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edlink

& SECURITY

PURPOSE

The purpose of this User Guide is to assist Early Childhood Providers in Edlink account registration and Edlink
Security access Requests in Edlink Security.

GENERAL INFORMATION
e Edlink Security streamlines all provisioning rights into one user-friendly system for all LDOE data systems.
e Edlink Security allows users access to multiple dtata systems with one User ID and Passwrd.

e While previous legacy systems may have required communication and exchange via email or paper,
Edlink Secuirty  virtually eliminates these processes by integrating documentation and requirements

LINKS UTILIZED IN THIS DOCUMENT

e MYLA- Create a User ID and Password or reset a Password.

https://myla.la.gov/

e Edlink Ops Portal- Complete Personal Profile and create Edlink account.
https://Idoe.edlink.la.gov/
e Edlink Security- Request Role Access to Entity/ies.

https://registration.edlink.la.gov/

e Edlink Tech Support- Request Role Access to Entity/ies.
https://edlinksupportsystem.com

USER TIPS

* Google Chrome or Microsoft Edge browsers must be used for functionality of Edlink Systems.
e Do not create a new account if you already have a MyLa account.

e Do not create a new account if you forget your Password or User ID.

e Use your PERSONAL email when creating your Edlink account.



https://my.la.gov/en-us/
https://ldoe.edlink.la.gov/#/
https://registration.edlink.la.gov/Home/Menu
https://edlink.supportsystem.com/open.php
http://Change User Information 

LDOE EDLINK SYSTEMS ACCESS

Using the link below, begin creating your MyLa.Gov account and gain access to EdLink. The following
instructions are presented in a step-by-step format to help you do this.

https://ldoe.edlink.la.gov/#/
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Welcome to
EdLink.

v Feeninmontoed the wiy e Use data 19 Tupeon
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EfiLink Support  Lissalens Balives

Create an EdLink Account

(4 W] wig Ml Ao 10 Kisd 2l of yo
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What is the EdLink system?

If you already have a
MyLa.gov. account see
Password/User ID Reset

What is MyLA?
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Create a MyLA Account
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https://ldoe.edlink.la.gov/#/

Follow the steps below or click on the button above, to retrieve your previously registrered User ID. Look for an
email from Ideo.gov in the email that was used in Step 1. It will be the same as was used to setup your MyLa
account.

Next, in Step 2, enter your retrieved User ID and your email, once again. Return to your email and locate the
LDOE.GOV email. In this email, a temporary password is provided. Copy the password carefully; it is case
sensitive.

Log back into Edlink with your User ID and the temporary password. Once you’ve gained access, you'll be
asked to enter the temporary password and choose a new password. Confirm your new password and Save.

MylLa 3= FAGs  Help m

Account help

@ Resend Verification Email 2o Forgot your password? 2

Mawver got your amadl verification? Enter your amail address and we'll send you a Enter wour User ID and email and well send you a link ta reset your password

new verification
User ID

* Email Address |
Email Address

+ Send verification Email ~ Send Password Reset Link _I
& Forgot your User ID? 1 @ Want to know mora?
Enter oo el and we'll Send you the indormatsen MvLa will replace sutcated ways of Signing in 19 Lowisiana govermment aebsites,

Reed our Frequently Asked Questions and get to know MyLa

Ermail Addrass

Read the FAQs -

For all others, select, "Continue to MyLa" and proceed to the next page to complete your registration.

—


https://ldoe.edlink.la.gov/#/
https://my.la.gov/en-us/help
https://my.la.gov/en-us/help

The “Create Your Account” page will appear. Accept the security policies and scroll down slowly until you see
Step 1 of “Create Your Account.”

Cine Accounk

All Yours.

My Ln laos i wewy D0 boteg: 3 pomd S ol B i) e oot B
4 usi el EreATITERH solsle m e ploco

Create Your Acc

Ly Hy wfw el corwae o ey Paey SeEd oan Doy P

Scroll down and begin inputting your information into the Tell Us About Yourself section. Please note that
where there is a red asterisk, you must enter information to proceed.

Youi e pring 1o pet 8 st wip weih Afy La Gow W only need do
C reate 'T'.:] Lr ﬁ..:.:.::“_ nt LA A Troati g i B B1Afel s [0 A 1

1

Tell us about yourself




Create a User ID. If you need assistance with creating a User ID, click on the blue light bulb below the text box.
You will see this light bulb throughout the process.

