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Agenda

• Introduction to EPS

• Entity Categories

• Important Info to Review

• RCDTS Codes

• Making Major vs. Minor Changes in EPS

• Updating/Verifying Info

• Recent & Upcoming Changes

• Resources/Contacts
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What is EPS?

• Contains:

– Entity name and 
address

– Administrator names 
and contact information

– Grades served

– Program information

– And much, much more!

• The Entity Profile 
System (EPS) serves as 
the directory for Illinois 
schools and districts.

• Most IWAS systems 
are populated with 
information entered in 
EPS.
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Category Types
#​ EPS Category​

A​ Regional Programs​

B​ Charter School Campuses​

C​ Nonpublic Special Education Operating Agencies​

D​ Nonpublic Special Education Programs​

E​ Early Childhood Attendance Sites​

G Professional Development Organizations

1​ Regional Offices of​ Education​

2​ Public Districts​

3​ Nonpublic Districts/Schools​

4​ Public Schools​

5​ Miscellaneous Payees​

6​ Special Education Districts/Cooperatives​

7​ Special Education Schools​

8​ Other State-Funded Entities and Hybrid High School Districts​

9​ CTE Area Career Centers/Education for Employment​
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Important Info to Review
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Contact Information

• Key Personnel

– For example, principals, Title IX coordinators, etc.

• Addresses

• Phone/Fax Numbers

• Etc.
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Grades Served

• Per EPS Guidelines, grades served are: 

– For the general student population in your 
organization’s area

– For a full, complete, and standard grade

• If the grades served in EPS are different than the 
ones you are currently serving, email 
EPSchange@isbe.net to initiate the grade change 
process.

https://www.isbe.net/Documents/eps-guidelines.pdf
mailto:EPSchange@isbe.net
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Pre-Qualification Timeline
Step Description Preparation Time Processing Time Resources

1
Register with

State of Illinois
30 minutes 2-6 weeks

Illinois

Secretary

of State

2

Obtain FEIN/EIN 30-45 minutes

Immediate for online

application; 4 weeks 

for mail-in or fax

applications

IRS FEIN/EIN

Application

3 Register/renew

in SAM.gov
1-2 hours Up to 6 weeks SAM.gov

https://www.ilsos.gov/departments/business_services/home.html
https://www.ilsos.gov/departments/business_services/home.html
https://www.ilsos.gov/departments/business_services/home.html
https://www.ilsos.gov/departments/business_services/home.html
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sam.gov/content/home
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Pre-Qualification Timeline
Step Description Preparation Time Processing Time Resources

4

Sign up for an

Illinois.gov

account

15 minutes Immediate
Illinois.gov

account set up

5

Link GATA

account to

Illinois.gov

account

15 minutes Immediate
GATA Grantee

Portal

6

Complete

organization

profile in GATA

Grantee Portal

30-45 minutes 1-3 days
GATA Grantee

Portal

https://www2.illinois.gov/sites/accounts/pages/createanewid.aspx
https://www2.illinois.gov/sites/accounts/pages/createanewid.aspx
https://www2.illinois.gov/sites/accounts/pages/createanewid.aspx
https://www2.illinois.gov/sites/accounts/pages/createanewid.aspx
https://fsaccount.illinois.gov/adfs/ls/?wa=wsignin1.0&wtrealm=http%3a%2f%2ffsresource.illinois.gov%2fadfs%2fservices%2ftrust&wctx=13d01ae2-72f4-4710-92cb-f792ae0c87d2&wct=2021-06-10T17%3a00%3a32Z&client-request-id=35ab5766-5f02-4a13-f503-0080000c00ac
https://fsaccount.illinois.gov/adfs/ls/?wa=wsignin1.0&wtrealm=http%3a%2f%2ffsresource.illinois.gov%2fadfs%2fservices%2ftrust&wctx=13d01ae2-72f4-4710-92cb-f792ae0c87d2&wct=2021-06-10T17%3a00%3a32Z&client-request-id=35ab5766-5f02-4a13-f503-0080000c00ac
https://fsaccount.illinois.gov/adfs/ls/?wa=wsignin1.0&wtrealm=http%3a%2f%2ffsresource.illinois.gov%2fadfs%2fservices%2ftrust&wctx=13d01ae2-72f4-4710-92cb-f792ae0c87d2&wct=2021-06-10T17%3a00%3a32Z&client-request-id=35ab5766-5f02-4a13-f503-0080000c00ac
https://fsaccount.illinois.gov/adfs/ls/?wa=wsignin1.0&wtrealm=http%3a%2f%2ffsresource.illinois.gov%2fadfs%2fservices%2ftrust&wctx=13d01ae2-72f4-4710-92cb-f792ae0c87d2&wct=2021-06-10T17%3a00%3a32Z&client-request-id=35ab5766-5f02-4a13-f503-0080000c00ac
https://grants.illinois.gov/portal/
https://grants.illinois.gov/portal/
https://grants.illinois.gov/portal/
https://grants.illinois.gov/portal/
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IWAS Blast
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GATA Grantee Portal

