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OTS vs. STS 

• Official transcripts are created by the   
Official Transcript System (OTS) based on 
data imported from STS 

– Student must have a graduation date to have 
a transcript in OTS 

– OTS does not have auto-delete when a grad 
date is removed from STS.  Users must 
contact Sue Millican with LDE to delete the 
student from OTS 

 

• OTS is an imaging system which contains 
all official transcripts for your school from 
1912 to present graduates 
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OTS vs. STS 

• OTS Access and Technical Support   
– Access to OTS requires a separate access 

request made to LDE 
 

– Each site should have at least one person 
with access to OTS 

 

– OTS Access and Technical Support Contact:        
Sue Millican 

• sue.millican@la.gov  

• (225) 342-9963 or (877) 453-2721 
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STS Access 

STS Access 

chapter 

heading 
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Institutional Access to STS Data 

• Colleges and universities have no direct access to 
any STS records for students still in high school 

 

• Public colleges and universities receive STS data, 
about students still in high school, from the Board 
of Regents in the form of an extract file 3 times a 
year 

– STS data which is incorrect or incomplete on the date 
the extract file is created will not be corrected for the 
institution to view until the next extract file is created 

• Centenary College is the only nonpublic to 
receive the reports 
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STS User Access 

• A STS User ID must be requested for each 
person who uses the system 

– Do not re-use a User ID 

– STS Users who are no longer authorized by your 
site must be deleted ASAP 

• Non-Public schools request STS access by 
submitting the STS Security Access Request 
Form to LOSFA 

– Form is available on the LOSFA website 

– Submission by e-mail to helpdesk@osfa.la.gov is 
preferred  
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Access Request Form 

Enter the information for 

the person who needs a 

new password, or 

whose permissions 

need to be changed. 

The “Requester” is 

generally the school‟s 

principal or headmaster, 

but may be someone 

else if your school has 

designated a Security 

Coordinator & informed 

the Department of 

Education of that 

designation. 
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STS Password Maintenance 
• Password Reset System (PRS):                              

---------https://password.doe.louisiana.gov/ 

– Allows users to change their password if it is forgotten or 
expired 

– Must set up in advance  

–     and  

–       you will have to create a new password when you do this 

 

– May not be used if the User ID is revoked 

 

• PRS User Guide: 
https://password.doe.louisiana.gov/help.pdf 
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STS Password Maintenance 

• If your password is revoked 
– Non-Public Schools must E-mail the LOSFA Helpdesk at 

helpdesk@osfa.la.gov  

 

• Password Rules 
– Minimum length: 8 characters  

– Must contain at least 3 of the 4 complexities:  

– - Upper case characters (A-Z)  

– - Lower case characters(a-z)  

– - Numeric digits (0-9)  

– - Non-alphanumeric characters (e.g., %, &,$)  

– New passwords cannot be the same as any of the previous 5 
passwords  

– Not contain the user's ID or parts of the user's full name that 
exceed two consecutive characters 
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PRS: Password Reset System – 1st time user PRS: Password Reset System – 1st time user 

Enter your 

current, 

unexpired, 

STS user ID to 

go to the user 

maintenance 

screen, THEN 

click “Verify 

Password” 

OR 
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PRS: Password Reset System – 1st time user 

Enter your current, unexpired, 

STS password to set up your 

maintenance protocol,  

THEN click “Verify Password” 

This sentence verifies 

that you have not yet set 

up  your PRS questions 

PRS: Password Reset System – 1st time user 
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PRS: Password Reset System – 1st time user 

Answer these questions, 

then click “Save” 
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PRS: Password Reset System – 1st time user 

Click “Change Password” 
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PRS: Password Reset System – 1st time user 

All of the rules for creating 

new passwords will appear 

here. 

