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 2

mailto:brenda.rivet@la.gov
mailto:brenda.rivet@la.gov


URL and Notes Page 
 

Getting Started: 
 
Your Security Coordinator should set up access to the Homeless Tracking System on 
Student Information System (SIS) for you. You will use LEADS ID and Password to 
access SIS. 
 
Use the LEADS Portal URL:   https://leads3.doe.louisiana.gov/ptl. 
 

1. You will probably want to add this address to your favorites to make accessing the Portal 
easier or add a shortcut icon to your desktop. 

2. While Web SIS may work on other browsers, like Safari and Firefox, it is only supported 
on Internet Explorer. 

3. Web SIS was programmed to be best viewed at a resolution of 1024 by 768. If you use a 
lower resolution, you will have to scroll to see the entire page. Check with your IT person 
to reset your screen resolution.  

4. You must have a recent version of Adobe Acrobat Reader on your computer. 
 
Troubleshooting: 
 

If you have problems getting the applications to display properly, it is probably 
due to either your browser’s pop-up blocker or security and privacy settings.  
Check the following Internet Explorer options: 

 
Go to Tools >> Internet Options >> Security>> Custom Level.  Make sure the 
“Allow script-initiated windows without size or position constraints” option is 
enabled.  Also, make sure the “Display mixed content” option is enabled. 

 
Go to Tools >> Internet Options >>Privacy >> Pop-Up Blocker Settings. Enter 
https://leads3.doe.louisiana.gov/sis in the “Address of Web site to allow” field.   
 
Go to Tools>>Pop Up Blocker Settings>>choose “Turn off Pop-up Blocker”. 
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HTS on SIS: Introduction 

 
This guide will give a basic overview of searching for students, adding and updating your 
data online, and generating reports. 
 

What Data Gets Entered into HTS? 
 

• Cumulative Monthly Activity Logs 
• Other served children (nonpublic and underage siblings) must be entered 

manually 
• Most fields and students for HTS come from SIS 
• Extract points from SIS are October, February and EOY 
• Public students are imported from SIS but can be entered manually outside of 

normal collection periods 
• HTS data will be linked to other data contained in SIS and LEDRS, such as 

discipline, attendance and test scores 
• Laverne Dunn is our State Coordinator of Homeless Education: 225-342-0153, 

laverne.dunn@la.gov  
 

Logon to SIS on the Web System 
 

Using Internet Explorer, open a web page and enter the URL for LEADS Portal:  
https://leads3.doe.louisiana.gov/ptl.  A Connection box will pop-up. Log on with your 
LEADS portal ID and password.  
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This will bring you to the LEADS Portal Home Page: 
 

 
 

Click on “Student Information” to enter SIS. 
 

SIS Initial Screen 
 

This is the initial screen of the Student Information System (SIS).  
 

 
 
 
Note:  If during your session you should time out, click the Restart button in the upper 
right corner. This will refresh your session and bring you back to the Initial 
Screen.
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Navigation Sections and Function Interfaces 

 
The screen below shows the Function Interface with the choices of the Student Section 
and the View function. The Function Interface appearance will change as you choose 
different Section and Function tab combinations. Typical tasks include searching, 
requesting reports and updating data.   

 
The Student Section allows you to view student records. Also, you can search for a 
student in the View Function.  
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Searching in Student View 
 
You can search for a student in several specific ways using the drop down boxes.  Choose 
the School Year, Processing Period, Sponsor, and Site. You can also choose to view 
either a specific grade or only one student. 
 
 

 
 
 
 
 

Using the drop down boxes, choose the options you have for the various parameters.   
This screen shows how to search for a student by name for the parameters of the 2010-
2011 School Year, Feb I MFP, in Sponsor 008. Once you have your criteria selected, 
hit the “GO” button; potential matches will appear in a window below the drop down 
boxes. 
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If you see the student you want to take a closer look at, click on their underlined ID field 
to pull up their Student Profile record. From here, you will have the option to select other 
record types and information.  These include enrollment, class schedules, as well as 
discipline actions. 
 

 
 
 
 

From this screen, you may either change some of your search criteria or click the Clear 
button to reset all parameter fields.  You will need to hit the “Go” button to initiate your 
new search. 
 
 
 
 
 
 
Notes: 
The search is School Year and Period specific for a specific Student ID.  If you want a list of all 
students in a specific Sponsor, Site, and Grade, you can use the other filters. If you search by ID, 
SIS searches all LEAs for that year and collection period and ignores the other parameters listed. 
If you search by a name, such as “Smith”, your search will be bound by other criterion fields 
such sponsor, site, or grade. 
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Searching in Homeless, View Student 
 
You can search for sub-category, homeless students in the same way that you can public 
school students that are submitted through SIS submissions. Whereas all public school 
students can be found through the Student, View tabs, only homeless students may be 
found through the Homeless, View Student tabs. Homeless students also include 
underage siblings and homeless students from private schools; however, these will have 
to be entered manually into the Homeless System. 
 
