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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://EdLink.supportsystem.com/index.php to submit a support ticket. Supporting 
System will soon move to Zendesk. 
 
 
Getting Started 
 
A MyLA account is required to access the K-12 EdLink Portal and its features. Once the 
account setup is complete, a unique, self-chosen User ID and Password will be assigned to 
users valid for EdLink and all Louisiana State Department of Education sites. 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. 

 
 

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’ll be navigated to the screen below. 
 

  
Figure 2-EdLink Home Page 

Figure 1-Browser Options 

https://edlink.supportsystem.com/index.php
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/
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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. 
 

 
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 
User ID’s and Passwords should be recorded for reference. See Figure 4. 
 

 
Complete all of information boxes, including your personal phone number, as shown in 
Figure 5. Enter your official school email, which you must have immediate access to. You’ll 
need to confirm your email to complete the account set-up. The following images offer 
guidance in doing this. 
 
In the final section 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). 

Figure 3-EdLink System Overview 

Figure 4-MyLA Profile 
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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. 
 

 
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.  
 

 
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. 

Figure 6-Confirm Email 

Figure 7-Confirm Email 
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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 8. 
 

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

Figure 8-MyLa Sign-In 

https://ldoe.edlink.la.gov/
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New User Profile (Mandatory) 
 
A New User Profile will automatically be displayed. This profile must to 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 Non-Public School Employee”. Next, select your 
School System from the drop-down, as shown in Figure 9. 
 

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

  

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. 

Figure 9-Account Type Selection 

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. 
 

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

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

  

Figure 11-School System/Site Information 

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. 

 

Figure 12-Name and Contact 

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. 
 

 
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. 
  

Figure 14-Personal Information (PII) 

ma.la.gov
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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) with access are able to view Sites that fall within 
his/her Sponsor. A list of approved Sites are 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. 

 

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

  

Figure 15-Existing User Dashboard 

If you already have access to a site/s, 
you may either select a site or leave 
the drop down as is. Selecting one of 
your sites provides Site Information 
and Management. 

 

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 
navigate to the Application Home Page for completion or revision. 
 

 
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. 
 

 
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. 
  

Figure 18-New User Dashboard 

Figure 17-Pending Applications 
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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. 

 

 
In this image, the General User Access shown in Figure 21, is selected by default and should 
not be changed. 
 

  

Figure 19-Access Request Page 

Figure 21-General User Access 

Figure 20-Application Menu 
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Select, Nonpublic for the Organization selection 
 

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

 
 
Next, select the District and submit the request. 
Next select the Local Option and submit the request.  
 

  

Figure 22-Organization Selection 
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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.  

 
 
Finally, choose a role from the list below in Figure. Click, and Submit. You will receive an 
email notification and further instructions once LDOE reviews and approves your request. 
Allow 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. 
 

  

SPS District Data Analyst 
(Coordinator) and SPS District 
Administrator (Superintendent) are 
the most common role assignments. 

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. Select, need an LDOE SPS 
Specialist as the Help Topic. An SPS Specialist will contact you within 48 Hours to resolve 
the issue.  
  

https://askldoe.doe.louisiana.gov/hc/en-us
https://askldoe.doe.louisiana.gov/hc/en-us
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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. 
 

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

  

Figure 27-Dashboard at Sign In 
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Start NPSB Renewal Application 
 
User will see a banner message and a start renewal button on Site Information page when 
it’s time for NPSB renewal. 
 
Coordinator should be able to click on “Start Renewal” Button and lands on Application 
homepage. Information will be prepopulated for the user to review and submit the renewal 
application. 
 

 
Once the renewal application has been submitted, Non–Public manager will be able to 
review the application and approve or reject the application. 
 
An approval email with an approval letter will be sent to the respective coordinator.  
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Submitting a new NPSB Application -District Data Analyst (Coordinator) 
 
A new application may be completed from Help Me Decide menu which is on the left side of 
the application as shown below:  
 

1. Select Help and click on Help Me Decide menu item. 
2. Respond to the questions by clicking onto the large square buttons, shown below. 
3. Click start application button which is at the bottom of the page to start the 

application. 
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Application Home 
 
User lands on the application home page with all the steps shown as fill out. 
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Begin by entering your new NPSB site information, completing each step. You must visit 
each step in chronological order but may return to any previously opened step at any time. 
 
Demographic/Contact Information changes may only be made AFTER the NPS has been 
approved and by contacting NonPublicSchools@la.gov. 
 
School Contact Information 
 
In Section 1, review the Applicant Information. Contact your District Administrator if 
corrections are needed. 
 
In Section 2, select your Title/Role (School Entity Coordinator). This title is not indicative of 
your official school title. The title is used for Edlink and BESE Approval only.  
 
In Section 3, indicate whether or not this new site belongs within a Diacese by selecting 
Yes or No. Finally, select, Save and Continue. 
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School Information 
 
In Section 1, If the site will belong to a Diocese. Select the specific Diocese.  
In Section 2, select the site’s accreditation status. Select, Save and Continue. 
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New School Information 
 
Complete Sections 1-6. Take a moment to review the School and Center Finder link to 
ensure the site name has not already been approved by LDOE 
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ACCREDITATION AND BESE APPROVAL 
 
Complete Sections 1 and 2 for Accreditation and BESE Approval. Upload the necessary 
documents by selecting “Browse” and then the file. All fields must be complete in order to 
proceed to the next page. 
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Grade Configuration 
 
Select the grades serviced at the new site. Later changes will need to be requested 
through your District Administrator or during the open period for NPSB changes. 

 
 
Programs and Career Pathways 
 
Select the programs and career pathways the site offers to its students. Later changes will 
need to be requested through your District Administrator or during the open period for 
NPSB changes. 
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Sports and Clubs 
 
Select the sports and clubs the site offers to its students. Later changes will need to be 
requested through your District Administrator or during the open period for NPSB changes. 

 

 
 
Document Upload 
 
Upload all the documents mentioned on the page. 



 Page 30 of 32 

 

 

 

 
 



 Page 31 of 32 

 

Attestation 
 

 

 
 
Application Home for Completed NPSB Application 
 
All Yellow badges require further attention and must be completed before the application 
submission. All badges must be Green and in a Completed status. Click on the Review or 
Edit button corresponding to the yellow badge, to enter any missing files or information. 
When all of the badges are green, the Submission button will become active and ready for 
submission. 
 
Your submitted NPSB Approval Application will now be reviewed by LDOE. If further 
information, explanation or errors have been located within your application, it may be 
returned to you for revision. This “Return to Site” status is located in the Pending 
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Applications section on your main Dashboard. 

 

 
 
Once the application has been approved, an approval letter will be sent to respective 
coordinator. 


