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Introduction and Choosing the Correct Request
Use this guide to choose the correct request, create a case through the secure NJSLEDS Help Desk form, upload the required 
CSV UTF-8 file and track the file through processing.

Submit each request type separately
Use a separate case and request file for field changes, merges and deletions. Multiple records for the same request type 
should be included in one correctly completed template.

Request Use it when

Field change Key fields already stored in NJSLEDS for a student and staff member associated to their SID or SMID 
need correction.

Merge Two or more SIDs or SMIDs are in the system for the same person and need to be combined into one 
record. Merges can only be requested for Student Management or Staff Management records.

Delete A record or file was submitted in error and should not exist in NJSLEDS.
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Before You Begin
Access the Help Desk form:

Use Steps 1 and 2 in How to Submit an NJSLEDS Help Desk Case. If 
the Known Issue page screen appears, select None of the above, 
then select Next. Continue below when the Help Desk form opens.

• Review the request-specific instructions and download the 
correct template. Field change and merge templates will only 
be accessible to download through the Web to Case form. 
Delete templates remain available on the NJSLEDS website.

• Complete the template in Excel, then save the template as a 
CSV UTF-8 (comma delimited) (*.csv) file.

• Keep personally identifiable information inside the secure 
NJSLEDS case and file upload process. Do not send a request 
through regular email under any circumstances.

• Confirm the request is accurate before submitting. Merges and 
deletions are permanent once processed.

Contact Help Desk
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Step 1: Complete the Case Form
Your name, email address and district ID populate from your NJSLEDS 
account. Enter your phone number and extension, if applicable.

Use the dropdown menus to route the request. Choose the options 
shown below, then enter a short description in Details. The completed 
template contains the record-level information required for processing.

You want to 
request a

Type to select on the 
form

Sub Type Sub Category

Field 
change

ID Change 
Management

Change Request 
(First Name, Last 
Name, etc.)

Student 
Management
or Staff 
Management

Merge ID Change 
Management

Merge Request Student 
Management
or Staff 
Management

Delete Delete Record Select the 
submission type for 
the record or file

No additional 
selection
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Step 2: Download and Upload the Request Template
The next screen displays the case number and the file upload area.

• If needed, download the Sample Template File for Reference to see a completed example.

• Download the Template File for Upload that matches the request and submission type. Please do not use an old template 
as it will be rejected.

• Complete the template according to its instructions, then save the required template as a CSV UTF-8 file.

• Select Upload File or drag and drop the completed CSV file into the upload area.

• Confirm the correct file name appears.
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Step 2: Download and Upload the Request Template
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Step 2: Download and Upload the Request Template
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Step 3: Track the request and review the Outcome File
From the NJSLEDS Home page, select View All Cases and open the case number. The Requested and Processed Files table 
shows the uploaded file, requested date, Outcome File, processed date and current file status.

Status What it means

In review The file was received and is being reviewed 
by the NJSLEDS team. No action is needed 
unless the team contacts you.

Processed Successfully All records were successful. Review and 
save the Outcome File. No further action is 
needed. The case will close automatically 
after seven days.

Processed with Errors Some records succeeded and some failed. 
Review the Outcome File to see which files 
or records you need to resubmit in order to 
process successfully. Correct the records 
and upload a new file in the same case.

Failed All records failed. Review the Outcome File, 
correct the records and upload a new file in 
the same case.
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After Processing and Related Resources
Review the Outcome File even when the request is processed successfully. It provides the result for each submitted record.

•  If the file is Processed Successfully, save the Outcome File. No further action is needed in the case.

• If the file is Processed with Errors or Failed, correct the failed records and upload a new file in the same case. Do not 
create a second case for these records.

• After a field change or merge is confirmed, update your local source system as needed before your next NJSLEDS 
submission upload so the records remain aligned.

Related NJSLEDS resources

• How to Submit an NJSLEDS Help Desk Case

• Field Change Requests in NJSLEDS

• Merge Requests in NJSLEDS

• Delete Requests in NJSLEDS

• NJSLEDS Key Documents page
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