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The LEADS Portal 

• STS is accessed from the LEADS Portal, which 
is the gateway to all DOE Web applications.g y pp

• The URL for the LEADS Portal is: 
https://leads3 doe louisiana gov/ptlhttps://leads3.doe.louisiana.gov/ptl

• Add this site to your Favorites after you have 
entered it for the first timeentered it for the first time. 
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The LEADS Portal

Log into the LEADS 
Portal with the USER 
ID and password that 
you have been assigned.you have been assigned.
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The LEADS Portal

Click Student  
Transcripts.

Click Student  
Transcripts.

p

Click Student  
Transcripts.
Click Student  
Transcripts.
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The STS Home Page 

The Student  Transcript 
System Navigation Bar.
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The STS Home Page ‐ Inquiry

Inquiry 
options

Inquiry 
options.

options.

Inquiry 
options

Inquiry 
options.

options.

6



LOUISIANA DEPARTMENT OF EDUCATION

Loading and Updating 
Student and Transcript 
I f ti O liInformation Online

7



The STS Home Page ‐ Update

Update 
options

Update 
i

Update 
options. 

Update options.  NOTE:  The 

options. options. 

p p
“grayed out” option indicates 
the user does not have access 
to this function.
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Update Student or Transcript

Click Update Student 
or TranscriptClick Update Student 

Click Update Student 
or Transcript.

Click Update Student 
or Transcript.

or Transcript.p
or Transcript.

p
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Select Site

Click on 
the Site 
C d

NOTE:  This screen 
appears only to users 

Code to 
select a 
school.Click on 
the Site 
Code to

Click on 
the Site 

with LEA-level access.  
Those with site-level 
only access are taken 
di l h S dCode to 

select a 
school.

Code to 
select a 
school.

directly to the Student 
List at their site.
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Select Student

Find student by entering 
State ID, First Name, Last 
Name or Grade in the Search

Find a student by entering 
SSN, First Name, Last Name 
or Grade in the Search Box.

Name or Grade in the Search 
Box.

Cli kClick on 
the State 
ID number 
to select a 
t d t

The list can be sorted by State ID, 
Name, or Grade by clicking on the 

Click on the State ID (SSN) 
to select a student.

The list can be sorted by State IDstudent. , y g
appropriate down arrow.Click on the State ID (SSN) 

to select a student.
The list can be sorted by State ID, 
Name, or Grade by clicking on the 
appropriate down arrow.

The list can be sorted by State ID, 
Name, or Grade by clicking on the 
appropriate down arrow.
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Update Student Record

U d S dUpdate Student
Update Student Record demographic 

Update Student 
Record data on 
this screen.

Update Student 
Record data on 
this screen.

data on this screen.  Many data fields 
have “drop-down” selections.

Many data fields have 
“drop-down” selections.Many data fields have 

“drop-down” selections.
Many data fields have 
“drop-down” selections.
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Update Student Record

Click the appropriate 
Career Option Code Click the appropriate 

C O ti C d
p

and press Enter.Career Option Code.

Click the appropriate 
Career Option CodeCareer Option Code.
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Update Student Record

When StudentA C
When Student When Student 

A C When Student 
Record updates are 
complete, click the
Submit button. 

When Student 
Record updates are 
complete click the

A Career 
Option 
Code has 
now been 

l d i

Record updates are 
complete, click the 
Submit button.

Record updates are 
complete, click the 
Submit button.

A Career 
Option 
Code has 
now been 

l d i complete, click the 
Submit button.A Career 

Option 
Code has 
now been 

placed in 
this field.
placed in 
this field.

assigned 
to this 
student.
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Update Student Record

When StudentA C
When Student When Student Career OptionCareer Option When Student 

Record updates are 
complete, click the
Submit button. 

When Student 
Record updates are 
complete click the

A Career 
Option 
Code has 
now been 

i d

Record updates are 
complete, click the 
Submit button.

Record updates are 
complete, click the 
Submit button.

