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What is EPS?

 Contains: * The Entity Profile

— Entity name and System (EPS) serves as
address the directory for lllinois

— Administrator names schools and districts.
and contact information « Most IWAS systems

— Grades served are populated with

— Program information information entered in

— And much, much more! EPS.
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Category Types
lescaegoy
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Regional Programs

Charter School Campuses

Nonpublic Special Education Operating Agencies

Nonpublic Special Education Programs

Early Childhood Attendance Sites

Professional Development Organizations

Regional Offices of Education

Public Districts

Nonpublic Districts/Schools

Public Schools

Miscellaneous Payees

Special Education Districts/Cooperatives

Special Education Schools

Other State-Funded Entities and Hybrid High School Districts

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.

’ILLINOIS
STATE BUARD OF
EDUCATION



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.
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https://www.isbe.net/Documents/eps-guidelines.pdf
mailto:EPSchange@isbe.net

Pre-Qualification Timeline

Step Description Preparation Time Processing Time Resources
Illinois
Register with -
&l V,VI , 30 minutes 2-6 weeks Secretary
State of lllinois
of State
2 Immediate for online
application; 4 weeks IRS FEIN/EIN
Obtain FEIN/EIN 30-45 minutes PR I, , W _ /
for mail-in or fax Application
applications
Register/renew
3 .g / 1-2 hours Up to 6 weeks SAM.gov
in SAM.gov
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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

Pre-Qualification Timeline

Description Preparation Time Processing Time Resources

Sign up for an lllinois.gov
4 lllinois.gov 15 minutes Immediate 8
account set up
account
Link GATA
account to , , GATA Grantee
5 . 15 minutes Immediate
lllinois.gov Portal
account
Complete
organization . GATA Grantee
6 30-45 minutes 1-3 days
profile in GATA Y Portal
Grantee Portal
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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/

IWAS Blast

From : Organizational Risk Assessment
Sent : 3/6/2026 9:33:27 AM
To: i

Subject : GATA Grantee Portal Critical Update and FY2027 Risk Assessment Release

GATA Grantee Portal Critical Update and FY2027 Risk Assessment Release

All GATA Portal users_are required to log i to the GATA Grantee Portal at minimum twice per year
registration remains active.

To ensure continued access and compliance, verify individuals with GATA Portal Access are still curre
User profiles are deactivated after 6 months of inactivity. Public account passwords expire ann

Inactivity exceeding 365 days (1 year) will cause the GATA portal to cease interfacing with ex

N Follow these steps to fully execute FY 2027 grants:
N 1. Active public SAM.gov registration.

N 2. Complete the ICQ via GATA Portal. (The FY 2027 ICQ 1s now available in the GATA Por
N 3. Entity Administrators must complete and submit the 2026-2027 ORA via IWAS. (Nutritios
N 4. School Districts Only must additionally complete and submit the Consolidated District Pla

AN 5. Submit FY 2027 grant applications to ISBE.

N 6. ISBE program staff review and approve grants in their respective program areas.

N | Ifyou have any questions about the Organizational Risk Assessment system, please contact Grants /



S ——
GATA Grantee Portal

* |SBE 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 lllinois.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 UEl is consistent in the GATA Grantee Portal,

SAM.gov, and EPS

— UEIl should never change
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https://grants.illinois.gov/portal/
https://www2.illinois.gov/sites/accounts/Pages/default.aspx

S ——
GATA Portal Access

1. Go to GATA Grantee Portal

2. Click “Create Account” to create an lllinois.gov account
— Follow the prompts to create and activate the user profile

Illinois Grant Accountability and Transparency Act
Welcome to the GATA Grantee Portal

Amplifund Create Account Partner Accoun t

Grantee Portal
Sign In

Public Account
Sign In

Help

To access the Portal or Amplifund you must have an Illinois.gov account.
To create an account, click the Create Account button.
For Public domain account help, click the Public Account Help button.
For Partner domain account help, click the Partner Account Help button.
Partner account usernames end in "@external.illinocis.gov"” and are most likely DHS CRV account users.
Note: To bookmark this Portal, bockmark this page. Bookmarking the sign in page will cause an erron.

