
Zoom Meeting Preparation

● Please make sure your phone or computer is muted to minimize 
background noise. 
○ To do this, hover over the bottom left-hand side of your screen and click “Mute.”

● Please make sure you have turned off your camera to save bandwidth and 
prevent any connectivity issues.
○ To do this, hover over the bottom left-hand side of your screen and click “Stop 

Video.”

● Please submit questions during the presentation in the “Chat” function 
located on the bottom of your screen.

If you require an interpreter or have other accessibility needs for future LDOE 
meetings, please contact LDOECommunications@la.gov
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July 30, 2026

eScholar StaffID Training
Visit the eScholar Support Page for a copy of the webinar deck

https://leads13.doe.louisiana.gov/lug/eScholar/eScholar.htm


Agenda 
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o General Information

o StaffID Assignment Process Overview

o File Submission

o Resolve Near Matches

o Canceled Records

o Edlink Security and MyLA Username
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General Information



Staff PII

• Do NOT email any file that has staff PII

• Send the StaffID, the first/last name of the employee or Batch #

Please contact Jayanthi.Sothirajah@la.gov with questions.



Who Should be Submitted to eScholar StaffID?

• Any staff without a 10-digit eScholar StaffID

• Any new staff who recently joined the school system

• Any employee who needs access to Edlink 360, Edlink Ops, eSER, LEP etc.

• Regular employees (employee status code = 01)

• Contracted employees (i.e., contracted teachers, related services 
personnel, etc.)  (employee status code = 03 or 04)

• Post-secondary employees (for which the district collects SSN) (employee 
status code=02)

• Long term substitute teacher reported to PEP as a regular employee 
(employee status code = 01)

• Resident teacher (employee status code = 07)

Please contact Wanggan.Yang@la.gov with questions.



Who Should NOT be Submitted to eScholar 
StaffID?

• Vacant  (employee status code = 01; SSN begins with 999)

• Post-secondary employees (where the district does not collect SSN; but 
creates an SSN that begins with 998)

• Short term substitutes

Please contact Wanggan.Yang@la.gov with questions.



2026-2027 StaffID Submission

eScholar StaffID is open for the 2026-2027 school year (ESSY = 2027). 

Staff who need access to Edlink applications (Edlink 360, Edlink Ops, eSER, 
LEP etc.) must be submitted to eScholar Staff ID for ESSY 2027 along with 
their State Userid (MyLa ID).

8Please contact Wanggan.Yang@la.gov with questions.

School systems may submit their staff email. It is an optional field and 
will not impact the Staff ID assignment/match process
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StaffID Assignmment Process Overview



What does StaffID Application do?

• Creates and assigns new IDs for Staff members who do not have one.

• Finds an existing ID for Staff members who already have one.

• “Assigns” a new or existing ID to a Staff record in an output file, so it 

can be consumed by other systems.

10Please contact Wanggan.Yang@la.gov with questions.



StaffID Assignment Process

11Please contact Wanggan.Yang@la.gov with questions.
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File Submission



StaffID File Submission

● Export a file from your local system (Jcampus, PowerSchool, etc.)
○ If your district does not have a vendor you will have to create your file using the Louisiana 

StaffID 3.0 Upload Format (Excel template) and load it into eScholar StaffID

● Load the file into eScholar StaffID
○ Click on the 3-bars on the top left
○ Under Assign, select Upload File

○ Click on the BROWSE button
○ Find your file on your computer
○ Click on the UPLOAD button

13Please contact Wanggan.Yang@la.gov with questions.

file://itsprdapp13.doe.la.gov/LUG/eScholar/Upload Format Templates/Louisiana StaffID v3.0 Upload Format SAMPLE.xlsx
file://itsprdapp13.doe.la.gov/LUG/eScholar/Upload Format Templates/Louisiana StaffID v3.0 Upload Format SAMPLE.xlsx


• The application will first check your file (file validation) and then check each record 
(data validation).

• If your file is rejected, take a screenshot of the error message and send it to us. We 
will help you troubleshoot so that you can correct the errors in your local PEP/staff 
system and resubmit a new file.

• The application will begin matching the submitted employees to the master 
database:
o Some employees will be matched with a StaffID from the master database.

o The application will assign StaffID for those who had no matches. 

o Some records will be near matches – user has to resolve the near matches

14Please contact Jayanthi.Sothirajah@la.gov with questions.

Next Steps
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Resolve Near Matches



Resolve Near Matches

16Please contact Wanggan.Yang@la.gov with questions.

