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NJ Statewide Longitudinal Education Data System

How to Submit an NJSLEDS Help Desk Case

This guide covers everything you need to know about using the NJSLEDS Help Desk portal: submitting a case, checking for
known issues, viewing your cases, communicating with the Help Desk through case comments, and understanding the
automated email notifications you will receive.

To ensure your Help Desk request is properly logged, assigned and tracked, all NJSLEDS Help Desk cases should be
submitted using the “Contact Help Desk” button on the NJSLEDS system homepage or by calling 609-376-3970.

Submitting a Help Desk Case

Step 1: Access the Help Desk
web form

1. Loginto NJSLEDS
through myNJ.

2. Onthe NJSLEDS
homepage, click on the
blue “Contact Help
Desk” button under the .

welcome message.
e

L

Step 2: Check for Known Issues
When you click “Contact Help Desk,” the system will check whether there are any active known issues that the NJSLEDS
team has already identified and is actively working to resolve.

Contact the Help Desk

Help Desk support is available for all MISLEDS inguinies. Please use the form below to submit your guestion or requast

Salact tha known issue that hest matchas your quastion, requast, or situation.
Froram isses are problems the FUSLEDS team has already dentified and is actrvely workong bo resobee. Fyour guestion or reguest mabches one of the issoes Bsted below. selectit to recenve the labest status and resolution
dietails. It reane apply sel=ct "Nore of the sbowve” S0 contirue submitting your regquest.

() credentialType for Purchased Sarvices Job Codes
Same purnchesed services job codes are recelving emars: raquinng CredentialMyps when the posiion may not raquire a credential. This: 8 related 10 8 recen updste thal expanded the range of job codes covered
Ly e Cragenlial Type vabdslion. The rlended behaviar |

" Special Education Classification = Holding Code 19
& new SpecialCducstionClassificetion code {19) is evalable for preachool refemal gtudents and other sludenis whose evaluation ts in progress and eligibilty has ot yel been detenmined. You May see ems
vahen using this code — those erors can be =slely ignored for now.

’_: IEF Graduation Fields
Snca we ang in tha =nd of Year submission window, IFPGraduationCaurseHenurement and IEFGraduationAttandance ara currantly required. You may nat have this informaton available yat for qualifed 13th

grade shodents.

;_J Mone of tha abowva

Cancel
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If there are any active known issues, you will see a selection screen before the standard Help Desk form. Each known issue
includes a title and a brief description of the problem. Review the list to see if your situation matches one of the listed issues.

e Ifyour situation matches a listed issue: Select it and click “Next.” You will still complete the standard Help Desk
form in the next step. When you submit, your case will automatically be linked to the known issue you selected.
o If none of the listed issues match: Select “None of the above” and click “Next.” You will proceed to the standard
Help Desk form.
If there are no active known issues at this time, the selection screen will not appear. You will go directly to the standard
Help Desk form. No action is needed on your part. The known issue step only appears when there are active issues to
display.
Step 3: Confirm Your Contact Information
Your name, email address and District ID will auto-populate based on your NJSLEDS account information. You will be asked
to enter your phone number and phone extension (if applicable). This information allows the Help Desk to contact you if
clarification is needed.

+— Back to Known lssues
Contact the Help Desk

Help Desk support is available for all NJSLEDS inquiries. Please use the form below to submit your gquestion or request.

*Name
*Email
* District ID “Phone @ Phone Extension gy
*Type

* Details

A

Note: If any known issue appeared during Step 2, you will see a “€ Back to Known Issues” link at the top of the form. You
can use this to return to the selection screen if needed.

Step 4: Select the Request Type
Use the dropdown menus to classify your request.

1. Selectthe Type that best matches your issue
2. |If prompted, select a Sub Type and Sub Category, choosing the options that most closely describe your request
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Step 5: Describe Your Request

In the Details field, clearly describe the issue or question you need help with. Include relevant context such as what you were
trying to do, what happened and any error message you received. If the issue affects multiple records, note that in your
description. Keep the description concise but specific.

Step 6: Review and Submit

Before clicking Submit, confirm your contact information is correct, the request type is appropriate, your description is clear
and any required files are attached.

Click “Submit” once and wait for the confirmation message. You will receive a confirmation email with your case number
and be able to view the cases in your View All Cases section of the NJSLEDS portal.

Viewing Your Cases

Step 1: Go to the Cases Section

After logging into the NJSLEDS system, click “View All Cases” on the homepage under the welcome message. This is where
you’ll see all the Help Desk tickets your district has submitted.