Note: No homeless services data will be over-written when homeless students are rolled 
over from SIS. 
 
Choose the School Year, Processing Period, Sponsor, and Site. You can also choose to 
view either a specific grade or only one student. 
 
 

 
 
 
 
 

Using the drop down boxes, choose the options you have for the various parameters.   
This screen shows how to search for a student by name for the parameters of the 2010-
2011 School Year in Sponsor 008. Once you have your criteria selected, hit the “GO” 
button; potential matches will appear in a window below the drop down boxes. 
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If you see the student you want to take a closer look at, click on their underlined ID field 
to pull up their Homeless Student record.  
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From here, you will have the option to select Homeless Service records and information.   
 

 
 

 
 
 

From this screen, you may either change some of your search criteria or click the Clear 
button to reset all parameter fields.  You will need to hit the “Go” button to initiate your 
new search. 
 
 
 
 
Notes: 
The search is School Year specific for a specific Student ID.  If you want a list of all students in a 
specific Sponsor and Grade, you can use the other filters. If you search by ID, SIS searches all 
LEAs for that year and ignores the other parameters listed. If you search by a name, such as 
“Smith”, your search will be bound by other criterion fields, such as sponsor or grade. 
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Adding a New Homeless Student  
 
Choose the Homeless section and the Update Student function.  Enter the new homeless 
(or underage sibling’s or private school student’s) student ID and click “Add Homeless 
Data”. 
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Enter the new student’s Profile information. Instructions, information, and error messages 
appear in RED at the bottom of the update section. 
 
 

 
 
Once you have completed your data entry, press the “Update Database” button.  
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If data does not pass validation, you will get an error message and number that 
corresponds to the SIS User Guide.  The data in the field in error will also change to red, 
as in the example that follows. 
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Correct the incorrect field and press the “Update Database” button again.  If you have 
corrected the problem and have no other errors, you will be able to move on to the 
Homeless Service tab. 
 
 

 
 
Since this student has now passed the initial validation tests, you can move on to the 
Homeless Service tab.  
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Click on the Homeless Service Tab. Indicate site at which services were provided on the 
drop-down menu and check service boxes per month. An asterisk next to a site upon save 
of data indicates that services are provided at this site. The pencil-thin scroll bar to the 
right will allow you to scroll down through all services available. Once you are happy 
with this data, you must hit the “Save” button.  Assuming what you entered is 
respectable, you will get a message like the one illustrated below. 
 

 
 

 
You will get the message, “Changes Saved”. 
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Updating an Existing Homeless Record 

 
 

You may update an existing homeless student’s record.  While in the Homeless Section 
tab, choose the Update Student function tab.  Enter the Student’s ID and choose Update 
Homeless Data. 
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Notice in the upper right corner of the Homeless Student screen, the Mode Update and 
the Status is “Pending”. 
 
Modify Homeless Student data as needed and click “Update Database”. 

 
 
Notice the Mode is still showing as Update and the Status has changed to “Complete”.  

 
Note: If there had been a problem with updating the database, the status would remain 
“Pending” and you would see an error notice. 
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To Update Services 
 
Click the “Homeless Service” tab to access this student’s Services data. 

 
 
Make changes and click save. 
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To Delete a Student 
Click “Delete this Student” to delete this student and related services. 

 
 
Notice the Mode is showing as Delete and the Status has changed to “Confirming”. 

 
 
 
Click “Delete this Student” again to confirm that you want to DELETE THIS STUDENT 
AND ALL HIS SERVICES. 
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Homeless Tracking Reports 
 
The Report Section is organized by report groups. The report group, Homeless Reports, 
contains the reports for the Homeless Tracking System.  
 

 

 
 
 

Requesting a Report 
 

1. Select the Report tab. 
2. Click on “Homeless Reports”. 
3. Click desired report. 
4. Once the report parameters screen shows up, you may choose to override the 

defaults.  Select applicable criteria, such as Beginning School Session Year and 
applicable SIS Processing Period for HOMR07 Homeless Comparison Report. 

5. Request the Report. 
6. The Report will show up in a pop up or another window (depending on your 

Adobe settings and version) as a PDF. 
 

Note:  These reports process real-time. They do not process in a queue, and you can only 
request one report at a time. 
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Homeless Comparison Report (HOMR07) 
 

This report shows the number of homeless student enrollments sorted by Sponsor Code as of 
applicable Beginning School Session Year and SIS Processing Period. It includes current year 
data in comparison to previous year data. This report is not static and numbers may be added or 
deleted each time you run the report after a SIS upload/update. The last page of the Homeless 
Comparison Report contains yearly totals. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR07-Homeless Comparison Report”. 