Grantee Portal Frequently Asked Questions”

 UEl and GATA ID are needed to access the portal
e Current administrator or GATU must grant access

— Email is sent to profile administrator
ILLINOIS
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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

m—————————————,
GATA Organization Review

* Once logged in to the * Review the UEI and click

portal, click the “Edit” “Cancel” to exit page
button to view the UEI — UEI should never change

t Accountability and Transparency Act

Illinois Gran
Grantee Portal - Registration

Organization; Illinois State Board of Education

GATAID: 671341
State cognizant agency: Human Services (444)
Contact for assistance: DHS.GrantApp@illinois.gov

Organization Name

Y " d v . GATAISBE"EST ' |Tllinois State Board of Education
Du a rE Slg ne | n as " Organization Address 1 Organization Address 2 (Optional)
|100 North First Street ]| J
City State
\\\\\\\\\\\ | | | |62777
Primary Email Prima
| |pae-see-ares
have r Mol ce with TII
06/30
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GATA Portal Action Items

Illinois Grant Accountability and Transparency Act
Grantee Portal - Main Menu

The following items require action

Please to the 'Indirect Cost Rates' section to make your ICR election for this fiscal year.

An audit review is pending your action. Please to the 'Audit Review' section.

Zeela Wilkins (Zeela@ittakesavillagellc.com) is requesting access to this portal.
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GATA Portal Contact Update Instructions

* Allow entity to manage Gl

M M ’ User Name Name Last Name
the organization’s e

[ ]
(6{0) ntaCt ad nd portal I . ‘_ 015203 Ful

To manage alerts and notifications, click the "Manage" button then the "Select” button next to the user.

L]
dCCessS | | St S Organization Contacts
CLICK ON "MANAGE" BUTTON TO SETUP

— ScrO” dOWﬂ to the Name |Tte| Emal |Roles| Responibilties | ORGANIZATION CONTACTS. MAKE SURE THESE ARE
CURRENT.
. B cco I cro | indivect cost rate
bottom of the main

GATA page

— Lists should be updated
regularly to ensure
notifications are sent to
correct contacts

Last Access | Access Type
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SAM.gov

e 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
e 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 lllinois 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 | Update/Renew an Existing Entity Registration in SAM.gov?
e SAM.gov is a free service.
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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

Logging in to SAM.gov

 Type SAM.gov in the web browser
. C\.Iic'k’”vSign in”

Home  Search Data Bank Data Services  Help

"I SAM Govo ( Official U.S. Government Website
NG+ 3 * 100% Free

The Official U.S. Government System for: Ee%itstel[r)Your Entity or Get a Unique
ntity

ry

Contract Opportunities Assistance Listings

Contract Data Entity Information

Reports ONLY fr saster Re

and

Wage Determinations

Get Started

ation (w:

Federal Hierarchy

Dep Entity Reporting

and Subt

Renew Entity

d

SCR and Bio-Preferre:

Reporting

@ Check Entity Status

View FASCSA Orders

\ 4

vroameoy U SAM.GOV"

8 o @

sam.gov is using Login.gov to allow
you to sign in to your account
safely and securely.

Sign in for existing users

© SAM.gov only recognizes one email address on
Login.gov accounts. Adding email addresses to your
Login.gov account may cause vour SAM.gov login to
1ail.

Sharing your Login.gov password or using someone
#lse's Login 2oV ScCount violates the rules of use

Email address

Password

Sign in with your government employee ID

rity Practices and Privacy Act Statement &4

s Act Statement i
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SAM.gov Workspace

Wsam.cov

Home Search DataBank DataServices Help

[# Requests (1 Notifications

Account Details Saved Searches
Workspace ' i

Followed Records
Email Settings

Pending Requests E/‘ Notifications

® Youhave removed

Education
@ No ovailable requests

Administrator role at llinois State Board of

Administrator role at lllinois State Board of

Education
See All Notifications
Entity i isitil fi Services Request A Role
Entity Information
Entities SeeAll
@ @ @ (/h @ @
- B/

Active Registration 1D Assigned Inactive Registration Pending ID Assignment Workin Progress Registrat brmitted Regis

Next Update Due: 01/
Duein Next 30 days: 0 Entity Registrations

Register Your Entity or Get a Unique Entity ID

What do | need for registration?

