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Webinar Housekeeping
Our goal is to make sure you can actively participate and have your questions answered.

How to ask a question:

To use live captions:

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. Welcome to NJSLEDS

2. Staff Management Submission Overview

3. Common Scenarios and Examples

4. Next Steps and Key Resources
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Welcome to NJSLEDS

The New Jersey Department of Education (NJDOE) has 
transitioned from NJ SMART to the New Jersey 
Statewide Longitudinal Education Data System, known 
as NJSLEDS.

This shift is part of a strategic effort to:

• Enhance statewide data management

• Ensure long-term sustainability

• Align with evolving education policies and 
technology standards

For a broader overview of this transition, please 
review the Introduction to NJSLEDS Webinar PDF.

https://nj.gov/education/sleds/training/doc/Intro_To_NJSLEDS_Webinar.pdf
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Staff Management Overview

• The Staff Management submission collects a set of core demographic 
data elements that provide a comprehensive picture of your staff 
members

• Every staff member will be assigned a unique state identifier (SMID)
• Once a unique SMID has been assigned, the SMID must remain the 

same and follow the staff member throughout their career in New Jersey
• All LEAs must submit a Staff Management record for every active staff 

member who is employed by their district
• There are two Staff Management snapshots per school year – Fall and 

End of Year
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Reporting Responsibilities

All staff members who are employed by your district and working within your district 
should be reported to Staff Management. This includes:
• Staff that your district is responsible for paying the salary of, even if they are physically located elsewhere

• Certificated and non-certificated employees

• Staff employed within your district by contracting (not paid directly, but your LEA is paying another company 
for their services)

• Long term substitutes

Holds a 
certificate from 

the state

Holds teaching 
position for 

more than 20 
days

Long Term 
Substitute

Note: Short term substitutes are not reported to Staff Management
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File Uploads
During each school year, record updates and file uploads should be performed as necessary 
to keep Staff Management updated
• File uploads should include the records of:

• All continuing active staff members

• Any new staff is employed within your district for the 2025-2026 SY

• The inactive records for staff members that worked for any part of the 2024-2025 SY and are no longer employed at 
the district

Staff Management 
File Upload

Active Continuing New Staff 24/25 SY Inactive
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Staff Member Reporting Guidance

Updating a Staff Member’s Last Name:
• First, make the change in your local data system
• Then, upload a file
• The record will go into unresolved where you can Associate the SMID records based on the longitudinal data

Inactivating a Staff Member: 

• All staff members not employed as of October 15, 2025, should appear as inactive on the October 31 Staff 
Management Snapshot

• Note: It is recommended that staff information is updated in your local data system before being uploaded to 
NJSLEDS.

• When inactivating the staff member in your local data system, the following fields should be updated:

• Status
• District Employment Exit Date
• District Employment Exit Reason
• Employment Separation Type
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Staff Member Reporting Guidance
Obtaining a SMID Number for a new staff member that was previously employed by another LEA in New Jersey

• LEAs should work together with the staff member’s previous district to retrieve their SMID number.

• Note: Although the LSID can vary by district, the SMID must be maintained

Weekly Basis Personnel: How LEAS can identify which personnel to report when staffing varies 
weekly; and how to obtain the necessary information
• For positions involving personnel that consistently alternate over time, LEAs may report the staff that is present 

during the week of the Snapshot.

• Contact the company providing the services to obtain information on the staff member

Staff Member Employed by Multiple LEAs
• Each staff member should be assigned to one unique staff member identifier (SMID Number)

• Unlike Student Management, more than one district can report the same staff member to Staff Management.
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Staff Member Reporting Guidance
Certification Process: Who should be indicated as certificated in the CertificationStatus field
• Y” should be reported for all staff members serving in teaching positions that require certification.

• This includes: certificated teachers, nurses, media specialists, guidance counselors, child study team 
members, administrators, or psychologists

• Field should be marked “N” for all non-certificated staff members or staff members that are employed in a position 
that does not require a certification.

Social Security Number

• Field is required for all certificated staff and optional for all non-certificated staff.

• Social Security Number must be entered in XXX-XX-XXXX format.

• Make sure “dummy data” is not used for this field and that this data is accurate for each staff member reported.

