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EdLink System and Training Support

Our Support Ticket System streamlines support requests to better serve you. Every
support request is assigned a unique ticket number, which you can use to track the
progress and responses online. For your reference, we provide complete archives and
histories of all your support requests. A valid email address is required to submit a ticket.
Visit: https://askldoe.doe.louisiana.gov/hc/en-us to submit a support ticket.

Getting Started

A MyLA account is required to access the K-12 EdLink Portal and its features. Once the
account setup is complete, users will create a unique User ID and Password, which will be
valid for EdLink and all Louisiana Department of Education websites. To do this, follow the
instructions in this guide.

An internet connection and a laptop or desktop computer are required. For the best
experience, use Google Chrome or Microsoft Edge as your browser on Windows and iOS

computers.
e e

Figure 1-Browser Options

EdLink Home Page

Access the EdLink Home Page, by clicking on https://ldoe.EdLink.la.gov/ or copying and
pasting the URL address into your browser search. You will be navigated to the scene
below.

Welcome to

EdLink.

We've revolutionizad the way we use data to support
‘students and families of Louisisna.

Figure 2-EdLink Home Page
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file:///G:/My%20Drive/Training%20Materials-Providers,%20workers%20and%20Sponsor%20Sites/Provider%20User%20Guides/Sponsor%20Site%20User%20Guides%20and%20Recordings/K_12%20Public%20Traditional/Originals/Edlink%20Home%20Page
https://ldoe.edlink.la.gov/

Create an Account navigates to a brief overview of EdLink and its MyLa.gov Sign-In page.
Read the overview, scroll to the bottom, and select Continue to MyLa, in the bottom right-
hand corner of the page. See Figure 3.

m EdLink Support  KinderSystems Support  Louisiana Belioves  Sign In

Create an EdLink Account

EdLink uses My LA gov ta keep all of your contact infarmation and passwards for Louisiana government
jebsites in one pla

What is the EdLink system?

DOE's E:

Create a MyLA Account

the Myl

Figure 3-EdLink System Overview

The MyLa Profile requires that you enter basic information, including your name, personal
email, and phone number. You will also create a unique User ID and Password. Please do not
use an email address as your User ID. The only characters permitted (though not required),
are - @ _. For your Password, most keyboard characters should be accepted. It is advisable
to record User IDs and Passwords for future reference.

See Figure 4.

MyLA&= Government Services  Help

Use one account and password for
ccess to Lavisiana government.

Sign Up for MyLA >

How does MyLA help me?

Find and engage Loulsiana government n account for Louisiana

Figure 4-MyLA Profile

Complete all information fields, including your personal phone number, as shown in Figure
5. Enter your official school email, which you must have immediate access to. You will need
to confirm your email to complete the account set-up. The following images offer guidance
in doing this.
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In the final sections of the profile, choose a random six-digit PIN. Please ensure that the
PIN does not consist of the same digit repeated or of consecutive numbers (e.g., 111111,

123456).

& Sign up for MyLA

What's your name?

We only need what's marked with a red star.

%k Your first name

Jane l

Your middle name

| |

2% Your last name

Austen l

What's your phone number and email address?

Let's create your User ID and password

Your User ID is the name you'll use when you sign in to

your account.

3K Your User ID

JaneAusten00 v I

» Want help making a User ID?

%k Your password

[ o)

Your password needs 3 of these 4 categories: English
uppercase letters (A-Z), English lowercase letters (a-z). a
number, and/or a symbol.

» Want help making a password?

@D Show passwords

3%k Confirm your password

The passwords don't match. Would you retype them?

Make a PIN

Enter a six digit PIN code. Use only 6 numbers.

* Enter PIN

l 585963 v I

% Confirm PIN

l 585963 v I

Sign Up Cancel

Figure 5-Personal Information
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Create Your Account if all of your information is correct. Once your account is successfully
created, you will see a brief message in a pale yellow box indicating that you need to
confirm your email to complete the account setup.

If you see a red banner stating, “This email is already being used,” it means that the email
you entered in your MyLA Profile is already associated with a course registration, other
state accounts, licensing, etc. To proceed, you will need to enter an alternate email
address.

Refresh the page, re-enter your password, input the alternate email, and click Create Your
Account again. If you continue to have issues, consider creating a new email address and
repeat these steps until you reach the confirmation page.

@ Your Account is created but it's not yet verified. X

P Sign up for MyLA

Check Your Email

Let's get your new MyLA account verified so you can use it. Check
your email and click the link from MyLA to verify your account.

Email me a new verification link

Figure 6-Confirm Email

Next, open the inbox for the email from LDOE or LA.gov, associated with your new account.
Click on Confirm Email. Make sure to note your User ID for future reference.

= M Gmail Q, search mail =
€ B O m B @
# Compose
O b [Action Required] Please Confirm Your Email Address inbex x
nbox
Yr Starred Louisiana-Account-Netification@la.gov
tome v
(® Snoozed
B> Sent Hello Jane Austen,
D) Drafts In order to complete the account creation process, please click the hyperlink below (*Cenfirm Your Email”) to confirm that you have received this email.
v More After clicking this link you will be directed back to the Self-Service Portal to leg in with your User ID and password.
Confirm Your Email
Labels oh

This link will expire in 24 hours.
Details: Our records indicate that you have initiated the creation of a State of Louisiana account with User ID JaneAusten00 on 09/2%/2025 at 09:46:27

Thank you
Louisiana Access Service Technology

NOTE: Please do not reply to this message. Email sent to this address is not menitored

Figure 7-Confirm Email

After confirming your account, sign out of all EdLink Portal and MyLA pages by clicking on
your name in the top left corner and selecting Sign Out.
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Next, return to the EdLink Portal by visiting https://ldoe.EdLink.la.gov/ or pasting the URL

into your browser. Select, Sign-In, and enter your credentials into the MyLA box with your

User ID and Password to enter the EdLink Portal. See Figure 7.

MyLA&=

# Signin

User ID

JaneAusten00 v I

Password

@ Show Password

Need Help? Get help signing in

Government Services

Help

Figure 8-MyLa Sign-In

New Users to the EdLink Portal are navigated to the New User Profile, shown in the

following section.

edlink
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New User Profile (Mandatory)

A New User Profile will automatically be displayed. This profile must be completed before a
Staff ID is issued and the Account Type is classified with LDOE.

User Account Type, select “I am a PK-12 Public School Employee”. Next, select your School
System from the drop-down, as shown in Figure 9.

New User- Personal Profile

Please select the type of user account you need. Then enter your personal profile information below to create an
EdLink account. Your information will be reviewed and an Account ID will be provided once it is

approved.

User Account Type

department. (@)

“Choose the type of role you need

© | aman Early Childhood Center provider or employee
© | ama PK-12 Public School employ

1Q | am a PK-12 Non-Public School employe

@ | ama Parent (or Guardian) of a student in the Home Study Program
© |am working for an External Partne
© | am working as a State employee with the Louisiana Department of Education

Figure 9-Account Type Selection

Select the Sponsor/Site name or Site Code. Full or partial searches provide results to select
from, as shown below in Figure 10.

= Personal Profile

New User - Personal Profile
Please select the type of user account you need. Then enter your personal profile information below to create an EdLink account. Your information will be reviewed and an
Account ID will be provided once it is approved.

User Account Type

Review the choices below and select the appropriate type of account. This will help
LDOE process your re

department. (@)

“Choose the type of role you need

for a StaffiD and route any potential reviews to the correct

© I am an Early Childhood Center provider or employee

© ! am a PK-12 Public School employee

O I am a PK-12 Non-Public School employee

© | am a Parent (or Guardian) of a student in the Home Study Program

O Iam working for an External Partner

O I am working as a State employee with the Louisiana Department of Education

*Select the School System

-- Seleet - s
A.E. Phillips Laboratory Schoel
Academy of Collaboration Education

~ Acadia Parish

Acadiana Renalssance Charter Acadamy
Advantage Charter Academy

Akl Academy of New Orleans

Algiers Charter Schaals Assoclation (ACSA)
Alice M Harte Elementary Charter Sehool
Allen Parish

Arthur Ashe Charter School

Ascensian Parish

Assumption Parish

Athlos Academy of Jefferson Parish
Audubon Charter Gentily

Audubon Charter Schoal

Avoyelles Parish

Avoyelles Public: Charter Sehool

Figure 10-School System/Site Selection
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After selecting the School System and Site, the image below is displayed. If the contact
information is not correct, the information may be edited in Site Management/Site

Information. See Figure 11.

Location ID

1000007575

Institution Type

SCHOOL

Physical Address

967 Daniel Street
Arcadia, LA, 71001

Site/School Name

007001-Arcadia High School

Primary Phone Number Fax Number

3182632264 3182639703

Mailing Address

967 Daniel Street
Arcadia, LA, 71001

Site Status

Active

Entity Notification
Email

sharris@bpsb.us

Figure 11-School System/Site Information

In this next section, your name, contact information, MyLA ID and Staff ID are already
populated from your new MyLA account, as shown in Figure 12.

Name and Contact
Provide your information in the fields below.
Member Name ‘Contact Information
Prefix *Primary Phone Number
555-121-2222
*First Name Secondary Phone Number
Pamela
Middle Name *Email Address
Pamela.Mertens@la.gov
*Last Name MyLA UserlD
Mertens H50630244
Suffix Staff ID
3556963248

Figure 12-Name and Contact

Here, enter your personal address into the boxes shown in Figure 13.