Enter and confirm your 

new password, then click 

“Save”.  The system will 

then return to the opening 

page. 
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Opening screen after PRS is activated 

From now on, when you 

come to the PRS, you will 

enter your current, 

unexpired, STS user ID, 

then click next 

 

This should be the 

opening page whenever 

you return to the website. 
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Now, whenever 

you have 

forgotten your 

password, or it 

has expired, you 

can answer these 

two verification 

questions, and go 

to the next screen 

to create a new 

password.  

OR, if you need to change your 

password for other reasons, 

you can EITHER enter your 

current password OR use the 

verification answers to get to 

the changing screen. 

PRS: Password Reset System – Registered user 
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with 

LEADS – 
STS 

Working with 

LEADS-STS 

chapter 

heading 
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To Start . . . . . 

Open your internet browser.   

(Please note that LEADS 

applications are optimized for 

Internet Explorer and a monitor 

resolution of 1024 X 768) 
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• The URL for the LEADS Portal is:   

– https://leads3.doe.louisiana.gov/ptl/ 

 

– Add this site to your Favorites 

   after you have entered it for the first time  

LEADS Portal Address 
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Opening LEADS 
Enter the LEADS URL into your browser address window.   

Remember, it only works with Internet Explorer. 
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LEADS Home Page 
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LEADS Home Page 

User Guides – detailed 

technical user manuals 

– can be downloaded 

here.   

LEADS home page 

If you only have  access to 

STS, this is all that will 

appear. 
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Select Student Transcripts from the Menu 

Entering STS 
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Messages regarding STS system updates and outages are posted here, and 

are e-mailed to everyone on the STS users list. 

Options are highlighted 

based on your access 

permissions.  

 

 “STS Administration” 

will always be grayed-

out. 

STS Home Page 
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STS 

Inquiries 

STS Inquiries 

chapter 

heading 
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Select Inquiry Mode 
Place your cursor 

over Inquiry to view 

the Inquiry Options 
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Click Student Data. 

Select Student Data Inquiry 
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NOTE: This screen appears 

only to users with LEA-level 

access.  

 

Those with site-level-only access 

are taken directly to the Student 

List at their site.  

STS Sites Screen 
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Search by State ID, 

partial name, or grade 

The Student List can be sorted by 

State ID, Name, or Grade by clicking 

on the appropriate down arrow 

Select student by clicking 

on the State ID (SSN) 

This screen will appear 

immediately for stand-alone 

schools, OR after a school is 

selected for LEA users. 

Student List (in Internet Explorer)  
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Student List in Firefox 
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Student List in Firefox 

This is as far as 

it gets – clicking 

will not bring up 

any information 
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Record Data Types 

Student Transcript Data 

section 

Student Record Data 

section FICTIONAL STUDENT 

123456789 

All records shown 

here are real, but 

the names have 

been changed . . . . 

. .  
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Reading the Student Record Data 

MUST 

Be 

Social 

Security # 

Beginning  School Session  Year  

(for the 2011-2012 school year, the BSSY is 2011) 

Federal designations 

Calculated by the STS 

System, under DoE 

rules, which convert all 

grading scales to the 

standard 4-point scale 

If filled, 

indicates 

that 

student is 

aiming for  

Basic 

Core 

and/or 

TOPS 

Tech II 

123456789 

FICTIONAL STUDENT 

Optional fields 

entered by the 

school, using the 

school‟s own 

grading system 

Note that STS does not 

automatically promote students 

after annual rollover – must be 

done by school 

Optional field 

entered by the 

school, IF the 

school has its own 

ID numbers 

Not used by 

non-public 

schools 
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Student data record notes 
 BSSY 

 Stands for “Beginning School Session Year” 

Instead of the usual shortening of an academic year to 

the 2nd half, as most schools do  

 (e.g., 2011-2012 usually shortened to 2012),   

BESE shortens it to the 1st half, or the “beginning” half 

 (e.g., 2011-2012 shortened to 2011) 