• The Export functionality allows you to export in a masked format
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Staff Sync
Removing staff members from Staff Sync:

• Records that show in Staff Sync were previously reported as Active in your district but were not included in 
your most recent file upload to Staff Management

• Records in Sync should be resolved with one of three options:

• Uploaded as Active

• Uploaded as Inactive

• In some cases, Deleted (future enhancement)

• When a record does not represent an actual staff member

• When a staff member was uploaded in error (not your reporting responsibility)

• If you need to delete a record, please contact the Help Desk
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Reporting Scenario
Staff Employed by Multiple LEAs
Who would submit the staff member in the following scenario: District A pays staff to go out-of-district to District B, and 
District B pays an invoice to District A?

In this scenario, District A would submit the staff member as they are paying this individual’s salary although the staff 
member is physically located elsewhere. For this scenario, District A would submit the staff member and input District B’s 
CDS code for the Assigned field

District A: Submitting District District B: Assigned Location

Pays the staff member Does not pay the staff member

Submits staff member in NJSLEDS Does not submit the staff member in NJSLEDS

Enters District B’s CDS code in the assigned field Staff is physically located in District B

May invoice District B for services Pays invoice to District A

In this case and similar scenarios, districts should take into consideration the union contract that the 
employee is assigned to. This will assist in determining submitting responsibilities.
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Reporting Scenario
Any Staff Member Employed Within Your District By Contracting (Not Paid Directly, But Your LEA Is Paying Another 
Company For Their Services) Should Be Submitted To Your Staff Management

• If your district is subcontracting a staff member to another district, only your district should report the staff 
member to Staff Management. If your district is receiving a subcontracted staff member from another 
district, you should not report the staff member to Staff Management.

• District Employment Begin Date should reflect the date on which the staff member began employment within 
your district. If a staff member was inactivated for any reason and then returned to your district, you should 
always report the most recent District Employment Begin Date.

• District Entry Code is required for all staff members who entered (or re-entered) the district after September 
1, 2024.

• Status must be reported as an ‘A’ for active if the staff member is currently active in your LEA.

• Certification Status should reflect a ‘Y’ for contracted employees if the staff member is a certified teacher, 
nurse, media specialist, guidance counselor, child study team member, administrator, or psychologist. If the 
staff member does not hold a position that requires a certificate, then the Certification Status should be 
reported as an ‘N’.
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Reporting Scenario
Staff Members Who Are Employed By Two Or More Districts Should Be Submitted To Staff 
Management By Each District

• Each district should only report the role(s) in which the staff member is working within their own district.
• The guidance is slightly different for staff members who are paid by one district to work in another

• Although the staff member will be reported by more than one district, a staff member must only have one unique 
SMID number. Each district reporting the staff member should be using the same SMID number assigned to that 
specific staff member. If the SMID number is not known, upload the staff member without the SMID number filled in. 

• If only one record is a perfect match, NJSLEDS processes it automatically.

• If there are multiple “perfect matches”, those records appear in ID Management for manual review. Uploaded records 
show as Error / Unresolved until the user resolves them.

• For records with under 100% match, NJSLEDS flags one or more possible matches in ID Management. Uploaded 
record is marked Error / Unresolved.

• The user can then either:
• Select a match → update record with Associated SMID → reupload to complete OR
• Create New → system generates a new SMID → reupload required.
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Reporting Scenario
Staff Members Who Are Employed By Two Or More Districts Should Be Submitted To Staff 
Management By Each District, continued

• District Employment Begin Date should reflect the date on which the staff member began employment within your 
district. If a staff member was inactivated for any reason and then returned to your district, you should always report 
the most recent District Employment Begin Date.

• District Entry Code is required for all staff members who entered (or re-entered) the district after September 1, 2024.

• Status must be reported as an ‘A’ for active if the staff member is currently active in your LEA.



16nj.gov/education/sleds

Reporting Scenario
Substitutes Certified By The State And Are Working In Your District In One Position For More Than 20 Days 
Should Be Submitted To Staff Management

• District Employment Begin Date should reflect the date on which the staff member began employment within 
your district. If a staff member was inactivated for any reason and then returned to your district, you should 
always report the most recent District Employment Begin Date.

• District Entry Code is required for all staff members who entered (or re-entered) the district after September 
1, 2024. Staff members who are part-time and paid through lump sums should be submitted to Staff 
Management by the district paying the staff members.

• These staff members should be submitted to Staff Management with a Purchased Services Job Code: 0001-0045.

• Status must be reported as an ‘A’ for active if the staff member is currently active in your LEA.

• If these staff members are teaching any course for longer than 20 days in your district, at any point during the 
school year, they should also be submitted to the Staff Course Roster Submission.