Renew/Update Your Entities

Select Renew/Update to go to your entity workspace and renew/update your
@

Get Started
How to renew or update an entity &

Renew/Update

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

83 Workspace [3] Sign Out

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

Expiration Date Ascending ¥

Illinois State Board of Education e

Unigue Entity 1D Doing Business As; Purpose of Registration:

NCATEAUG2YK4 (blank) All Awards Jan 31,2025

CAGE/NCAGE: Physical Address:
34878 100N 1STST

SPRINGFIELD, IL 62777-0002
USA

 C(Click the back arrow

< Entity Workspace
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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
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https://sam.gov/content/home

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

— |f access is lost, a SAM New Administrator Letter
must be submitted according to these instructions
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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

Information Usage

SAM.gov/UEl information interfaces nightly with the GATA Grantee

Portal

—  Private or not valid UEls 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

Entity
‘ ‘ Profile ‘
System
(EPS)
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Unique Entity ID — profile Screens by System

SAM.gov

Illinois State Board of Education ® Active Registration

Unique Entity ID: Doing Business As: Purpose of Registratior
NCA7TEAUG2YK4 (blank) All Awards

T Entity Profile System (EPS)

SPRINGFIELD, IL 62777-0002
Entity Attributes

NCESID(LEA) 0012345678300

GATA Grantee Portal DUNS 123123123

GRANTEE INFORMATION ——

' Names: GATA: Illinois State Board of Education crc 410
[ SAM: Illinois State Board of Education R
[ 10C: ILLINOIS STATE BOARD OF EDUC Ge‘)grapmc Area West cemra'
| ID Numbers: GATA: 671341  UEL: NCAJEAUG2YKS  FEIN: 99999999 gos: /A DUNS: 123123123 ~ArO |
= : : NCES Locale & Midei
ress: 100 North First Street, Springfield, IL 62777 C|ty' M]dsue
FY End Date: 06/30 ‘: ,
Organization Type: Government iy NCA7EAUZGZYK4
Cognizant Agency: 444 - Department Of Human Services | Reguest to be cognizant ) O C
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Unique Entity ID — Profile Screens by System (continued)

IWAS — (Grant application prequalification screen)

1hn apghtation hay beer approvad. Mo sore updatey will e soved For e apple stin

e | ,::;, I [ Al I W ’ tarta'arcy | ka0 I i | [ [ fﬁ ”“'“,“
" Phord .Ii.' L‘“‘ .x.llll I3 ol
Ny o for
£ S bt S0k At
Al by Lt [ it
wanten Proquatioten 2etus

Srantien PraquaiMization murt be complute prior ta subminnon of this grant.

SAM Raglatratizn ipinakon
CAIA Lagstor Prequaéestios n complide Dole L PN A S

™ wWia | hasrd At

Complete Granteo Proqualification Status Includos the compenents above, This grant cannat b submitted to ISRE until the district/entity maots these roquirements and the entity status above states Yt In the complotion bax.

Tl Aty A0y ARENA Bt At B0 (eon tide AASirtief (oA ong e 1y Do cheatad 3 I DEBE JATA wob 2, cnewr Ihe Bty Pieatien st Bagieaton SEt 1o, o7 0 I [t vt o at Dol Y 00 Aampeiate,

10 0 chackbon ind Zarve Page button do not apparr b B2 Battam of this page, campirs your ssty's status abave to the felowing:
St Al i Irngnrenty Sl R0 atwn Avuarvieen med by o g e b e !
L Bpmen for Avd Marwgesert (A0 hagaint cote mast by comert, tiqulios s
3 omeme Sl Quamemane OQ) s mat by Agproned,

A, N RO A wiment (080" et Orgn ooy Rad yoveet (08X ard be Apramsd,

0 10 0 s NS IV N ot e 00 LG5 T W g Sty St T R 0 e 0 e e i 004 phene o 8 e e Doked e
MTAA et

070 St Wy w0 e b e w00 e el e 1 W ek e B e e e

eaores o
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RCDTS Codes
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RCDTS Code Structure

Region

Geographic info
County

il
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.
Example RCDTS Code 1
mm-

# of digits

Lake Park HS in 19 022 1080 16 0001
Roselle

DuPage DuPage Lake Park Community HS  High School
Region County CHSD 108

Total RCDTS code: 19-022-1080-16@01
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.
Example RCDTS Code 2
mm

