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SYSTEM OVERVIEW 

The purpose of the Profile of Educational Personnel (PEP) is to collect staff data on public school 
personnel, including Charter and State schools. Data are collected via electronic batch files or using 
online entry. The collection of personnel data by individual records through PEP has made public 
school personnel data much more accessible to the Legislature, the Board of Elementary and 
Secondary Education (BESE), the Department, and district administrators. Additionally, these data are 
used for publication in Bulletin 1472: The Annual Financial and Statistical Report. 

The data are limited to the following areas: 

· Demographic  
· Professional qualifications  
· Job assignment and compensation  
· Employment status  
· Class Schedules 
· Highly Qualified 
· Professional Improvement Program (PIP) Salary Information  
· Non-attendance data relative to time away from an employee's daily activity  

 
The following records comprise the PEP System: 

1. Staff Record Type 100 

2. Site-Position Record Type 200 

3. PEP Class Schedule Record Type 210 

4. Non-Attendance Record Type 300 
 

HOW COLLECTED DATA ARE USED: 

The data collected is used for state and federal reporting purposes. All data collected in the PEP 
system is only to be used in accordance with the rules and regulations provided by Family Educational 
Rights and Privacy Act (FERPA). This data will be used to assist in improving academic performance 
for all students, help to eliminate achievement gaps and prepare students to be effective citizens in a 
global market. 

LINK TO OTHER LDE SYSTEMS: 

PEP will collect staff demographic information, staff professional qualifications, staff job assignment and 
compensation, education level, employment status, salary, professional improvement program (PIP) 
salary information, staff class schedule, yearsô experience, HQ category, and non-attendance data 
relative to time away from an employeeôs daily activity. 

 
PEP and CUR and SIS are linked together by class code. The unique class code allows LDE to link 
Students to Teachers and then link both to course data through the CUR database. 

 
For example, all three contain the same ñClass Codeò 1234p56 within the same site code. 
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SYSTEM UPDATES & REMINDERS: 

Tenure Status: 
Beginning with the October 1 (Budgeted) collection for 2016, four new fields have been added to 
the PEP Staff Demographic (PEP Record Type 100) layout. Local system changes will be 
necessary if using batch upload to accommodate these changes. The four new fields are: 
1) Tenure, Status 
2) Tenure, Date Added 
3) Tenure, Date Lost 
4) Tenure, Reason 
 
Object-Function Codes: 

¶ Only Object Codes 111 through 119 are to be used when reporting personnel data to the PEP 
System; function code 140 is not to be used when reporting data to the PEP System. 

 
 
Object-Function Codes for Administrators: 

¶ LEAs and Type 1 or 3 Charters should use 111-2410 for principals; 111-2420 for 
assistant principals. For a superintendent and assistant superintendent (if applicable), the 
codes should be 111-2321 and 111-2324, respectively. 
 

¶ Type 2 or 5 Charters should use 111-2430 for principals; CEOôs should be coded 111-
2329. 

 
Object-Function Codes for Special Education Teachers: 

¶ Function code 1210 is no longer valid for Special Education Teachers. 
 

¶ Function code 1290 is no longer valid for any Special Education Titles. 
 

¶ Special Education Support (Self-Contained, Combo or Resource) teachers are to be 
coded as 112-1212 for PEP reporting requirements. 

 

¶ Special Education PTU teachers are to be coded as 112-1213 for PEP reporting 
requirements. 
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Object-Function Codes for Various Positions: 

¶ Specific function codes are to be used when reporting Food Service employees, 
function code 3100 is not to be used when reporting data to the PEP System. 

 

¶ ROTC teachers are to be coded as 112-1450 for PEP data reporting requirements. 
 

¶ Head Start teachers are to be coded as 112-1531 for PEP data reporting requirements. 
 

¶ Regular education school bus aides are to be reported to the PEP System using the 
115-2722 classification code combination.  

 

¶ Special education school bus aides are to be reported to the PEP System using the 115-
2732 classification code combination. 

 
Retirees: 

¶ Only two codes can be used to identify retirees that returned to work (Code 1 or 2). 
 