GATA Grantee Portal
• ISBE recommends two individuals on all accounts
• School district office, a chief signing official, or other authorized 

individual should verify the following in the GATA Grantee Portal:
1. Portal access:

– New administrators/users must create an Illinois.gov account
– Approval can only be granted by the grantee or GATU
– ISBE can only remove portal access

2. Up-to-date contact information, including names, email 
addresses, and telephone numbers

3. The organization’s UEI is consistent in the GATA Grantee Portal, 
SAM.gov, and EPS
– UEI should never change

https://grants.illinois.gov/portal/
https://www2.illinois.gov/sites/accounts/Pages/default.aspx
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GATA Portal Access
1. Go to GATA Grantee Portal
2. Click “Create Account” to create an Illinois.gov account

– Follow the prompts to create and activate the user profile

• UEI and GATA ID are needed to access the portal
• Current administrator or GATU must grant access

– Email is sent to profile administrator

https://grants.illinois.gov/portal/
https://grants.illinois.gov/portal/
https://grants.illinois.gov/portal/
https://fsaccount.illinois.gov/adfs/ls/?wa=wsignin1.0&wtrealm=http%3a%2f%2ffsresource.illinois.gov%2fadfs%2fservices%2ftrust&wctx=6294534f-faf6-41a1-a438-2ffc05852476&wct=2024-05-02T12%3a36%3a06Z&client-request-id=05484cf1-cb36-4d3c-230a-008001140067
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GATA Organization Review

GATA Organization Review

• Once logged in to the 
portal, click the “Edit” 
button to view the UEI

• Review the UEI and click 
“Cancel” to exit page

– UEI should never change
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GATA Portal Action Items

GATA Portal Action Items
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GATA Portal Contact Update Instructions

• Allow entity to manage 
the organization’s 
contact and portal 
access lists
– Scroll down to the 

bottom of the main 
GATA page

– Lists should be updated 
regularly to ensure 
notifications are sent to 
correct contacts
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SAM.gov
• System for Award Management (SAM.gov)
• LEAs, ROEs, ISCs, EFEs, charters, co-ops, and other educational entities already 

have a Unique Entity Identifier (UEI) issued by SAM.
– Do NOT create a new UEI

• SAM accounts are valid for 12 months.
– Begin the renewal process at least 10 weeks prior to expiration as it can take weeks 

or months to fully activate
– Expired, invalid, or private-view SAM accounts will stop the ISBE grant
– Per 44 Illinois Administrative Code 7000.70, SAM profiles MUST be set to public 

view.

• Ensure the SAM administrator and alternate(s) are current
– Assign new or secondary role with SAM.gov Role Management Guide
– Follow instructions to submit SAM New Administration Letter

• How Do I Update/Renew an Existing Entity Registration in SAM.gov?

• SAM.gov is a free service.

https://www.ilga.gov/commission/jcar/admincode/044/044070000A00700R.html
https://www.fsd.gov/sys_attachment.do?sys_id=95bccdd01b87655006b09796bc4bcb2a
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016652&sys_kb_id=003c33981b3e69502fe5ed7ae54bcb97&spa=1
https://www.fsd.gov/sys_attachment.do?sys_id=45b8f6571ba0f5106397ec21f54bcb4f
https://www.fsd.gov/gsafsd_sp/en/how-do-i-update-renew-an-existing-entity-registration-in-sam-gov?id=kb_article_view&sysparm_article=KB0016307
https://www.fsd.gov/gsafsd_sp/en/how-do-i-update-renew-an-existing-entity-registration-in-sam-gov?id=kb_article_view&sysparm_article=KB0016307
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Logging in to SAM.gov

Logging in to SAM.gov

• Type SAM.gov in the web browser

• Click “Sign in”
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SAM.gov Workspace

• Under Entity Information, click the 
numbered circle in the green bar to 
view your profile.

• In the upper right, click the 
three dots for dropdown 
actions.

