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Tom Horne, Superintendent of Public Instruction Last updated — July 2006

System Training and Response (STaR) Team — LEA Profile

SAIS Technology Coordinator Contact Information Overview

This document is intended to provide basic step-by-step instructions for updating the SAIS
Technology Coordinator’s contact information in the LEA Profile with the Arizona Department of
Education. The purpose of having this information up to date is to establish a point of contact for
issues regarding SAIS so that the System Training and Response (STaR) Team can more efficiently
and effectively disseminate SAIS information. This contact information is also used by other units at
ADE, so to ensure that your LEA receives current information, please keep your LEA Profile current.
Should you have questions or need additional assistance, please contact the STaR Team at http://
www.ade.az.gov/schoolfinance/STaR/. Click on Request for Training and Assistance.

Update SAIS Technology Coordinator Information

To update the SAIS Technology Coordinator:

1. The authorized user logs on to the ADE Common Logon.
« Navigate to the ADE home page at http://www.ade.az.qgov

e Click on Common Logon. The link is located near the upper right-hand corner of the home
page.
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Update SAIS Technology Coordinator information in the LEA Profile -2-

2. Enter the username and password received by e-mail from the ADE Support Center, then click
Continue.
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» We have changed our practices regarding passwords and user accounts, Click here for Current Password Process,

e If you have lost your password Click here,

3. Select LEA Profile from the Common Logon Application.
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Update SAIS Technology Coordinator information in the LEA Profile

4. Edit the Name, Phone and E-Mail fields for the SAIS Technology Coordinator to reflect the
current information.
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Arizona
DerARTMENT OF
Eoucanion

Apache Elementary District (02-03-42-000)

County:

Entity Profiler

ITo request a change edit the fields and
ress the mail button.

Ditsct enquiries to the ADE Enterptise
[T nit:

Phone: (602) 542-7372

[Email: Enterprise

Postal Address:
Location:

Phone:

District A dmindstrator:
TRAN:

Back to List

Business Manager
SPED Census:

Site Contact:

Site Contact:

Bite Contact.

Grant Contact:
Grant Contact:
Grant Contact:

Grant Contact:

Cochise
P 0 Box 16435, Portal. AZ 85632

10488 Skeleton Caryon Rd, Apache. AZ
(520) 556-1234

TITLE & FULL NAME
Mr. John Doe

Ms. Jane Doe
Ms. Jane Doe
Ms. Jane Doe
Ms. Jane Ooe
Ms. Jane Doe
Ms. Jane Doe
Ms. Jane Doe
hs. Jane Doe

Ms. Jane Ooe

Grades Served:

PHONE
(520) 565-1234

(520) 5551234
(520) 556-1234
(520) 556-1234
(520) 556-1234
(520 5561234
(520) 5551234
(520) 556-1234
(520) 556-1234
(520 556-1234

Pre-k-8 UE

(520) 565-1235

EMAIL
john.doe@yourschool.org

jane.doe@yourschoal.org
jane.doe@yourschoal.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschoal.org
jane.doe@yourschoal.org
jane.doe@yourschool.org

jane.doe@yourschool.org

@hﬂulogy Coordinator:

hr. Neww Guy

(5201) 5651234

I aurschool.org
new.guy@yourshcool.org

=

o

ISV

5. Click on the Email: Change Request button at the bottom of the page.

https:/iwwwtest.ade. az. gov/commonlogon/Profiler/Default. asp?

AppInfo=6C6A92BE66B1D565D6DBB0OEB4 21 - Microsoft Internet Explorer

File  Edit  View

Qobak - O

Favortes  Tooks

X [

Help

fddress |4 https:fwmatest.ade, sz govfommonlogon/Profiler/Default. asp?AppInfo=6.C5A32BE65E1 DSESDEDBENESS2 1B971 F333A4CASF I4CDZ04AZATIAZE ASZFCFAS

[T
"

v aGo

Arizona
DepartmenT oF
Eoucamnion

County:

Entity Profiler

To request a change edit the fields and
ress the mail button

Ditect encuities to the ADE Enterprise
[Tt

[Fhone: (602) 542-7378

Email: Enterprise

Postal Address:

Location:

Phone:

Head of Goveming Board,
Bus Inventory

TRAN

Back to List

SDER:

SPED Census:
Absence Approval:
AN

LEPS:

October Enroliment:
ROLL.