For more reporting scenarios, please see the Staff Management Reporting Responsibilities on our Key Documents web page.

https://www.nj.gov/education/sleds/keydocs/
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Submission Process Overview

Step 6: 

Submit by the 
deadline

Step 5: 

Review and 
clean up your 

errors

Step 4: 

Upload your 
staff 

management 
data

Step 3: 

Log into the 
system

Step 2:

Review and 
validate your 

data

Step 1:

Prepare your 
staff 

management 
data for upload
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Prepare Data: Use Available User Resources

Staff Management Data Handbook (PDF)
Field definitions, required values, validation rules, and 
submission structure. Use this first and before 
uploading to avoid errors and meet NJDOE standards.

Submission Templates A and B (Excel)
Pre-formatted Excel files to build your .CSV upload. 
Template A contains headers and lookup values, and 
Template B contains headers only. 
Must be exported as a .CSV UTF-8 file for upload.

Reporting Responsibilities Document
Explains which LEA is responsible for reporting staff 
records and what rules apply when staff members work 
across multiple schools or districts.

Frequently Asked Questions (FAQs)
Quick answers to common questions about file 
structure, field errors, and submission timing.

https://nj.gov/education/sleds/resources/staffmgt/doc/NJSLEDS_Staff-Management-Submission_Data-Handbook.pdf
https://nj.gov/education/sleds/resources/staffmgt/doc/NJSLEDS_Staff-Management-Submission_Data-Handbook.pdf
https://nj.gov/education/sleds/resources/staffmgt/doc/Staff-Management_Submission-Template-A.xlsx
https://nj.gov/education/sleds/resources/staffmgt/doc/Staff-Management_Submission-Template-B.xlsx
https://nj.gov/education/sleds/keydocs/docs/NJSLEDS_Staff-Management-Reporting-Responsibilities.pdf
https://nj.gov/education/sleds/faq/staffmgt/index.shtml
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Using the Staff Management Handbook
The Staff Management Handbook is a required resource for every district. It explains how 
to submit accurate, compliant data and helps prevent validation errors.

What Each Field Includes in the Handbook:

• Name of Data Element: how it appears in the system

• Definition: what it means

• Policy Context: why it’s collected, how it’s used

• Required?: whether it’s mandatory

• Acceptable Values: data type, length, valid codes

• Validation Checks: what will trigger errors

• Additional Notes: additional important information

• Common Errors: what to avoid

• Warnings: will not block submission but still need 
attention

Before submitting:

• Review field definitions, notes, and common errors

• Confirm which fields are required for your 
submission

• Ensure each value follows NJDOE formatting rules

• Share with your data coordinator or staff system 
team

• Clean data now = fewer Help Desk tickets later

Tip: If a field definition is unclear, reach out to the 
NJSLEDS Help Desk before submitting.

https://nj.gov/education/sleds/resources/staffmgt/doc/NJSLEDS_Staff-Management-Submission_Data-Handbook.pdf
https://nj.gov/education/sleds/resources/staffmgt/doc/NJSLEDS_Staff-Management-Submission_Data-Handbook.pdf
mailto:helpdesk-sleds@doe.nj.gov
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Logging In to NJSLEDS
Step 1: Log In Through myNJ

• Visit https://my.nj.gov/aui/Login

• Log in using your myNJ account credentials

Step 2: Enter Through the NJSLEDS Tile

• First-time users must enter a user-specific 
authorization code

• This code is provided by myNJ via email from 
NJSLEDS@doe.nj.gov 

• After entering the code, the NJSLEDS tile will 
appear in your myNJ portal

https://my.nj.gov/aui/Login
mailto:NJSLEDS@doe.nj.gov
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Navigating the Home Page
• Users will land on the 

Home tab upon login.

• Refer to the Home 
page for submission 
and training schedule 
links, and a link to 
contact the NJSLEDS 
Help Desk via 
webform.

• The navigation bar on 
the top screen takes 
users to different 
areas of NJSLEDS
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Upload Your File
• Click on the 

“Submission Upload” 
tab from the top 
navigation bar.

• Select “Staff 
Management” in the 
Submission Type 
dropdown.

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

• Click “Next”.
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Upload Your File
• After clicking “Next”, you will be 

directed to upload your file. Please 
ensure your file name is not longer 
than the maximum length of 80 
characters.

• Choose your .CSV UTF-8 file for the 
Staff Management submission and 
either “Upload File” or drag and drop it 
into the gray square.

• The file will immediately begin to 
process once uploaded. Click “Done”.

• Users will be redirected to the 
“Submission History” tab.

