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Various Browsers:  Most people use more than one computer these days. Now various modes of transfer have been made easy.   The PRF software now installs directly into your browser, regardless if you are using Internet Explorer, Google Chrome, Safari, or Firefox.

Security

BIT secures the state Internet infrastructure, which includes networks, routers, servers or other resources owned, by South Dakota. Security of the infrastructure is achieved through the use of security policies, administrative policy and technical solutions. Our technical solutions include firewalls, intrusion detection systems, logging devices, and authentication mechanisms. 

Initial Steps to Login

STEP#1:  To access the Personnel Record Form (PRF) website for submitting your data you should log in through the following internet address.  This program requires the use of Internet Explorer version 8.0 or greater. Mobile devices will still NOT be acceptable.
https://apps.sd.gov/DP42LaunchPad/Logon.aspx
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System is to be used by authorized personnel.

Usage is logged.





Troubleshooting

· Consult with your Computer Tech 
· There are still issues with people using IE 10 and IE 11 against the new web servers.  However, we believe people using these browsers should be able to run the application successfully if they turn on compatibility mode for this site in their browser.  To do so they just need to click on the Tools option on the IE menu bar and then select Compatibility View Settings.  A screen like the one below should be displayed.  Clicking on the add button and then the close button should tell their browser to run this site in compatibility mode.  
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STEP #2:  Add your Login Name and User Password.

· REMINDER:
The first four digits are CAPITALIZED letters (i.e. NSOX######).  

· The next digit is a number and NOT a capitalized letter O. (i.e. ####0#####).  

· The next two digits are CAPITALIZED letters (i.e. #####DE###)
· The last three digits are numbers and NOT two capitalized letter O’s along with a 4. (i.e. #######004)
· The same Login Name and Password used last year should be used again this year. If you want more than one user per district, you can add additional users now.
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Please create a password

New Password: [
Confirm New Password:

Please create a passiword with a mis of at least seven numeric, upper and lower case
alphabetic o special characters (your password must contain at least three of the
four),

Do not base your password on something that can be easily guessed or obtained
using personal information.




STEP #3:  Click Submit
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STEP #4:  The system has a feature that allows you to reset your password. Updating and selecting the appropriate user profile settings within PRF is an important first step for all existing and new users and you cannot reset your password if you overlook these settings. 
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It is within the user profile settings where you can choose how to setup certain features in the PRF system defining your email address and security questions.  You can log in to adjust the email address and security questions at any time when the contact changes, if your predecessor give you the answer to the security questions.
STEP #5:  Access the PRF Application – 
· The platform for the new system is “DE69PERS”.  It is important you select DE69PERS when entering the SY 2023 staffing data, as it links to the new certification rules and will be used to collect the PRF information from 17-18 on.
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· You will now see the PRF Screen.  The chart provides a visual display of data requirement that otherwise will become increasingly apparent as it determines which menus you have access to.  Take a minute to find out exactly what you'll need in order to complete this data submission.  
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Here is how we approached pulling the plug on the old PRF system.  Historic PRF data was not converted into the new PRF system format as there wasn’t enough time to do that but still exists. 

· The platform for the previous system was DE04PERS.  This runs the software that allows users to connect to the historic old certification system rules from school year 00-01 to 16-17.  You can still refer to the old system for historical information although the certification system is no longer being updated and eventually all the licenses will be lapsed. 

· Click on “PRF Old” 
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Logging Off The System

Click on the Close Button.  Be sure you have saved ALL your data before you log off!! 
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If you do not have your Login Name and Password, then you can do the following:





Ask your superintendent for the username information your predecessor made use of. Be sure to then setup your profile in step #4, or





If you don’t have a profile setup, contact Jantina and she can give you your Login Name and reset your password.    She can be reached by emailing her at � HYPERLINK "mailto:Jantina.Nelson-Stastny@state.sd.us" �Jantina.Nelson-Stastny@state.sd.us� or calling her at (605) 668-2904. After the password has been reset, the system will require you to encode the temporary new password Jantina will give you plus you will need to set your permanent password when you log in to the system initially.  Be sure to then setup your profile in step #4, or


�





If you have a profile setup already, you can click on “Change Password”.
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Contact: Jantina Nelson-Stastny at (605) 668-2904 or Jantina.Nelson-Stastny@state.sd.us
09/08/2022
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