2 Wa noed to got some information to start. We'll ask you to create a
s Usar |D nnd a password.

Lat'ls Stﬂ-l"t YIII.II' If thore's an asterisk * we have to get that information.
account. hosesals

¥ Want help making a User IDT .
Do not use your email

in Step 2. Please
stay between 8-12
characters.

* Password

Show Passwords

F Want help making & PasswordT

* Confirm Password

Maxt Section @

© Provious Section

Click on the blue light bulb to view the required format for your User ID and Password. Click on the light bulb
again to collapse the format requirements.

* User ID

@ Want help making a User |D?

© Dpon't use any special character twice in a row.
@ You can use one of these symbols: B but not twice in a row.
@ You must use at least one English letter, A-Z or a-z.

< You can use numbers too.

@ You must use least 8 characters but fewer than 64.




* Password

Show Passwords

[ @ Want help making a Password? ]_Il

© Don'tusea password from any of your other accounts.

@ You must use letters and numbers.
@ Make some letters uppercase, make letters some lowercase.

@ Use some of these symbols too:

* Confirm Password
Before moving forward,

record your Password
and User ID.

@ Previous Section  Next Section @

User IDs and Password Standards:

User IDs assigned by the Security Coordinator consists of the letter “E” plus six characters. The first three
numbers is the Sponsor Code.

Users are required to maintain the confidentiality of their passwords and to change their password when they
suspect that the privacy of their password may have been compromised.

Each user will be allowed to select their own password based on established password standards.



Create a pin number by selecting 6 digits. Numbers ca not be consecutive (123456) or the same number
(999999). Write this number down.

3 The Personal Identification Number ks o &-digit bor we will use to

L make Burs you're the anly one going iato your account, Be suwne to
remamber it!

Let's set a PIN.

If there's an asterisk * we have to get that information.

* How PiIN * Canfirm Now PIN

@ Previous Section  Mext Section O

Enter your current phone number and personal email address below. The email must be immediately
accessible. Before you select, Create Your Account, make sure that your information is correct in Steps 1-4.

4 H there's &n asterisk * wa have to get that information,

— Talephons

How should we

contact you? Yo vl hares B Ty Uhve nuismbaes. nething elas. Siart with pour bt code.
 Emall Address

@ Provious Soctlon  Mext Ssction @

s |

Proceed to the next page to receive instructions for Confirming your Email. You will not have access until your
email has been confirmed.




You’ll now be asked to confirm your email. Find the email inbox of the address that you listed in your MylLa
registration. Follow the instructions in the email. Once you have confirmed your email, Sign back into as shown
below, as shown on the next page.

CONFIRM EMAIL

o ey al | mory g g 1o Hote s ew res e -

An email will be sent to the email on record that you must verify. You must click on the Confirm
Email option located within the verification email. The verification email will expire in 24 hours. If
the email expires, do not create a new account. Click HERE to Resend Verification Email.

Once you’ve confirmed your email, return to the link on the next page and Sign In. You do not
need to close out any of the previous pages. However, it will be less confusing if you do not have

[Action Required] Please Confirm Your Email Address

Lowislana-Account-Notification®la.gov

Ty Vetnamase ¥ Englah =

Higllo Higathar Hinala

In el o comphils the account creation process. plaass chck Be hyparknk belew ["Canfiemn Yous Emai) ta confem thal you Rive tecehid This smad

- divgeind back 1o the Se-Sendce Poral 12 log in with your User 1D and pasawernd

Dusais; Qur reconds indicate that you haree intiated th crestion of @ State of Lovisiana sccount with User (O on 12122022 a1 10.26.0%

Ahar clicking this ink you wi
Confirm o Fmad

Thils Bk el i b 24 Bl

Thank yom

Levisiang Acceas Senvice Tachnology

ROTE: Pleasa do not reply b2 this message Emall sant bo this addvees is not mankomd
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http://HERE

YOU ARE NOW READY TO ACCESS EDLINK!

Return to https://ldoe.edlink.la.gov and Sign In.

Edlink Buppart  Losisians Bellaes

o, Sl hare lor mom ihor matios

Welcome to
EdLink.