# of digits
Elmwood 06 016 4010 26 2003
Elementary
School
Region 06 West Cook Elmwood Community Elementary
Cook ISC 2 County  Park Unit School
CUSD 401

Total RCDTS code: 06-016-4010-2603
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.
Example RCDTS Code 3
mm

# of digits
East Peoria SD 86 53 090 0860 02 0000
Mason/Tazewell Tazewell East Common School
/Woodford Peoria SD -Other District
86

Total RCDTS code: 53-090-0860-0210000
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RCDTS Code vs. Building

School A School 2

e P

Building

Center 1 Center B

‘ILLINOIS
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Making Changes in EPS
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S ———————————————————————
Making Changes in EPS by Entity Category

/'

Public School/District
Make changes in _< Private/Nonpublic School

IWAS Regional Office of Education/Regional Program
Other State-Funded & Hybrid HS Districts

Charter School Campus (Category B)
Nonpublic Special Education Operating Agency
Nonpublic Special Education Program

o Mﬁklet?chaf?gej Early Childhood Attendance Site
roughle ignf?co s Miscellaneous Payee
EPSchange@isbe.net Special Education District/Cooperative

e Special Education Schools
e CTE Area Career Center/Education for Employment
e Professional Development Organizations

‘ILLINOIS
STATE BUARD OF
EDUCATION



Letterhead Required for:

e 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

’ILLINOIS
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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

STATE BUARD OF
EDUCATION

* This information is needed only if changing administrators. ’"—LINOIS


mailto:EPSchange@isbe.net

Updating Info in EPS via IWAS

* Access EPS by logging in
to IWAS

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

ILL

ED

IWwAS Irwas Irwas I WAS

Need to access the Educator Licensure Information System (ELIS)? Click here for ELIS.

EWwAS IWwaASs ITWwas IWwAs IWwaASs
ISBE Home
ELIS Login |Already have an account? Login Here :
Home °9
Password

Sign Up Now

[ Remenmber Login 1
Get Password e g

LOG IN
Contact Us

Help

IWAS User Guide &

IWAS Training Video

Forgot Your Password?

If you have forgotten your login name or password, dick on the
link below.

Find Login/Password

New Pariner - Sign up Now

Some ISBE web-basad systems require elactronic signatures. You
can create your own logen id and password by dicking on the
following link, After you establish your logon, you will then have the
ability to request authorization to use ISBE's systems.

Sign Up Now

Need Help?

If you need help with logging in, the sign up procedure or your
password, please click on the link below.

Help

This web site has been optimized for Internet Explorer 6.0 or above | Firefox 2.0 or above. You can download the latest version of these
browssrs by clicking on the following icons-

m e

Capyright & 2024 Illinois State Board of Education
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https://apps.isbe.net/iwas

Navigating to EPS in IWAS

ILLINOIS

OTAT

ATE BOARD Of

EDUCATION

I WAS IWAS I waASsS IWAS
Login: SBLOETHEL2 ISBE Administrator
Home

Hello Sarah, you last logged in 4/9/2024 1:52:39 PM.

System Listing

Messages :

Pending Sign Ups 2 unread Inbox message(s)

L uncaad Archived eaiaosts) We have your email address listed as
Pending Documents Z g Ve your i i :

oG Require Action : sbloethe@isbe.net
z , | R - :

Change Password 0 Sign-ups pending your approva If this is NOT correct, click here to update

0 Documents pending your approval
Messages - Inbox 0 Feedback messages pending review

Messages - Archived

Changes in IWAS Administrative Accounts

Search
Many organizations that do electronic business with ISBE have new administrators that officially take
Help effect on July 1...
More...
Log Out Keep Your IWAS Account Active!

IWAS Training Video Please keep your IWAS account active. By logging Into your account more often, you can avoid the

account being deactivated for lack of use. Thank you!!

ILLINOIS
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System Listing Page in IWAS

ILLINOIS
STATE BOAI

EDUCATION

ITWASTRAIN ITWASTRAIN ITWASTRAIN ITWASTRAIN ITWASTRAITIN ITWASTRAIN

Login: RCDT168 MY Systems
Home Below are systems that you are either authorized to use or are awaiting authorization from
gither your district (Pending-District), ROE (Pending-ROE) or ISBE (Pending-ISBE). Once you
System Listing Pre "Authorized” to access a system, simply click on the system description to use it.