Address Information

Physical Address

*Street Name 1

Mailing Address

*Street Name 1

54 Bluahird Lane

| 54 Blughird Lane

Street Mame 2

Street Name 2

Do not use Autofill to enter your
information. Manually enter all
data if you are not the sole user of
your device. Any automatic entry
may alter previously entered data
from your browser history.

*City *State *City *State

Baton Houge l I Louigiana * | Baton Houge } [ Louisiana 5 ]
*Zip “Parish/County *Zip *Parish/County
I TR0 I East Baton Rouge * | | 7702 [ East Baton Rouga 2 }

Figure 13-Address Information
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As shown in the upcoming images, provide your personal information in the sections below.
Personal Identification Information requires entry of your correct birthdate, Social Security
Number, Identification Number (hover over the text box for identification options), Issuing
State (Louisiana is at the top), Gender, and Race. Please enter your telephone number.
Additional information was recorded during your initial account setup in My.la.gov. A Staff
ID will be issued after saving. See Figure 14.

Personal Information

The information below is used to validate your identify in the eScholar system. If you
have an existing StaftlD, your My.La.Gov account will be linked to that D. If you do not
have one, then a new StafflD will be created.

“*Date of Birth *SSN Identification Number @ Issuing State
I 037271980 [} I I ==*==-6543 } I 878787 I I Louisiana
*Gender “Race @

I Female * l | WhitefCaucasian + }

B Save and Submit X Cancel and Logout

Figure 14-Personal Information (PIl)

Confirm your Social Security Number (SSN) and Date of Birth (DOB) before moving on to
the next step. Take a moment to carefully review each section of your information. Make
any necessary corrections, then scroll down and confidently click on Save and Submit.

A unique Staff ID has now been assigned to you. This Staff ID links your EdLink account to
the system and/or school that approve your access request. The following section provides
instructions on how to proceed. If you did not receive a Staff ID after saving (located
beneath the Myla ID within the Name and Contact section), please submit an EdLink
Support Ticket to obtain one.

Complete the registration process by signing out of EdLink and all MyLA pages. Then sign
back into the EdLink Portal. Your account is now ready for use.
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Existing EdLink Accounts

New Users are not required to request access to submit a New Site Application. However,
SPS District Data Analysts (Coordinators) and SPS District Administrators
(Superintendents) with access are able to view Sites that fall within his/her Sponsor. A list
of approved Sites is located in the left-side menu drop-down, labeled, Site/School. Users
with Sponsor level access are only required to request the Sponsor and not each individual

Sponsor Site.

Users with Existing EdLink Accounts:

1. From the Dashboard, click on Account Settings in the left-side menu (black).
2. While the sub-menu is open, select, Entity Access Request.
3. The Access Request page is displayed, as shown in Figure 15.

Welcome Back, Pamela Mertens

Sponsor Information

Lecation ID

1000012527

Physical Address

Arcadia, LA. 71001

Spansor Status. Primary Phone Number
OPEN: In Operation - Previously Listed 318-263-9416
Sponsor Contacts

Head Administrator Title Contact Name
SUPERINTENDENT Bryon Lyons

District Coordinator Title Contact Name

NIA NA

Wielcome to your Dashboard. Here you can review and make changes to your sites.

o Parish

Mailing Address

PO Box 418 If you already have access to a site/s,

Areadia LA ot you may either select a site or leave

contoct mai the drop down as is. Selecting one of
your sites provides Site Information
and Management.

Primary Phone Number Email Address

318-263-0416 byronlyons@hpsh.us

Primary Phone Number Email Address

A WA

Figure 15-Existing User Dashboard

Existing Users have access to Messages, as shown in Figure 16.

Unread Messages and Notifications @

PR (@ notifications

A Notification - Initial Application Review
Jan 21, 2025 10:20 AM
Action Required: Initial Application Review

= » Message-Initial Application Review
Pamela Mertens, lan 21, 2025 10:20 AM
Action Required: Read the full message below

» ——
Jan 14, 2025 12:26 PM
Action Required: Renewal Application Submitted

= ) Message - Renewal Application Submitted
Pamela Mertens, lan 14, 2025 12:26 PM
Action Required: Read the full message below

#  nNotification - Initial Application Review
Jan 10, 2025 2:15 PM
Action Required: Initial Application Review

% Newest to Oldest

unread

unread

Figure 16-Existing User Messages
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Pending Applications, which are either in progress or have been submitted, are shown in
Figure 17.

In Progress (incomplete applications) are located on the dashboard. Click on the Edit button
within the appropriate box to begin working on the application again. The application will
open to the Application Home Page for completion or revision.

Pending Applications
master's Middle School - Type Public School - Type Public School
L inPrograss |
Application 1D Category Last Update Application 1D Category Last Update
140466 New 03/24/2025 139375 New 021372025
Expires on Expires on
EZD  xcome 09/16/2025 % Gancel 08/04/2025

Figure 17-Pending Applications

Users with New EdLink Accounts must log in to the EdLink Portal.

1. From the Dashboard, select the far right blue button labeled, Request Access to
Entity, as shown in Figure 18.
2. The Access Request page is displayed, as shown in Figure 19.

= My Dashboard

# / Dashbosrd @

My Dashboard

Thark you for creating a new account. Get started below with a new application of request access to an existing organization.

Welcome, Jane Austen

» How to use the EdLink Entity Portal? » Why am | here?
Get Started
Ready to start with a new application? Already a member of an existing entity?
We'll ask questions about your business and guide you Find your entity’s site and request access to be added.

Find the Right Program -

Pending Applications

You don't have any Pending Applications

Figure 18-New User Dashboard

Next, existing or new users should scroll to the bottom right corner of the page and select
EdLink Security. See Figure 19 on the following page.

Page 14 of 50

edlink



Access Request

Review or update your access to specific entities below.

Entity Access and Roles Levels

Request access to a new entity, or ta change role with an existing entity using the table below

4 Entity Name 4 Address

Lafayette Christian Academy 223 Stone Avenue, Lafayetie, LA 705070000

Life of Christ Christian Academy/Alternative 1851 N. Dorgenois Street, New Orleans, LA 701150000

Light City Christian Academy 6117 St. Claude Avenue, New Orleans, LA 701171341

S-Automation-23367 46726 Gorczany Haven, Apt. 999, Banton, LA 70372

Request Access 88
Click the link to the right to be redirected to the EdLink Security site to request or manage your access to the EdLink Entity Portal.

Learn about the Roles 8&

Click the link to the right 1o be see details about the various types of security roles available to users.

4 Role

NPS5-School Manager
NPS-School Manager
NPS-School Manager
B3 Partner

EdLink Security 3

Figure 19-Access Request Page

The following instructions will assist existing and new users with site access requests.

1. After selecting, EdLink Security, Figure 20 is displayed. *Do not perform any
functions on this page until you have completed the New User Profile.
2. Return to the EdLink Portal Dashboard and follow the instructions at the top of

the previous page.

eﬂ!ink = Application Menu @ An official Lovisiana. gov website
@ SECURITY # | Application Menu @

8 Application Menu

By selecting the relevant application buttan, you can access the applications you ar

@ authorized to use.

Figure 20-Application Menu

In this image, the General User Access shown in Figure 21, is selected by default and should

not be changed.

Permission Request

© General User Access

Please make a selection based on your information system access

needs

O Security Administrator Access Early Childhaod 2
K12 Accountability
K12 ools |
Louisic e Department of Education
Nonpublic -

Please Enter Your Location

Figure 21-General User Access
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Select, K-12 Public Schools for the Organization, as shown in Figure 22.

Permission Request

Please make a selection based on your information system access
O General User Access needs Canopy
EdLink 360 (Reports)
EdLink 360 (Reports) - Staging
EdLink Ops Portal
Louisiana Education Portal

O Security Administrator Access Early Childhood
K-12 Accountability

Please Enter Your Location

Figure 22-Organization Selection

Next, select the EdLink Ops Portal option for the Application, as shown in Figure 23.

Permission Request

Please make a selection based on your information system access
needs

© General User Access Canony
= EdLink 360 (Reports)
Security Administrator Access Emity Childhood
© Security . K12 Accountability 2 LA
- =
Louisiana State Department of Education
Nanpublic o

District (School System) [ I
Local (Site)

Please Enter Your Location

Figure 23-Application

Next, select the District and Local Option for the Location Filter, as shown in Figure 24.

Permission Request

Please make a selection based on your information system access.
needs

© General User Access Canooy
a) EdLink 360 (Reperts)
Early Childhood
O Security Administrator Access e EdLink Contacts
K12 Public Schools
Louisiana State Department of Education
Nonpublic

District (Schoal System)
ocal (Site)

l

Please Enter Your Location

I

Figure 24-Location Filter
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For the Location, select the site location by entering the partial or full school/district name
or the address to select the location from search results. Begin with a partial school name
or the street number (4500). Add more characters until your school/district appears. Select
the desired location by hovering over and clicking on the entry in blue. See Figure 25.