Wa'we rawnd Utinedrad Fha way e us G5 b sappesrt
atibains pesd darrdlio ol | ouisians

KEoGeitioh memasis  JSoaie

fOoomn

Louizsiara Departrend of Eduacation

Report Child Abuss
wet, Reees Reagn, LA FOROD-B243 55

L BES-4LA-KIS

oo Sign In

Hlhw D

* Pasdword
[ Click HERE if you’ve
forgotten your User ID
or Password. You are not
permitted to change your
User ID, only retrieve it.

Sheew Panpaord

You'll now be navigated to the New User Profile page .

11


https://my.la.gov/en-us/help

Account help

@ Resend Verification Email an Forgot your password?

117 it o movia | ok bnn st we' el gims o by pens Ui 1 2l v vl m

wi vl

* Ernadl Asicliwis

Emal Radrvis

m EEEE T ELL

2 Forgot your Usaer D7 @ Want to know mora?

Erdem g sl el we ] wmsdd ir formmasilon Alylaw Pty ¢ At s waryw i wlgrm, i Lumelana o i renes welules

w* Sand Uner 1D Rosinded

Frequently asked questions

? What is MyLa and why do | need to create an account?

Myla iz a sorsice by Lovisiona’s goeornment whech ollows you to cresde a sngle woy to log n to portcoating Lowisiono gowernment websites

paser aed raare CHien 1o pou % da Bugnost aith Levitisns s1a% agenios
* How doas MyLa work? » Whao is responsible for MyLa?

» What if | change phone numbers?

* What if | change email sddresses?

12



NEW USER PROFILE

You'll be asked to complete your profile by entering your personal information. Your SSN will be redacted after

move to the next box. Complete each box with a red asterisk. Other boxes are optional. Select Early Childhood.
Once all of your information has been entered, select, “Save.”

Pamela Mertens - Personal Profile

Revem i Lpekaln yow porassal prefe srormatios bolow
Mame and Contact
Merrinsr Mams Cantact infmatics
Pred “Pamary B Mumise
‘Fm Kame Eooenday o) Fumts:
“amen

Midfim Mo Ertail Raledrirusn

“Ladt Mams

LA UsesiD STOPI
it If you did not receive a Staff

Sadfis st ID # after Saving, complete a
Support Ticket.

Copy to Malling

Address Information
Pirpiscal Addreis Maling &ddreun
“Hirwed P | “Sarew! Barer |
B B Firr Pt T i v B
Sorovi Mams 2 Sireot Mame 2
ity “Heata i Qi .surr
Buo Rtasgn : Biaton Ponas
T Pariah ' Cosmdy ] PawishCaunty
TOBOE B IGBCE
You will not receive
a confirmation. Your
information will be
", ”
Personal ldentification grayed-out” and cannot
be edited.
“Dite ol Beil ‘SN bl i Musssbies €0
LTS U] (T ]
“Gardar “Racw bbb
c y
Requested



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

To complete your access, “Sign Out”, from the navigation panel, located under your User ID at the top left side
of your screen.

9 Pamela Mertens

@® SignOut

Once again, you’ll be navigated to the Edlink Sign In page shown below.
Select, Sign In.”

wion e~ PR — o s A
(mm EdLink Semgon  Lssans Baligrss
F

Welcome to
EdLink.

v Feeninmontoed the wiy e Use data 19 Tupeon
tudents and farhilllas of Loulslana

REDicerion WE=sits  JSoals
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NEW USER DASHBOARD

Your personal Dashboard will appear. On the Dashboard, your Entity Name and License Status is shown, if
you are an existing Entity. If you are applying for licensing or certification for the first time, your access will be
limited until your application has been approved.

My Dashboard

Taards o for Comating & raw scoouat., Oul wliried bubaa wi o rees spolication o el s o @

Walcome, Pamela Mertans All providers will see this
dashboard. After existing

providers request access to
their Entity, the dashboard
will update.

Get Started

Bwsddy Lo wlard wilh o new spplication?

Pending Applications

You don't have any Pending Applications

ALL PROVIDERS WILL SEE THE NEW USER DASHBOARD!

New providers, from the left menu, select Help and Find the Right Program, to begin a new application. NEW
PROVIDERS will request access AFTER a license has been approved and issued.

