out, you will see the page to the right.

2) Click the link on the bottom labeled "Login" to sign into the system again.

3) Alternately, close the web browser or navigate away from the log off page. 
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You have successfully logged off from the New York State Education Department's NYSSIS Application.
at 10:25:42 Al on Oct 27, 2006
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