Grant Contact:

(Grant Contact:

Pima
P 0 Box 80, Sasabe, AZ 85633 0080

1 Schoalhouse Dr, Sasabe, AZ 65633
(520) 565-1234

TITLE & FULL NAME
Mr. John Doe

Ms. Jane Doe
Ms. Jane Doe

Ms. Jane Doe

M. Jane Doe

.Jane Doe

Mr. Joe Schmoe

PHONE
520) BE5-1234

520) 5E5-1234
h20) 565-1234
h20) 565-1234
h20) B55-1234

(520)
(520)
(520)
(520)
(520)
{5200y 555-1 234
(5200) 555-1 234
(520) 5551234
(520 5551234
(520 5551234
(520 555-1234
(520 555-1234

EMail: Change Reguest |

Pre-k-8, UE

(520) 6561235

EMaIL
john.doe@yourschool.arg

jane.doe@yourschoaol.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doe@yourschool.org
jane.doel@yourschool.org
jane.doed@yourschool.org

joe.schmoe@yourschoo.org



Update SAIS Technology Coordinator information in the LEA Profile -4-

6. Enter your contact information in the Name, Phone Number, E-Mail and Fax Number fields.
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Hbueons Apache Elementary District (02-03-42-000)
DeparTMENT OF - /
Eoucarion

LEA Entity Change Request

these changes I may be reached at:

Entity Profiler

To tequest a change edit the flelds and
ress the mail button

Name: Jane Doe Phone Number: (520} 555-1234

E-mail: jans.dos@yourschool.org Fax Number: (520) 555-1235
Direct encuities to the ADE Enterprise
[ * Name, Smmiggel Phone are required
Fhone: (602) 342-7372 .
Email: Enterprise Coraments:

|

Requested Changes:

NOTE: You arve submitting this to ADE to be updated. You are not updating dirvectly to our database.

We attempt to update the data within the same business day. In the event we cannot, we guarantee to have it updated by the next business day.

7. Add any additional comments you may have in the Comments field. You may skip this field if
you wish.

8. Verify that the changes listed in the Requested Changes box are correct. If they are incorrect,
click your web browser’s Back button and correct the information.

<A hitps:/iwwwtest.ade.az.gov/commonlogon/Profiler/Default.asp?Applnfo=4AC6E6F49DD1D2ZDOAFAS4 627407 - Microsoft Internet Explorer,

File Edit “iew Favorites Tools  Help

‘:) Back = ,ﬂ ,g'] Address @ https: jfwwtest. sde. az. govfcommonlogonyProfilerjDefault. asprappInfo=4AC6EEF490D1 DZD0AF AS4627407D02FBBSC CE2EFBF465CFaAS T F22902D0CSCEC w a G
Mok Apache Elementary District (02-03-42-000)
DeparTMENT OF v :
Eoucation
LEA Entity Change Request
Entity Profiler

To confnm these changes I may be reached at:
To request a change edit the fields and

: | Jane Doe 2 (5200) 555-1234
tess the mail button. Name: Phone Number: (520)
E-mail: jane.doe@yourschool.ory Fax Number: (520) 5551235
Direct enquities to the ADE Enterprise
[nit: * Hame, E-mail and Phone are required
Phone: (602) 542-7378 o
Bwail: Enterprise e

\

equested Changes:

NOTE: You are submitting this to ADE to be updated. You are not updating divectly to omr database.

We atterapt to update the data within the same business day. In the event we cannot, we guarantee to have it updated by the next business day

9. Click Send. The application will return you to the main LEA Profile application page (from step 4).



