PDE has been directed by the PA Office of Administration and PA Auditor General to implement updated security policies for all
educational institutions that use PDE online systems. As a result, all local educational institutions must review and confirm their PDE

system users each year.

The PNPE — Local Administrator or Local Security Administrator for your institution should follow the below instructions annually to
review your PNPE users and remove users who no longer need access.

1. Loginto MyPDESuite https://www.mypdeapps.pa.gov

2. Navigate to User/Group Admin > Users:

mmme MyPDESuite Application

Applicationsv User/Group Adminv Search View/Join Groups Profile Help & Support Log Out

You are currently autho Users pplications. Select the App ID to open the application in a new window.

Registration Requests 0 applications are available

P T -« wpen che information page for this application

& This application is not currently available
1, This application is not available via your current network connection

3. Review users in your list. If a user no longer requires access delete them:
mmml MyPDESuite Application

Applicationsv User/Group Adminv Search View/loin Groups Profile Help & Support Log Out

> User/Group Admin > Users
My Administrative Users

To generate a report of all users that you administer, please click the My User Repart button.

| Click Edit next to the user you would like to delete |
Py
user 101 | First Name: |LastMame: [ | cmailAddress:[ |

Administrating 1 users.

UserID First Name Last Name Email Address

user\PNPETastl PNPE Test PNPE@test.com Edit

mad MyPDESuite Application

Applicationsv User/Group Adminv Search View/Join Groups Profile Help & Support Log Out

Manage User Memberships

User Information:

User Name: PNPE Test
User ID: user\PNPETest1
Email: PMNPE@test.com
Address: testl23
PA 17057
Phone: | To delete the user from PEPE click the Delete button

User Memberships:

Ctagory Type: N

There are 1 groups.

Group Category Group AUN Branch Institution

200515930 21st Cent Chrst Ln CIN

Application

[ check Al | [ Delete Selected Membershin(s) |

Reference Documents: Help and Support Page  How To Delete a User From a Group
If you require further assistance you can create a Help Request (Category: Applications Type: PNPE Item: Other)
or call the Help Desk 717-506-2317.



https://www.mypdeapps.pa.gov/
http://www.education.pa.gov/Pages/Help-and-Support.aspx
http://www.education.pa.gov/Documents/About%20PDE/Help%20and%20Support/How%20To%20Delete%20a%20User%20From%20a%20Group.pdf
https://paitsm.service-now.com/pde_wizard.do