Sabbatical Leave: 
 

¶ For PEP reporting purposes, we will no longer identify sabbatical personnel by using the 
object code 140.  Instead, use the applicable Sabbatical Status Code. 

DATA COLLECTION TIMELIME 

 
The timeline, system-specific due dates, and required activities for data collection can be found on the 
Benchmark Calendar posted on the INSIGHT Portal. The following is a description of the general data 
collection periods for the Profile of Educational Personnel (PEP) System for each fiscal year (July 1 
through June 30).   
 

Collection Period Action 

October 1 (Budgeted) 
Mid August ï Early January 

LEA Staff counts and salaries 

October 1 (CLASS) 
Mid August ï Early January 

Highly qualified (HQ) information and class schedules 

June 30 (Actual) 
Early May ï Mid August 

Actual salary data, all active employees for the school year and HQ 
updates 

 
   

District staff must use the Reports/File Tab in the Profile of Education Personnel Section of the LEADS 
Portal to request reports and files to ensure data accuracy.  It is recommended that PEP Data 
Managers request these reports as often as needed to ensure data quality prior to submitting the 
Statement of Affirmation. 
  

https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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LDE APPLICATION SYSTEMS ACCESS AND SECURITY 

DATA SECURITY: 

Data security standards define specific requirements for managing and controlling access to all LDE 
Application Systems.  Security goals require all personnel using the LDE Application Systems to have a 
unique user access code, hereafter referred to as a User ID.  Each User ID is associated with a 
security profile that monitors and controls access using automated security software. 

SECURITY COORDINATOR: 

Each Local Education Agencies (LEA) and Charter Managing Organizations (CMO) must identify an 
individual in the organization to function as the Security Coordinator.  The Security Coordinator is 
responsible for granting authorized users access to the LDE Application Systems.  They must be made 
aware of any changes in status for users (i.e. new users and users no longer needing access due to 
termination or job reassignment). Such updates are critical to the security of the LDE Application 
Systems. 

Security issues that cannot be resolved by the Security Coordinator should be referred to the LDE 
Security Administrator by phoning the ITS Help Desk at 225-342-1821 or by submitting a request by e-
mail to SecurityDOE@la.gov 

USER ACCESS AND AUTHORIZATION: 

Users requiring access to the LDE Application Systems must complete a Security Request Form and 
forward it to their Security Coordinator.  Once their authorization has been verified, the appropriate 
User ID and security profile will be assigned which will determine what LDE Application System(s) a 
user has access to and specifically what functionality.  These logon credentials will be communicated to 
users in confidence.   

 
User IDs are not to be shared among users.  Users will be held individually accountable for all system 
access and any violations recorded under their User ID.  If revoked due to sign-on or resource access 
denials, the User ID may be reactivated and/or resumed only by the Security Coordinator after a review 
of the circumstances and a discussion with the user. User IDs may be revoked in any of the following 
circumstances: 

Å After five unsuccessful sign-on attempts. 
Å After five resource access denials in one terminal session. 
Å At the scheduled end of consulting or temporary labor engagements. 
Å During their investigation of an actual or suspected security violation, if revocation is 
  requested by management. 
Å On management request and/or direction due to termination 

  

mailto:SecurityDOE@la.gov
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security%20Request%20Form.docx
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User IDs and Password Standards:  

 
User IDs assigned by the Security Coordinator consists of the letter ñEò plus six characters. The first 
three numbers is the Sponsor Code. 

 
In addition to a User ID, an initial password will be assigned.  This initial password will be set to expire 
and to force a new password selection on the userós first sign-on to the system.  Users are required to 
maintain the confidentiality of their passwords and to change their password when they suspect that the 
privacy of their password may have been compromised.  

 
Each user will be allowed to select their own password based on established password standards.  
Passwords must be of the following format: 

Å Minimum length: 8 characters 
Å Must contain at least 3 of the 4 complexity categories as follows: 
Å Upper case characters (A-Z) 
Å Lower case characters (a-z) 
Å Numeric digits (0-9) 
Å Non-alphanumeric characters (e.g., %, &, $) 
Å New passwords cannot be the same as any of the previous 5 passwords. 

