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Webinar Etiquette

We want to ensure all attendees can fully engage with the training 

and have their questions addressed.

  How can I ask a question?

 



Webinar Live Captioning

To use live captions during this webinar:

1. Click on the “More” option along the Teams webinar control panel (top of your screen).

2. Click on “Language and speech” and then “Show live captions.”
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Agenda

1. The Transition to NJSLEDS

2. What’s Next?

3. Overview of Staff Vacancy reporting

4. Overview of the submission process

5. Key data fields

6. Common mistakes to avoid

7. Resources and support

8. Thank you!

Agenda



Introduction to the
New Jersey Statewide Longitudinal 
Education Data System (NJSLEDS)



Why Transition to NJSLEDS?

The New Jersey Department of Education (NJDOE) is transitioning from the current NJ SMART 
system to the New Jersey Statewide Longitudinal Education Data System (NJSLEDS) to enhance 
data management, improve efficiency, and support evolving technology needs.

Data Accuracy: Meets growing demands for accurate school and student data.

Simplified Reporting: Streamlines reporting for administrators.

Efficiency: Supports compliance with critical legislation such as the Individuals with Disabilities Education 
Act and the Every Student Succeeds Act.

The system provides data to monitor progress, drive improvements, and secure funding for New Jersey’s 
schools. Schools are encouraged to submit data regularly to keep the system up-to-date.

This presentation was designed to support administrators in gathering and submitting this information for 
staff vacancy data.



Our goal: A seamless transition.

• Moving NJ SMART to NJSLEDS using a lift and shift approach.

• Migrating the longitudinal data and similar infrastructure to an internal cloud-based 
environment.

Key benefits:

• Quick transfer with minimal disruption to users.

• Maintains the same input file layouts for all submissions to streamline migration.

• Ensures continuity without major system overhauls.

What this means for the future:

• While this method is efficient, it does not immediately take advantage of the advanced 
scalability and features of the new platform.

• Further optimization or re-architecting may be required later to unlock full benefits.

This migration is about stability first, enhancements later—ensuring a smooth 
transition now while planning for future improvements.

NJSLEDS Lift and Shift



An Important Step Forward: What’s Next?
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NJSLEDS website

Pilot Testing: There will be five pilot phases between February and May 2025. The NJDOE will partner with 
school districts to test NJSLEDS through pilot programs, focusing on various data collection and submission 
capabilities. During the first pilot phase, participating districts will use NJSLEDS to report on our new 
Staff Vacancy submission. 

Feedback and Refinement: Input from pilots will inform the final development of NJSLEDS, including training 
and support resources, available on the new NJSLEDS website. From May to June 2025, we will make 
development changes based on feedback from the pilots in preparation for our soft launch in July 2025.

Ensuring Continuity: Focus will be placed on maintaining a smooth transition, ensuring that NJ SMART data 
submission timelines continue without disruption until NJSLEDS is fully operational.

https://njdoe--staging.sandbox.my.site.com/slds/s/login/


Activity Session

Which statement best describes your experience with data submission?

1. I have uploaded data in NJ SMART.

2. I have never uploaded data.

3. I have used another data submission system outside of an NJDOE-based system.
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Introduction to Staff Vacancy Reporting
Your Guide to Submitting Accurate Data



Legislative Background & Mandate
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Mandated under New Jersey 
Statute 18A:27-3.5.

Requires reporting on:

Vacant teaching positions

New teaching positions created

Teaching positions eliminated

Anticipated teacher retirements

Introduced to support data-
driven decisions for educational 

planning and policy-making.



Overview of Staff Vacancy Reporting
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NJSLEDS

New in accordance with the 
New Jersey Statutes. 

 

All school districts must 
report Staff Vacancy data 

for teaching positions. 

Users will submit data 
during the pilot submission 

window, which will begin 
March 13, 2025, and will 
end on March 20, 2025. 

2024-2025 data will be 
collected as pilot submissions. 

2025-2026 data will be 
collected and stored into 

NJSLEDS.

Purpose: To ensure 
accurate tracking of 

teacher staffing trends 
across New Jersey.

https://njdoe--staging.sandbox.my.site.com/slds/s/login/


Submission Process Overview
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Step 6: 

Submit by the 
deadline

Step 5: 

Review and 
clean up your 

errors

Step 4: 

Upload your 
staff vacancy 

data

Step 3: 

Log into the 
system

Step 2:

Review and 
validate your 

data

Step 1:

Prepare your 
staff vacancy 

data for 
upload



Step 1

Prepare Your Staff Vacancy Data 
for Upload



1a. Review Available User Resources
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It’s mandatory for all districts to use the provided 
Staff Vacancy Handbook and review all 
definitions, additional notes, and common errors.