Existing providers, continue to the next page to request access to your entity and begin your renewal
application. you’ll request to be assigned as the Entity Manager and Security Coordinator for your each of your
entities. You will need to be assigned both roles to gain access. You must make requests for each location, one
at a time, for Entity access.

15



REQUESTING ACCESS FOR EXISTING PROVIDERS (DIRECTORS)

To begin the request for access to your Entity Access, follow the these instructions. Directors must request
Entity Manager and Security Coordinator to access their entity. Only 1 Entity Manager per site is permitted.

Select the blue Requesting Access to Entity button, as shown below.

My Dashboard

Thearda o for crwating 4 rarw socount, Sl o1t butos wi i o mes spolication o iFousl aCers b e aoyTrg ouEsnE]er

Welcome, Pamela Mertens

Get Started

Bwsddy Lo wlard wilh o new spplication? Alrwacy & membar ol sn el g eetity?

Pending Applications

You don't have any Pending Applications

Next, select the Edlink Security button. The Entity Roles page is currently unavailable
the Edlink Training page

= Bidekd Riguedl

Access Raguest

Pirarares (s el vous BoCwik 10 el wetlng bl

Entity Access and Roles Levels

Rircparst oo 10 0 Aew CPLLE o i changs mwie with 40 eising o iy vong the bl bides

Crvtity M s Addiess

Request Access &

Click e G, o Rl 1l b e Pk etted 10 Uso EdLink Securiny w5 10 request of IManage your S0oess 16 the Edlink Entity Portal.

Learn about the Roles 28

Click the k. Lo Ehe righ bo B wow durlan b bt e varipes Lot of securily ioles avaitabile lo usere.

. See roles descriptions at

16


chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://louisianabelieves.com/docs/default-source/policy/entity-roles.pdf?sfvrsn=42cf6318_2
https://louisianabelieves.com/early-childhood/edlink-training

ENITITY MANAGER (DIRECTORS OR OWNERS)

You may also click on the link below to request access to your Entity. Both the previous button and this link will
navigate you the same Edlink Security, Self Registration page. Follow the instructions in a step-by-step format

to help you do this.
https://registration.edlink.Ia.gov_”

After logging in with your User ID and Password, the following image will appear with your personal
information; Name, User ID, Email and Staff ID.

Fdlimk Security Regiuiraticon A ol | Lowssiana.goy webs

edlink
B SECURITY

Applications Menu

Heme

Emnail

EdLink Oips Postal

Note: the following screenshots are examples only and not intended to instruct users which roles to select.
Please see the Edlink Training page for Role Descriptions.

STEP |

[dlink Sscurity Reghtration

Applications Menu

Heme

Emnail

EdLink Ops Portal

Select Request Permission from the left side Menu.

STEP 2

EdLink Sscurity Raghitration = & Aot shsiina g weheito. Hare's how you ks, =

o

Reguwesi Permissicn

Select Request Permission from the right side of the screen.

17


https://registration.edlink.la.gov
https://louisianabelieves.com/early-childhood/edlink-training

STEP 3

(B A otficial Lovsisna gov welte G, Hide's b you kinow

edlink
P EECURITY

B Pending Regussis
Request Permission
& Regiutration Saanch

Select Early Childhood (ECE) from the drop-down menu.

STEP 4

EdLinin Security Rugwiration &8 An offical Leuisiana gow wabsitn Hare's hesw you ke, =

edlink
B AECURITY

Requisst Pérmisison

i s vl Tpre

C

Select Edlink Ops Portal from the drop-down menu. Note the small circle with the arrow next to ECE. Click on
the circle if you would like to return to the previous screen to make another selection.

STEP 5

EdLink Security Regiatration = P} A ofic sl L siena giv wabsto Hene's e YR K, =

edlink

URITY

Request Fermission

& Pegaanation Search

Dy arssation Trpe
Application

Select District and Local from the drop-down menu (bottom selection).

18



STEP 6

EdLini Security Aegisirathen = B Ar oFean Lidtana g witrite. Heon's i vou kngw

ead!ink

SECURITY

Requeest Permitgion

D gz abinn Type
Applicatuon
Lacatan Filler

Begin entering the name of your Entity. IH/FH will enter their first and/or last name. Select the appropriate site
as shown in Step 7.