All Near Match records must be resolved before the user can continue to the next step in the ID

Assignment process. One batch may have one or many submission records in a near match

status and one submission record may have one or many pending near matches.

When resolving pending near matches, the user is identifying if the submission record is the same

or different than the potential matches. 



Resolve Near Matches

17Please contact Wanggan.Yang@la.gov with questions.

Assign ID: 
If the submission record matches a pending near match, the Assign ID button is used to indicate a 
Match. When the ASSIGN ID button is clicked, the submission record will retrieve the identifier of 
the selected staff and all other near matches for the submission record are removed.

Create New ID: 
If the submission record does not match any of the pending near matches, a new ID should be 
created by clicking the Create New ID button.
When the CREATE NEW ID button is clicked, the submission record will generate a new identifier 
for the staff and all other near matches for the submission record are removed.

Cancel Record: 
When this button is clicked, all pending near matches for this submission record are canceled. 



Resolve Near Matches

18Please contact Wanggan.Yang@la.gov with questions.

At the Home page, click on Resolve Near Matches



Resolve Near Matches

19Please contact Wanggan.Yang@la.gov with questions.

Review the list of Near Matches.

Click the Review and Select button or the hyperlinked name to view additional details 
about the Near Match and to resolve the issue.



Resolve Near Matches

20Please contact Wanggan.Yang@la.gov with questions.

Review the Resolve Near Matches details page. The top section displays the
submitted staff and the bottom section displays a list of matching staff records:



Resolve Near Matches

21Please contact Wanggan.Yang@la.gov with questions.

Click on the hyperlinked Last Name or First Name to view the Compare staff Information
page. 



Resolve Near Matches

22Please contact Wanggan.Yang@la.gov with questions.

The page displays the submitted staff in the “Submission Record” column on the left and the 
matching staff in the “Master Staff Record” column on the Right. 



Resolve Near Matches

23Please contact Wanggan.Yang@la.gov with questions.

If the submission record matches the master record and the user has authorization to update the 
master data, the application will display an “Update Master” option. This option only applies if the 
Assign Selected match decision button is clicked.

Option “No” – The submission record will be assigned when the “ASSIGN SELECTED” button is 
clicked, but the master data will not be updated with the submission record information.

Option “Yes” – The submission record will be assigned when the “ASSIGN SELECTED” button is 
clicked and the master data will be updated with the submission record information.



Resolve Near Match - Avoid duplicate ID
Be cautious when creating a new ID while resolving near match. 
SSN carries the most weight in determining if two records belong to the same staff. 
Below scenarios are most likely the same staff:

24

SSN First Last DOB Assign 

Selected

Create New ID

Same Same Same Diff Y N

Same Same Diff Same Most Likely Cautious

Same Same Diff Diff Most Likely Cautious

Same Diff Same Same Most Likely Cautious

Same Diff Same Diff Most Likely Cautious

Same Diff Diff Diff Likely Cautious

Diff Same Same Same Most Likely Cautious

Please contact Wanggan.Yang@la.gov with questions.



Resolve Near Match - Avoid duplicate ID
Below is an example of the same staff: two records have the same SSN, First and 
Last name, but different DOB.

Please contact Wanggan.Yang@la.gov with questions. 25



Batch Statistics Info
● After the ID assignment process is completed, click on the batch number to confirm if all staff have been 

assigned IDs under your LEA. 
● Below screenshot shows 16 staff records were not updated because of “Source Reliability”, where source 

system is LDOE; 10 records were canceled due to a data error.
● LEA needs to identify those 16 staff from the downloaded file and send us the StaffIDs. We will change their 

source system to PEP, then the LEA can claim the staff for their district.
● Data error for the canceled records needs to be corrected before resubmission.
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Canceled Records



ID Assignment: Canceled Records
The file you loaded into eScholar StaffID has passed validation and proceeded to the ID Assignment 
stage. 
Batch # 445 has a total record count of 20 but only 11 were assigned IDs.

Please contact Wanggan.Yang@la.gov with questions. 28



Identify Cancelled Records
• Select batch # 445 to open the batch information page
• 9 records were canceled during the data validation stage

Please contact Wanggan.Yang@la.gov with questions. 29



Download Cancelled Records

Find the batch that has the canceled records.

At the Main Menu, under DOWNLOAD, select Batch

Please contact Wanggan.Yang@la.gov with questions. 30



Download Canceled Records
• Under the Extract Type, select Canceled.
• Select FILTER RECORDS
• Select EXTRACT RECORDS

Please contact Wanggan.Yang@la.gov with questions. 31



Download the Canceled Records
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Select DOWNLOAD

At the bottom of you screen you will see the dialog box below. You can open 
or save the file to your desktop; and review the canceled records

Please contact Wanggan.Yang@la.gov with questions.