Career Option 
Code has now 
been assigned 
to this student.

Career Option 
Code has now 
been assigned 
to this student.

complete, click the 
Submit button.A Career 

Option 
Code has 
now been 

assigned 
to this 
student.

assigned 
to this 
student.

A message is generated to 
indicate the Student Record  
h b d t dhas been updated.
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Update a Transcript Record

Cli k h C

Click on the 
Course Code
to select the 

Click on the Course
Code to select the 
course to be updated.

course to be 
updated.Click on the Course Code

to select the course to be 
updated

Click on the Course Code
to select the course to be 
updatedupdated.updated.
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Update a Transcript Record

Change the 
Grade from
Change the 
Grade from Grade from 
“C” to “A”.Change the 

Grade from 
“B” to “A”.

“B” to “A”.

Change the 
Qual. Pts. 
To 4.00

Change the Quality 
Points Awarded  
Count to 4.00 
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Update a Transcript Record

Change the 
Grade fromGrade from 
“C” to “A”.Change the 

Grade from 
“B” to “A”.

Click the Submit button 
Change the 
Qual. Pts. 
To 4.00

Click the Submit button 
after Transcript Record 
changes are completed.

after Transcript Record 
changes are completed.
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Update a Transcript Record

The Record Updated
i di h

The Record Updated
message indicates the 
data was changed 

message indicates the 
data was changed 
successfully.

The Record Updated message 
indicates the data was changed 
successfully.

successfully.
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Adding a Transcript Record

Click Add New Transcript
Record to add a new record.

Click Add New Transcript
Record to add a new record.

Record to add a new record.
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Transcript Record Field Defaults

Several Record Fields are 
populated with standard 
default values.

NOTE:  Several Record 
Fields are populated with 
standard default values.
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Transcript Record Field Defaults

Click the Course 
Several Record Fields are 
populated with standard 
default values.

button to access the 
Course Code list.
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Transcript Record Fields

Cli k h S b1 Search by
3 - Click the Select button 3 - Click the Select button to enter 3 - Click the Select button to enter 

1 T i f ll
3 - Click the Select button to enter 3 – Click the Select button to enter 

Search by typing 
in a full or partial 
course name.

Click the Select button to 
enter the Course Code into 
the Transcript Record.

1 - Search by 
typing in a full 
or partial course 
name.

to enter the Course Code 
into the Transcript Record.

1 - Search by 
typing in a full 
or partial course 
name.

Course Code into Transcript Record.Course Code into Transcript Record.1 – Type in full 
or partial course 
name and then 
click Search.

Course Code into Transcript Record.Course Code into Transcript Record.

Select the course by 
clicking on Select in 
front of the Course 
Code.

2 - Select the Agribusiness 
course by clicking Select in 
front of the Course Code.

2 - Select the  Physics course 
by clicking Select in front of 
the Course Code.

2 – Select the  Physics course 
by clicking Select in front of 
th C C dthe Course Code.
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Transcript Record Fields

Course Sponsor and 
Course Site can also be Course Sponsor and 

Course Sponsor and
searched.  Click on the 
record field  that you 
wish to search for.

Course Site can also be 
searched.  Click on the 
record field  that you 
wish to search for.

Course Sponsor and 
Course Site can also be 
searched.  Click on the 
record field  that you 
wish to search forwish to search for.
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Submitting the Transcript Record

Click the Submit

Click the Submit
button after all data 
has been entered.

button after all data 
has been entered.
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Deleting a Transcript Record

Click on the Delete this
Click on the Delete this
Transcript Record button

Transcript Record button 
to delete a record.

Click on the Delete this
Transcript Record button 
to delete a record.

Transcript Record button 
to delete a record.

26



Deleting a Transcript Record

Click OK to delete 
Cli k OK d l
Click OK to delete 
the Transcript Record.Click OK to delete 

the Transcript Record.
the Transcript Record.
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Deleting a Transcript Record

The system returns to The system returns to The system returns to y
the Transcript List once 
a record is deleted.

y
the Transcript List after 
a record is deleted.

the Transcript List after 
a record is deleted.

