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EDLINK ACCOUNT SET-UP FOR NEW USERS
LDOE.EDLINK.

Sharing of accounts is 
PROHIBITED. All Staff 

members MUST set-up an 
individual Edlink account.

GOOGLE CHROME MICROSOFT EDGEACCEPTED BROWSERS
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The Create Your Account page will appear. If security policies are shown, please accept them and scroll down 
slowly until you arrive at Step 1 of Create Your Account.

Please scroll down and start filling out your details in the Tell Us About Yourself section. Be mindful that fields 
indicated with a red asterisk must be completed to continue.
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Create a User ID. If you need help with creating a User ID, please click on the blue light bulb situated below the 
text box. This light bulb will remain visible throughout the entire process. 

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.

Do not use an email 
address in Step 2. 

Please stay between 
8-12 characters.
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User IDs and Password Standards: 
 
Users are expected to uphold the confidentiality of their passwords and are required to change their password 
if they believe that its security may have been compromised.  
 
Each user will have the opportunity to select their own password in accordance with established password 

Please tell us how to contact you? An email address must be entered.Before moving forward, 
record your Password 

and User ID.
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Create a PIN number by selecting six (6) digits. Please ensure that the numbers are neither consecutive (e.g., 
123456) nor identical (e.g., 999999). It is advisable to document this number for future reference.

Please enter your current personal phone number and personal email address in the fields provided below. 
The email address must be readily accessible. Prior to selecting “Create Your Account,” ensure that the 
information you have provided in Steps 1-4 is accurate.

Please proceed to the next page to receive instructions for Confirming your Email. Access to your account will 
be restricted until your email has been confirmed. It is essential to confirm your email within the permitted 24-
hour time-frame. If you receive an error stating that the email is not unique, you’ll need to use another email 
to complete registration. 

Enter your personal email 
address. Only personal emails 

should be used here.
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You are now required to confirm your email address. Please check the inbox of the email address you provid-
ed during the setup process. Follow the instructions contained within the email. After confirming your email, 
please sign back in as illustrated below, as shown on the following page.

CONFIRM EMAIL

Close all open pages (not your browser) and proceed to edlink sign-in using the link below.

LDOE.EDLINK.LA.GOV
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Please follow the steps outlined below to retrieve your previously registered User ID. Check for an email from 
LDOE.gov in the same email account that was used during the account setup. Please note that these credentials 
cannot be changed or edited; only your password may be modified. 
 
Return to your email and locate the message from LDOE.gov. This email contains a temporary password. Ensure 
that you copy the password accurately, as it is case sensitive. 
 
Log back into Edlink using your User ID and the temporary password. Once you have successfully accessed your 
account, you will be prompted to enter the temporary password and select a new password. Please confirm 
your new password and save the change

FORGOTTEN USER ID/RESETTING PASSWORD

1

2
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EDLINK OPS LOGIN PROCEDURE

Please enter your User ID and Password into the white MyLA box and submit. You will be redirected to the 
School Manager Dashboard. Complete the New User Profile displayed on the following page with care. 

https://ldoe.edlink.la.gov/#/

Shared computers will likely 
store previously entered credentials. 

Clear history of “all time” under
 your browser’s settings to avoid

 this from occurring.
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NEW USER-PERSONAL PROFILE (Edlink Ops)
1. Your New User-Personal Profile must be completed prior to the activation of your account. All fields marked    
    with red asterisks are mandatory. Please utilize only personal information to complete the profile.

Sally

Brown

SBrown@gmail.com

888-555-1212

SBrown24@

400 W. Sparrow St. 400 W. Sparrow St.

New Orleans New OrleansLouisiana Louisiana

New Orleans New Orleans75555 75555

58463468

You will not receive a 
confirmation. Your details 
will be “dimmed” and will 

be non-editable.