StaffManagement-Submission_1.csv
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Track Status in Submission History

• After upload, users will land on the “Submission History” tab, where users can track uploads and status 
updates.

• File status will show “In Process” immediately after upload.

• File status will update to “Processed” once validation is complete.

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



nj.gov/education/sleds 25

Understand the Submission Email
Once your Staff Management file is 
processed, you’ll receive an 
automated email from NJSLEDS.
• The email will include:
• Submission type
• File status (Processed/Error)
• Number of errors and warnings

This email does not show full error 
details. You must log in to NJSLEDS to 
view the complete Error Report.

Data Submission File Name

Staff

User First Name and Last Name,
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Review Your Submission Records

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

• 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.
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No Editing in NJSLEDS
In NJ SMART, users could add or fix records directly in the platform.

In NJSLEDS, this is no longer possible.

NJSLEDS is a target system – it reflects your submitted data, but it does not generate, manage, or allow direct editing.

What This Means:

Your Student Information System = 
the Source System

• Where your data is entered, maintained, 
and corrected

• Editable at the local level

• Generates your NJSLEDS file

Why This Change Matters:

• Data Quality: Your SIS becomes the single source of truth

• Accountability: Matches federal/state reporting standards

• Scalability: Supports automatic and future enhancements

• Security: Prevents conflicting edits and manual-entry errors
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Review Your Error Report

• From the “Submission Records” tab, click on the “Error Report” in the top right corner of the navigation.

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

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

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

• Export your error report to review and resolve your errors efficiently.
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Working with the Exported Error Report

• After filtering your Error Report in NJSLEDS, click the “Export” button in the top right corner. The export will include any filters 
you applied.

• Locate the file in your Downloads folder and open it in Excel.

• Click “Sort & Filter” in Excel to organize the data by field, error type, and more. Use this view to help identify which records 
need correction in your staff information system.

Note: The error report layout is different from your original submission file. It should be used as a guide only—do not edit or reupload it.

Staff Management
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Steps to Fix Errors
Filter to Error Records: In the NJSLEDS system, go to the “Submission Records” tab and filter your records to show only 
those with an “Error” status.

Export and Review: Export both your filtered Submission Records view and the Error Report. Use them together to identify 
which records need to be corrected.

Correct the Data in Your Source System: Log into your staff information system or other local source system and make the 
necessary data corrections at the source.

Re-Export Your Submission File: After corrections are saved in your source system, generate a new .CSV UTF-8 file for 
Staff Management.

Re-Upload the Correct File to NJSLEDS: Upload the updated file in the “Submission Upload” tab to confirm that the errors 
are resolved.

Repeat (if needed): Continue this process until all errors are cleared and your file has successfully processed.
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Reuploading Corrected Files

• Resolve and update errors within your source system, re-export your .CSV UTF-8 file, and navigate to the 
“Submission Upload” tab in NJSLEDS.

• Re-upload your new submission file into NJSLEDS. The system will override any records where errors have 
been resolved.

• Click “Done” and confirm the file is successfully processed without errors in the “Submission History” tab.
Note: The submission file should always be uploaded from your source system to ensure data is up-to-date across all systems.

StudentManagement-Submission_01
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Unresolved Records in ID Management

• An Unresolved Record will show when the system has found a potential matching record, submitted by your 
LEA or another New Jersey LEA.

• Do not select “Associate” if the potential matching record is not the same staff member.

• If you are unsure which staff should own the existing SMID number, please contact the NJSLEDS Help Desk.

mailto:helpdesk-sleds@doe.nj.gov
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Submission Timeline

Staff Management opens for data submission September 2, 2025

The Staff Management Snapshot takes place on October 31, 2025 at 5pm

For all submission dates and deadlines, refer to the Submission Calendar

https://www.nj.gov/education/sleds/calendar/
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2025 Fall Snapshot
For the October 31, 2025, Snapshot at 5pm your Staff Management should include:

• Active records of continuing staff members who returned for the 2025-2026 school 
year

• Active records of new staff members who have joined your district since July 1, 2025

• Inactive records of staff members who ended employment with your district on or 
after June 30, 2025. Do not leave these records out of your Staff Management!