Step 2: View Your Case List

The case list shows helpfulinformation including the case number, status, type of request, case contact, email, details,
date/time opened and last modified date.

| § Department Of Education Home ID Management  Submission Records Submission Upload Submission History Reports Appeals e v
All Cases Show Filter
Case Number v | Type v | SubType v | CaseContact v | Email v | Details v | status v | Date/Time Opened v | LastModified Date v
00344567 1D Change Management Change Request (FirstNam... ~ Jane Smith jane.smith@district.org test New 12/23/2025, 9:48 AM 12/23/2025, 9:48 AM
00344568 QSAC Jane Smith jane.smith@district.org test2 New 12/23/2025,9:49 AM 12/23/2025, 9:49 AM

Page1of 1
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Step 3: Review a Case

Click on any case number to view the full case details. You will see the details of your request as well as any information the
Help Desk has shared with you.

Department Of Education Home  IDManagement Submission Records Submission Upload Submission History Reporis Or

< View All Cases

Case Details

00243533 Web - NISLEDS
Phove Nursbes

hew 9874563210

Ems Phone Extersior
first last@do nj gov

Data Inquiry

F'm unable toupload my data.

Linked Issue Details

ssue Number Subject
INC-000000031 IEP Graduation Fields

re in the End of Veear submission window IEPGraduationC: q and IEPGradu st currently required. You may not have this information available yet for qualified 12th grade students.

Case Comments (0)

User v | Crested Date v | Comment

Understanding the Case Detail Page

The case detail page shows your case information in two main sections, plus a comments area at the bottom.

< View All Cases
Case Details
Case Number. Case Origin:
00344568 Web - NJSLEDS
Status: Phone Number:
New 6095551234
Emai Phone Extension:
jane.smith@district.org
T Sub Type:
QSAC
Sub Category Subject
Details: Description:
test2
Case Comments (1) New
User v | Created Date v | Comment v
NJSLEDS HelpDesk 12/23/2025,12:53:52 PM Test 1 public

Case Details

The top section displays your case number, case origin, status, contact information, request type, sub type, sub category
and the details you provided when submitting.
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Linked Issue Details
If your case is linked to a known issue, a Linked Issue Details section appears below Case Details. This section shows:

e Issue Number: The tracking number for the known issue

e Subject: A brief title describing the issue

e Status: The current status of the known issue (e.g., New, Closed)
o Resolved Date: The date the issue was resolved (when available)
o Description: A detailed description of the known issue

Linked Issue Details
Issue Number Subject
INC-000000031 |EP Graduation Fields.

Status: Resolved Date
Closed Mar 31,2026

Description
Since we are in the End of iindow, IEPGraduationC ol IE: - yet for quali

This section appears in any case that has been linked to a known issue, whether you selected the known issue at the time of
submission or the Help Desk linked your case afterward. If your case is not linked to a known issue, this section will not
appear. When the known issue is resolved, the Linked Issue details will update to show the resolved date and a status of
“Closed.”

Using Case Comments

The Case Comments section appears at the bottom of every Case Detail page. You can use comments to communicate
directly with the Help Desk: providing additional information, answering a question or following up on your request. All
communication stays in one place, keeping your case history organized and secure.

Adding a Comment
1. Open the case you want to comment on
2. Inthe Case Comments section, click “New”
3. Type your message in the comment field
4. Click “OK” to submit your comment

New Case Comment

" Comment:

Cancel

When you submit a comment, the case status automatically updates to alert the Help Desk that you have added new
information. Your comment will appear in the conversation thread on the Case Detail page.
When You Can Comment on a Case
You can add comments on most cases, including cases linked to known issues. However, the comment option will not be
available when:

o The Help Desk is actively working on your issue (status is “In Progress”)

e The case has been finalized (status is “Closed”)

If your case is closed and you still need to follow up, submit a new case through the “Contact Help Desk” button and
reference the previous case number to maintain continuity.
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Email Notifications

You will receive automated email notifications at key points during your case. All emails are sent from
noreply@salesforce.com on behalf of NJSLEDS.

Important Reminders

o Emails no longer create Help Desk cases. The Help Desk email address is no longer used for managing or creating
tickets. All cases must be submitted through the “Contact Help Desk” button on the NJSLEDS system homepage or
by calling the Help Desk.

o Do not submit duplicate requests for the same issue. If you need to follow up on an existing case, use the Case
Comment feature instead.

e Known issues are also available on the NJSLEDS website. The Known Issues page on the NJSLEDS User Resources
website is a public reference where you can check the current status of active system-wide issues at any time without

logging in.

Help Desk Phone: 609-376-3970, or 6 NJSLEDS User Resources Website
“Contact Help Desk” button in NJSLEDS Last Updated: July 2026



https://www.nj.gov/education/sleds
https://nj.gov/education/sleds/sledsnews/system-updates.shtml
https://nj.gov/education/sleds/
https://nj.gov/education/sleds/