STOP!
If you did not receive a Staff 

ID # after Saving, you’ll 
need to complete a 

Support Ticket.
Staff ID
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https://ldoe.edlink.la.gov/#/

888-55-121201/02/1980 00016589 Louisiana

Female White

DO NOT click Save and Submit until you have thoroughly reviewed all the information you have entered. 
Profile details are utilized by various State databases linked to your licensing and funding requests. If you do 
click Save and Submit and subsequently notice an error, please refrain from creating a new account. Instead, 
submit a ticket to Edlink Support at https://edlink.supportsystem.com/open.php. Kindly allow 24-48 hours for 
a response from our support team.

Return to the Name and Contact section of the New User Profile page. Confirm that you have been   
assigned a Staff ID number, which can be found just beneath the MyLA User ID. If you have a    
Staff ID, proceed with Edlink Ops. If you do not have a Staff ID, please use the same link as in #9 for Edlink 
Support to notify our support team about this matter. Please allow 24-48 hours for a reply from our support 

Please log out from the upper left section of the Edlink dashboard. Subsequently, re-enter Edlink Ops to begin 
utilizing your Edlink Ops account.   

GOOGLE CHROME MICROSOFT EDGEACCEPTED BROWSERS
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Your New User Dashboard will present a message stating, “Welcome, {your name}.” Access to the Site will be 
limited until either your application is approved or your Edlink Security Role Requests receive authorization.

Find the Right Program Request Access to Entity

All providers will 
see this dashboard. After 
existing providers request 
access to their Entity, the 
Dashboard will update.

For new providers (those who do not currently possess a license), please select Help from the left menu and 
then choose Find the Right Program to initiate a new application. New providers will be required to request 
access only after their license has been approved and issued. 
 
For existing providers (those who currently possess a license and site), please proceed to Page 20 to request 
access to your entity and begin your renewal application. Instructions are provided.
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To update your email address, please follow the instructions outlined below. This option should be used 
sparingly, particularly in situations where you are unable to access your account or if the account is linked to an 
organizational server. Enter your personal email address ONLY. If you no longer any have access to the email, 
submit a Edlink Support Ticket for assistance.

1. Leave all your site pages open for the time being. You are currently logged into Edlink Security and can 
access your MyLA contact details. 

2. Open a fresh tab (page) in your web browser. In the URL address field, type https://my.la.gov/en-us/help or 
click here to access MyLa Help.

3. Sign In at the top right corner of this page. You’ll be asked to enter your User/Login ID and password or you 
will be automatically navigated to the Account Home page, shown on the upcoming page.

UPDATING YOUR EMAIL
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4.   In the bottom left corner, you will find the options to change your phone number and email. Please update 
your phone number and email using personal accounts only. Click on Update Contact. If you receive a 
green box indicating that a token has been created and the update was successful, please confirm the 
new email to complete the update. If you receive a red box stating that the email is not unique, you will 
need to submit an Edlink Support Ticket to resolve the issue. DO NOT ATTEMPT TO CREATE A NEW EDLINK 
ACCOUNT. Ensure that you close all Edlink and MyLA related pages.

5.   After confirming the updated personal email, please close all Edlink or MyLA related pages. Then, return to   
      https://ldoe.edlink.la.gov/#/ and sign into Edlink.

STOP! DO NOT alter your 
name in any way. If you need 
to modify it, please submit a 

support ticket.
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7.    Please sign out of all pages and reopen Edlink Ops at https://ldoe.edlink.la.gov/#/. Alternatively, you may  
       select the Application Menu and then the Edlink Ops Portal, as illustrated below. It is important not to 
       proceed prematurely. Your Edlink Ops New User Profile must be completed prior to requesting   
       access to your school.
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Your Edlink Ops dashboard will be displayed as illustrated in the example below. All new and existing providers 
will only have access to this dashboard until a new license has been approved or the Entity Role Requests have 
received approval from LDOE.