Resetting A Password Using the Password Reset System (PRS):  

To change an initial password or to reset a forgotten or expired password, LDE has implemented a self-
service password reset system called PRS. The PRS URL is https://password.doe.louisiana.gov.  The 
PRS User Guide can be found at https://password.doe.louisiana.gov/PRSHelp.pdf   

MINIMUM COMPUTER SYSTEM REQUIREMENTS: 

The following are the minimum computer system requirements to access the LDE Application Systems. 

o Hardware:  A PC connected to the Internet   
o Browser:  LDE Application Systems are designed for Internet Explorer, Version 9.0 or lower.   
o Screen Resolution: The optimum screen setting is 1024 x 768. If a lower resolution, such as 

800 x 600 is used (not recommended), it will be necessary to scroll in order to see an entire 
page. To adjust your resolution, right-click on your desktop, click Properties, then Settings. 
Adjust the slider to a screen resolution of 1024 x 678 or higher, and then click OK. 

o Software:  WinZip, PKZip (PKZip is okay but WinZip is preferred); Compression reduces the file 
size and it will take less time to transfer the file.  

  

https://password.doe.louisiana.gov/
https://password.doe.louisiana.gov/PRSHelp.pdf
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SCREEN DISPLAY PROBLEMS: 

Problems with screen display for the LDE Application Systems may be due to Security and Privacy 
settings or the incomparability of newer Internet Explorer (IE) versions. PEP system is only compatible 
with IE8 or IE9. 

Internet Explorer (IE) Options: 

If there are problems with the LDE Application Systems screen display, it may be due to the browserôs 
pop-up blocker or security and privacy settings. Users should check the following Internet Explorer (IE) 
options: 

¶ Go to Tools >> Internet Options >> Security>> Custom Level. Make sure the ñAllow script-
initiated windows without size or position constraintsò option is enabled. Also, make sure the 
ñDisplay mixed contentò option is enabled. 

¶ Go to Tools >> Internet Options >>Privacy >> Pop-Up Blocker Settings. Enter 
leads.doe.louisiana.gov in the ñAddress of Web site to allowò field.   

¶ Go to Tools>>Pop Up Blocker Settings>>choose ñTurn off Pop-up Blocker.ò 

Internet Explorer (IE) Compatibility View: 

Compatibility View may be a solution for those IE users experiencing problems viewing LDE web 
pages. Problems rendering all or parts of a web page can occur when newer browsers try to display 
sites that are built with older programming components.  For IE versions 8 through 10, users can 
enable compatibility view for a website by clicking the ñCompatibility Viewò icon to the right of the 
address bar. 

 
 

The browser should reload the page and begin displaying the page in compatibility view mode. 

For IE version 11, Microsoft removed the Compatibility View button from the address bar but there is 
an alternate method to turn on compatibility for a website. (This process can also be used in IE8 thru 
IE10). 

 
First, Click the ñToolsò button on the menu bar, and then select the ñCompatibility View Settingsò option. 

Then, in the text box under ñAdd this websiteò, enter  Louisiana.gov  and click the ñAddò button. 
Finally, close the Compatibility View Settings dialog box and close IE 11. Restart IE. 

https://leads.doe.louisiana.gov/ptl


 

PEP User Guide Revised: 06/30/2016 13 
 

 

 

LDE LOGIN SCREEN: 

To access the LDE Application Systems, users must enter a User ID and Password on the LDE 
LOGIN SCREEN. 

 
 

After access has been granted, users should then log into the INSIGHT Portal  
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx  

 

INSIGHT Portal Login Screen: 

https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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The INSIGHT Portal brings together data submitted by Louisiana School Districts (LEAs) and Charter 
Management Organization (CMOs), merges it with the data LDE collects from other sources, and 
presents it as one unified system for reporting and analysis.   

