Procedures for BIR Volunteers

How to create a BIR account in the Accreditation Data System

For volunteers with no Accreditation Data System (ADS) account

e (Goto CA Commission on Teacher Credentialing ADS and skip to #1 below

For volunteers with an ADS username and password

e GotoBIR Survey Link to access the BIR system. Use your ADS account information to
login and skip to #4 below.

1. Creating an Account
a. Click on Create an account, then select Board of Institutional Reviewers
Registration

Choose the system you're registering
for.

Slgn In Registering as

Email Address | ® Board Of Institutional Reviewers (BIR) |

Enter your email address

First Name

Password

Enter your password
Last Name

0 Remember me

“ Emﬁil

| forgot my Login or password Password

I Create an account l

Confirm password

CONTACT US
Build: 1.00.0021.00

2. Fillinthe Registration
a. Enter First Name
Enter Last Name
Enter Email
Enter Password
Confirm Password
f. Click on Register
3. Check Email
a. Check Email at the email address used to register. You will receive an email to confirm
your account. Click the link in the email received to confirm account

® o0 T


https://edprepdata.ctc.ca.gov/Identity/Account/Login?ReturnUrl=%2F
https://edprepdata.ctc.ca.gov/Contact/ReviewProfile

4. BIR Survey
a. You will be prompted to complete a BIR Survey through a series of pages (you may click
the links below to see screenshots of the screens you will be prompted to complete)
i. Areas of Expertise — select program area(s) of expertise, click Next Step
ii. Conflict of Interest — select institutions for which you have a conflict, click Next
Step
iii. Program Review Dates - this page will be blank until dates are added, click Next
Step
iv. Site Visit Dates - this this page will be blank until dates are added, click Next
v. BIR Survey Complete —to complete registration, click on Update Profile
vi. Contactinformation —you will be directed to complete (email, phone, address,
employment)
5. Completing the Survey
a. After completing the Contact Information, you will have access to review your
assignments in the Assignment section. Assignments will be blank until you are
assigned an activity in the system




1. Areas of Expertise
You may add multiple program areas for which you have expertise. Click Next Step

/ﬁ\ INSTITUTIONS ABOUT CONTACT US REPORTING ~ MESSAGES © PROFILE =] LoGouT
BIR Survey
2025-26
Expertise

Areas of Expertise

Expertise

Program Hold Adv. Degree in the Hold that Teach/Taught/Served in Credential
Area Field Credential Area Other / Notes

2. Conflict of Interest
You may add multiple institutions for which you have a conflict. Click Next Step
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Expertise conflict of Interest

Conflict of Interests
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InstitutionName Action

Other Comments



3. Program Review Dates
In the future, dates will be listed where you can indicate availability for Program Review. Click Next
Step
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Expertise Conflict of Interest Program Review Dates

Program Review Dates

Program Review Dates

4. Site Visit Dates
In the future, dates will be listed where you can indicate availability for Site Visits. Click Next
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Site Visit Dates

Site Visit Dates




5. BIR Survey Complete
To complete registration, click on Update Profile
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Expertise Conflict of Interest Program Review Dates Site Visit Dates

BIR Survey Complete

Update Profile

Update Profile 4—

6. Contact Information
Complete the fields with contact information. Click Save

A INSTITUTIONS ABOUT CONTACT US REPORTING ~ MESSAGES © PROFILE ) LOGOUT

contact Name: [ NN

Info = Expertise Conflicts of Interest  Training  Availability ~Assignment

Contact Information 4

Title First Name Last Name
Select... v
Emall
Type Address Preferred
Work email@email.com C
Phone
Type Phone Number Preferred
v Work 1234567890 ®



Address

Type Street
Work 123 ABC
Employment

Employer Name

Add Employment

Ethnicity

O Hispanic or Latino

Races

[J American Indian or Alaska Native
O Cambodian

O Guamanian

O Japanese

[0 Other Asian

O Tahitian

7. Assignment

City

Sacramento

[ Asian Indian

O Chinese

O Hawaiian

[J Korean

[ Other Pacific Islander
O Vietnamese

State

CA

Zip Preferred

98745 ®

Type

[ Black or African American
O Filipino

O Hmong

[ Laotian

[J Samoan

O White

D =

This page will show the assignments which you have been invited to (Pending), assignments you
have accepted (Upcoming), assignments you have completed (Completed Assignments), and
assignments you were unable to participate in (Declined Assignments)

Info  Expertise Conflicts of Interest  Training A

vailability = Assignment

Pending Assignments ‘—

Accept Assignment

Institution

Institution

Academic Year Task Role Institution Program
Upcoming Assignments <—

Academic Year Task Role
Completed Assignments ‘_

Academic Year Task Role

Declined Assignments ‘_

Academic Year Task Role Institution

Change Password @&

Decline Assignment
Program
Program

Program
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