System returns 
to the Transcriptto the Transcript 
List after record 
is deleted.
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Returning to the Student List

Click here to 
t t th

Click here to 
return to the 

Click here to 
return to the 
Student List.

return to the 
Student List.

Student List.
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Adding a New Student

Click here to add 

Click here to 
add a new 
t d t

Click here to add 
a new student.

a new student.

student.
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Adding a New Student

Fill in the appropriate data elements 

Click here to 
add a new 
t d t

Click here to 
add a new 
student.

Fill in the appropriate data elements 
with student demographic data and 
add the first transcript record.  

with student demographic data and 
add the first transcript record.  

student.
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Adding a New Student

Press Submit when data 
has been entered  into all 
applicable fields.

Press Submit when data 
has been entered  into all 
applicable fields.

Press Submit when data 
has been entered into all 
applicable fieldsapplicable fields.

32



Deleting a Student 

Cli k hi b
Click this button 
to delete a student.Click this button 
to delete a student.

Click this button 
to delete a student.
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Deleting a Student

Click OK to delete 
this  student.

Click OK to delete 
this  student.Click OK to delete 
this  student.

Click OK to delete 
this  student.
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Changing a State ID Number 

Click here to change 
State ID number.Click here to change 

State ID number.
Click here to change 
State ID number.
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Changing a State ID Number

Enter the new State ID
in the text box and press 
the button.

Enter the new 
State ID in the 
text box and 
press Changepress Change 
State ID.

Enter the new State ID
in the text box and press 
Ch St t IDChange State ID.
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Changing a State ID Number

The new State ID will 

The new State ID will 
appear in the State ID 
number field.

The new State ID will 
appear in the State ID 
N b fi ld d

The new State ID will 
appear in the State ID 
Number field and a 
RECORD UPDATED
message is shown.Number field and a 

RECORD UPDATED
message is shown.

message is shown.
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Student Reassignment

Select Student Reassignment
from the Update function.

Select Student 
Reassignment

Select Student 
R i

NOTE:  If the student is 
i d f hSelect Student NOTE: If the student isReassignment

from the Update 
function.

Reassignment
from the Update 
function.

reassigned from another 
LEA, the data will be copied.  
If the reassignment is within 
the LEA, the data will be 

d

Select Student 
Reassignment
from the Update 
function.

NOTE:  If the student is 
reassigned from another 
LEA, the data will be copied.  
If the reassignment is within 
the LEA the data will bemoved. the LEA, the data will be 
moved. 
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Student Reassignment 

Select the appropriate BSSY 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the appropriate BSSY 
and provide the Sponsor and 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N bSelect the appropriate BSSY 

and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

State ID Number.State ID Number.State ID Number.

Press Submit Press Submit Press Submit Press Submit Press Submit Press Submit The site will default for most 

Press Submit 
to begin the 
reassignment
to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

users, but an STS Coordinator 
could select from several sites.

reassignment 
process.
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Student Reassignment 

This message 
appears if STS 
d t i il bl

This message 
appears if STS 
d t i il bl

This message appears if STS data 

data is available 
for the student.
data is available 
for the student.

is available for the student.

P C St d tP C St d tPress Copy Student
to copy transcript 
data to the new site.

Press Copy Student
to copy transcript 
data to the new site.This message appears 

if STS data is available 
for the student.

This site will default for most 
users, but an STS Coordinator 
could select from several sites.

for the student.
Press Copy Student
to copy transcript data 
to the new site.

Press Move Student
to move transcript 
data to the new sitedata to the new site.
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Student Reassignment 

This message indicates that the 
Thi e e i di te th t the t de t’

This message indicates that 
the student’s transcript data 
was moved to the new site

student’s transcript data was 
copied to the new site.

This message indicates that the student’s 
transcript data was copied to the new site.

was moved to the new site.