Permission Request

Please make a selection based on your information system access

needs

© General User Access e
EdLink 360 (Roports)

Early Childhood

K12 Accountabilty EdLink 360 (Reports) -Staging

K12 Schools. EdLink Ops Portal

Louisiana State Department of Education Louisiana Education Portal

Nonpublic

© Security Administrator Access

Please Enter Your Location
District (School System) [‘ high ‘I
Local (Site)
District and Loca \ s e 7/

1020 Saadi Street, Houma, LA 70363

District Code:055 _ Site Code: 055001 Example of selecting site v. system:
Acadian Middle School 302 LSMSA SS
4201 Moss Strest. Latayetts, LA 70507 302006 LSMSA

District Code: 028  Site Code: 028001

Acadiana High School
315 Rue du Belier, Lafay

Acadiana Marine Institute
ofl 611 Celostine La Tortue Road, Branch, LA 70516
0 Site Code: FOB001

R LOUISIANA DEPARTMENT OF

EDUCATION

Louisiana Department of Education © 2025

Figure 25-School/District Name

Finally, choose a role from the list below in Figure 26. Click, and Submit. You will receive an
email notification and further instructions once LDOE reviews and approves your request.
Allow at least 48 hours to receive this approval. If you do not see the required role on the
displayed list, return to Figure 18 and ensure that all selections are made according to this

guide.

Permission Request General User Access
Type

Org; on K-12 Public Schools
Selection

LU IREN TR YL N EdLink Ops Portal

AFR Business Manager 2 SPS District Data Analyst
SPS Board Chair

SPS District Administrator

SPS District Data Analyst

SPS Other Staff L
SPS School Administrator SPS District Data Analyst
SPS School Data Analyst (Coordinator) and SPS District

Administrator (Superintendent) are
the most common role assignments.

Lo J oo

Figure 26-Role Selection
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If you still experience an issue selecting the appropriate role, submit a ticket to Ask LDOE
(https://askldoe.doe.louisiana.gov/hc/en-us), supported by Zendesk.
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SPS District Data Analyst (Coordinator) Dashboard and Its Features

Welcome Back. Now that you have been approved to access the Sponsor and its Sponsor
Sites, the dashboard in Figures 27-28 are displayed upon login. If Sponsor Information
appears, select a School from the bottom drop-down (Sponsor Site/School), located in the
left-side menu to view your specific Site Information.

= Dashboard
Welcome Back, Pamela Mertens
‘Welcome to your Dashboard, Here you can review and make changes to your sites,
¥ bmi by October 15th, 2025. N x
Sponsor Information €zE2D View Sponsor
Location ID Sponsor code Sponsor Name Sponsor Type
ville Pa Public Education -Parish & City School Board
Physical Address Mailing Address
710013524 Arcadia, LA, 710010418

Sponsor Status Primary Phone Number Contact Email

OPEN: In Operation-Previously Listed hamiltonit

Sponsor Contacts

Head Administrator Title Contact Name Primary Phone Number Email Address

SUPERINTENDENT Leroy Hamilta 318-263-9416 eroy.hamilton@bpsb.us

Figure 27-Dashboard at Sign In

Unread Messages and Pending Applications are also displayed at login. See Figure 28.

= Dashboard

Unread Messages and Notifications e

—
LN (@ notifications

=+ Message- Public School Application submitted for Superintendent review
Pamela Mertens, Sep 3, 2025 3:36 PM
Action Required: Read the full message below

¢ Newest to Oldest

I * Message- Notice of Adverse Action Referral
Pame ns, Aug 4, 202
Action Required: Read the full message below

@ * Message- Notice of Adverse Action Referral
Pamels Mertens. Aug 4. 2025 9:31 AM
Action Required: Read the full message below

& » Message - Notice of Adverse Action Referral
Pamela Mertens, Aug 4, 2025 8:37 AM
Action Required: Read the full message below

Request ta Schedule Inspection
M

e below

Pending Applications
‘West Side High School -Type Public School Arcadia High School -Grades and Accountability Edit n
Lin Raview | GIID
Application 1D Catagory Last Update Site Code Last Update

Figure 28-Dashboard at Sign In, Cont.
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Editing Site Information

Editing may be completed by the SPS District Data Analyst (Coordinator) by selecting Edit
at the bottom of this page. While some changes are immediate, other changes are not
displayed until the following school year begins. See Figure 29 for Site Information and
Figure 30 for location of the Edit button. Certain fields are,

Editable by SPS District Data Analyst (or SPS District Administrator)
Editable by SPS District Data Analyst, and requires SPS District Administrator

1.

2.

(Superintendent) approval

Editable by SPS District Data Analyst, and requires both SPS District Administrator
(Superintendent) and LDOE approval

Editable only by LDOE
Not Editable

= site Information

Site Information

Site Information €&Z==D
Site Code

Site Type

Fax Number

Physical Address

Information pertaining to the school or site.

Site/School Name Location ID
s High School

Primary Phone Number Ext.

318-263-2264

Secondary Phone Number Ext.

Mailing Address

Longitude Latitude ‘Congressional District
Open Date Close Date Facility Type
NIA
Site Administrators
Contact Order Cantact Position Type Contact Name Primary Phone Number
PRINCIPAL EROY HAMILTON 318-263-2264
Email Address ‘Secondary Phone Number Ext.
A A

Additional Information

Site Website

@IS Type
ve Public School Site

Institutional Funding

STATE PUBLIC/MFP

ACT Site Code

180105

School Business Partner Cnt

0

Approval

PROB. APPROVED

E-Rate Side Code Category

WA

Historical Site Cade

WA

Site Facebook Page Site Twitter Page

Locale Report Site Code.

RURAL, FRINGE

Institution Type NCES School ID Code.

SCHOOL 00090

Aceountability Rollup Reconstituted

N

Approval Status Date Earliest Drop Off Time

07:30 AM
Religious Affiliation ACT Plan Site
NONE NIA

Mode of Instruction Made

Site Status

OPEN: In Operation - Previousty Listec

Entity Notification Email

BESE District

Site Instagram Account

Institutional Control

Hon Acct Reasan

Brumfield Date

Latest Pickup Time

03:45 AM

Act Explore Site

N

Accountability Sponsor Code Finance Spansor Code

NiA NIA

Figure 29-Site Information
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Additional Site Codes

Site Code

System Submit Flags

EdLink 360 SIS

Site Code History

Sponsor Coda

Close the Site

LDOE review.

# Edit Last Modified By: N'A

Site Name Code Type

District Accountability

Y

Tuition Flag

N

Site Code

Multiple Links

There are no records to show

EdLink Ops AFR

NiA

Eden Active

v

EdLink 360 PEP

NiA

Linked Date

No previous sites have been linked

To close an existing School or Site, please click the "Close Site” button and fill out the details for

Last Updated Date: 07/

Site Status

EdLink Ops NPS

Highly Qualified Flag

¥

Site Name

Close Site

Figure 30-Editing Site Information Cont.

For changes that require a 2-step approval process, a lock icon is displayed on the action,
preventing the user from making any further revisions until LDOE approves the changes. At
such time, the lock is automatically removed. The original value (value prior to making
changes) is also displayed prior to editing, emphasizing precaution before making revisions.
In 2-step approval edits, the User should wait for approval from the SPS District
Administrator (Superintendent) and LDOE, respectively. See Figures 31-33.

Site Information

Site Code *Site/School Name Location ID Site Status
[ 007001 { Arcadia High School } | 1000007575 | | |
site Type *Primary Phone Number Ext. *Entity Notification Email
‘ [ 318-263-2264 J l ] I ytry@school.edu ]
Fax Number Secondary Phone Number Ext.
I 318-263-9703 I [ J I ]
Physical Address Mailing Address
*Street Name 1 “Street Name 1
l 967 Danel Street J I 967 Daniel Street I
Street Name 2 Street Name 2
| | | |
“City “State *City *state
Arcadia ] Louisiana . ] ’ Arcadia ] Louisiana . ]
“Zip *Parish/County “Zip *Parish/County
I 710010000 I l Bienville B ] I 710010000 I l Bienville B ]

Copy to Mailing

Figure 31-Editable Site Information
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Site Administrators may also be deleted and added. See Figure 32.

Site Administrators
“Contact Order Prefix “Contact Position Type
Primary % I | ] l PRINCIPAL $ J
*First Name *Primary Phone Number Ext.
[ LEROY w { 318-263-2264 w [ ]
Middle Name Secondary Phone Number Ext.
“Last N *Ei | Add . .
astRame mall Address Site Administrators may
I HAMILTON } [ sharris@bpsb.us } be deleted but at least 1
must remain as the
Suffix Primary Contact.

Figure 32-Editable Site Administrators

System Submit Flags and Site Code History are not editable for the SPS District Data

Analyst (Coordinator). See Figure 33.

Tuition Flag. EdLink 360 PEF

Site Cade History

Sponsar Cods

Lk Ops NP5

begtty Qualitied Flag.

System Submit Flags

ook 360515 sts e

rsa - oo e
ity Uit [ry— Gt

Figure 33-System Submit Flags

Additional Site Codes may be added by clicking within the Search Site Code box, locate the

Site Code and Save. See Figure 34.

Additional Site Codes

4 Site Code % Site Name % Code Type % Multiple Links

There are no records to show

+ Add Site Code

*Search Site Code

EDL-15695-SITE(SR8777), 1520 The Cluster Bean Drive, Lake Providence, Louisiana, 14522, De Soto Pz

Search by Site Name, Site Code or Address

Site Name Code Type
EDL-15695-SITE N/A
Multiple Links.

