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Creating Data Manager Accounts 
 

1. Log into eScholar PersonID/DirectMatch 
 

2. Click on the Security Manager icon  
You will see a list of the employees in your district who have eScholar PersonID/DirectMatch 
accounts 

 
 

To create a new account 

1. Click on the Add Records button  
2. Enter the user’s first and last names 
3. Enter the user’s email address. The user’s email address is the username. 

 

 

4. In the Authorization Information section, use the drop down to select the Person Type 
a. Select K12 Student  

i. For public and charter districts 

 

5. For the Primary Role, use the drop down to make your selection: 
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a. Location Administrator  (has access to only PersonID – submit student data for ID 
assignment) 

b. Location Administrator – DirectMatch (has access to only DirectMatch) 
c. Security Administrator – the district’s security coordinator access 
d. CEP Administrator – for the district’s CEP Manager 

Note:  If a person needs more than one access (e.g. both PersonID and DirectMatch) you will have to 
repeat Step 5 for each role. 

6. The district name will be populated automatically 
7. Make the Primary Role selection and then click on Add User button 

a. Follow the instructions for each role (screenshots for each role is shown below) 
8. Go back to the User Manager 
9. Enter the user’s email address and click on Filter Data 
10. Select the use’s account 
11. Add more user roles if needed (screenshots for each role is shown below) 

 
Make the selections below for the Security Coordinator  

• If needed, use the trash can icon to delete the role.  
• Use the edit button to change/update your selections. 
• Click on the Update button when finished. 

 

 

Make the selections below for the PersonID data manager 
• If needed, use the trash can icon to delete the role.  
• Use the edit button to change/update your selections. 
• Click on the Update button when finished. 

 



3 
 

 

 

Make the selections below for the DirectMatch data manager 
• If needed, use the trash can icon to delete the role.  
• Use the edit button to change/update your selections. 
• Click on the Update button when finished. 
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Make the selections below for the district’s CEP Manager  
• If needed, use the trash can icon to delete the role.  
• Use the edit button to change/update your selections. 
• Click on the Update button when finished. 
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Building Level Users will not have access to DC Extended. DC Extended is for the entire district. 
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Early Childhood Users: 

PersonType = K12 Student 

DirectMatch = Medicaid All K12 EC; SNAP K12 EC 

 

 

 

Once accounts are created, click on the “Resend Sign-up Email to User” icon (paper airplane). The 
application will send an email with a link to the user’s email address. 
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To disable an account 
1. Log into eScholar PersonID/DirectMatch 

 

2. Click on the Security Manager icon  
You will see a list of the employees in your district who have eScholar PersonID/DirectMatch 
accounts 
 

 
 

3. Click on the employee’s email address or click on the double arrows 
 

4. Click on the edit button at the top right corner 
 

 
 

5. Scroll down to the More section. Select Inactive and then click on the Update button 
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