 
If all steps have been completed, you should see the screen below. 
 
Note: Please contact your security coordinator immediately, if an LEA other than yours appears.  
 

 
 

4. Select desired “Beginning Schl Sess Yr” and “Processing Period”. 
5. Press the “Request the Report” button. 

• The report will be built and will appear in an Adobe pop-up. 
6. You may save the report, print it, or close it; and rerun it again later. To save the 

Homeless Comparison Report Output.pdf to your computer, in an easily accessible 
location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Homeless Comparison Report as of 

10/01/2011, and press the “Save” button. 
 

 
 

 
Homeless Comparison Report 

Comparison of 2010 with 2009, For Oct. 1 
MFP
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Homeless Rate Comparison Report (HOMR08) 
 

This report shows the percent of homeless enrollments versus total enrollments, sorted by 
Sponsor Code, as of applicable SIS Processing Period.  It includes current year data and previous 
year data. This report is not static and numbers may be added or deleted each time you run the 
report after a SIS upload/update. 
 

1. Select “Report” Category and “View” Function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR08-Homeless Rate Comparison Report”. 

 
If all steps have been completed, you should see the screen below. 

 
 

4. Select desired “Beginning Schl Sess Yr” and “Processing Period”. 
5. Press the “Request the Report” button. 
6. To save Homeless Rate Comparison Report Output.pdf to your computer, in an easily 

accessible location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Homeless Rate Comparison Report as of 
10/01/2011, and press the “Save” button. 

 

 
 
 
 

Homeless Rate Comparison Report 
For 2010 & 2009, Oct. 1 MFP 
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Aggregate Count by LEA by Grade (HOMR09) 
 

This report shows the number of students, sorted by Sponsor Code and by grade, who were 
flagged as homeless at any time during the year. Students must have been enrolled at least one 
day to be included on this report.  This report is not static and numbers may be added or deleted 
each time you run the report after a SIS upload/update. The last column of the report contains 
unduplicated homeless student totals. The last page of the report contains totals by grade. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR09-Aggregate Count by LEA by Grade”. 

 
If all steps have been completed, you should see the screen below. 

 

 
 

4. Select desired “Beginning Schl Sess Yr” and “Processing Period”. 
5. Press the “Request the Report” button. 
6. To save Aggregate count by LEA by Grade Report Output.pdf to your computer, in an 

easily accessible location, left click center icon as represented below: 
 

 
 

7. Rename the report to desired name, such as Aggregate count by LEA by Grade Report 
as of 02/01/2012, and press the “Save” button. 
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Aggregated Count of Students by LEA by Grade Report 
2010-2011 For Feb. 1 MFP 
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Aggregate Count by LEA by Homeless Code (HOMR10) 
 

This report shows the number of students sorted by Sponsor Code and by Homeless Code who 
were flagged as homeless at any time during the year. Students must have been enrolled at least 
one day to be included on this report.  This report is not static and numbers may be added or 
deleted each time you run the report after a SIS upload/update. The last column of the report 
contains unduplicated homeless student totals. The last page of the report contains totals by 
Homeless Code. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR10-Aggregate Count by LEA by Homeless Code”. 

 
If all steps have been completed, you should see the screen below. 

 

 
 

4. Select the desired “Beginning Schl Sess Yr” and “Processing Period”. 
5. Press the “Request the Report” button. 
6. To save Aggregated Count by LEA by Homeless Code Report Output.pdf to your 

computer, in an easily accessible location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Aggregated Count by LEA by Homeless 
Code Report as of 02/01/2012, and press the “Save” button. 

 

 
 
 
 

Aggregated Count of Students by LEA by Homeless Code Report 
2010-2011 For Feb. 1 MFP 
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Homeless Roster (HOMR11) 
 
This report is a list of Homeless students sorted by Student State ID. This report is not static and 
names may be added or deleted each time you run the report after a SIS upload/update. It includes 
State ID, Student Name, Birth Date, Grade, Homeless Code, Unaccompanied Youth Flag, 
Services Provided Flag, Sub Grantee Flag, Homeless Student Type, and Homeless Reason Code. 
It also includes the criteria filters applied to data when generating report. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR11-Homeless Roster”. 

 
If all steps have been completed, you should see the screen below. 
Note: Please contact your security coordinator, immediately if an LEA other than yours appears.  

 
 

4. Select desired “Beginning Schl Sess Yr”, “Homeless Code”, “Homeless Reason Code”, 
“Homeless Student Type (Public, Nonpublic, or Underage)”, “Unaccompanied Youth 
Flag (Y or N)”, “Services Provided Flag (Y or N)”, and “SubGrantee Only” designation 
(ALL or Y).  
 