 “STATE ID #”  

must be Social Security number for DoE, TOPS, 

and colleges 
If your school uses something different in its internal 

software, that goes in the “LOCAL ID” field  
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“Transcript 

Record” 

definition 

   Note that  

“Transcript Record” 

in the following slides refers to the 
information about a single class, 

not  

to the student’s entire transcript 
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To see transcript record data details 

Click the Course Code to 

view the Transcript Record 

123456789 

FICTIONAL STUDENT 

Only a portion of the classes 

taken are displayed at any 

one point.  The scroll bar is 

used to view those courses 

not displayed 
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Transcript Record example 

Example of ONE of a 

fictional student‟s 

transcript records 

123456789 

FICTIONAL STUDENT 
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Reading the Transcript Record 

Designates which 

section of the course 

this record is for  

Location 

where course 

was taken.   

IF taken for 

college credit, 

will be college 

codes  

Number of 

points 

actually 

earned 

Maximum number of 

credits a student 

could have earned 

Number of 

credits student 

actually  earned 

Waiver of Core 

Curriculum 

requirement  

Designates the 

section of the year 

in which the 

course in this 

record was taken 

More detailed information on 

the transcript data fields can be 

found in the slides immediately 

following this one 

If filled, indicates 

that the course 

was taken online 

or by 

correspondence 

123456789 

FICTIONAL STUDENT 

Maximum number of  

quality points a student 

could have earned,  

in the school‟s own 

grading system 

BSSY when course was taken 

If course was 

taken for college 

credit, will be 

high school code 

If course was 

taken for college 

credit, indicates 

number of 

college credit 

hours earned  
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Student data record notes 
 BSSY 

 Stands for “Beginning School Session Year” 

Instead of the usual shortening of an academic year to 

the 2nd half, as most schools do  

 (e.g., 2011-2012 usually shortened to 2012),   

BESE shortens it to the 1st half, or the “beginning” half 

 (e.g., 2011-2012 shortened to 2011) 

 “STATE ID #”  

must be Social Security number for DoE, TOPS, 

and colleges 
If your school uses something different in its internal 

software, that goes in the “LOCAL ID” field  
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Transcript Record Field Information 

Letter Grade 

 Letter Grade 

 Choices: A, B, C, D, F, P, E 

 

 A letter grade of “P” may only be given for an 

entire course – “P” is not a valid grade for only 

one semester of a course 

 

 “E” must be used for courses which will receive a 

Core Course Waiver 

 Must be given for the entire course, not for only 

one semester  
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Transcript Record Field Information 

Course Part Number 

 Course Part Number – designates the 
section (part) of the full course 

 Must be used for courses which are reported 
in time spans of less than one year 
 Part 1 – 1st half of class 

 Part 2 – 2nd half of class 

 

 Has no direct connection to the “semester” 
code 

 

 Failure to include the Course Part Number on 
courses reported by semester will result in a GPA 
calculation error and an error in the core categories 
met 
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Transcript Record Field Information 

Semester 

 Semester  -  time of year course was taken 

 Y1 – Year Long Course (default) 

 S1 – First Semester  

 S2 – Second Semester  

 B1-B4 – Blocks 1 - 4 

 Z1-Z2 – Summer Sessions 1 & 2 
 

 C1-C2 – Credit Recovery 1 & 2 (only used for courses 

that are part of a state-funded and parish –

administered, explicitly named, credit recovery 

program) 
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Transcript Record Field Information - Course Type 
                                                                 AP & DE 

• Course Type 

– AP – Advanced Placement  

• May be used only with the courses designated as AP 
by the College Board 

• If your school wishes any other class to show on a 
student’s transcript as “AP”, enter the AP with the 
course name in the Transcript Course Name field 

– DE – Dual Enrollment 

• May be used only for those classes taught by a college 
teacher, whether taught on the college campus, online, 
or at the high school.  This is a teacher who is paid by 
the college, to teach that course, and is listed as part of 
the college’s own faculty. 
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Transcript Record Field Information - Course Type 
                                                                              other 