NOTE:  If the reassignment is within 
the LEA, the data will be MOVED. If 
the student is reassigned from another 
LEA th d t ill b COPIEDLEA, the data will be COPIED. 
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LOUISIANA DEPARTMENT OF EDUCATION

Inquiring on

Student Information
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Student Inquiry Screen

Place cursor on the 
Inquiry button and 

Place cursor on the 
Inquiry button and Place cursor on the 

Place cursor on the 
Inquiry button and 
the inquiry options q y
the inquiry options 
will appear.

q y
the inquiry options 
will appear.

Inquiry button and 
the inquiry options 
will appear.

q y p
will appear.
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Select Student Data

Select Student Data.

Select Student Data.
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Sponsor Site List

NOTE:  This screen 
appears only to users 

S l t th

pp y
with LEA-level access.  
Those with site-level 
only access are taken 

Select the 
Site Code. directly to the Student 

List at their site.

Select the Sponsor 
Site Code.
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Student List

Search by State ID, 
partial name, or grade.
Search by State ID, 
partial name, or grade.

NOTE:  This screen appears 
only to users with LEA-level 

Th ith it l l

S l t th

access.  Those with site-level 
only access are taken directly 
to the Student List at their 
site.

Select the 
Site Code.
Select student by clicking 
on the State ID (SSN).

Select the Sponsor 
Site Code.
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Transcript List

Search by State ID, 
partial name, or grade.
Search by State ID, 
partial name, or grade.

NOTE:  This screen appears 
only to users with LEA-level 

Th ith it l l

S l t th

access.  Those with site-level 
only access are taken directly 
to the Student List at their 
site.

Select the 
Site Code.
Select student by clicking 
on the State ID (SSN).

Select the Sponsor 
Site Code.

Click the Course Code
to access more detailed 
transcript data

Use the scroll bar to view 
those courses not displayed.Click the Course Code

to access more detailed 
transcript data.

Use the scroll bar to view 
those courses not displayed.

Click the Course Code
to access more detailed 
transcript data.

Use the scroll bar to view 
those courses not displayed.

transcript data.
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Transcript List

Search by State ID, 
partial name, or grade.
Search by State ID, 
partial name, or grade.

Select Core Progress to 
view Core 4 or TOPS data

Select Core Progress to 
view Core 4 or TOPS data

NOTE:  This screen appears 
only to users with LEA-level 

Th ith it l l

view Core 4 or TOPS data.view Core 4 or TOPS data.

S l t th

access.  Those with site-level 
only access are taken directly 
to the Student List at their 
site.

Select the 
Site Code.
Select student by clicking 
on the State ID (SSN).

Select the Sponsor 
Site Code.

Click the Course Code
to access more detailed 
transcript data

Use the scroll bar to view 
those courses not displayed.Click the Course Code

to access more detailed 
transcript data.

Use the scroll bar to view 
those courses not displayed.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
to view the transcript data.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
t i th t i t d ttranscript data. p
to view the transcript data.
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Select Calculation Type

Search by State ID, 
partial name, or grade.
Search by State ID, 
partial name, or grade.

Select Core Progress to 
view Core 4 or TOPS data

Select Core Progress to 
view Core 4 or TOPS data

Core 4 Calculation 
has been selected.

NOTE:  This screen appears 
only to users with LEA-level 

Th ith it l l

view Core 4 or TOPS data.view Core 4 or TOPS data.

S l t th

access.  Those with site-level 
only access are taken directly 
to the Student List at their 
site.

Select the 
Site Code.
Select student by clicking 
on the State ID (SSN).

NOTE:  The Basic Core Calculation and 
the TOPS Tech 2 Award  are “grayed out” 
because no calculations were performed

Select the Sponsor 
Site Code.

Click the Course Code
to access more detailed 
transcript data

Use the scroll bar to view 
those courses not displayed.Click the Course Code

to access more detailed 
transcript data.

