Crisis Track: Adding Jurisdictional Administrators

1. Log in to your Crisis Track account and click on the blue Select button next
to the Administrative Functions option on your home page:
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2. On the next screen, click on the Jurisdictions drop down located in the top
row of the Account functions:
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3. Choose the jurisdiction that you wish to add an administrator to from the

drop down list.
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St. Lawrence Town

St. Lawrence Township
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4. You should then see the admin functions page for that jurisdiction, and the
name of the jurisdiction should be listed at the top of the page under your

county:
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5. Click on the User box to the right of Account:
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6. Click on the New button in the upper left of the next screen:
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7. Fillin all the fields with an asterisk, and at least one of the phone number
fields in the popup window:
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8. The User ID field must be the e-mail address that the person used to create
an account on mySD. This e-mail address will be entered twice; once in the
User ID field and once in the e-mail field.

9. The User ID cannot be edited once it has been saved. If you make a mistake
when entering the User ID, someone from Crisis Track will have to be
contacted to correct it.

10. In the Role field, make sure you select the Admin role from the drop down

if you are adding the initial administrator to this jurisdiction:
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11. Once you have entered all the required information, click the blue Save

button.
12. The new administrator will then show up on the list of users for this

jurisdiction, and they should be able to log in and add more admins or
users.

For more information, please contact the SD OEM Public Assistance team at 605-773-3231, or visit us
online at https://dps.sd.gov/emergency-services/emergency-management/recovery/public-assistance
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