 
The Security Coordinator can grant authorized users access to the INSIGHT Portal by adding 
LDS_LEAS_DATACOORD role under the Longitudinal Data Systems (LDS) in TAS. . 

To access the INSIGHT Portal, users must enter a User ID and Password on the INSIGHT Portal 
login screen.  

 

The Coordinator Portal screen will be displayed.  User Guides, announcements, notifications and other 
useful information is regularly posted on the Coordinator Portal. 

 
 
 
 

Next, select the ñMy Appsò tab 

file://///doe.la.gov/fs/doe/mf/pair/DM/User%20Guides%20TEMPLATES/INSIGHT%20Portal
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All LDE Application Systems for which a user is authorized to access will be displayed. 
 
Select the PEP-Profile of Educational Personnel link to access the application. 

 

 
 

DATA SUBMISSION PROCESS 

 
Methods of Submission 
 
PEP data can be submitted either by transmitting a batch file or by entering data online. For additional 
information regarding these methods, please refer to the ñPEP New User Trainingò PowerPoint located 
on the Louisiana Department of Education INSIGHT Coordinator Portal. A user should sign in, go to 
ñSystemsò and click PEP. Under ñDocumentsò select ñPEP New User Trainingò. This presentation 
provides in-depth instruction for all aspects of data entry on the web-based version of PEP. 

https://leads3.doe.louisiana.gov/pep/FrameWork.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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Batch Submission Process 

 
The batch submission process involves extracting PEP data from an existing locally maintained 
database and creating a fixed-width text file to submit to LDE. The submitted file must be in the format 
described in this guide (see the section on Input Record Layout). 
 
Each individual school district will determine the method by which it creates the computer files 
containing its staff data. However, in reporting these data to the Louisiana Department of Education 
(LDE), the school district must use the applicable PEP Batch Record Layout, as prescribed in 
Appendix B of this guide. Districts will submit their respective batch file via the Internet using the PEP 
web system at https://leads.doe.louisiana.gov/ptl/. Alternatively, districts do have the option to submit all 
PEP data manually using the Online Staff Processing option.  
 
Submitting batch files is rarely a one-time event. Normally, a batch file is submitted, error reports are 
examined, corrections are made, and corrected data are then resubmitted in a new batch file. The 
process of submitting, checking error reports, correcting, and resubmitting can repeat itself several 
times until the data are finally completely error free and correct. The PEP batch file will contain at least 
two record types for every collection: Staff demographic records (Record Type 100) and Site-Position 
records (Record Type 200). 
 
With each successful submission, PEP Error Correction Reports will be generated.  The Error Reports 
must be downloaded in order to review each error, make appropriate corrections and re-submit PEP 
data within established time lines. (PEP Error Correction Reports are only available for fourteen 
calendar days.  Reports are deleted once the time period has expired.) 

 
The Data Verification, District Summary and Detail Report, as well as numerous other statewide 
reports, are available to PEP Data Managers to request and download as applicable during each of the 
three PEP Collection Periods:  PEP October 1 Staff Collection; October 1 CLASS Collection; and 
PEP June 30 End-Of-Year Collection.  

 
Note:  Only error-free staff records are included in a districtôs Profile of Educational Personnel Data 
Verification Report. After the completion of a PEP Collection Period, the PEP Data Manager must 
submit A Statement of Affirmation with the signatures of the Superintendent/Administrator and the PEP 
Coordinator, and then return it to the Data Management Section.  

 

PEP Record Types Summary 

Staff Demographic Records (Record Type 100) contains demographic data along with teacher 
certification, years of experience and other similar data elements.  NOTE:  One Staff Record is required 
for each employee or Vacant Position.  (Only one Staff record per Social Security Number within a 
Sponsor is permitted.) 
 
Site-Position Records (Record Type 200) contains information regarding the job function/classification 
object and function code combination at each site the employee serves. (Object code 140 is no longer 
allowed when reporting sabbatical staff to the PEP System.  Instead, if an employee is on sabbatical, 
use the appropriate Sabbatical Status Code of 1, 2, or 3 in position number 103 on PEP Record Type 
100.) 
 