Use the scroll bar to view 
those courses not displayed.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
to view the transcript data.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
t i th t i t d t

because no calculations were performed.   
In order for either of these choices to be 
calculated, the student must be assigned a 
Career Option Codetranscript data. p

to view the transcript data.Career Option Code.
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Core Progress Data

Search by State ID, 
partial name, or grade.
Search by State ID, 
partial name, or grade.

Select Core Progress to 
view Core 4 or TOPS data

Select Core Progress to 
view Core 4 or TOPS data

Core 4 Calculation 
has been selected.

NOTE:  This screen appears 
only to users with LEA-level 

Th ith it l l

view Core 4 or TOPS data.view Core 4 or TOPS data.

S l t th

access.  Those with site-level 
only access are taken directly 
to the Student List at their 
site.

Number of 
categories 

Select the 
Site Code.
Select student by clicking 
on the State ID (SSN).

NOTE:  The Basic Core Calculation and the 
TOPS Tech 2 Award  are “grayed out” because 
no calculations were performed.  In order for 

g
needed:  2

***********
Any category 

t t i i
Select the Sponsor 
Site Code.

Click the Course Code
to access more detailed 
transcript data

Use the scroll bar to view 
those courses not displayed.Click the Course Code

to access more detailed 
transcript data.

Use the scroll bar to view 
those courses not displayed.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
to view the transcript data.

Select another Course Code
from the transcript list or use 
the Previous and Next buttons 
t i th t i t d t

either of these to be calculated, the student must 
be assigned a Career Option Code.

not met is in 
BOLD print.

transcript data. p
to view the transcript data.

50



LOUISIANA DEPARTMENT OF EDUCATION

Core Reference TablesCore Reference Tables 
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Core Reference Tables 

H th I i dHover the mouse over Inquiry andHover the mouse over Inquiry and

Hover the mouse over Inquiry and 
then click on Core Reference Tables.

Hover the mouse over Inquiry and 
then click on Tops Reference Tables.

Hover the mouse over Inquiry and 
then click on Core Reference Tables.

Hover the mouse over Inquiry and 
then click on Core Reference Tables.
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Reference Table Selection Options

Press Select a Category

Click the academic year of the CoreClick the academic year of the Core

Press Select a Category
to view the R1 categories. The application defaults 

to the Core 4 Award.

g y
to view the C4 categories.

y
Curriculum you wish to view.

Click the academic year of the Core
Curriculum you wish to view.

Click on the Core Code
to access the Core 
Curriculum

The application defaults 
to the R1 Award.

Curriculum.
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Core Category Selection

Click the academic year of the Corey
Curriculum you wish to view.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Click the Core Category Type 
Code of the Core Category.

Click the Core Category Type 
Code of the Core Category.
Click the Algebra I Core 
Category Type Code.
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Core Category Set Selection

Click the academic year of the Corey
Curriculum you wish to view.

Click Select a Set to view the 
sets in the Algebra I category.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Click Select a Set to view the 
sets in the Algebra I category.

Select Category Set Type Code
to view all the courses in this set.

Select Category Set Type Code
to view all the courses in this set.
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Core Category Set List

Click the academic year of the Corey
Curriculum you wish to view.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Courses in the 001 Set 
of the 05: Algebra I

Courses in the Applied Math 
Set of  the 05: Algebra 1 Core 
Category.

of  the 05: Algebra I
Core Category.
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LOUISIANA DEPARTMENT OF EDUCATION

On‐Demand ReportingOn Demand Reporting 
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Reports Request

Click the academic year of the Corey
Curriculum you wish to view.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Click the Reports 
button to begin the  
report request process.

Courses in the 001 Set 
of the 05: Algebra 1

p q p

Courses in the Applied Math 
Set of  the 05: Algebra 1 Core 
Category.

of  the 05: Algebra 1
Core Category.
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Reports Menu

Click the academic year of the Corey
Curriculum you wish to view.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Click the Reports 
button to begin the  
report request process.

Place cursor on the 
STSQ06 report and 
left-click the mouse.