No

€ o

% Site Status

Status

Figure 34-Adding Additional Site Codes
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Grades and Accountability

Grades may be edited but requires a 2-step Superintendent and LDOE approval process
and will not reflect the changes until the following academic school year. Save any changes
at the bottom of each section or page. Select Edit to begin making changes. See Figure 35.

= Grade Configuration

O Third O Toddler

O Fourth O Pre-Kindergarten (Age 3)

O Fifth O Preschool (Ages 3-5, Spec.Ed)
O Sixth (O Pre-Kindergarten (Age 4)

O Seventh O Kindergarten )
I R If a grade between 3™ and 11" is not
. engrader .

selected, a Shared School and Site
0 Hinen ) Post Secendary Code will need to be selected from
O Tenth O Transicional Ninth the Shared School Drop-down.
O Eleventh O Extension Academy
O Twelfth

This site does not participate in a testing grade (from 3-11). It will be paired with the school (within the same school system) below for accountability.

*Shared School Option “Site Code
Special Education Support-NonPublic/Homeschooled 002888 I '
Selected Entity: Special Education S t i

€ Back to New Site Information Save and Continue -

Figure 35-Editing Grades

When removing or adding grades, a justification for the changes is required. See Figure 36
and Figure 37, located on the following page, for examples of the Justification and Transfer
of Students.

Change Justification

*Please provide a justification for the changes to the grades Student Transfer section only
appears when grades are removed.

No Longer servicing Transitional Oth Grade. Added 3rd Grade, so no Partner School is required.

Transfer of Stu

t is below.

Student Transfers
Because you have selected to remove a grade, you are required to identify all sites that will receive your student population as transfers. Please search and add all schools that student may transfer to.
Site Code ¢ Site Name Grades Served Site Status

007003  Castor High  FIRST, SECOND, THIRD, FOURTH, FIFTH, SIXTH, SEVENTH, EIGHTH, NINTH, TENTH, ELEVENTH, TWELFTH, PRESCHOOL (AGES 3-5, SPE OPEN: In Operation -Pre n
School C.ED), PRE-KINDERGARTEN (Age 4), KINDERGARTEN, TRANSITIONAL NINTH viously Listed

Iﬂ

Figure 36-Change Justification/Transfer of Students
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Change lustification

“Please provide a justification for the changes to the grades

No Longer servicing Transitional 9th Grade. Added 3rd Grade. so no Partner School is required.
Transfer of Student is below.

Student Transfers

Because you have selected to remove a grade, you are required to identify all sites that will receive your student population as transters. Please search and add all schools that student may transfer to.
Site Code Site Name Grades Served Site Status

There are na records to show

+Add Site

Select Site

*Is this school an existing or future site?

© Existing © Future

*“Search for the Existing Site.

Castor High School(007003), 140 Front Street, Castor, Louisiana, 71016, Bienville Parish

Site/School Information

Institution Type Site/School Name Site/School Status

Public School Castor High School OPEN: In Operation - Previously Listed

Physical Address. Primary Phone Number Grades Served
140 Front Street 318-544-7271 FIRST, SECOND, THIRD, FOURTH, FIFTH, S
Castor, Louisiana, 71016 XTH, SEVENTH, EIGHTH, NINTH, TENTH, EL +
Bienville Parish EVENTH, TWELFTH, PRESCHOOL (AGES 3. -

5, SPEC.ED), PRE-KINDERGARTEN (Age 4),

m- KINDERGARTEN, TRANSITIONAL NINTH

Figure 37-Selecting Student Transfer Site

Programs and Careers

Programs and Careers may be edited, added or deleted by selecting the Edit button. A page
will be displayed with numerous options - At least one Program option must be selected.
These changes require a 2-step approval process, and are not reflected until the next
school year. Grades may be edited, added or deleted by selecting the Edit button. Career
Pathway changes are reflected immediately. See Figure 38.

Programs and Careers

Programs and career pathways offered at the school/site.

Programs

* Select all programs that will be available at your Site/School (must have at least 1).

Career Technical Education Pre-Ged/Skills Option Program
Community Eligibility Program Pta/Pto

Federal Nutrition Program Title 1/School Wide Program (&

Career Pathways

Select all career pathways that will be available at your Site/School.

Ag, Food, Nat Res-Animal Sci

Figure 38-Programs and Careers
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Sports and Clubs

Sports and Clubs are not mandatory but may be edited, added or deleted by selecting the
Edit button. Changes are reflected immediately. A page will be displayed with numerous
options for Sports and Clubs, as shown in Figure 39.

= Sports and Clubs

Sports and Clubs

Sports

Select all sports that will be available at your Site/School

8
a S
F S
a

Clubs

Select all clubs that will be available at your Site/School.

-] N
] s
a 0

Figure 39-Edit Sports and Clubs

SPS District Administrator (Superintendent) Dashboard and its Features

The District Administrator role is authorized to edit, add, delete and review content that the
District Data Analyst (Coordinator) has edited. See Figure 40.

= Dashboard
Welcome Back, Pamela Mertens
Welcome to your Dashbaard, Here you can review and make changes 1o your sites.
Sponsor Information View Sponsor &
Location ID Sponsar cade Sponsor Name Sponsor Type.
Bier lic & h & City S "
Mailing Address
PO.Box 418
Arcadia, LA, 71001
‘Sponsor Status. Primary Phone Number Contact Email
OPEN: In Operation - Praviously Listed 318-263-9416
Sponsor Contacts
Head Administrator Title Contact Name Primary Phone Number Email Address
SUPERINTENDENT BryonLyons 3182630418 byronlyons@bpshus
District Coordinator Title Contact Name Primary Phone Number Email Address
A Wi WA A
Figure 40-Sponsor Dashboard at Sign In
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Messages are displayed on the dashboard, shown in Figure 41.

. . View All Messages [
Unread Messages and Notifications

'L (@ Notifications £ Newest to Oldest

2 * Message - SPS Edit Request Submitted for Review unread
Pamela Mertens, Apr 2, 2025 2:54 PM
Action Required: Read the full message below

= * Message - SPS Edit Request Submitted for Review unread
Pamela Mertens, Apr 2. 2025 2:40 PM
Action Required: Read the full message below

=2 * Message - SPS Edit Request Submitted for Review unread
Pamela Mertens, Apr 2, 2025 2:06 PM
Action Required: Read the full message below

& * Message - Renewal Application is dus in 90 days unread
Pamela Mertens, Apr 1, 2025 12:00 PM
Action Required: Read the full message below

A Notification - Initial Application Review
Jan 21,2025 10:20 AM

Action Required: Initial Application Review

Figure 41-Messages

Pending Applications are displayed that you will need to review and/or approve, as shown
in Figure 42 on the following page. Select My Dashboard to see a list of these applications.

#® Notification - Request to Schedule Inspection
Jul 31, 2025 10:53 AM
Action Required: Request to Schedule Inspection

Arcadia High School :

Pending Applications

Arcadia High School -Programs and Career Edit Arcadia High School -Grades and Accountability Edit

Site Coda Last Update Site Code Last Update

007001 04/02/2025 007001 04/02/2025
Expiras on Expires on

o oususs

Arcadia High School -Site Edit master's Middle School -Public School Application
Site Code Last Update Application ID Catagory Last Update
007001 0410212025 140466 New 04/01/2025

Expires on Expires on

oo ol

Figure 42-Pending Applications
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Sponsor Management

Sponsor Certification is completed by the SPS District Data Analyst (Coordinator) and is

View Only, for the SPS District Administrator (Superintendent). See Figure 43.

= Sponsor Certification

© Pamels Mertens

School Year

967 Daniel Streat 3182632264
Arcadia,LA 71001 Bienwille

Parish NINTH

Certify Sites
Site Code Site Name Status
| [Ausies <]
Site Code Site Name Schaol Type Certification Status
C) 007001 Arcadia High Schoal Public School Not Certified
Physical Address Primary Contact Secondary Contact Grades Served

SIXTH, SEVENTH, EIGHTH,
NINTH, TENTH, ELEVENTH,
TWELFTH, TRANSITIONAL

Clear Filters'D

Figure 43-Sponsor Certification

Request History includes all applications that have been initiated for the Site or Sponsor
that are expired due to inaction. Request History is also available to SPS District Data

Analyst (Coordinator). See Figure 44.