Find the Right Program Request Access to Entity

NEW Applicants 
who have not yet obtained a 

license should choose “Find the Right 
Program.” Next, proceed to 

Page 27 * to complete the new
application process.
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NEW APPLICANTS 



REQUESTING ACCESS TO ENTITY

Find the Right Program Request Access to Entity

CURRENT Providers (with a valid license) will choose, Request Access to Entity, as indicated in the lower right 
corner of the first image. You will be directed to the second image. Choose, Edlink Security, as displayed in the 
second image. 
 
CURRENT Providers seeking access to an additional site (2nd, 3rd...) should Sign In, select, Account Settings, 
Find the Right Program, Request Access to Entity and then Edlink Security. Continue to Page 20.

NEW Applicants who
 are not licensed yet, will select 

“Find the Right Program”. Then go 
to Page 29 to continue the NEW 

application.

Existing Providers with 
an approved license, select, 
“Request Access to Entity”.
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Follow the red arrows to 
request your role.

ENTITY MANAGER, STAFF ADMINISTRATOR OR STAFF OPTIONS

           

                        
                         
  20

FCC’S must request 
Entity Manager, Edlink 

Security Access and CCAP 
Administrator.
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If the Security Administration 
bubble is not selectable, you will 
need to submit an Edlink Support 

ticket. Allow 24-48hrs for a 
response.
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Search by center name, 
address or city. A general first 

word search will usually provide a 
drop-down with locations to select 

from. Carefully choose the 
correct site.
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Select:

• Entity Manager to access all features and functions (renewals, license changes, closures, banking, CCAP, etc.)

• Staff Administrator to access all Staff info, credentials and KinderConnect (attendance, roster, clock in/out)

• Other Staff/Teacher to access your own credentials and update personal contact information. This is a great way to 
maintain your digital portfolio that you may take with you from employer to employer.

Please allow 24-48hrs for LDOE review and approval of your requests. Do not submit an Edlink Support 
ticket to check the status of your requests. An LDOE staff member will contact you if there are any questions 
pertaining to your requests. 

Sign out of all Edlink Ops and Edlink Security related pages. Upon LDOE approval, you will receive an email alerting you of 
the approval or rejection statuses of your requests. 
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LDOE.EDLINK.

GOOGLE CHROME MICROSOFT EDGEACCEPTED BROWSERS
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NEW PROVIDER SITE APPLICATION
The Find the Right Program feature will guide you through a series of questions designed to help determine 
the most suitable type of licensing or certification for you and the children in your care. 

The Find the Right Program feature is also accessible in the left navigation panel under Help. Both methods will 
lead to the same series of questions. Please select Early Childhood by clicking on the corresponding box. The 
box will slightly darken, and an additional set of options will appear below the previous question.

Account Settings > Help > 
Find the Right Program should 
only be selected if a provider 

wishes to ADD AN ADDITIONAL 
Entity.
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By scrolling back up and adjusting your responses, a new recommendation for the type of license will appear. 
Please click on any of the image links above for further information regarding the benefits that may be 
available to you as a provider and for the children in your care. Once you have determined the appropriate 
license or certification type you require. Select, Start Application.
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In this section, you will confirm your license type. If the appropriate license or certification type is not 
displayed, please click on the large gray button labeled Return to Find the Right Program to modify your 
responses to the series of questions. A new type may be recommended. Proceed with the application as 
previously instructed. If the license type is accurate, please select Continue to Application.
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APPLICATION HOME
Please take a moment to thoroughly review all instructions, particularly those contained within the banners. 
This specific blue banner outlines essential guidance regarding the order of operations and navigation through 
the application. It is imperative that you complete each Step in chronological order initially. Subsequently, you 
will have the opportunity to revisit any of the Steps in any sequence. Badges will change colors as you progress 
through the application. Blue: Must be selected first, Green: Step is complete and Yellow: Incomplete. 
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Steps must be initially 
opened in chronological 

order. Steps may be 
revisited and completed 

in any order.

Completed Steps will turn 
green and incomplete Steps 
will turn yellow. Review Step 

7 regardless of color.