Courses in the 001 Set 
of the 05: Algebra 1

p q p

Courses in the Applied Math 
Set of  the 05: Algebra 1 Core 
Category.

of  the 05: Algebra 1
Core Category.
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Submit STSQ06 Report Request

Click the academic year of the Corey
Curriculum you wish to view.

Click on the Core Code to 
access the Core Curriculum.Click on the Core Code to 
access the Core Curriculum.

Click the Reports 
button to begin the  
report request process. Place cursor on the 

Select the desired 
Core Curricula. 

Courses in the 001 Set 
of the 05: Algebra 1

p q p
desired report and 
left-click the mouse.

Press the Submit button 
to request the report

Courses in the Applied Math 
Set of  the 05: Algebra 1 Core 
Category.

of  the 05: Algebra 1
Core Category.

to request the report. 
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STSQ06 Report Retrieval
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Submit STSQ07 Report Request

Enter SSN to request this 
report for a single student. 

Enter SSN to request this 
report for a single student. 

Press the Submit button 
to request the report

Press the Submit button 
to request the report. 

to request the report. 
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STSQ07 Report Retrieval
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LOUISIANA DEPARTMENT OF EDUCATION

Loading Student and TranscriptLoading Student and Transcript 
Information in Batch 
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Batch Uploading

Cli kCli k

Click on
Upload.

Click on
Upload.
Click on
Upload.

Click on
UploadUpload.
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Batch Uploading ‐ Browse

Click on
Upload.

Click Browse to 
select the file to 
be uploaded

Click Browse to 
select the file to 
be uploaded

Click Browse to 
select the file to 
b l d d

Click Browse to 
select the file to 
b l d dbe uploaded.be uploaded.be uploaded.be uploaded.

Provide an 
Email address 
for notification.

Provide an 
Email address 
for notification.
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Batch Uploading ‐ Open File

Select the file to 
be uploaded and 
click Open.

Select the file toS l t th fil tSelect the file to 
be uploaded and 
click Open.

Select the file to 
be uploaded and 
click Open.

Select the file to 
be uploaded and 
click Open.
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Batch Uploading ‐ Upload

Click on
Upload.

Cli k Upload t t feClick Upload to transfer 
the selected file.

Click Upload to transfer 
the selected file

Click here to open the 
error report for a fileCli k U l d t t f

Click here to open the Click here to open the the selected file. error report for a file 
that has been processed.

Click Upload to transfer 
the selected file.

p
error report for a file 
that has been processed.

p
error report for a file 
that has been processed.

Click here to open the 
error  report for a file 
that has been processed.
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Batch Error Report
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Batch Error Report
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Batch Error Report Summary
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LOUISIANA DEPARTMENT OF EDUCATION

LEA AdministrationLEA Administration
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Certify Graduate Transcripts 

Select the appropriate BSSY 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the appropriate BSSY 
and provide the Sponsor and 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N bSelect the appropriate BSSY 

and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

State ID Number.State ID Number.State ID Number.

Place cursor on the Update 
button to access the Certify 
Graduate Transcripts

NOTE C ifi i

Press Submit Press Submit Press Submit Press Submit Press Submit Press Submit The site will default for most 

Press Submit 
to begin the 
reassignment

p
function. NOTE: Certification 

of graduates is required 
only for public schools.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

users, but an STS Coordinator 
could select from several sites.

reassignment 
process.
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LEA Graduate Certification 

Select the appropriate BSSY 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the appropriate BSSY 
and provide the Sponsor and 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the 
desired BSSY.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

State ID Number.State ID Number.State ID Number.

Place cursor on the Update 
button to access the Certify 
Graduate Transcripts

NOTE C ifi i
Certify by clicking 
the Certify button NOTE: Sites do not appear on 

Press Submit Press Submit Press Submit Press Submit Press Submit Press Submit The site will default for most 

Press Submit 
to begin the 
reassignment

p
function. NOTE: Certification 

of graduates is required 
only for public schools.

the Certify button 
by the Site Name. this screen unless at least one 12th

grade student at the site has been 
assigned a graduation date.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

users, but an STS Coordinator 
could select from several sites.

reassignment 
process.
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Certified Sites 

Select the appropriate BSSY 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the appropriate BSSY 
and provide the Sponsor and 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the 
desired BSSY.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

State ID Number.State ID Number.State ID Number.

