Education Data System (EDS) Informational Page
CONTACT:
OSPI Customer Support, 1-800-725-4311, CustomerSupport@k12.wa.us 

TTY:  (360) 664-3631

The Education Directory is available on the Education Data System (EDS) portal at https://eds.ospi.k12.wa.us/directory.aspx.  Search for district and school contacts by name, OSPI-assigned code, and/or the kind of educational organization for which they work.  The public can also access the Online Education Directory. 

Online updates are fast and easy

The real value of the new directory is its ability to provide up-to-the-minute information about facilities and personnel. And, here’s where we need your help.

We’ve designed the directory to support fast, easy updates by you - our users – the people who are closest to the information and for whom current, accurate data is most important. 

We ask that you add new entries and edit the existing information as soon as these changes occur. 
We have categorized our users by task and assigned role names – School Manager, ESD/District Admin (district role) and ESD/District Admin (ESD role). 

Editing directory information is available to the following roles:  EDS School Manager and EDS ESD/District Admin.  Please consult your Data Security Manager for access or to determine who in your organization has privileges to edit/add features on the directory.

You may access a list of District Data Security Managers at:  https://eds.ospi.k12.wa.us/SecurityManagerList.aspx.

Edit/add in 3 easy steps

1. Log into EDS at https://eds.ospi.k12.wa.us
2. Select Education Data System Administration from the application list

3. Click the Edit Directory Info link-on the left side navigation menu-underneath Edit Organization 

Your update or new entry will appear immediately. Check your entry carefully.  We depend on the contact information you enter for mailings and the address data that shows up in other online services such as the School Report Card.

Organization Profile-Contact Info-Directory Info

Think of the Education Directory as a group of data records broken into three topics:

· Organization Profile – name, acronym, authorize diploma, facility type, fire protection code, locale, in and out code

· Contact Info – physical address, mailing address, phone number, fax number, email address, web address

· Directory Info – principal/superintendent and other personnel contact information

Important! The Education Directory displays contact information automatically. If you need to hide these details, click Edit and select No at the prompt – Include in Directory.

Your EDS Role and what you can do:
	Your role
	What you can access
	What you can do

	EDS School Manager 


	Directory data for your school
	Organization Profile

· Edit school name, acronym, authorize diploma, facility type, fire protection code, locale, in and out code 

· View operational history, category, school type, school district and OSPI codes

Contact Info

· Edit physical address, mailing address, phone number, fax number, email address, web address

Directory Info

· Add/edit contact information about your principal(s) and other personnel




	Your role
	What you can access
	What you can do

	EDS ESD/District Admin 
	Directory data for your school district and all schools within your district
	Organization Profile

· Edit school name, acronym, authorize diploma, facility type, fire protection code, locale, in and out code 

· View operational history, category, school type, school district, and OSPI  codes

Contact Info

· Edit physical address, mailing address, phone number, fax number, email address, web address

Directory Info

· Add/edit contact information about your superintendent(s), principal(s), and other personnel

Contact schools

· Add/edit information

New schools

· Request new school

	Your role
	What you can access
	What you can do

	EDS ESD/District Admin 
	Directory data for your ESD
	Organization Profile

· Edit ESD name and acronym

· View operational history, category, and OSPI  codes

Contact Info

· Edit physical address, mailing address, phone number, fax number, email address, web address

Directory Info

· Add/edit contact information about your superintendent and other personnel
Contact schools

· Add/edit information

New schools

· Request new school


Smart tips for District/ESD users:
Change contact information for a superintendent

· Click Edit

· Revise the information

· Click Save

Remove a superintendent

· Click Edit

· Select Status – Inactive

· Enter the date when the status of a current superintendent changed

· Click Save

Replace a superintendent

· Click Edit

· Select Status – Inactive

· Enter the date when the status of a current superintendent changed

· Click Save

· Click Add Superintendent

· Enter the contact information

· Click Save

If you need to add a contact other than a superintendent:

· Click Add Other Contact

· Enter the contact information

· Click Save
IMPORTANT!
Make sure you inactivate an outgoing superintendent BEFORE you add a new superintendent. 

Smart tips for School users:
Change contact information for a principal

· Click Edit

· Revise the information

· Click Save

Remove a principal

· Click Edit

· Select Status – Inactive

· Enter the date when the status of a current principal changed

· Click Save

Replace a principal

· Click Edit

· Select Status – Inactive

· Enter the date when the status of a current principal changed

· Click Save

· Click Add Principal

· Enter the contact information

· Click Save

If you need to add a contact other than a principal:

· Click Add Other Contact

· Enter the contact information

· Click Save

IMPORTANT!
Make sure you inactivate an outgoing principal BEFORE you add a new principal.
If you have questions or need technical assistance pertaining to the ONLINE Education Directory or EDS, you may contact our OSPI Customer Support at CustomerSupport@k12.wa.us or 1-800-725-4311.  OSPI’s TTY line is 360-664-3631.  This information is also available on the agency Web site at the following URL: https://www.k12.wa.us/bulletinsmemos.  