STEP 7

Eallink Sacurity Ruglstration

edlink
B SECUR Y

Requnest Permission

Crparspmdioe Type
Applicatics

Loenbnn Fitbe
1. 2 B bl by Sy [Eamrly Chilalvond]

Vol ey LK, A, LA, TS0
Dot Codie s Cothe: KLO0S

it Acadermy Early Lammiog Carder | Ly Childhood)

Nt Acadarmy Learniag Canter [Early CRildbaod)

Select the apprpriate site. Ensure the address is your address, as many Entities have very similiar names.

STEP 8

ros wwtinta, Bhne's B iou o v

Eﬁ!ink

ECUET

Roquest Pormission

Qrganiratien Tyrs

hpplicstion
Loz ation Fidem
Location:

hadaia

Select Entity Manager (Directors, Owners or Director Designees) and Staff Administrator (HR, Owners, Director
Designess and Other Staff). Only 1 Entity Manager per site is permitted.

19



STEP 10

EdfLink Socurity Fegletrason = @ Anem

Rt AN gov witeh tE. Hina's Ie you ko ¥

-
edlink
B hpplicetom Meny @ SECURITY

IR e S——

Reuesl Permisgion

O g pali Typm
App icalio

Loeatean Filler
Locatian

Addrese

Enter “Requesting Access” in the text box and Submit for Approval by LDOE. Please allow 2 business days for
LDOE to review your requests. An email notification will be sent as soon as the requets has been reviewed.

20



SECURITY COORDINATORS (DIRECTORS OR OWNERS)

The Security Coordinator role is required for all Entity Managers. This access role will allow Entity Managers to
manage staff entity access, credentials, and access to all banking and licensing options.

STEP |

Tdlink Security Raghiraticn

Applicotions Memu

Heme

Emnail

EdLink Ops Portal

Select Request Permission from the left side Menu.

STEP 2

&) o et whslana.poy wabs!to. Here's how you knes. =

edlink

Reguwesi Permissicn

Select Request Permission from the right side of the screen.

STEP 3

Requedt Permissicn

Select Early Childhood (ECE) from the drop-down menu.

21



STEP 4

EdLinin Security Hugmiration &8 An offical Leuisiana gow wabsitn Hare's hesw you ke, =

edlink
@ SECURITY

Requesl Parmisisan

i s vl Tpre

C

Select Edlink Security Access from the drop-down menu. Note the small circle with the arrow next to ECE. Click
on the circle if you would like to return to the previous screen to make another selection.

STEP 5

(& Anofficial Lo sianagov website, Her's esw you ks, =

edlink —
2

URITY

Request Fermission

Dy arssation Trpe

EdLink Security Rogletration & As otficial Lo g wer it Higer' Bae o ke, =

W Apolication
& Reguid Permieom

B Fenoing il
Reguesl Permissn
Dl arms wiiny Ty

Applicarion
Location Filter

['._ m

1. 2 Buckly My Shaa [Earty Chldaod]
W gy 188, Macwr, LA TS
Doairict Gt S Civcher WLIDEH

Bk & Bows Losming Conter. LLC (Earty ChBdhaod]

L Bucks W Do Sabvendiss 8 Leaining Ceslas {Early Claldhied)

Begin entering the name of your Entity. IH/FH will enter their first and/or last name. Select the appropriate site
as shown in Step 7.

22



STEP 7

B Aol

edlink

B ESECURITY

Recuest Parmission

Crgganidi wiion Ty pe
Asplicstion

Lo vl Fil Loy

e ation

Ecdiens

Fezla:;

Foymsvuicen

Check the box for Security Coordinator Edlink Security (Access).

Enter “Requesting Access” in the text box and Submit for Approval by LDOE. Please allow 2 business days for
LDOE to review your requests. An email notification will be sent as soon as the requets has been reviewed.

Sign Out in the top right-hand corner of the page. Return to https://ldoe.edlink.la.gov and Sign In.

Welcome to
EdLink.

v Feeninmontoed the wiy e Use data 19 Tupeon
tudents and farhilllas of Loulslana
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KINDERCONNECT ACCESS

Using the link below, you can request to be the KinderConnect, CCAP Attendance Administrator of your early
learning center or home.