Request History
Paris

007-Bienville

& Return to Sponsar Information

‘There are no records to show

Applications
The table below includes all applications that have been initiated for the Site or Spansor. Nots, changes that do not require LDOE approval are nat included.
‘Sponsor/Site Coda Request Type Status Date Submitted
~Seloct : ] [ Select-- : ] [ [ET— =] ]
Application 1D Cade Request Typs Hame Date Submitted Expiration Date

Cloar Filters'D

Figure 44-Request History
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Sponsor Information also consists of contacts and additional Sponsor Information. See

Figure 45.

ed!ink

© Pamela Mertans

= Sponsor Information

Sponsor Information

et Sponsor Information @
Bienville Parish Sponsor Coda Sponsor Name Location ID Sponsar Type
Site/School 007 Bienwille Parish 1000012527 Public Education - Parish & City School Boards
Arcadia High School
Physical Address Mailing Address
posrd P0.Box 18
Arcadia, Lou 7001
L Bienville Parish
Sponsor Status Primary Phone Number Ext. Entity Notification Email
OPEN: In Operation - Previously Listed 318-263-9416 NA NA
Fax Number Secondary Phone Number Ext. Close Date
318-263-3101 WA A WA
Sponsor Contacts
Head Administrator Title ‘Contact Name Primary Phone Number Ext.
SUPERINTENDENT Bryon Lyons 318-263-2416 NA
Figure 45-Sponsor Information
Additional Sponsor Information. See Figure 46.
Additional Sponsor Information
Website Facebook Page Twitter Profile Instagram Account
www.bpsb.us
Assessment Group Code LEA Group Code Rollup Flag Rolling District
Regular District School District City/Parish School Districts N/A NiA

N

NCES Agency ID

2200210

N/A

Title 11l Flag Immigrant

Last Modified By: N'A

Title Ill Flag

N

NPCA Flag

N

Approved Special State School

Last Updated Date:

Eden Active Flag

McKinney-Vento Flag

N

SER (Special Education Reporting)

N/A

Figure 46-Additional Sponsor Information
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Instruction Mode lists the number of students participating in each instruction method for
the selected Sponsor, as shown in Figure 47 on the following page. Instruction Mode is also
available to the SPS District Data Analyst (Coordinator).To edit, click the pencil icon for
each grade level. Then select save when that entry is complete. Note: LDOE will announce
specific dates each school year when this functionality is available for edits.

Instruction Mode by Grade Level

Below are the number of students participating in each Instruction methed for the selected Sponsor.

To enter, click the pencil icon for each grade level. Then select save when that entry is complete.

Number of Students
Grade Level In Person Hybrid Virtual Totals
Pre-K 0 0 0 0
K 0 0 0 0
Ist Grade 0 0 0 0
2nd Grade 0 0 0 0
3rd Grade 0 0 0 0
4th Grade 0 0 0 0
5th Grade 0 0 0 0
6th Grade 0 0 0 0
7th Grade 0 0 0 0
8th Grade 0 0 0 0

Figure 47-Instruction Mode

Site Information from the SPS District Administrator’s (Superintendent) dashboard,
includes additional information Site details, Site Administrators, Site Codes, System
Submit Flags, Site Code History and Site Closure lists. On this page, the District
Administrator (Superintendent) and the SPS District Data Analyst (Coordinator) may edit
the Site’s Information or Close a Site.

For changes that require a 2-step approval process, a lock icon is placed on the information
section, preventing any further revisions until LDOE has approved the changes. The lock is
automatically removed after approval. The original value (value prior to making changes) is
also displayed prior to editing, emphasizing precaution before making revisions. In 2-step
approval edits, the SPS District Administrator (Superintendent) should wait for approval
from LDOE. On the following page, select, Edit, at the bottom of the page, as shown in
Figure 48.
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For Site Information, see Figures 48 and 49 (Edit View), below.

Site Information

information pertaining to the schaol or site.

Site Information €=
Site Code

007001

Site Type

Public School

Fax Number

318.263-8703

Physical Address

967 D

Louisiana, 710010000

Arca
Bienwille P

Lengitude
92.900627
Open Date

NiA

Site Administrators
Contact Order

Py

vy PRINCIPAL

Email Address

charris@bpsb.us

Additional Information

Site Website

Active Public School Site

Institutional Funding

STATE PUBLICIMFF

ACT Site Cade

190105

School Business Partner Cnt

o

Approval

PROB. APPROI

Additional Site Codes

# Site Code # Sita Name

System Submit Flags

EdLink 360 SIS

%

ASR

¥

City Limits

Site Code History

4 Spensor Code

Close the Site

To close an existing School or
LDOE review.

Last Modified By 1 A

Site/School Name Location ID

Arcadia High School 1000007575

Primary Phone Number Ext.

318-263-2264 NIA

Secondary Phane Number Ext.

NiA NiA

Latitude Congressional District
32557501 4

Close Date Facility Type

NiA 4.5, 17:10.5 RSD SCHOOL

Contact Pasition Type

Cantact Name

LEROY HAMILTON 318.263.2264
Secondary Phone Number Ext.
NIA WA
Site Facebook Page Site Twitter Page
Lacale Report Site Code.
RURAL, FRINGE
Institution Type NCES School ID Code
SCHOOL 00080
Aceountability Rollup Reconstituted

N

Approval Status Date

Religious Affiliation

NONE

District Accountability

v

Tuition Flag

N

4 Site Code

Earliest Drop Off Time

07:30 AM

#Code Type # Multiple Links.

There are no records to show

EdLink Ops AFR

NiA

cen

Edon Active

EdLink 360 PEP

NiA

# Linked Date

Mo previous sites have been linked

please click the “Close Site” button and fill out the details for

Last Updsted Dae: 07/

Primary Phone Number

Site Status

OPEN: In Operation - Previously Listed

Entity Notification Email

WA

BESE District

4

Ext.

NiA

Site Instagram Account

Institutional Cantrol

LEA

MNon Acct Reason

Brumfield Date

Latest Pickup Time

03:45 AM

#Sita Status

EdLink Ops NPS

N

TAP

Highly Qualified Flag

%

4 Site Hame

Figure 48-Site Information
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Site Information

Infarmation pertaining to the schoal o site.

Site Information €=Em
Site Code. “SiteiSchool Name: Location ID Site Status.
I 07001 J l ‘Arcadia High School I { 1000007575 I JPEM: In Operation-Previously Listed &
Site Type “Primary Phone Number Ext, *Entity Notification Email
[[Pubtc hx :] [mszsaast ] [ ] [rveschosteas
Fax Number Secandary Phone Number Ext
[is2easma ] ] ]
Physical Address Mailing Address
“Street Name 1 *Street Name |
[ 967 Daniel Street 5} ‘ ‘ 967 Daniel Street ] |
Stroet Name 2. Street Name 2
[ o] | o]
“City “State “City *State
{ Arcadia BJ [eo nJ {m.u.. B] Ty u]
“Zip “Parish/County “Zip *ParishiCounty
[ 710010000 0] [senue o] [ 710010000 0] [senie o]
Langitude Latitude Cangressionl District BESE District
[ -s2s00827 | [2ssmen ] [ BRE o]
OpenDate Close Date Facility Tye
(| mmiadtypyy IR |
St ATt
Site Administrators
“Contact Order Prefix “Contact Pasitian Type
Primary o] | [Prmciac <]
“First Name “Primary Phons Numbsr Bt
[[ceror | [eeszeee ] [ ]
Middlo Name Secandary Phone Number £
[ | | J
“Last Name “Email Address
[[rwmron | [[srarriobpsius |

Suffix

I

Additional Information
Site Website Site Facehook Poge Site Twitter Page Site Instagram Account
[ I J J |
IS Tyme Locale Repert Site Code Institutional Control

Active Public School s ] [[umaw rrne =] ] [e <]
Institusional Funding Institution Type 'NCES School ID Cade Nan Acet Reason

STATE PUBLIC/MFP <] [seroo =] [oooso | [[seea <]
ACT Site Code Accountability Rollup Recanstitted Brumfield Date
= ]| ] [ | [ mmsatry |
*Schoal Business Partner Cnt Approval Status Date Ealiest Drop O Time Latest Pickup Time
[o ] [msaaryrs HEEX ©] [oasem o]
Approval “Religious Affiatian

PROB. APPROVED s ] [one <]
Additional Site Codes

Pisase i ol aszocotd st codes

#Site Coda # Site Name #CodeTypo. & Multiple Links 4 Site Status

There sre no records to show

System Submit Flags
EdLink 360 SIS 518 EdLink Ops AFR EdLink Ops NPS
E afiE | ] [ ]
AsR Asp ceo e

Ye =‘ Im I =| M: =J
City Limits District Accountability Eden Active Highly Qualified Flag

Yes In : | I .I { .J
MR Tuition Flag EdLink 360 PEP
= ] = | ]
Site Code History
+ Sponsor Cade +Site Cade # Linked Date + Site Name

Mo pravious sites have been linked

Figure 49-Site Information (Edit View)
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Site Edit Request from SPS District Administrator (Superintendent)

In the Pending Applications section on the SPS District Administrator (Superintendent)
dashboard, are Site Edit Requests. To make Site revisions, select Review just below the Site
Code. Review the request details made by the SPS District Data Analyst (Coordinator).
Select, Action and choose, Accept and Approve from drop-down. Submit to LDOE for

approval. See Figure 50.

Site Code
007001

Arcadia High School -Site Edit

X Pending Applications

Lost Update Application 1D
09/30/2025 140466

Expires on

0w2012026 { Aovow ]

master's Middle School -Public School Application

Category
Now

Last Update
04/01/2025

09/16/2025

expioson ()

Figure-50 Site Edit Request Location

Review the requested changes in the Original and New Value columns. Sign and date the
request. Finally, Accept and Approve or Reject the request to complete the review. Your

selection will activate the correlating button. See Figure 51.

Site Edit Request

4 Retumn to Dashboard

Change Summary

Below is the list of changes that Site coordinator requested.