Teacher Class Schedules (Record Type 210) contains information regarding each class a teacher is 
scheduled to teach. 210 records should not be submitted in the October 1 and June 30th submission. 

https://leads.doe.louisiana.gov/ptl/
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Non-Attendance Records (Record Type 300) contains information on staff absences. 300 records 
should not be submitted in the Oct 1st submission. 
 
Special Reminder:  Because of CLASS, districts have all of the regular data reporting requirements 
(Sponsor Site, School Calendar, SIS and PEP databases), plus the added responsibility of submitting 
Curriculum Records to the Curriculum database for all courses taught at each school site offering the 
course, along with Student Class Schedule Records and Teacher Class Schedule Records. 

 

PEP Navigation Screen Summary 

 

 
 
Tabs: 
 
Home > Opening Page 

File Processing: Tab that allows users to: 
¶ Upload records to the database via batch upload. 

Online Staff Processing: Tab that allows users to: 
¶ Upload records to the database via online entry. 

Reports & Files: Tab that allows users to: 
¶ View/Export reports 
¶ Retrieve reports 
¶ Extract batch file(s) 

 

Submitting Batch Files: 

 
1. Open browser (see Internet Explorer (IE) Options) 

2. Go to the LEADS Portal ï https://leads.doe.louisiana.gov/ptl (or you can access PEP via ñMy 
Appsò in INSIGHT) 

3. Select PEP ï Profile of Educational Personnel 
4. Click ñFile Processingò on the PEP navigation bar. 
 

 

https://leads.doe.louisiana.gov/ptl
https://insight.doe.louisiana.gov/MyApps/SitePages/Home.aspx
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5. Select the appropriate Beginning School Session Year 
6. Choose the appropriate processing period if more than one option is available. 

 
7. You have the option to ñDelete all Data?ò and/or ñValidate only?ò. If you choose to delete all 

data, whatever you upload, regardless of the number of records and/or the number of errors, will 
replace any and all data previously stored for that particular beginning school session year and 
processing period. If you choose to validate only, your file will get checked by the system for 
errors but you will not have any records loaded to the PEP system. Validate only is used for 
checking for errors contained within your upload.  

 

Be sure that the file has ó.zipô or ó.txt.ô as its suffix.  

 
8. Click óBrowseô to select the file you want to upload, and then click óUPLOAD MY FILE NOWô. 

Your file will now uploading to the Louisiana Department of Education (LDE).  It may take a few 
moments, so please be patient.   

 
After you begin uploading a file, you will notice a new row below the ñHistoryò table. If you click on the 
first row in the History table, you will have the option to: 1) VIEW UPLOAD STATUS; 2) VIEW 
ERRORS; and 3) VIEW INPUT DATA. 

  
1) File processing ï VIEW UPLOAD STATUS 
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2) File Processing ï VIEW ERRORS 

 

 
 
 

 
 

2a. File Processing - View errors ï Generate error reports 
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2b. File Processing - Error report ï Critical errors 
 

 
 
 

3) File Processing ï VIEW INPUT DATA 
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Notice that you have the option to EXPORT DATA in case you need to view/save a text file of the input 
data file that you uploaded to the system. 

 
 

Online Staff Processing 

 
An alternate method of submitting PEP records is by online entry. Each staff memberôs demographic 
information, site-position(s), salary information, and depending on the processing period, HQ, class 
schedules, or non-attendance data are all entered separately for each employee. This method is 
considerably more time-consuming than batch upload; however, users can also edit existing data that 
has been uploaded without having to re-upload a separate batch file. 
 
After you click on ñOnline Staff Processingò, you will see several tabs below and also a third row of two 
tabs: ñAll Processing Periods ï Viewò and ñOpen Processing Periods ï Updateò. 
 
All Processing Periods ï View ï allows user to view historical and current data on employees.  

1) Select the Beginning School Year 
2) Select the Processing Period 
3) Search on Last Name or SSN, or click ñDISPLAY STAFF LISTò to view all. 
 

 
 

 
 
 






















































































































































































