Not all data elements are relevant to each 
staffing position.

It’s important to understand how each definition 
is implemented. In situations where the 
implementation of a definition is not clear, it 
should be reported to the NJDOE so that a 
collaborative resolution can be reached.

NJSLEDS User Resources site 

Visit the NJSLEDS User Resources site for 
information about NJSLEDS submissions, training 
schedules, key documents, and additional 
downloadable resources.

https://www.nj.gov/education/sleds/


1b. Use the Staff Vacancy Handbook
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Staff Vacancy Handbook

Staff Vacancy Handbook

The Staff Vacancy 
Handbook is a 

required tool that 
is available on the 

NJSLEDS User 
Resources 

website.

If you haven’t 
already done so, 

thoroughly review 
the Staff Vacancy 

Handbook 
sections.

Share the 
handbook with 
your staff data 

coordinator or in-
house data 

administrator.

Ensure that the 
data you collect 
will be able to be 
aligned with all 

NJDOE 
requirements.

Review your data 
for accuracy. 
Submitting 

accurate data now 
reduces future 

errors, saving you 
time later!

https://nj.gov/education/sleds/resources/staffvacancy/index.shtml
https://nj.gov/education/sleds/resources/staffvacancy/index.shtml


Handbook Sections
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1c. Use the Staff Vacancy Report Layout
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SchoolID PositionType JobCode JobCodeSubcategory DistrictPositionID PositionOpenDate PositionClosedDate NumberOfApplicants

Staff Vacancy User Resources NJSLEDS User Resources site

This template is a key component of the data reporting process used by school districts and charter schools 
in New Jersey.

Its purpose is to help you manage and report data to meet state and federal requirements.

We provide this template to collect core data for Staff Vacancy and ensure that districts report consistent 
and accurate data in compliance with the new law.

This template can be found under Staff Vacancy User Resources on the NJSLEDS User Resources site. 

https://www.nj.gov/education/sleds/resources/staffvacancy/index.shtml
https://www.nj.gov/education/sleds/


Staff Vacancy Submission Template A

This is a downloadable Staff Vacancy template provided on the NJSLEDS User Resources website. 

Template A contains headers with lookup tables for the data elements.

Please note: This template must be saved as a .CSV UTF-8 file to be uploaded into the NJSLEDS system.



Staff Vacancy Submission Template B

This is a downloadable Staff Vacancy template provided on the NJSLEDS User Resources website. 

Template B only contains headers for the data elements.

Please note: This template must be saved as a .CSV UTF-8 file to be uploaded into the NJSLEDS system.
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1d. Understand Key Data Elements
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Report Column Definition

SchoolID The school code from the district’s County District School (CDS) information.

PositionType The employment-related status of types of teaching positions within a district or school.

JobCode The NJDOE job code associated with the position type.

JobCodeSubcategory The subcategory linked to the job code associated with the position type.

DistrictPositionID Assigned by the district and used to track positions within a district over time.

PositionOpenDate The year, month, and day (YYYYMMDD) on which a position opened.

PositionClosedDate The year, month, and day (YYYYMMDD) on which a position closed.

NumberOfApplicants Total count of applicants who have applied for current job vacancies or new teacher positions 
within the district/school.



Key Data Element: SchoolID
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Key Documents

NJSLEDS User Resources site

NJSLEDS User Resources site

The SchoolID is the 
school code from the 
district’s County 
District School (CDS) 
information.

Your user account 
will identify your 
District ID upon 
login.

We need your 
SchoolID to provide 
information on staff 
vacancies on a 
school level.

The list of school 
codes can be found 
under Key Documents 
on the NJSLEDS User 
Resources site. 

Reminders:

• The school code for staff at the district level should 
be entered as 000. 

• An error will occur if the codes do not conform to the 
NJDOE CDS codes listed

• An error will occur if the field is left blank.

https://www.nj.gov/education/sleds/keydocs/
https://www.nj.gov/education/sleds/
https://www.nj.gov/education/sleds/


Key Data Element: PositionType
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The PositionType represents the employment-related status of 
types of teaching positions within a district or school.

There are 5 position types:

• 1 = District/School: no vacancies or retirements to report for current 
submission timeline.

• 2 = Anticipated Retirement: a teacher who is scheduled to terminate 
employment with a District and will be receiving retirement benefits.

• 3 = New Teaching Position: a position not previously existing, intend to 
post for the next six months.