Below is a list of all the changes that Site Coord

Field Name
Latitude

Longitude

Mailing Address City
Mailing Address Parish
Mailing Address Street |
Mailing Address Zip
Physical Address Street 1

Physical Address Zip

Superintendent Signature

* Full Name

for the approval, review the changes and spprove so that the information will be reflected on the site and spansor pages.
Original Value New Value Require Superintendent Require LDOE
32557591 325582 Y Y
-82.900627 5291484 Y Y
Arcadia Arcadia ¥ ¥
WA gienville ¥ Y
967 Daniel Street 967 Daniel St ¥ Y
710010000 71001-3010 Y Y
867 Daniel Street 967 Daniel St ¥ ¥
710010000 710013010 ¥ Y

* Today's Date

I Pamela Mertans

‘ | 09/30/2025 o

* Select Action

[ e, aite | sumitio10oe )| O Rewmtosite |

School Year

Next Schoal Year

Next Sehool Year

Next School Year

Next Schoal Year

Next Schoal Year

Next Sehool Year

Next School Year

Next School Year

By entering my information below, | am signing this request electranically. | certify that | am authorized to submit this request on behalf of aur Schaol System. This request is complete and accurate to the best of my knowledge.

Figure 51-Site Edit Request
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Closures by the SPS District Data Analyst (Coordinator)

Closure requests are found in the Pending Applications section of the SPS District Data
Analyst’s dashboard. Click Review Site Code to check the closure details. If satisfactory,
sign and date the request by selecting Action and then Accept and Approve. Submit the
request by clicking Submit to Superintendent for Review. See Figure 52 for reference.

Warning

Are you sure you want to proceed with closing the site?

Figure 52-Close Site Request

The Closure Request will remain on your dashboard and indicate the status as, In Progress
or Pending. The request may be Canceled or Withdrawn. See Figure 53.

Pending Applications
Arcadia High School -Closure Request
Site Code Last Update
007001 09/03/2025
Expires on

=) 0310212026

Figure 53-Pending Applications
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Additional Dashboard Sub-Menu Links

EdLink Search (Search for Sites/Systems)

Account Settings

Personal Profile (See Page 10)

Entity Access Request (See Page 14)

Help

Resources

Help Me Decide (See Page 35/New Application)
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New Sponsor Site/School Application Submission

Help and Help Me Decide, from the left-side menu, is the first step to starting a new
application. Select, K-12 Schooling, Public School and Traditional, as shown in Figure 54.

© Pamels M

= Help Me Dacide

Find the Right Program

Answer the questions below 1o determine the correct application for your center. You can change your answers as you go 1o update the recommentdation below.

€ Return to Dashboard

Which service do you want to provide?

a i

Early Childhood K-12 Schooling

Which type of entity do you wish to open?

A A
Public School Non-Public
School

I want to open a public schaol
penap I want ta open a non-public sehool

Do you wish to open a charter school, traditional school, or alternative school or program?

] 2 L]
Charter Traditional Alternative
I'want to open a public charter | want to open & traditional non | want to open an alternative school
school charter public school ‘or program

RECOMMENDED

New Traditional School Application

Lat's begin filling out y

Start Application

Figure 54-Help Me Decide (New Application)
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Start New Application-SPS District Data Analyst (Coordinator)

To begin the application, click on Start Application. The SPS District Administrator
(Superintendent) role does not permit New Applications. The Application Home page lists
all the required steps in applying for a new Public School. Once all required information is
uploaded in to the application, you will be able to submit your application for review. See
Figure 55.

Application Home

The Application Home page lists all the required steps in applying for a new Public School. quired information you will be your application for review.
€ Return to Application Selector
9 Page Help. We have provided a way for you to keep track of all the for you o eompl te's appl After all required submitted within esch step, you will see a green “Completed” badgeon X

the Application Home page. If a section remains incomplete there will be a yellow "Incomplete” badge. Once you have started s step. you can always retum ta a previous section using the *Return to Previous® button or return to this
Haome page by using the “Retur to Application Home" button.

1 - Authorized Applicant Information

# Fill Out Step |
Identify the Authorized Applicant and select the type of request you are making.

2 - Sponsor Information
# Fill Out Step 2

Select an existing Spansor or pr anew

3 - New Site Information
# Fill Out Step 3

Provide the details for yeur new site such as: Site Name, Site Addresses, Contact Details, Sehool Administration Information.

4 - Grade Configuration

# Fill Out Step 4.
Select the grades that will baincluded in the Site/School program.

5 - Programs and Career Pathways

Select the Programs and Career Pathways offered by the Site/School.

# Fill Out Step 5

6 - Sports and Clubs

Select the Sports and Clubs offered by the Site/School

# Fill Out Step 6.

7 - Authorizing Signatures

# Fill Out Step 7
Certify your application with an Authorized user's signature.

Submit for Superintendent Review

Figure 55-Application Home

LDOE has provided a way for you to keep track of all the information needed for you to
complete your Site’s application. After all required information is submitted within each
step, you will see a green Completed badge on the Application Home page. If a section
remains incomplete there will be a yellow Incomplete badge. Once you have started a step,
you can always return to a previous section using the Back to (page name) button or return
to this Home page by using the Return to Application Home button.

The following pages display example images of each Step and its required entries to
complete the application.
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Step 1-Authorized Applicant Information requires the applicant to review his/her details
and attest to having authorization to submit the application on behalf of the school system
and site. See Figure 56.

Authorized Applicant Information

Please review the applicant details and attest that you are authorized to submit thi behalf of the school il d site.

4 Roturn to Application Home

Section 1: Applicant Information

Staff Name Staff ID MyLA User ID
Pamela Mertens 3556063248 50630244
Physical Address Mailing Address

Primary Phone Secondary Phone Email Address

(555) 121-2222 NiA Pamela Mertens@la.gov

Section 2: Authorization Information

Identify your role within the School System or Site/School. For a new Public School and for an

. " Existing Authorizing Entity, a

[ Select N ] Sponsor must be selected in Step 2.
Select d For a new Public School and a new

Authorizing Entity, additional
information is required in Step 2.

Superintendant
Ty TR T T GO 0 SO T GG

8 1szee * | certify that | am authorized to submit this application

Section 3: Request Type

© Add a new Public School to an existing Authorizing Entity

O Add a new Public School and a new Authorizing Entity

€ Back to Application Home

Figure 56-Authorized Applicant Information

Step 2-Sponsor Information page should include the required information, indicated by red
asterisks. See Figures 57 and 58.

Sponsor Information

Enter your sponsor's information below 1o establish & new autharizing eatity.

 Retum to Application Home

Section 1: Sponsor Name

* As you would like it to appear on School or Centar Finder

* Parish

Section 2: Sponsor Address

——— A
* Stroet Name | * Streat Name 1
(55 Mmooy ]| [eosomsmii )
e eme et a2

“ state oty “state

] [oisons <] [ Hewortean ] [(ousions 4
* Parish “zip * Parish

] [[eestBatonrouge .] == | (et Boton Rouge <]

Figure 57-Sponsor Information
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Section 3: Secure Address

s the mailing add
below,
0 ve:

* Strest Name |

I no, provide a secure address

‘ 555 Mountain Way

Street Name 2

\ |
* City * State

[ Mowortoons | [[Lovisons 3
* Zip * Parish.

[(esses ] [EostBaton house

Section 4: Sponsor Information

* Sponsor Email Address

* Sponsor Primary Telephone Number Ext Sponsor Fax Number
IESE—!BE—mQQ 1 | Ext. | | 318-263-8703
Sponsor Sesondary Telophone Number Ext. Facetiook Page
| (= ] [ s tacebook comuser
Twitter Prafile

| pamela.mertens@la.gov

Wabsite Address.

Instagram Account

hittpiwwwleuschke name/shop food/index jsp

Section 5: Sponsor Entity Coordinator

Coardinator Name: Coordinator Informatian:
Profix * Title.
| ] [ Cocedinator B I
* First Name Ext.
| Pamels I { 555-121-2222 I { Ext. |
Widdio Name

I Secondary Phone Number Ext.
* Last Namo [ ] [E |
| Mertens I * Email Address
Sutfix Pamela Mertens@la gov |
[ J
Section 6: Superintendent Information
Administrator Name: Administrator Information:
Profix * Title
[ ] Supsrintendent .
First Nome * Primary Phane Numbsr Ext

Pamela | 654.654.6546 ‘ Fa\ |

Middlo Namo

| socondary Phons Number Ext.
—— ] [= |
= P
St I WBEMMS edu "

Figure 58-Sponsor Information Cont.
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Step 3-New Site Information. Provide the new site name, keeping in mind that the name
will appear in the Louisiana School and Center Finder as it is entered here. See Figure 59.

New Site Information

Complete with infarmation abaut your site [Schoal).

Section 1: Site Name

T ———— . JE—
[rasors i s NE |
AP S—— e —

* Sehool Opsning Date

*BESE District Map

B <] [(osiearaves o]
* Religious Affiliation * Facility
I P N I MONTESSORI = |
15 the school within city limits? _ o
© DELINGUERT CHILDREN
SHELTER
N e (EVELDPMENTAL CENTERS
Section 2: Site Address R
Physical Address Mailing Address | ADULT EDUCATION
* Streat Nama 1 * Streat Name 1
[[1285 Ramy rs | 1588 Rty s ]
Street Name 2 Streat Name 2
[ | | J
“city “State “city “State
[[1ow oricans | [[covsiana <] [[1on orans | [[Lavisiana « |
“Tip * Parish “Tip * Parish
= | [menine +] 2= | [[eemte <
Section 3: Site/School Details
* Primary Tolaghane Number Ext. Fax Number
[ ane ) ] [ )
Secondary Telephane Number Ext. Facebook Page
| ) | [
* Motification Email Address Twittor Profile
[[Mastertaizechooteau ] ]
Wbsite Address Instagram Account
| J |
Site Earliest Drop OFF Site Latest ick Up
Section 5: School Leader Information
Schaol Leader Name: ‘Schoal Leader Information:
Erefix “Title
[ | [[Prncinat «]
* First Nama “ Primary Phane Number Ext.
[V\ﬁlliﬂn I I 654.654.6546 I I ]
Middle Name ‘Secondary Phane Number Ext.
\ J | | | J
* Last Name Email Addres
[ @rawn | [ waesducam ]
Suffix

€ Back to Spansor Information

Figure 59-Sponsor Information Cont.
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Step 4-Grade Configuration-Select the Grades to be serviced from the list.