• Click the back arrow
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SAM User Directory
• To access the User 

Directory:
– Log in to SAM.gov
– Go to your Workspace
– Locate the User Directory 

widget
– Click See All to view users 

and roles on the account.
• From this screen, users can 

be sent a link to access 
SAM

– Delete users no longer 
with your organization

https://sam.gov/content/home
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SAM Role Management

SAM Role Management

• Losing access to SAM.gov

– Delays processing of grant applications

• Before this occurs, assign new or secondary role

• See SAM.gov Role Management Guide

– If access is lost, a SAM New Administrator Letter 
must be submitted according to these instructions

https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=45bc0dd01b87655006b09796bc4bcba9
https://www.fsd.gov/sys_attachment.do?sys_id=45b8f6571ba0f5106397ec21f54bcb4f
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016652&sys_kb_id=003c33981b3e69502fe5ed7ae54bcb97&spa=1
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Information Usage

Information Usage

• SAM.gov/UEI information interfaces nightly with the GATA Grantee 
Portal
– Private or not valid UEIs do not populate into the GATA portal

• The GATA Grantee Portal interfaces nightly with EPS/IWAS
– Populates grantee prequalification information into grant applications

• Data imported into EPS should match information in eGMS

• Note: Missing or inaccurate UEI can cause problems importing 
information between the GATA Grantee Portal and EPS/IWAS

SAM.gov
GATA 

Grantee 
Portal

Entity 
Profile 
System 

(EPS)

IWAS 
(Grant 

application)
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Unique Entity ID – Profile Screens by System

Unique Entity ID – Profile Screens by System

SAM.gov

GATA Grantee Portal

Entity Profile System (EPS)
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Unique Entity ID – Profile Screens by System (continued)

Unique Entity ID – Profile Screens by System (continued)

IWAS – (Grant application prequalification screen)
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RCDTS Codes
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RCDTS Code Structure

Region

County

District

Type

School

Geographic info
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Example RCDTS Code 1

Public School Region County District Type School

# of digits 2 3 4 2 4

Lake Park HS in 
Roselle

19 022 1080 16 0001

DuPage 
Region

DuPage 
County

Lake Park 
CHSD 108

Community HS High School

Total RCDTS code: 19-022-1080-16-0001
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Example RCDTS Code 2

Public School Region County District Type School

# of digits 2 3 4 2 4

Elmwood 
Elementary 
School

06 016 4010 26 2003

Region 06 West 
Cook ISC 2

Cook 
County

Elmwood 
Park 
CUSD 401

Community 
Unit

Elementary 
School

Total RCDTS code: 06-016-4010-26-2003
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Example RCDTS Code 3

Public School Region County District Type School

# of digits 2 3 4 2 4

East Peoria SD 86 53 090 0860 02 0000

Mason/Tazewell
/Woodford

Tazewell East 
Peoria SD 
86

Common
-Other

School 
District

Total RCDTS code: 53-090-0860-02-0000
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RCDTS Code vs. Building

School

Campus 1 Campus 2

School A School 2

Center 1 Center B

Building
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Making Changes in EPS
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Making Changes in EPS by Entity Category

Make changes in 
IWAS

• Public School/District

• Private/Nonpublic School

• Regional Office of Education/Regional Program

• Other State-Funded & Hybrid HS Districts

Make changes 
through letterhead 

sent to 
EPSchange@isbe.net

• Charter School Campus (Category B)

• Nonpublic Special Education Operating Agency

• Nonpublic Special Education Program

• Early Childhood Attendance Site

• Miscellaneous Payee

• Special Education District/Cooperative

• Special Education Schools

• CTE Area Career Center/Education for Employment

• Professional Development Organizations
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Letterhead Required for:

• Entity name change:

– Include current name, previous name, and 
effective date

• When previous administrator unable to update 
administrator information:

– Only applies to public districts

• Closing or opening schools
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Making Changes on Letterhead

• Send letter on official organization letterhead to 
EPSchange@isbe.net with:

– Organization’s RCDTS Code

– Organization’s FEIN (found on W-9)

– *Previous Administrator’s Name

– *Current Administrator’s Name

– *Current Administrator’s Email/Phone 

• PDF preferred

* This information is needed only if changing administrators.

mailto:EPSchange@isbe.net
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Updating Info in EPS via IWAS

• Access EPS by logging in 
to IWAS

• Click on “Sign Up Now” 
to create a new Admin 
account

https://apps.isbe.net/iwas
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Navigating to EPS in IWAS
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System Listing Page in IWAS
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Welcome Screen
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EPS Home Screen

EPS Home Screen
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Sample Entity Profile
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No Changes Checkbox
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Editing EPS Information in IWAS

• Click on the pencil icon 
to edit

• Click on the + icon to 
add an additional 
contact, phone/fax 
number, address
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Editing Contact

• Click on pencil icon of contact
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Editing Contact Info

• Fill out:

– Salutation

– First Name

– Last Name

– Email Address

– Contact Type
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Editing Contact Type

• Select the appropriate 
Contact Type using the 
dropdown menu

• Can only have one of 
each Contact Type

• Scroll down to see all 
options
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Save Contact

• Click on green “Save” 
button to save contact.