• 4 = Eliminated Positions: a termination of staff employment due to 
reduction in force, job elimination, redundancy, or similar event.

• 5 = Vacant Positions: a full-time position for which there is no 
incumbent teacher, actively in the last year/six months.

Reminders:

• Value must conform to one of the acceptable values listed above or an 
error will occur. 

• Error will occur if field is left blank.



Key Data Element: JobCode
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Key Documents

NJSLEDS User Resources site

The NJDOE JobCode is associated 
with teaching position types (JC: 
1000-2799).

A list of acceptable values can be 
found in the Job Codes and Job 
Code Subcategories document, 
under Key Documents on the 
NJSLEDS User Resources site. 

Reminders:

• An error will occur if the Job Codes do not confirm to the NJDOE codes 
listed.

• An error will occur if the field is left blank and PositionType is 2, 3 ,4 , or 5.

https://www.nj.gov/education/sleds/keydocs/
https://www.nj.gov/education/sleds/


Key Data Element: JobCodeSubcategory
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The JobCodeSubcategory is linked to the job code 
associated with the position type.

• 1 = General Education

• 2 = Bilingual

• 3 = Hearing

• 4 = Visual

• 5 = Special Education

There are 5 acceptable 
values for 
JobCodeSubcategory:

Reminder: An error will occur if the codes do not conform 
to the NJDOE job code subcategories listed or if the field 
is left blank when the JobCode is populated.



Key Data Element: DistrictPositionID
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A DistrictPositionID is assigned by the 
district and used to track staff positions 
over time.

Reminder: This field is mandatory for 
PositionType 3 (New Teaching Positions) 
or 5 (Vacant Positions).

Error will occur if field is populated and 
PositionType is equal to 1 (No Vacancy)



Key Data Elements: 
PositionOpenDate & PositionClosedDate
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The PositionOpenDate is the year, month, and 
day on which a position opened. This field is 
mandatory for PositionType 3 (New Teaching 
Positions) or 5 (Vacant Positions).

The PositionClosedDate is the year, month, 
and day on which a position closed. This field 
is mandatory for PositionType 2 (Anticipated 
Retirements).

Reminders: 

• The date should reflect the day that the 
position opened or closed.

• Date must be in YYYYMMDD format. Do not 
include any separators such as “/” or “-”.



Key Data Element: NumberOfApplicants
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The NumberOfApplicants represents the total 
count of applicants who have applied for current 
job vacancies or new teacher positions within the 
district/school.

Reminders:

• An error will occur if a whole number is not 
used.

• An error will occur if the field is left blank and 
PositionType is 3 (New Teaching Positions) or 5 
(Vacant Positions).

• An error will occur if the field is populated and 
PositionType is 1 (No Vacancy), 2 (Anticipated 
Retirement), or 4 (Eliminated Position).



1e. Ensure Data Quality
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Your reported data will be:

Compiled into a report by the Commissioner of 
Education detailing trends and recommendations 

for improving teacher retention in New Jersey.

Incorporated into a teacher workforce projects 
report issued by the Executive Leadership 

Council in conjunction with the New Jersey 
Statewide Data System (NJSDS).

Used to project workforce needs, for example, 
bilingual and computer science teacher needs, 

potential program eliminations, etc.

It’s crucial that the correct information is entered into the system for the following reasons:



Step 2

Review and Validate Your Data



2a. Review and Validate Your Data

Check for 
missing fields.

Ensure correct 
formatting.

Validate 
against the 

Staff Vacancy 
Handbook.



Step 3

Log Into the System



Remember! Never edit or change the email associated to the user account. 
This will affect roles, permissions, and login access to other applications.

Once a user account is 
created, a welcome email 
will be sent from NJSLEDS 
containing username to 
access your account.

Enter username 
provided in the 
welcome email. 

Enter password. Users 
will be asked to set up 
their password on their 
first login.

Log into NJSLEDS.

https://njdoe--staging.sandbox.my.site.com/slds/s/login/


Users will land on the 
Home tab upon login.

Users can refer to the Home 
page for submission and 
trainings schedules, and to 
contact the Help Desk via email.



Step 4

Upload Your Staff Vacancy Data



4a. NJSLEDS Submission Records Tab

The Submission Records tab enables users to view, filter, and export records submitted by 

themselves or other users within the same district. 
Please note: this tab provides a historical view of all submitted records, whereas the Submission History tab only displays the 

status and details of submission uploads.

Click on the “Submission 
Records” tab and select 
“Staff Vacancy”.

Users can use filters on 
the left navigation to sort 
and filter the data 
displayed.