H Click Here for Due Dates

Categories - dick to Expand/Collapse Tree Authorization

Pending Sign Ups

Pending Documents

E- Surveys
Change Password ¢ Health Life Safety Survey - QA m 6
E- Reporting

Messages - Inbox

American Recovery and Reinvestment Act (ARRA) Reporting @) K| g
Messages - Archived
District Spec Ed Profile ()] A 9
Preferences Electronic Expenditure Reports - QA @~ e
Help I Entity Profile System (7)) w5 I
Log Out =- Annual

i 0-3 Prevention Initiative Outcomes Questionnaire

=)
B
. |
i
S
g
g

IWAS Training_Video

Legend: 4@ : System Description - Detailed [75) : Due Dates g : Profile
Want to Signup for Other Systems?

Copyright & 2024 Illinois State Board of Education
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Welcome Screen

Welcome to the Entity Profile System (EPS)

The Entity Profile System has the following features for all EP S Profiles

Requires an "Effective Date" for all EPS profile changes. This allows for the post dating of changes for the next school year (e.g. July 1st)
« The requirement of an "Effective Date" also allows for multiple pending changes to be requested for an EPS profile in one sitting

The Entity Profile System has the following features for ROEs and Public Districts
« Allows authorized ROE personnel to electronically update ROE profile information and view all Districts and Schools in their ROE
Allows authorized Public School District personnel to electronically update profile information for their District or Schools
« Sends automatic emails to all relevant ROE and District EPS users when an Entity Profile is updated
« Includes a report showing all district and school information for ROE staff
« Includes a report showing all school information for Public District Staff

The Entity Profile System has the following features for Non-Public Schools
« Allows authorized Non-Public School personnel to electronically update EPS profile information

For all current procedures please consult the document at the following link

CDS Codes: Guidelines and Procedures for Changes
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EPS Home Screen

User:
RCDTS:

Home History Reports

Contact Name Effective Date

01-010-0101-01-0000 Sample School District 101 Dr. Jane Superintendent
Search:
RCDTS Category 4 Entity Name %  Contact Name 4  Status 4  Effective Date —
Review/Verify 01-010-0101-01-0001 4 Sample High School Dr. Alex Principal
Review/Verify 01-010-0101-01-2001 4 Sample Elem School Dr. Taylor Admin
Showing 1 to 2 of 2 entries
Previous 1 MNext
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m—————————————,
Sample Entity Profile

Sample SD 101 (01-010-0101-0000)

Entityld L
Entity Profile System (EPS) Entity Name
Addresses Website Url
Acc. Plcmt.
Mailing p Policy
123 School St. Q Open Date 1111970

Entity Relationships

Whoville, IL 65432

Last updsted by sbloethe12 on R2G2033 0015:55 AM

Phone Numbers Sse Changs Hision
Business & Fax F
(217} 125-4563 (217) 125-4578 o EPS Information
Caontacts RCDTS 4
Region
District Superintendent & I5A Coordinator &F County
Dir. Jane Superintendent O Or. Robert Smith 4 o
Director of Asseszment D District
jsuper@samplesd.org rsmith@samplesd.org Type
o= Address < Phone School 0000
Category 2 - Public Districts
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No Changes Checkbox

Sample School District (01-010-0101-01-0000)

Effective Date

. - N
PO - .. Reouest Website Url www.sampledistrict.edu #
4232019

Block Schedule? D
o cn Magnet School? C]
o Changes |:|
Grades Served
Notes

P K 1 2 3 4 5 6 7 8 95 10 11 12 U

000000000 ¥¥¥¥EO

Entity Attributes

NCES ID(LEA) 0000000

EFE 000
Entity Profile System (EPS) To request s changs fo Entty Atrbutes, please amsi us ot hel@isba nat

Addresses

Mailing ra

Sample Address

Phone Numbers

Business ra
(000) 000-0000

Contacls
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Editing EPS Information in IWAS

« Click on the pencil icon | © [~ E—
to edit I
 Click on the +icon to
add an additional
contact, phone/fax o
number, address -
F
+ Address +

’ILLINOIS
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m—————————————,
Editing Contact

