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- Louisiana School System Contact Form

~ In order to streamline the
_ process of collecting
contact information from
school system
supervisors, and ensure
timely information is sent ST (e s e
to school systems
''''' throughout the year, the
- Department has created
= the Louisiana School S

O Create a new contact

System Contact Form. O Update an exsting contact

(O Delete a contact

My School System is:
*

001 Acadia Parish

- The form can be found at:
| https://form.jotform.com
*[LDOE/Idoe-contact-list

Al

Admin Use Only



https://form.jotform.com/LDOE/ldoe-contact-list

- Adding a New Contact

LDOE Contact List e =

My School System is: First Name Last Mame

*

015 Concordia Parish - My work email

address is: *
john.smith@exampleparish.com

I need to: *

@ Create a new contact john.smith@exampleparish.com

O Update an existing contact As indicated in Bulletin 118; 85319, personal email addresses (Hotmail, Google, Yahoo, etc ) will not be accepted for accountability or district

O Delete a contact test coordinator contacts.

For my LEA | am My “"’rk_Ph one

the/a (select all that number is: *

apply): *

(O 504 coordinator

Accountability Contact Area Code Phone Number

Business/Finance Manager

Communications/Media Contact
Compass Coordinator

Content Leader Coordinator

O
O
(O career and Technical Education Supervisor
O
O
O

Y Forricolom Conansicar iChiaf Aradamic Nffirar

Step 1: Select “Create New Contact” and select Step 2: Complete contact information for the individual
the individual's role (select all that apply)
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- Adding a New Contact: Secure Roles

Due to the secure nature

of the data that they This request requires superintendent/head of school approval. Enter the
handle, the superintendent/head of school name name and email address below then click
Superintendent or Head submit. An email will be sent to the superintendent/head of school for approval.

. Please do not click the approval button if you are not the Superintendent/Head of
of School must sign off on school.

the addition of
Accountability Contacts,

Superintendent/Head

District Test Coordinators, of school Name *
and Security |
Coordinators. First Name Last Name
If any of these roles are S
of School Email
chosen, the Address *

Superintendent or Head of
School will receive an
- email asking them to

verify the addition of the (For
d Superintendent/Head
Contact N the System of School use only)

This request is:

before it goes live.

Approved
Not Approved




The following are reasons for
updating a contact:

* An employee changes
job titles/roles

* An employee’s contact
information changes

If any of these changes occur,
please update the form by
selecting the “Update an
existing contact” and
completing the appropriate
fields.

** DO NOT use this option if
an employee leaves your
school system and another
employee is hired to fill their
role. Instead follow the steps

on slide 6.

Updating a Contact

I need to: *
Create a new contact
Update an existing contact
Delete a contact

The name of the
contact | need to
change is: *

Janet Doe
First Mame Last Name
I need to: *

Change the name (used only for name changes of the same person)
Change the email address

Change the phone number

Change the role

The name should be:
*

Jane Doe

First Name Last Name

Submit



By 1

~ Replacing a Contact e N

Update an existing contact

Delete a contact

The name should be:
*

If an employee vacates their role in the school

. . . . Jane LDOE Contact List
system, and another employee is hired in their AT 4.
place then there are two steps that need to be R T

contact | am deleting

taken to make this change in the contact from. s s person wil

be completely 015 Concordia Parish
removed from the

contact list) *

First Name I need to: *

1- DEIEte eXiSting contact by Selecting thls Create a new contact

Update an existing contact

option at the top of the form and entering osee a cortac
their information.

For my LEA | am
the/a (select all that
apply): *
504 Coordinator
Accountability Contact

2. Add the new employee and their contact

Career and Technical Education Supervisor
information by following the steps on slide o o
4 Content Leader Coordinator

Furriculim Sunardicnar/Chiaf Aradamic Nffirar
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Contact Us

If you experience difficulty in using the form, or have questions,
please contact us at [doecommunications@Ia.gov.
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