See Figure 60.

Grade Configuration

Select the grades that will be included in the Site/School program.

€ Retum to Application Home

o Warning!

Entity”, it is mandatory to select at least one grade from 3rd - 11th. x

Section 1: Select Grade Configuration

* Select all grades that will be availble at your Site/School.
O First
O Second

@ hird If any grade between 31 -11t is not

selected, a Shared School must be
named. Once a school is selected,
the Site Code will populate.

O Fourth
o Fifth
@ sixth
B Seventh
Eighth
O winth
O Tenth
O Eleventh

O Twelith

*Shared School Option

Riverside Middle School

This site does not participate in a testing grade (from 3-11). It will be paired with the school (within the same school system) below for accountability.

O Birth-2, Special £d

O Infant

0 Toddler

O Pre-Kindergarten (Age 3)

0 Preschool (Ages 3-5, Spac.Ed)
O Pre-Kindergarten (Age 4)

O Kindergarten

O Wongraded

0 Post Secondary

itional Ninth

(g2

O Extension Acadery

*Site Code

% Back to New Sita Information

Figure 60-Grade Configuration

Step 5-Programs and Career Pathways-Select the Programs and Career Pathways offered

from the list. See Figures 61 and 62.

Programs and Career Pathways
Add Programs and Career Pathways offerad by the Site/School.

€ Return to Application Home

Section 1: Programs

* Select all programs that will be available at your Site/School {must have at least 1.
(O Accelerated Schools

O Adol. Literacy Praj. Partnership

O Atternative Program

O Career Technical Education

O Child Care Assistance Program

O Community Eligibility Program

O DayiChild Care

O Dual Immersion

(O Dual Language Program

O Elearning

O Ensuring Literacy For All

O Even Start

O Extended Day

@ Federal Nutrition Program

@ Foreign Language Immersion Program
(O Head Start

) High Schools That Work

At least 1 Program must be
selected. Career Pathways are
optional. Select the desired options
or Save and Continue.

D La 4 Program
B Montessori
D Night School
O One To One
O Parent Center

O Pre-G:

/Skills Option Program
O Prek Scholarship

O Private Pre-K

D PP

D See Scholarship

O Structured Eng Immersion Prog
O Success For All

(O Title YSchoal Wide Program

(O Title ¥Targetad Assistance

8 Ve Round

O Other Pragrams

Figure 61-Programs

edlink

Page 40 of 50



Canti

2: Career Pathways
Select all career pathways that will be available at your Site/School.

O Ag. Food, Nat Res- Ag Prod/Mgt/Entrep
O Ag. Food, Nat Res - Animal Sci

) Ag. Food, Mat Res -Forestry&Conservation
() Ag. Food, Nat Res -Horticulture

[ Agriculture Tech

() Agriculture, Food, and Natural Resources
[ Archit, Constr - AckRefrgn, Heat8Vent
O Archit, Constr - Architecture

) Archit, Constr - Cabinetmaking

(O Archit, Constr ~Carpentry&Construction
() Archit, Constr - Drafting.

O Archit, Constr ~Electrical/Electronics

[ Archit, Constr-Masonry

O Archit, Constr - Plumbing

O Architecture and Construction

0 Arts, AV Technology & Communications
() Fin-Economics

[ Finance

[ Four Stoke Engine Tech

O Gov. Pubadmin - Jrotc

O Government and Public Administration
O Health Science

O Historical Diploma Requirements Verified
O Hith Sci/Pat & Mgt

O Hithsci-Dental

O Hithsci-Emergency Health Care

[ Hithsci -Health Professionals

O Hithsci-Nursing

) Hithsci-Nutrition and Food

O Hithsci-Pharmacy

€ o Grade Configuration

O Hithsci- Sports Medicine

O Hosp, Tour, Cul, Retail

O Hosp, Tr-Culinary Arts

(O Hosp, Tr-Tourism and Lodging

O Hospitality and Tourism

) Human Services

O Humserv -Child Development Services
O Humsers-Mgmt Of Family Resources

O Humsery-Personalcaresvs (Cosm, Barb)
O Humsery-Social Services

) Huac Tech

O Industrial Maint Mechanic

) Industrial Maint Mechanic Help

O Info Tech

(B Information Technology

O Infotech-Ait (Naf-Acad Of It)

0 Sheet Metal

O stem

(0 Tech Specialist

O Transp, Dstr, Log - Automative Technology
(O Transp, Dstr, Log - Collision Repair Tech
O Transp, Dstr, Log - Diesel Mechanics

O Transp, Dstr, Log -Marine Operations

O Transp, Dstr, Log - Power Mechanics

O Transp, Dstr, Log - Transp Operations

(O Transportation. Distribution & Logistics
(0 Web Design Pro
0 Welder

(0 Welders Helper

(O Workplace Safety

Selecting Sports and Clubs is
optional. Select the desired options

or Save and Continue.

Figure 62-Career Pathways

edlink

Page 41 0f 50



Step 6-Sports and Clubs-Select the Sports and Clubs offered, from the list. See Figure 63.

Sports and Clubs

Add Sports and Clubs effered by the Site/Scheol

Section 1: Sports

Select all sports that will be available at your Site/School

) Baseball
(O Basketball

O Bowding

O Cross-Cauntry

O Football

@ Golf

@ Gymnastics

O Indoor Track and Field

O Outdoar Track and Field

Section 2: Clubs

Select all clubs that will be available at your Site/School.
D Academic Subject-Area Interest: Literature and the Humanities
) Academic Subject-Area Interest: STEM

D Adult Mentoring

O Affinity Associations

D Business Interest

D Career Focus

D Drama, Theater, and Dance

) Games and Gaming

O Honar Seciety

0 Poweditting
D Soceer

0O Softball

O Spirit

B swimming
O Tennis

O Volleyball
0O Wrestiing

O Other Sparts

B Music
O National or Statewide Leadership Associations
D Peer Tutoring o Mentaring

Politics and Government.

D School Community Organizations

Speech and Debate

D Visual Ants

D Other Clubs

Figure 63-Sports and Clubs

Step 7-Authorizing Signatures

Authorizing Signature

A data coordinator from the Authorizing Entity will need 1o sign this New Public School request.

€ Retum to Application Home

Coordinator Signature

By entering my i 1 am signing I certify that |
This request is complete and accurate to the best of my knowledge

*Full Name “Today's Date.

ta submit this request on behalf of our School System

Pamela Mertens | [[osrereoas

€ Back and Clubs

Figure 64-Authorizing Signatures
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Submit to Superintendent for Review must display all green Complete badges before the
New Site application may be submitted for review and approval, as shown in Figure 64. A
yellow Incomplete badge indicates that additional attention is required and must be
resolved before the application can be submitted. Click on Review and Edit to do so. See
Figure 66 on the following page.

Pending Application (Status)-After submitting the application to the Superintendent for
Review, the completed application is displayed in the Pending Applications and Actions
section of the Dashboard. The Superintendent will review the application for approval or
revisions. See Figure 65, as well as, Figure 66 on the following page.

Pending Applications

master's Middle School - Type Public School

Application ID Category Last Update
140466 New 04/01/2025
Expires on

09/16/2025

Figure 65-Pending Application (Dashboard)
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SPS District Administrator (Superintendent) Review

Application Home Page, badges that are yellow and marked Incomplete. Select, Review or

Edit button and review each page. Add comments to any section that requires revision. See
Figure 66.

[ & Continue Working 2 ] [ # Review or Edit 1 ]

© Incomplete @ Complete

Figure 66-Incomplete/Complete Badges

Review New School Pending Applications, select the Review button, beneath the
Application ID. The SPS District Data Analyst (Coordinator) will receive a Message requiring
revisions, based upon the Superintendent’s or LDOE’s reviews. Figure 67 displays the image
you will see on your individual Dashboard, regardless of which site/school is being viewed.
Statuses will change as the application is processed.

= * Message-Request to Scheduls Inspection
Pamela Mertens, Jul 31, 2025 10:53 AM
Action Required: Read the full message below

3 Click to show 5 mare |

Pending Applications

Arcadia High School -Programs and Career Edit Arcadia High School -Grades and Accountability Edit

Sito Code Last Updste Site Code Lost Updste
oo7001 0422025 oo700m 040212025
Expires on Expires on
osrzarenes = osrzare0es
Arcadia High School -Site Edit master’s Middle School -Public School Application
Site Code Last Update. Application ID Category Last Update.
007001 04/02/2025 140466 New 04/01/2025
Expiros on I ]
osaranas == oaneizoas
Figure 67-Pending Applications for Review
Authorizing Signatures
A from Entity: this New Public
Section 1: Coordinator Signature
By entering my informatian below. | am signing this request electrenically. | certify that | am authorized to submit this request on behalf of our School System.
This request ccurate to
“Ful Name “Today's Dote
Shobha 10/01/2025
Section 2: Superintendent Signature
By entering below, | am sigring this request I certify that | am authorized to submit thi This requestis best of my knowledge.
“Full Name “Totdoy's Data
Pamela Mertens ‘ | 10/01/2025 a

Figure 68-Authorized Signature without Rejections and Comments
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Application Home

‘The Application Home page lists all the required steps in applying for a new Public Schoal. Once all required information is submitted. you will be able to submit your application for review.