Review Canceled Records
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• Open the batch file. 
• Scroll all the way to the right. The reason for the cancelation will be at the end of 

each record.

Issues:
• Race-ethnicity must have at least one Y
• Gender must be present
• Invalid SSN, DOB

Please contact Wanggan.Yang@la.gov with questions.



ID Assignment Completed

34

The record count shows all records were assigned IDs. Select DOWNLOAD STAFF 
ID and load into your local system.

Note: During the resolve near match process, you may cancel a record if the staff is no longer employed in 
your district. In such cases, the ID will not be assigned. The record count will show fewer assigned ID 
records than what you submitted

Please contact Wanggan.Yang@la.gov with questions.
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Edlink Security and MyLA Username



EdLink Security and MyLA Username
For districts that have a large number of employees who need access to the 
various LDOE systems (Edlink 360, Edlink Ops, eSER, LEP, etc.):

Each individual educator can proceed through the Edlink Ops portal and follow step 2 in 
the guidance linked here. This will push the change to eScholar on an individual level, 
near matches will need to be resolved by the district’s eScholar data manager, but as 
long as the educator enters their personal info correctly, it should just match up and add 
their login ID.

If possible, they should retain the login ID that was part of their record in the previous 
school year as the educator should be using the same MyLA. If the educator created a 
secondary MyLA due to loss of access to the original, its preferred they submit a ticket 
to DSS Zendesk so OTS can recover the account for further use.

36Please contact Wanggan.Yang@la.gov with questions.

https://docs.google.com/document/d/126_DHl6qHDAVf-WAQJGA7jxsAfLc-ToSr9V0cE7Tunw/edit?tab=t.0
https://datasystemsupport.doe.louisiana.gov/hc/en-us/requests/new
https://datasystemsupport.doe.louisiana.gov/hc/en-us/requests/new


Resolve the Near Matches

37Please contact Wanggan.Yang@la.gov with questions.



Submission Type - WebService FAQ
• How often do I need to resolve match that the WEBSERVICE Edlink Ops loaded?

You will need to check Staff ID portal periodically to resolve the near matches created 
by the WebService requests. Whenever a staff/teacher completes the Edlink Profile, it 
creates a WebService request to link their MyLa ID to their StaffID. If there is no 
matching StaffID, it creates a StaffID. These new staff IDs may need to be updated in 
your local system, if they are not already there.

• Do I need to load them into my system if those ID# are already in my system?

If they are already in your system, there is no need to download the batches and import 
them.  

If the staff updates their MyLa ID in the Edlink profile, you will need to load them back 
into your system.

38Please contact Wanggan.Yang@la.gov with questions.



Add MyLA UserName to eScholar StaffID

Log into eScholar StaffID

Click on the 3-bars

Under Search, select Staff

39Please contact Wanggan.Yang@la.gov with questions.

https://louisianastaffid.escholar.com/uid/login.do
https://louisianastaffid.escholar.com/uid/login.do


Add MyLA UserName to eScholar StaffID
• Enter the employee’s first/last name
• Click on the Search button

40Please contact Wanggan.Yang@la.gov with questions.



Add MyLA UserName to eScholar StaffID

41Please contact Wanggan.Yang@la.gov with questions.

• Select the employee’s name

• At the Individual Staff Information screen you will see the employee’s 
data

• Scroll to the bottom of the page
• Click on Edit Staff 



Add MyLA Username to eScholar StaffID

42

• Look for the Customer Defined Fields
• Enter the MyLA Username in the StateUserID
• The Staff Email is an optional field
• Select the UPDATE STAFF RECORD button

PollyPelican1234

PollyPelican@AviarySchools.org

Please contact Wanggan.Yang@la.gov with questions.



Edlink Application Access Issue

Q: I have had 2 of my SPED employees say that when they try to get into SER it is telling 
them "NO ACTIVE STAFF RECORD". These 2 employees have been with our district for a 
few years and nothing has changed. 

Possible reason: 
– employee’s name in MyLA does not match the name in the eScholar record
– employee’s eScholar record is not in current school year (ESSY 2027)
– missing State UserID (MyLA) in employee’s eScholar record

Solution:
– edit employee’s name in MyLA or eScholar to make name match
– submit the employee for current school year
– attach employee’s MyLA to his/her eScholar record

43
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