Users can download the 
report using the “Export” 
button. The export will 
include any filters that 
were applied.



4b. NJSLEDS Submission Upload Tab

The Submission Upload tab allows users to quickly and securely upload data files directly into the system.
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Click “Next”.

Select “Staff Vacancy” in 
the Submission Type 
drop-down.

Enter any 
comments/notes related 
to the file you are 
submitting in the 
“comments” text box.

Click on the “Submission 
Upload” tab.



4b. NJSLEDS Submission Upload Tab

The Submission Upload tab allows users to upload from device or drag and drop files into the system.
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Remember! The submission file should always be 
pulled from your source system to ensure data is 
updated across all systems.

Ensure file name is not 
longer than maximum 
length of 80 characters A 
popup window will 
confirm once the upload is 
complete. Click “Done”. 

Upload the submission 
file in the Submission 
Upload tab

Choose one of the 
following methods to 
upload .CSV file:

• “Upload File”

• “Drop File”



4c. NJSLEDS Submission History Tab
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The Submission History tab allows users to view the status and details of their submission uploads, 

including errors during validation.
Please note: this tab only displays the details/status of submission uploads whereas the Submission Records tab provides a historical 

view of all submitted records.

File status will show “In Process” 
immediately after upload. File 
status will update to “Processed” 
once validation process is 
complete.

Users will receive an email once 
upload is processed, including any 
errors found during validation. 
Check for errors.

Once the file is uploaded, users will 
land on the “Submission History” 
tab, where users can track uploads 
status updates.



Step 5

Review and Clean Up Your Data



5a. Access and View Your Error Report
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The Submission Records tab allows users to view error reports if the submission contains errors. Users 

will be notified via email and will be prompted to log into the system to review errors.

Remember! The Error Report layout will be different than the 
Submission layout. It should only be used as a guide.

Click on Error Report 
in the top right corner.

Log into NJSLEDS. 
Click on the 
“Submission Records” 
tab and select “Staff 
Vacancy”.



5b. Interpret the Error Report and Error Details

The Error Report allows users to view any errors found in the submission during validation.
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To see details about a specific error, click on any 
record on the error report.

Clicking on a record will show the error details and description within a specific record.

Export your error report, 
to review and resolve 
your errors efficiently.

Users can use filters on 
the left navigation to 
sort and filter errors.

To see details about a 
specific error, click on 
any record on the error 
report.

The error report will 
auto-display Record 
Level errors. To sort 
errors by type, Click on 
“Error By Type” on the 
top right corner. Users 
can toggle back and 
forth to each view.



5c. View Error Report by Record Level

The Error Report allows users to view and sort any errors by level.
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Users can use filters on the 
left navigation to sort and filter 
errors.

To see details about a specific 
error, click on any record on 
the error report.

To sort errors by level, Click on 
“Record Level” on the top right 
corner. Users can toggle back 
and forth to each view.



5d. View Error Record by Record Type

The Error Report allows users to view and sort any errors by type.
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Use the Page Number text 
box to navigate through 
result pages. Customize 
the number of records 
displayed per page in the 
Page Size text box.

To see details about a 
specific error, click on any 
record on the error report.

Users can use filters on the 
left navigation to sort and 
filter errors.

To sort errors by type, Click 
on “Error By Type” on the 
top right corner. Users can 
toggle back and forth to 
each view.



5e. Export Your Error Report

The Submission Records tab allows users to export error reports 

and download onto their device if the submission contains errors.
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The Error Report layout 
will be different than the 
Submission layout. It 
should only be used as a 
guide.

The export will include 
any filters that were 
applied.

Check your “Downloads” 
folder in your device to 
open export. 

Click on the Export button 
within the Error Report. 

Errors.xlsx



5f. Navigating Through Download Export

Users can view and navigate through the download error report on their device. 

This will allow users to easily identify, sort, update, and resolve their errors.

Click on Sort & Filter 
button to add filters 
on columns

Navigate through 
sorted data to easily 
identify and resolve 
errors. Transfer these 
changes to your 
submission file. 

Access your 
Downloads folder on 
your device

Errors.xlsx

Errors



5g. Re-Upload Your Staff Vacancy Data

The Submission Upload tab allows users to re-submit Staff Vacancy data once errors are resolved.
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Remember! The submission file should always be upload from your source 
system to ensure data is up-to-date across all systems.

Click “Done” and confirm file 
is successfully processed 
without errors.  

Ensure your submission 
includes correct headers. 
Upload new submission file 
into your source system.