• Click on “Close” button 
to NOT save contact
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Create New Address

• 3 addresses per entity:

– Mailing

– Delivery

– Serving

• + icon to add address

• Pencil icon to edit address
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Adding Address
• Select Address Type:

– Can only have one of each type

• Input Street Address, City, and ZIP

• Click green “Save” button

123 Whoville St Whoville 65432
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Editing Address

• Click on pencil icon to 
edit selected address
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Editing Address, cont.

• Update Address info

• You may change 
multiple records at once

• Click on green “Save” 
button to save changes



51

Editing EPS Information

• Click on the pencil icon to edit EPS information
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Editing Website and Accelerated 
Placement Link

• Input the URL for 
website and/or District 
Accelerated Placement 
Policy

http://samplesd.org/advancedplcmt.aspx
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Editing Grades Served

• Fill in ALL grades served

– Not just changes

• Grade changes are NOT 
automatically approved.
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Editing Other EPS Information

• Block Schedule

• Magnet School

• County Detention 
Center

http://samplesd.org/advancedplcmt.aspx
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Save Changes

• Click on green “Save” 
button to save changes

• Clicking on “Close” 
button will NOT save 
your changes
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Second to Last Step

• Double check your work!

7/1/2024
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Final Step – Save Request

7/1/2024
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ISBE Process – What Happens Next?

• ISBE receives the requested changes from EPS

• ISBE staff processes requests when they are 
received

– Processing may take several days

• Newly added superintendents will receive an 
email with instructions to set up their IWAS 
Administrator account a few days after the 
effective date
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Making Major Changes in 
EPS

For Public Schools & Districts
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Types of Major Changes

• Changing RCDTS code

• Entity Addition

– Opening/adding/reopening an entity

• Entity Closure 

– Closing an entity

• Grade Change

– Except for pre-K and B-3
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Categories 2 and 4 Major Change Forms – 
Policy
• Go to EPS webpage and download the 

forms provided

– The major change forms include additions, closures, 
grade changes, and RCDTS changes.

• Answer all the questions for each change form 
required and send them to EPSchange@isbe.net 
as a PDF

– Please do not fill out the forms by hand.

https://www.isbe.net/Pages/Entity-Profile-System.aspx
mailto:EPSchange@isbe.net
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Categories 2 and 4 Major Change Form – 
Location
• The major change forms can be found on ISBE's 

EPS webpage. 

https://www.isbe.net/Pages/Entity-Profile-System.aspx
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Answering Major Change Questions 

Your answers should:

• Have the correct school or entity names and, if 
possible, their respective RCDTS codes

– The RCDTS code makes it easier to confirm 
information. 

• Be accurate and complete, but not necessarily 
long
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Answering Major Change Questions

Your answers should not:

• Contain inaccurate information

• Have typos in school names, entity names, and 
RCDTS codes
– This makes it difficult to confirm information.

• Be incomplete or unclear
– Clear and precise answers help to make for an efficient 

review process.
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Categories 2 and 4 Major Change Forms –
Example Explanations

• School building renovations

• New program opening

• Shifting schools to larger or smaller grade spans
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All Other Categories

• Please continue to send your major change 
requests to EPSchange@isbe.net.

– Ensure that they are on official organization 
letterhead

mailto:EPSchange@isbe.net
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Making Major Changes on Letterhead
For categories 3, 5, 6, 7, 9, A, B, C, D, E, G
• Send a letter on official organization letterhead to 

EPSchange@isbe.net with:
– Organization’s name and RCDTS code

– Major change request (closure, addition, name 
change, changing grades served)

– As much detail as possible

• PDF preferred

• Gatekeepers for your respective category will 
contact you.

mailto:EPSchange@isbe.net
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Resources

• EPS Webpage

– Directory of Educational Entities

– EPS User Guide

– Gatekeeper List

– Keys to Coding

https://www.isbe.net/Pages/Entity-Profile-System.aspx
https://www.isbe.net/Pages/Entity-Profile-System.aspx
https://www.isbe.net/pages/data-analysis-directories.aspx
https://www.isbe.net/pages/data-analysis-directories.aspx
https://www.isbe.net/Documents/EPS-User-Guide.pdf
https://www.isbe.net/Documents/EPS-User-Guide.pdf
https://www.isbe.net/Documents/Gatekeeper-List.pdf
https://www.isbe.net/Documents/Gatekeeper-List.pdf
https://www.isbe.net/Documents/Key-the-Coding.pdf
https://www.isbe.net/Documents/Key-the-Coding.pdf
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Contacts

• Data Strategies and Analytics

– 312-814-9192

– General questions: DataHelp@isbe.net

– EPS-related questions: EPSchange@isbe.net

• IWAS Technical Issues

– 217-558-3600

– ServiceNow

mailto:DataHelp@isbe.net
mailto:EPSchange@isbe.net
https://isbeprod.service-now.com/csp
https://isbeprod.service-now.com/csp
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Questions?

Questions?
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Thank you
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