1. You must have a staff ID assigned, to check please click this link: https://registration.edlink.la.gov. Type in your
name and to see if you have a Staff ID. Select “Request Permission” on the right side of the screen.

EdLink Securtty Regletratlon = I'E'r Am oMol Lowsisne goy websibe. Here's o you knew, ~ Erglish

e'ad!ink

& Salf Be SECLIRITY

B Pending Reg

Self Registration

Harma: [ i Lhigr bl
Emaii; | Grot G0 G 1k

Pormivsions;

) ) Type in your first name and
B Persing Ryt search the drop down for
your name. Add your last
Foguest Parmizson name if you need to search
B eScholr Seanch again.

B Bepwiraton Sewrh

8

Locmcias Shits Dagar tewmd. of Edhecad o (L ooncisel Stabe Degartsrwal of

B# 51 ikt Regwi Ty

i iz

5. From the second drop-down that appears, select KinderConnect.

EdLink Sscurity Ragisiration B A ) dir oificial Lowslan py wels e, More’s hosy s lmsow,

edlink
@ sECuRITY

X Salf Engissrasion
B Peslog Reguasts

&R
Raguest Pormission

Lecation:

o rification Addrais

B Siafewide Fuporiing

& Help




6. From the third drop-down, select Statewide Attendance Administrator. Enter a statement explaining why
you are requesting the role of Statewide Attendance Administrator. Make sure to click inside of the little
box labeled, CCAP Attendance Administrator, and select “Submit Request”.

edlink

& SECURITY

Request Permission

Location: Lovisiana State Department of Education (Louisiana State Department of Education)
Address: 1201 N Third 5t. Baton Rouge, LA TOB0Z

Application: KinderConnect

Role: Statewide Attendance Administrator

Optional Natifica | am a CCAP Analyst and need access to see Attendance

Permissions:
II Statewide Attendance Administrator

Submit Requeast

*Note: This request usually takes up to 48 hours for LDOE to approve.

7. After access is approved as “Statewide Attendance Administrator “:

e Please log into Edlink https://Idoe.edlink.la.gov/

e Click on Entity Management to find the option “KinderConnect”

e Click on KinderConnect and you will be re-directed to KinderConnect website

25



ENTITY DASHBOARD

Welcome Back, Pamela Mertens

oo 10 woud Ertiny Moragomont Doshboond. Hene wiod £a0 review 200 mako Chang ol 1o i oility.

Renew License #

Clich the "Gkt Henewsl ffion n brgn & Benewsl &npieabon 100 poaer sntity, 1 yo have maltis mbdes, wiect the soomansts wie o 1R I side nsugaton
LIHBE Lawriames Crwiini® sl | e 10 fera @vd SRy Ao mrk i v &5 180 Erv & new e e

B Uy Cuanlibcat

B iy Mageneri

B Sl Marags—ont

Entity Helpful links

o ek amgeprray G -Teal ihn Mones Pangtanalicg

i AU, Lo sens. TIFEZE

Licenss Details

Licenass Typs Licensg PFumber
s PR
Licp i Slates Eupiran

Panding Application and Actions

Your Dashboard will display a left-side navigation menu, Entity drop-down, Entity Snapshot, Entity Name,
Address, License Status,License Number and Expiration Date of your License or Certification.

Use the white drop-down menus to view and work with a different Entity, if you have multiple sites.

In the QUICK LINKS section, your renewal button will only be active if you are less than 90 days from your
expiration date. If the button is dark green, you may click it and begin your renewal.

Quick Links

OR The links betow ane Tor commen, frequently -used actions for applications, changes, of renewals Tor your business,

# Updets Erity inforsation | #FChange Licenss Typs | o Changn of Locatien | Stort Me Application

All information pertaining to your Entity will be accessible for change within the Renewal Application. This
includes Director and staff additions or deletions, credentials, hours of operation and any changes to your
services. Read the instructions carefully once you’ve opened the Renewal Application.

*Only 1 application may be in progress at any given time, per Entity. If of the green buttons have been clicked
on; Change Entity Information, Change of License Type, Change of Location or Submit renewal Application,
you will not be able to select any other type of application. The selections will remain light green until LDOE

approves the application (changes), the application is canceled or withdrawn.

*The Start New Application button should only be selected if a provider wants to ADD AN ADDITIONAL Entity.
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