4 Return to Dashboard

@) FPoue el We have provided 5 way for you to all ¥ou to compl. After all required information is submitted within each step. you will see 3 green “Completed” badgeon X
the Application Home page. If a section remains incomplete there wil be 2 yellow “Incomplete” badge. Once you have started a step, you can always retur to 3 previcus section using the *Return ta Previous” button or return to this
Home page by using the “Return to Application Home" button,

1 - Authorized Applicant Information

Identify the Autharized Applicant and select the type of request you are making,

g - Sponsor Information

Selact an existing Sponsor or provide th information for a new authorizing entity

3 - New Site Information @ View 3

Provide the details for your new site such as: Site Name, Site Addresses, Centact Details, Sehool Administration Information.

E - Grade Configuration

Select the grades that will be included in the Site/School program.

Select the the Site/School

E - Sports and Clubs

Select the Sports and Clubs offersd by the Site/Schaol.

v ]

§ -Programs and Career Pathways @ View 5 )
aD

(_ovws )
==

7 - Authorizing Signatures

Certify your application with an Authorized user's signature. m

Submit for Superintendent Review -

Figure 69-Completed Review without Rejections Application Home

The SPS District Administrator (Superintendent) may also Reject the application by
selecting, Action, choose Reject and Return, from drop-down, sign, date and Return to
Entity. Comments should be provided by the SPS District Administrator (Superintendent) as
to the reason for the Rejection and Return of the application to the SPS District Data
Analyst (Coordinator). Select, Return to Entity. See Figure 70.

= Sports and Clubs
4 Return to Application Home

Section 1: Sports

Select all sports that will be available at your Site/School

18 Gaseball @ Basketball

Section 2: Clubs

Select all clubs that will be available at your Site/School

No Records found to display.

Compose Comment

Enter a description or feadback for the changes requasted

Will bath sports be offered

€ Back o Progams nd Coeer Pty

Figure 70-Sports and Clubs with Rejections and Comments
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Authorizing Signatures

A Superintendent from the Authorizing Entity will need to sign and aparove this New Public School request,

€ Return to Application Home

Section 1: Coordinator Signature

By entering my information below, | am signing this request electronically. | certify that | am authorized to submit this request on behalf of our School System,
This request is complete and aceurate to the best of my knowledge

“Full Name *Today's Date
Shobha [ 1oroi/z025

Section 2: Superintendent Signature

By entering my information below, | am signing this request electronically. | certify that | am authorized to submit this request an behalt of our School System, This request is complete and accurate to the best of my knowledge.
*Select Action

“Full Name *Today's Date

| Pamels Mertens ‘ ‘ 10/01/2025 =

My Comments
~ My Commen ts

Will bath sperts be offered? Sports and Clubs

Compose Final Comment

Enter a description or feedback for the changes requested

Please provide details for all athletic programs and return for review.

€ Baok to Sports and Clubs

Figure 71-Sports and Clubs with Rejections or Comments

Compose Final Comment, if necessary. Select, Continue. See above in Figure 71.

The page navigates back to the Application Home page, as shown in Figure 72. If there are
Rejections select, Return to Coordinator to return the New Site Application to the SPS

District Data Analyst (Coordinator) for revision. See Figures 72-75.

= Application Homs

3 - New Site Information

Provide the details for your new site such as: Site Mame, Site Addresses, Contact Details, School Administration Infermaticn.

4 - Grade Configuration

Select the grades that will be included in the Site/School program.

5 -Programs and Career Pathways

Select by the Site/School

6 - Sports and Clubs

Select the Sports and Clubs offered by the Site/Sehool,

7- Authorizing Signatures

Certify your application with an Authorized user's signature

Return to Coordinator -

Figure 72-Return to Coordinator Example
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The SPS District Data Analyst (Coordinator) will make the revisions and return the
application to the SPS District Administrator (Superintendent), who will repeat the Review
process, ensuring revisions have been made. If revisions have been made, he/she will sign,
date and Submit to LDOE. If revisions were not made, the application may be Returned to
District Data Analyst (Coordinator) for further revision.

Returned Application to District Data Analyst (Coordinator) for Revision

Located in the Pending Applications on the SPS District Data Analyst (Coordinator)
Dashboard labeled as, Returned for Changes. See Figure 73. Select, Edit just below the
application ID number, to open the returned application’s home page. Select each section
with a yellow Incomplete badge, as shown in Figure 74. Revise as indicated by the
comments provided by SPS District Administrator (Superintendent).

Pending Applications
Test Return Public School -Type Public School Fairview High School -Programs and Career Edit
Returned for Changes [ Pending J
Application ID Category Last Update Site Code Last Update
144231 New 09/25/2025 002002 09/24/2025
Expires on Expires on
03/24/2026 e 03/23/2026
Iy
Fairview High School -Site Edit Allen Parish -Sponsor Edit
[ Pending J [ Ponding J
Site Code Last Update Sponsor Code Last Update
002002 09/24/2025 002 09/24/2025
Expires on Expires on
Sl 03/23/2026 03/23/2026
Bossier Parish -Sponsor Edit Lafayette Parish -Sponsor Edit
L Poccins
Sponsor Code Last Update Sponsor Code Last Update
008 09/24/2025 028 09/19/2025
Expires on Expires on
€3 oarzar2026 &3 oangr2026
Figure 73-Returned Applications Pending
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e 1 - Authorized Applicant Information L I
= sontty e type ot pye—,
ez 2 - Sponsor Information ° )
sting Soonoror foranew D
ta/5chool
3 - New Site Information @ )
% 5 Pravde the detads fo your now te such a5 S46 Name. St Addresses, Contact Detaiz Schoot Adminatrotion nformaton o coree )
5 >
y Bl 4-Grade Configuration ° )
> > Select the grades thatwil be inciuded i the Sta/Schock rogram. D
" B 5-Programs and Career Pathways G ]
Salect the Programms and Carear Pathays offered by the SerSchoal, D
6 - Sports and Clubs > )
Select the Soorts and Clubs offeed by the Site/School. a
7 - Authorizing Signatures 7 Revewoe €7 |
Gartidy your applcation with sn Authorized user's sgnsture. -
b
 subes fo Supmitandent v > |

Figure 74- Returned to DDA (Coordinator) for Revisions

Example: The site below does not service grades 3™- 11", The site has a Shared School in
light of this. Should the site include Transitional Ninth as a serviced grade, a Shared School
is not required. See Figure 75 and inset.

Grades and Accountability

School or site level grade configuration and accountability designation.

Grade Configuration

* Select the grades that will be included in the Site/School program.

First O Birth-2, Special Ed
Second O Infant

O Third O Toddler

O Fourth O Pre-Kindergarten (Age 3)

0 Fifth O Preschool (Ages 3-5, Spec.Ed)
0 Sixth O Pre-Kindergarten (Age 4)
O Seventh O Kindergarten

Select the Grades to be serviced
O Eighth O Nongraded from the list. If any grade between
3 -11t" js not selected, a Shared
School must be named. Once a
o Teidh - o school is selected, the Site Code
Tent O Transitional Ninth 8
will populate.

O Ninth [ Post Secondary

O Eleventh [ Extension Academy

@ Twelfth

Figure 75-Grade Revision/Shared School
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In the Coordinator Signature section, sign, date and select, Save and Review, as shown
below in Figure 76 to be navigated back to the Application Home page. If all tags are green,
Submit to Supervisor for Review of revisions.

Authorizing Signature

A data coordinator from the Authorizing Entity will need to sign this New Public School request.

€ Return to Application Home

Coordinator Signature

By entering my information below, | am signing this request electranically. | certify that | am authorized to submit this request on behalf of our School System
This request is complete and accurate to the best of my knawledge.

*Full Name “Today's Date

I Pamela Mertens I [ 09/03/2025 [al

€ Back to Sports and Clubs Save and Review 2

Figure 76-Authorizing Signature

Repeat the instructions in Figures 73-76 for all pages with a yellow, Incomplete badge. Save
and Continue. Remember to include comments throughout the revision, if needed.

SPS District Data Analyst (Superintendent) Review

Select, Review, to begin reviewing the updated Application. See Figure 78.

Message - NOTICE 01 Advarsa Action HeTerral
Pamela Mertens, Aug 4, 2025 1:54 PM
Action Required: Read the full message below

= * Message - Natico of Adverse Action Referral

Pending Applications

Rose y -Public School icati Bienville Educational Center -Grades and Accountability Edit
Application 1D Category Last Update Site Code Last Update
144327 Hew 10/01/2025 007016 10/01/2025

Expires on Expires on
cavaz0zs 002026
master’s Middle School -Public Schoel Application

[ Read tor Review

Application 1D Category Last Update
140466 Hew 04/0172025

Expires on
== oanerz0zs

Figure 77-District Data Analyst Review
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