* Click on pencil icon of contact

Contacts

District Superintendent Homeless Liaison &

Dr. Jane Superintendent / Dr. Jane Superintendent x

Superintendent Superintendent @)

jsuperintendent@samplesd.org Jsuperintendent@samplesd.org

o Address « Phone Business P
(217) 543-2511 x

o Address < Phone

’ILLINOIS
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Editing Contact Info

Existing Contact

* Fill out:

— Salutation e s

Jsmith@sampledistrict.org

.
—_— F I rst N a r r ‘ e salutation First Name Middle Name ~ LastName
~ ane

nnnnnnn Type Title Email
La St N a l I le District Superintendent v Superintendent Jsmith@sampledistrict.org
Email Address

— Contact Type

’ILLINOIS
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Editing Contact Type

Contact Type Title

° SeleCt the appropriate | Principal W Head of School
Contact Type using the . Foster Care Contact - i

High School Test Coordinator

d rO pd Own m e n u | High School Test Coordinator

High School Test Coordinator

High School Test Coordinator

) Ca n O n Iy h ave O n e Of High School Test Coordinator v
eaCh CO nta Ct Type Homeless Liaison

Homeless Liaison

IL Assessments of Readiness Coordinator (IAR)

¢ SC rOI I d Own to See a I I IL Assessments of Readiness Coordinator (IAR)

o IL Assessments of Readiness Coordinator (IAR)
Optlons I'SA Coordinator

I'SA Coordinator

I'SA Coordinator

KIDS Coordinator

KIDS Coordinator

‘ILLINOIS
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Save Contact
e Click on green “Save”

Salutation

button to save contact. |- B

e Click on “Close” button
to NOT save contact

CCCCCCC
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STATE BUARD OF
EDUCATION



Create New Address

* 3 addresses per entity:[= [
— M ai“ng Edr;trzifle System (EPS)
— Delivery
— Serving

* +icon to add address
 Pencil icon to edit address

’ILLINOIS
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Adding Address

e Select Address Type:
— Can only have one of each type

* |Input Street Address, City, and ZIP
* Click green “Save” button

Create New Address

Address Type Additional Name
Delivery
Street Address City State Zip
123 Whoville St Whoville Winois " 65432

B Save Close

‘ILLINOIS
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Editing Address
* Click on pencil icon to
Edlt SeleCted address Entity Profile System (EPS)

Addresses 3

Mailing

Sample Address

‘ILLINOIS
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Editing Address, cont.

Existing Address

|||||

 Update Address info
o You may Ch a nge l&fﬂgvfﬂ%ﬂm

ress Type Additional Name
multiple records at once = i
p Street Address City State
456 Main Ln Whoville Winois v 65432

* Click on green “Save”
button to save chan ges This same adcres xits i th following places as wel. heck any records you wish [0 a1 change when

000 Sample SD 101
Mailing 010101010110001  Whoville High Scheol

Defvery 010101010110001  Whoville High School
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Editing EPS Information

* Click on the pencil icon to edit EPS information

Sample SD 101 (01-010-0101-11-0000
E:fe.ctiveDate Cancel Website Url hitp:#samplesd.org g‘)

Acc. Plemt. Policy

Block Schedule? B
No Changes for [ l " © sehoor?

upcoming school agnet School? D
yeal Co Det Center N

NNNNN IGrades Served

EEEE 8 B 88
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Editing Website and Accelerated

Placement Link
* Input the URL for

website and/or District  JEE
AC C e | e ra te d P | a C e m e n t Acc. Plemt. Policy http://samplesd.org/advancedplcmt.aspx

P ° Block Schedule?
olicy -
eeeeeeeeeee |7|
Grades Served
esmsesocuren | [ [ [ L)L) A
e 0000
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Editing Grades Served

e Fill in ALL grades served
— Not just changes
 Grade changes are NOT
automatically approved. ——00000000
ccccc

cccccccccccccccc

it/ SAMPles:
hitp:/iwww.sampl

Magnet School?

eeeeeeeeeee

—
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Editing Other EPS Information
* Block Schedule

Website Url hitp://samplesd.org

L M a g N et S C h O O I Acc. Plemt. Policy http://samplesd.org/advancedplcmt.aspx

Block Schedule? -

* County Detention = [semwes =
Center [

Grades Served

AERERREVEVEVE/R/

Changes fo Current.l l [ I I l [ I [ l [
Note: when changing grades served - Fill in sl grades served not just changes.