Step 1 contains the application instructions. These instructions are tailored to your specific license type, 
so it is essential to read them thoroughly. This section provides links and detailed instructions for various 
requirements necessary for licensing or certification. Additionally, links are available for updating credentials 
for all staff members. A link to the CCCBCS (background check) is also included in this section. 

APPLICATION INSTRUCTIONS
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FUNDING SOURCE

To proceed to Step 2, Funding Source, you must check the box that says “Yes, I Agree” before clicking the Save and 
Continue button. Throughout your application, you can return to this step at any time to review the instructions or 
access links. Simply click on “Back/Return to Application Home Page,” then select “Step 1.”
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FAMILY CHILD CARE PROVIDER

Enter your personal information, as shown below. FCC’s must be named using your legal name, only. 



LOUISIANA SCHOOL AND CENTER FINDER
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Close the link’s browser tab if you are finished searching. All links opened from within the application, may be closed at 
any time without impacting the application process. Each link opens into a separate window.
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SERVICES AND HOURS

If all times of operation are 
the same, enter the first day 

and select “Copy to All”.
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OWNERSHIP TYPE

In Home and FCC sites types 
will never be a Corporation.
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HOME-BASED PROVIDER

If you are married, you 
must enter your spouse’s 

information, as you did your own 
Your spouse also requires an 

Eligible CCCBC.

Personal Information must 
be factual. Your account and 
action within your account 

are linked to your SSN.
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PROVIDERS AND SUPPORT STAFF

See your CCCBC Portal 
account for Letter of 

Eligibility.

Red triangles indicate that the individual Provider or Staff requires your review. The triangle will disappear if all required 
uploads and entries have been made. 

Mandatory Documents 
for Providers are: Pre-Service 

Orientation, CPR, Pediatric First Aid, 
Mandated Reporters, Medication 

Administration, and ELC 
Experience.
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Set scanner profile:
70-100 DPI, B&W, PDF/

JPG/BMP

Required credentials are the Provider’s responsibility to complete and present in this application. Utilize Home-Based 
Child Care Centers at https://doe.louisiana.gov/early-childhood/home-based-child-care-centers. Links for training and 
certifications are located here. See the CCDF Bulletin 139 for detailed requirements.

 https://doe.louisiana.gov/early-childhood/home-based-child-care-centers.
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Click on the trash 
can or eye icon to delete or 

view uploads. 



ADDING SUPPORT STAFF

           

                        
                         
  43

Will the Support Staff be 
working with children?



           

                        
                         
  44



           

                        
                         
  45

If your document is 
uploading properly, you will 
see these status bars as the 

upload is completed.
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HOUSEHOLD RESIDENTS
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All residents must be listed in your application. This includes children under the age of 18, extended family members, 
and any college students who still live in the home. Social Security numbers are required for all residents who are 18 
years or older. Additionally, CCCBC eligibility is required for these same residents.

Click on the pencil icon 
to edit the resident and the 

trashcan to delete.



           

                        
                         
  48



CHILD CARE CRIMINAL BACKGROUND CHECK (CCCBC)
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All residents must be listed in your application. This includes children under the age of 18, extended family members, 
and any college students who still live in the home. Social Security numbers are required for all residents who are 18 
years or older. Additionally, CCCBC eligibility is required for these same residents.



EMERGENCY PREPAREDNESS PLAN
To get started, download the Emergency Preparedness Template located at the top of the page and save it to your 
computer. This PDF document is editable, allowing you to fill it out electronically, except for your signature. Be sure to 
save your information as you work through the document by saving a copy to your hard drive.

Once you have completed the Plan, you will need to print it, then scan and upload the finished document. To upload, 
select the “Browse” button to locate the file on your personal computer. Double-click on the file or select it and click 
“Open” to begin the upload process.