• We take a picture of how your records appear in Staff Management at the Snapshot 
deadline (10/31, at 5pm)

• This data is placed in your Snapshot records view in Submission Records

• Data collected for the October 31 Snapshot should represent staff data as of 
October 15

• Reminder: The Staff Management Snapshot data is used to validate the Course 
Roster Submission
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2025 Fall Snapshot Certification
Data Certification Statement
• By submitting snapshot data to the New Jersey Department of Education (NJDOE), 

districts acknowledge and confirm the following:
• The submitted data has been thoroughly reviewed for accuracy and approved by all appropriate district 

and local staff.
• All known issues and discrepancies have been resolved or documented, and the data reflects the most 

accurate and complete information available at the time of submission.
• The district understands that certified data will be used for official NJDOE purposes, including federal, 

state and public reporting; accountability determinations; and funding decisions.
• Submission of data is considered a formal certification that the information is accurate.

• Knowingly submitting inaccurate or incomplete data may result in follow-up or corrective 
actions by the NJDOE
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Helpful Resources for NJSLEDS
The NJSLEDS Homepage

The NJSLEDS User Resources Page

The NJSLEDS Trainings and Webinars Page

The NJSLEDS Key Documents Page

The NJSLEDS News Page

The NJSLEDS Homepage links users to important updates and information occurring within NJSLEDS.

The NJSLEDS User Resources Page is a comprehensive hub for managing data submissions effectively. Detailed resources are 
available on individual submission pages.

The NJSLEDS Trainings and Webinars Page provides links to recorded training sessions, descriptions, and details on how to 
join live webinars. Live sessions will be available throughout the school year.

The NJSLEDS Key Documents Page is the primary resource for accessing essential materials related to the system. This page 
ensures districts have the tools they need to navigate and fulfil their data reporting obligations effectively and efficiently.

The NJSLEDS News Page keeps you informed on the latest developments, key milestones, and pilot updates as we work 
towards launching the new system. Learn about upcoming events, training opportunities, and more.

https://nj.gov/education/sleds/resources/staffvacancy/faq.shtml
https://nj.gov/education/sleds/resources/index.shtml
https://nj.gov/education/sleds/training/
https://nj.gov/education/sleds/keydocs/
https://nj.gov/education/sleds/sledsnews/index.shtml
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Contacting the Help Desk

helpdesk-sleds@doe.nj.gov

Email helpdesk-sleds@doe.nj.gov or call 609-376-3970, Monday-Friday 8am-
5pm.

Provide your full name, district/school code, and reason for inquiry.

Refer to your case number and confirmation email sent by NJSLEDS.

mailto:helpdesk-sleds-staging@doe.nj.gov
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Contacting the Help Desk
Secure Emails
If your message to the Help Desk includes any of the following, please request a 
Secure Email before sending:
1. Personal Identifiable Information (PII) i.e. staff’s name, SMID number, and/or DOB
2. A file attachment

Our email encryption process:

The NJDOE uses the MOVEit Transfer, a secure file transfer server/service for sharing and
transferring files and data.  

The NJSLEDS Help 
Desk will send you a 

request through 
MOVEit to send a file

You will receive an 
email notification 

containing a secure 
Username and 

Temporary Password 
and a link to the 

MOVEit platform.

Click on the URL at the 
bottom of the email. 
This will open your 

browser

In the opened 
browser, fill in the 

previously provided 
Username and 

Temporary Password

Reply to the secure 
email with your inquiry

https://www.ipswitch.com/secure-information-and-file-transfer/moveit-transfer
https://www.ipswitch.com/secure-information-and-file-transfer/moveit-transfer
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Help Desk Live Q&A Sessions
Drop in via Teams for real-time support with your NJSLEDS submissions.
These sessions are open for general questions—no formal agenda required.
You can:
• Ask about navigating the platform or uploading files
• Get help understanding submission requirements or common errors

Please keep in mind: We can assist with general troubleshooting and guidance during the session. If 
your question requires additional research or system investigation, we may recommend submitting a 
Help Desk ticket so we can follow up accurately.

For additional support outside of the Live Q&A sessions, our Help Desk team is available Monday-Friday 
8am-5pm:
Email: helpdesk-sleds@doe.nj.gov 
Phone: 609-376-3970

https://nj.gov/education/sleds/training/index.shtml
https://nj.gov/education/sleds/training/index.shtml
https://nj.gov/education/sleds/training/index.shtml
mailto:helpdesk-sleds@doe.nj.gov
mailto:helpdesk-sleds@doe.nj.gov
mailto:helpdesk-sleds@doe.nj.gov
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Instagram
@newjerseydoe

Threads
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X
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LinkedIn
New Jersey Department of Education

YouTube 
@newjerseydepartmentofeduca6565
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Thank You

NJSLEDS Project Team
Office of Data Management
helpdesk-sleds@doe.nj.gov
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