Re-upload new submission 
file from source system into 
NJSLEDS. System will 
override any records where 
errors have been resolved.

Resolve and update errors 
within your submission 
file/source  system, then 
navigate to the Submission 
Upload Tab in NJSELDS. 



Step 6

Submit by the Deadline



6a. Submit by the Deadline

Home

NJSLEDS User Resources site

NJSLEDS User Resources site

NJSLEDS

Navigate to the Home 
page of the NJSLEDS 
User Resources site. 

Check the submission 
schedule and ensure 

all data is complete by 
March 20, 2025.

Navigate to 
Submission Upload 

tab in NJSLEDS.

Upload submission 
and confirm file is 

successfully 
processed without 

errors. 

https://www.nj.gov/education/sleds
https://www.nj.gov/education/sleds/
https://www.nj.gov/education/sleds/
https://njdoe--staging.sandbox.my.site.com/slds/s/login/


Common Mistakes to Avoid
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Leaving required 
data fields blank.

01
Using incorrect 
formatting.

02
Misinterpreting 
data definitions.

03
Submitting 
incomplete data.

04
Missing the 
deadline.

05



Friendly Reminders
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User Resources

Helpdesk-sleds-staging@doe.nj.gov

Helpdesk-sleds-staging@doe.nj.gov

Users will receive access to their NJSLEDS accounts and an email with their 
login credentials the day of the pilot launch.

Review and utilize user resources provided by the NJDOE. 

Check the submissions schedule on the User Resources site to ensure data 
is submitted in a timely manner.

Contact the Help Desk if you have questions or need assistance: Helpdesk-
sleds-staging@doe.nj.gov.

https://www.nj.gov/education/sleds/keydocs/
mailto:Helpdesk-sleds-staging@doe.nj.gov
mailto:Helpdesk-sleds-staging@doe.nj.gov


Resources & Support

NJSLEDS

Helpdesk-sleds-staging@doe.nj.gov

Staff Vacancy Handbook

Frequently Asked Questions (FAQs)

NJSLEDS User Resources Page

NJSLEDS Website (please note users will receive access to their accounts and an email with their 
login credentials the day of the pilot launch)

Help Desk: Helpdesk-sleds-staging@doe.nj.gov or 609-376-3970.

Staff Vacancy Handbook

Frequently Asked Questions (FAQs)

NJSLEDS User Resources Page

https://njdoe--staging.sandbox.my.site.com/slds/s/login/
mailto:Helpdesk-sleds-staging@doe.nj.gov
https://nj.gov/education/sleds/resources/staffvacancy/docs/NJSLEDS_StaffVacancy_Handbook.pdf
https://nj.gov/education/sleds/resources/staffvacancy/faq.shtml
https://nj.gov/education/sleds/resources/staffvacancy/faq.shtml


Contacting the Help Desk

Helpdesk-sleds-staging@doe.nj.gov

Helpdesk-sleds-staging@doe.nj.gov

NJSLEDS@doe.nj.gov

Email Helpdesk-sleds-
staging@doe.nj.gov or 
NJSLEDS@doe.nj.gov.

Provide your full name, 
district/school code, 

and reason for inquiry.

Refer to your case 
number and 

confirmation email 
sent by NJSLEDS.

73

mailto:Helpdesk-sleds-staging@doe.nj.gov
mailto:Helpdesk-sleds-staging@doe.nj.gov
mailto:NJSLEDS@doe.nj.gov


Live Q&A



Thank You!
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New Jersey Department of Education

nj.gov/education

Questions? Email Helpdesk-sleds-staging@doe.nj.gov

New Jersey 

Department of 

Education

@NewJerseyDOE@newjerseydoe New Jersey 

Department of 

Education

New Jersey 

Department of 

Education

@newjerseydoe

nj.gov/education
mailto:Helpdesk-sleds-staging@doe.nj.gov
https://www.facebook.com/njdeptofed/
https://www.facebook.com/njdeptofed/
https://www.facebook.com/njdeptofed/
https://twitter.com/NewJerseyDOE
https://www.instagram.com/newjerseydoe/
https://www.youtube.com/@newjerseydepartmentofeduca6565
https://www.youtube.com/@newjerseydepartmentofeduca6565
https://www.youtube.com/@newjerseydepartmentofeduca6565
https://www.linkedin.com/company/new-jersey-department-of-education/posts/?feedView=all
https://www.linkedin.com/company/new-jersey-department-of-education/posts/?feedView=all
https://www.linkedin.com/company/new-jersey-department-of-education/posts/?feedView=all
https://www.threads.net/@newjerseydoe
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