If you already have an existing Emergency Preparedness Plan (EPP), you may upload that file, as long as it covers all 
the sections indicated by the Template. Additionally, download the Emergency Plan Requirements and save it to your 
computer.
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Set scanner profile:
70-100 DPI, B&W, PDF/

JPG/BMP
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CHILD CARE ASSISTANCE PROGRAM
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Click and hold the scroll bar, 
dragging it to the bottom of the 

content box. The Accepted option 
can not be checked if this is not 

done first.

Enter the actual rate/fees 
charged for each age group. 

This amount will not effect the 
CCAP benefit rate.

MANDATORY FOR FCC 
PROVIDERS
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DOCUMENT UPLOAD
Upload the required documents below. Multiple files may be uploaded in each section. Ensure that your scanned 
documents are not too large for your personal computer to upload. Scan Profiles should be 70-100 DPI, B&W and a 
common file type, such as PDF, JPG, BMP...Edlink will take most types with the exception of video files. This profile will 
ensure that the files are small in file size but completely viewable.
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BANKING INFORMATION
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Download, complete and 
upload the Direct Deposit 

Authorization Form.



COMPLETED FCC APPLICATION HOME
The Application Home page is the final page before you submit the application. Ensure that all badges are green and 
complete. You will need to visit or revisit any blue or yellow badges before the application can be submitted. To do this, 
click onto the Review or Edit button above the incomplete badge and enter the missing documents or information. Then 
return to the Application Home page to submit.
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All applications will be located in Pending Applications on your Dashboard. The following is only an example. Click on Edit 
to continue an unfinished application or withdraw a submitted application.

APPLICATION STATUSES
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In Progress status is an 
application that you are still 
working on and have not yet 

submitted. It may 
be edited.

Pending status is an 
application that has been 

completed and submitted. It 
can not be edited.



In order to complete your renewal application, access must be requested and approved through Edlink Security: Self 
Registration. Once approved, the Entity Dashboard, shown below, will be displayed. 

Only one application can be in progress at a time, per Entity. So, make all of your changes within your renewal 
application. The Submit Renewal Application button will be available when you are 90 days or less from the expiration 
date of your license. The Renewal button will be dark grey, as shown below.

Do not utilize the Management tabs on the left-side menu unless your Provider Certification Administrator asked that 
information be changed outside of your renewal application. Examples of this might be staff, family members, and 
change of location. 

Select the Submit Renewal to begin.

FCC RENEWAL APPLICATION

           

                        
                         
  58



FCC RENEWAL APPLICATION HOME

           

                        
                         
  59

Only edit the information 
that must be edited. Upload 
all documents requested by 

Edlink in each Step.



APPLICATION INSTRUCTIONS
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FUNDING SOURCE
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Please review and update all the information in each section. The details currently displayed were carried over from last 
year’s certification/registration. To edit any information, click on “Edit.” The fields that can be modified will change from 
grey to white, indicating they are editable. Once you have made your changes, click “Save and Continue” to proceed to 
the next step.

FAMILY CHILD CARE PROVIDER
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Only edit the information 
that must be edited. Do not 

edit your name until you have 
spoken to your Licensing 

Consultant.



Review and Modify all of the information in each section. The information that you see now was transferred from last 
year’s certification/registration. To edit the information, Select, Edit. All fields that may be edited will turn to white, 
rather than grey, allowing the information to be edited. Select Save and Continue to proceed to the next step.

SERVICE AND HOURS

If you are caring for 
children under 1 yr old, 

you’ll need to sign and date the 
Safety Crib Statement each time 

the application is closed and 
reopened.
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Please review and update all of the information in each section. The details you see have been carried over from last 
year’s certification or registration. To make changes, simply type in the correct information. Once you have completed 
your edits, select “Save and Continue” to move on to the next step.

OWNERSHIP TYPE
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A Change in Ownership Type 
application must be completed 

and approved by LDOE. See 
the Edlink Training page for 

instructions.

RETURN TO INCOMPLETE RENEWAL APPLICATION



Please review and update the information in each section. The data you see now has been carried over from last year’s 
certification/registration. To edit any information, select “Edit.” The fields that can be modified will change from gray to 
white, indicating that they are editable. Once you have made your changes, select “Save and Continue” to proceed to the 
next step.