Place cursor on the Update 
button to access the Certify 
Graduate Transcripts

NOTE C ifi i
Certify by clicking 
the Certify button

The Certification Date
indicates that the site has 
been certified

Press Submit Press Submit Press Submit Press Submit Press Submit Press Submit The site will default for most 

Press Submit 
to begin the 
reassignment

p
function. NOTE: Certification 

of graduates is required 
only for public schools.

the Certify button 
by the Site Name.

been certified.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

users, but an STS Coordinator 
could select from several sites.

reassignment 
process.
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Uncertified Sites 

Select the appropriate BSSY 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the appropriate BSSY 
and provide the Sponsor and 

Select the appropriate BSSY 
and provide the Sponsor and 
St t ID N b

Select the 
desired BSSY.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

Select the appropriate BSSY 
and provide the Sponsor and 
State ID Number.

State ID Number.State ID Number.State ID Number.

Place cursor on the Update 
button to access the Certify 
Graduate Transcripts

NOTE C ifi i
Certify by clicking 
the Certify button

The Certification Date
indicates that the site has 
been certified

This message 
is generated to 
indicate that a 
site has been

Certification Date is 
removed when a site 
is no longer certified.

Press Submit Press Submit Press Submit Press Submit Press Submit Press Submit The site will default for most 

Press Submit 
to begin the 
reassignment

p
function. NOTE: Certification 

of graduates is required 
only for public schools.

the Certify button 
by the Site Name.

been certified.site has been 
uncertified.

NOTE: When graduateto begin the 
reassignment 
process.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

to begin the 
reassignment 
process.

to begin the 
reassignment 
process.

The site will default for most 
users, but an STS Coordinator 
could select from several sites.

users, but an STS Coordinator 
could select from several sites.

reassignment 
process.

NOTE:  When graduate 
data at any site is modified, 
the site must be re-certified.
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LOUISIANA DEPARTMENT OF EDUCATION

STS User GuideSTS User Guide 
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User Guide

Click Data Collection Systems/User Guides 
on the Department of Education website at 
https://www.louisianaschools.net

Click Data Collection 
Systems/User Guides.

Select Student Transcripts 
from the User Guides Menu 
located on the LEADS Portal 
and click the “View” Button.
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User Guide

The STS User Guide can also

The STS User Guide can also 
be accessed by pressing the 
Help button from any screen The STS User Guide can also 

be accessed by pressing the 
Help button from any screen 
within the STS application.

within the STS application.
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LOUISIANA DEPARTMENT OF EDUCATION

ContactsContacts
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Contacts

• Data Management – STSData Management  STS
– Adrian Franklin (Adrian.Franklin@la.gov)

• (225) 342‐2089

– John Fielding (John.Fielding@la.gov)
• (225) 342‐2503  

• Office of Student Financial Assistance (OSFA)Office of Student Financial Assistance (OSFA)
– Kate Herke (KHerke@osfa.state.la.us)

• (225) 219‐7587

Tiff R (TR @ f t t l )– Tiffany Rogers (TRogers@osfa.state.la.us)
• (225) 219‐7579

– Customer Service:  1‐800‐259‐5626, Ext. 1012
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Contacts

• CurriculumCurriculum
– Nancy Beben (Nancy.Beben@la.gov)

• (225) 219‐0835

• Course Codes
– Dwayne Fontenot (Dwayne.Fontenot@la.gov)

• (225) 342‐6215(225) 342 6215

• Board of Regents
– Karen Denby (Karen.Denby@regents.la.gov)y ( y@ g g )

• (225) 342‐4253

• LDE Operations 1‐800‐223‐2950
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