’ILLINOIS
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Save Changes
: “« ”
e Click on green “Save ,

Website Url http://samplesd org

button to save changes | ==

° ° Block Schedule?
e Clicking on “Close” =
° Co Det Cent: |7|
button will NOT save - -
your changes -
e J DN A HAEEE 5

o
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Second to Last Step

* Double check your work!

Sample School District (01-010-0101-01-0000)
Effective Date | = Save Website Url www.sampledistrict.edu 2
7/1/2024 cance Block Schedule? ’

O
No Changes |:| Magnet School? O

Grades Served
Notes

P K123 4567 8 9 10 11 12U
EEEEREEEE {8

‘

NCESID (LEA) 0000000

EFE 000
Ent|ty Pr0ﬁ|e System (EPS) To request & change fo Entity Atiributes, plesse emai us &t heip@abe net
Addresses
Mailing v
Sample Address

Phone Numbers

(000) 000-0000

ILLINOIS
Contacts 3 STATE BOARD OF
EDUCATION




Final Step — Save Request

Sample School District (01-010-0101-01-0000)
i o, R

. . A N
Effective Date PO | = 5.ve Request Website Url www.sampledistrict.edu &
Block Schedule?

O

Magnet School?
No Changes I:l C]

Grades Served
Notes

P K 1 2 3 4 5 6 7 8 95 10 11 12 U

000000000 ¥¥¥¥EO

Entity Attributes

NCES ID(LEA) 0000000
EFE 000
E n“ty Proﬁ | e Syste m (E PS) To request & change o Entity Altributes, please email us &t help@isbe net

Addresses

Mailing ra

Sample Address

Phone Numbers

Business &
(000) 000-0000

Contacls
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.
ISBE Process — What Happens Next?

* |ISBE receives the requested changes from EPS

* |SBE 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

’ILLINOIS
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Categories 2 and 4 Major Change Forms —
Policy

e Goto 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.

’ILLINOIS
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https://www.isbe.net/Pages/Entity-Profile-System.aspx
mailto:EPSchange@isbe.net

.
Categories 2 and 4 Major Change Form —
Location

 The major change forms can be found on ISBE's
EPS webpage.

DATA & ACCOUNTABILITY

ENTITY PROFILE SYSTEM (EPS)

The Entity Profile System (EPS) serves as the directory for lllinois schools and districts, All ather IWAS
ANV AP GIMAR] systems are populated with information entered in EPS. Since the information is publicly reported

Data Reporting and and used for other systems as well as notifications for webinars, due dates, etc., it is essential that

Collections EPS stay updated with current information.

ISBE Education Data

Systems All EPS information is compiled into an Excel workbook that is updated nightly and available publicly.
The EPS Guide explains how to access EPS and update entity information. The Guidelines, Change

Entity Profile System (EPS) Procedures, and ISBE Gatekeepers document provides instruction for making changes to your profile

inEPS. It also provides the contact person that can assist you with any questions regarding changes.

Public District Major EPS Change Request Forms

I

Entity Addition «=
Entity Closure =

Grade Change &= ILLINOIS
RCDTS Code Change &= STATE BOARD OF
EDUCATION



https://www.isbe.net/Pages/Entity-Profile-System.aspx

.,
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

’ILLINOIS
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Answering Major Change Questions

Your answers should not:
e 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.

’ILLINOIS
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Categories 2 and 4 Major Change Forms —
Example Explanations

* School building renovations
* New program opening
e 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

’ILLINOIS
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mailto:EPSchange@isbe.net

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.
’ILLINOIS
STATE BOARD OF
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mailto:EPSchange@isbe.net

Resources

 EPS Webpage
— Directory of Educational Entities
— EPS User Guide
— Gatekeeper List

— Keys to Coding

’ILLINOIS
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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

Contacts

e Data Strategies and Analytics
— 312-814-9192
— General questions: DataHelp@isbe.net

— EPS-related questions: EPSchange@isbe.net

e |WAS Technical Issues
— 217-558-3600

— ServiceNow
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mailto:EPSchange@isbe.net
https://isbeprod.service-now.com/csp
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0o O
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Questions?
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