HOME-BASED PROVIDER
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REMOVE SPOUSE
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If this situation applies to 
you, contact your Licensing 
Consultant for assistance.



PROVIDERS AND SUPPORT STAFF
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Please review and update the information for each Provider and Staff Member. Click on the pencil icon to open the staff 
member’s page for editing. After you have uploaded all necessary documents and entered the information, make sure to 
click “Save.” The staff list will return, and the triangle next to that specific staff member will be removed.

Delete any staff that is no 
longer at your site. The Provider 

must remain in place. Do not 
Delete!



Mandatory Documents 
for Providers are: Pre-Service 

Orientation, CPR, Pediatric First Aid, 
Mandated Reporters, Medication 

Administration, and ELC 
Experience.
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Personal Identification 
Information must be factual. 

CCCBC’s are linked to this 
information.



Click on the pencil, 
trash can or Eye icon to edit, 
delete or view the uploaded 

document. 
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HOUSEHOLD RESIDENTS
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All residents and staff must be listed in your application. This includes children under the age of 18, extended family 
members, and any college students who still live in the home. Social Security numbers are required for all residents who 
are 18 years or older. Additionally, CCCBC eligibility is required for these same residents.



CRIMINAL BACKGROUND CHECK (CCCBC)
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All residents and staff must be listed in your application. This includes children under the age of 18, extended family 
members, and any college students who still live in the home. Social Security numbers are required for all residents who 
are 18 years or older. Additionally, CCCBC eligibility is required for these same residents.

If any status other than Eligible appears by a name, return to that individual’s resident or staff entry and verify all 
personal identification information. If all is correct and the status is still not Eligible, contact CCCBCS through their portal 
for assistance. Please contact your Provider Certification Administrator and inform him/her of your roadblock. 



EMERGENCY PREPAREDNESS
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Emergency Preparedness Plan 
must be updated yearly, reflecting 
new dates, staff and physical site 

changes. You may use the provided 
template below.



CHILD CARE ASSISTANCE PROGRAM
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Providers that do not charge for their services and are funded either privately or sources outside of the CCAP, will still 
need to read through (grab the scroll bar and slide down) the Provisions to activate the Accepted button. All others, 
Download the CCAP Agreement for your records. All Providers will (Entity Manager’s) initials next to each CCAP 
Assurance. If you are a Head Start or Grant funded, you are not accepting CCAP, your entity is already on record as 
nonCCAP provider. 
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Enter your rates and fees in the respective boxes next to the ages that you will service. Place a value of at least zero into 
all boxes of ages not serviced. Enter your current rates into the boxes of the ages that are serviced. These rates will be 
verified by the Licensing Consultant, CCAP and by submitted a Notification of Rates to parents. 

If a registration fee will be charged for any service that is offered, select yes. See each drop-down for options. If no 
registration fee will be charged, leave the box empty. You do not have to charge fees for a specific services.



DOCUMENT UPLOAD
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Scan Profile:
70-100 DPI, B&W, 
PDF/JPG/BMP...



BANKING INFORMATION
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If there are no 
changes to your banking 

information, you may upload 
last year’s Direct Deposit 

Authorization Form.



REVIEW SUMMARY
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In this final step, you will review all of your changes. If you agree with the modifications made, click the “Confirm” box 
next to each entry. Alternatively, you can select the “Confirm” box at the top of the list to confirm all changes at once.



REGISTRATION RENEWAL HOME COMPLETE
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Providers must 
be certain that all residents

and staff are listed in Step 7. The 
Step will be green even if someone’s 

information is missing.



PENDING STATUSES
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Your application was successfully submitted. No changes may be made to your application but it may be viewed. 
Applications may take up to 90 days to process. Check your email daily for receipt of submission, Returned to Provider 
(for revisions) and status changes. If you have additional concerns, contact your Provider Certification Administrator for 
assistance. 
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