Homeless Codes: Homeless Reason Codes: 
1 – Shelters 
2 – Doubled-up 
3 – Unsheltered 
4 – Hotels/Motels 

01 Mortgage Foreclosure 
02 Flooding 
03 Hurricane 
04 Tropical Storm 
05 Tornado 
06 Wildfire or Fire 
07 Man-made Disaster 
99 Other 

 
5. Press the “Request the Report” button. 
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6. To save Homeless Roster Report Output.pdf to your computer, in an easily accessible 
location, left click center icon as represented below: 
 

 
 

7. Rename the report to desired name, such as Homeless Roster as of 07/15/2011, and 
press the “Save” button. 

 

 
 

 
 

 
Homeless Roster Report 

2010-2011 
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Primary Nighttime Residence by Homeless Code (HOMR12) 
 

This report shows the number of all homeless entries sorted by Sponsor Code and by Primary 
Nighttime Residence (Homeless Code) for the year. The last column of report contains homeless 
entry totals. The last line of each section of report contains totals by Primary Nighttime 
Residence. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR12-Primary Nighttime Residence by Homeless Code”. 

 
If all steps have been completed, you should see the screen below. 
 

 
 

4. Select desired “Beginning Schl Sess Yr” and “Subgrantee” indicator. 
5. Press the “Request the Report” button. 

a. The report will be built and will appear in an Adobe pop-up. 
b. You may save the report, print it, or close it, and rerun it again later. 

 
6. To save Primary Nighttime Residence by Homeless Code Report Output.pdf to your 

computer, in an easily accessible location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Primary Nighttime Residence by Homeless 
Code Report as of 07/15/2011, and press the “Save” button. 

 

 
 

 
 

Primary Nighttime Residence by Homeless Code Report 
2010-2011 

 34



Homeless Served (HOMR13) 
 

This report shows the number of homeless students who were categorized as Unaccompanied 
Youth, Migrant Children/Youth, Children/Youth with Disabilities (IDEA), and/or Limited 
English Proficient (LEP) Children/Youth, sorted by Sponsor Code and by category. The last 
column of the report contains all category totals. The last line of each section of the report 
contains totals by category. 
 

1. Select “Report” Category and “View” Function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR13 Homeless Served”. 

 
If all steps have been completed, you should see the screen below. 

 
 

4. Select desired “Beginning Schl Sess Yr” and “Subgrantee” indicator. 
5. Press the “Request the Report” button. 
6. To save Homeless Served Report Output.pdf to your computer, in an easily accessible 

location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Homeless Served as of 07/15/2011, and 
press the “Save” button. 

 

 
 
 
 

Homeless Served 
2010-2011 
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Homeless Children and Youth Enrolled School Year (HOMR14) 
 

This report shows the number of homeless children and youth who are enrolled in school (both 
public and nonpublic entries) sorted by grade or educational unit. The last column of the report 
contains homeless student totals. The last line of the report contains totals by grade or educational 
unit. 
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR14-Homeless Children and Youth Enrolled School 

Year”. 
 
If all steps have been completed, you should see the screen below. 

 

 
 

4. Select desired “Beginning Schl Sess Yr”.  
5. Press the “Request the Report” button. 
6. To save Homeless Children and Youth Enrolled School Year Report Output.pdf to your 

computer, in an easily accessible location, left click center icon as represented below: 
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7. Rename the report to desired name, such as Homeless Children and Youth Enrolled 
School Year Report as of 07/15/2011, and press the “Save” button. 

 

 
 
 
 

Homeless Children and Youth Enrolled School Year Report 
2011-2012 
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LEA Annual Count (HOMR21) 
 

This report is the Monthly Cumulative Activity Log. This report is sorted by types of contacts or 
services and grouped by month. The report includes the total services by month and the total 
services by year.  
 

1. Select “Report” category and “View” function.   
2. Under “Report Group”, left click “Homeless Reports”.   
3. Under “ID”, left click on “HOMR21-LEA Annual Count”. 

 
If all steps have been completed, you should see the screen below. 
Note: Please contact your security coordinator, immediately if an LEA other than yours appears.  

 

 
 

4. Select the desired “Beginning Schl Sess Yr”. 
5. Press the “Request the Report” button. 
6. To save LEA Annual Count Report Output.pdf to your computer, in an easily accessible 

location, left click center icon as represented below: 
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7. Rename the report to desired name, such as LEA Annual Count as of 07/15/2011, and 
press the “Save” button. 

 

 
 

 
Closing your browser session will log you off from Web SIS. 
 

LEA Homeless Liaison Monthly Cumulative Activity Log 
2011-2012 
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