• Course Type 

– RG –  Regular 

– HR – Honors 

– GT – Gifted 

– SE –  Special Education 

– TA –  Talented 

– IB – International Baccalaureate 
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Distance Learning Courses 
  Distance Learning Course Type Codes 

 

“Louisiana Virtual School” courses 
– online program offered through a partnership with the 

Louisiana Department of Education and the Louisiana School 
for Math, Science, and the Arts. The online school uses 
Internet, e-mail and other online resources to offer courses in a 
variety of subjects 

“8g” Satellite courses 
classes conducted on television and delivered via  

satellite through the Statewide Distance Learning Network  

Other Distance Learning 
• Includes correspondence, online, etc. – everything other 

than LVS and 8g. 
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Navigation from Transcript Record 

Return to the 

Transcript List, 
or use the 

Previous and Next 

buttons to view 

another  Transcript 

Record 

123456789 

FICTIONAL STUDENT 

Return to the Student List 
view another Student Record 
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To See Core Progress 

123456789 

FICTIONAL STUDENT 

Select Core Progress to 

view the student‟s progress 

in completing any one of the 

core curricula 
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123456789 

Select a Curriculum 

Click to select 

the TOPS 

Opportunity, 

Performance & 

Honors Award 

Core Progress 

NOTE:  The Basic Core and TOPS Tech 2 Award are 

“grayed out” because the Career Option Code has 

not been populated,  

and  

The TOPS Tech 1 Award is “grayed out” because 

those requirements have been met within the TOPS 

OPH core, 

but 

The OPH core is never grayed out. 
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Core Progress Data – TOPS OPH 

FICTIONAL STUDENT 

123456789 

Number of categories all students 

in this cohort need to complete the 

TOPS OPH Core Curriculum.  

2014 & thereafter graduates will 

need 19 for TOPS OPH. 

TOPS OPH Core 

Curriculum GPA 

It will always be the 

best possible GPA 

calculable with the 

grades available 

Number of 

categories this 

student still needs to 

complete the TOPS 

Core Curriculum for 

his/her cohort 

Shows how 

GPA 

calculation 

is 

determined 
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Core Progress Data – Core 4 

FICTIONAL STUDENT 

123456789 

Number of categories all students 

in this cohort need to complete the 

Core 4 curriculum.  

Core 4 Curriculum 

GPA 

Number of categories 

this student still needs 

to complete the Core 4 

Curriculum. 

Shows how 

GPA 

calculation 

is 

determined 
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Reading the Progress Report  

Geometry was 

taken but  the 

category is not 

filled because 

one semester 

was failed 

The grade points for the Foreign  Language category 

are normally calculated using the grades from both 

semesters of both classes.  Here, they  were calculated 

using only the grades from the  Spanish II class – the 

“P” has no grade points so it isn‟t used in the calculation  

Categories 

which have 

not been  

filled are in 

BOLD print 

English III was 

taken, but the 

category is not 

filled because 

the class was 

failed  

Algebra I has a 

failed semester 

but the category 

is filled because 

that semester 

was retaken 

and passed 
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Categories that need 2 credits . . . .  

FICTIONAL STUDENT 

123456789 

The Foreign 

Language 

category  

requires 2 

credits.   

The student 

has taken  

French I but 

has not yet 

taken French 

II, so the 

category is 

not filled.   

But  for 

students 

graduating 

2013 and 

prior years – 

not 
graduating 

2014 & 

thereafter – 

since he has 

not yet taken 

Computer 

Science, 

either, French 

I can fill that. 

Category. 
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Reading the Progress Report - graduates 2014 + 

For graduates  

2014 & thereafter,  

ONLY  

foreign language  

needs 2 credits in OPH 
 – unless taking Agriscience for one of the science electives – that requires 

both I and II. 
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Choice of courses for GPA 

 

REGARDLESS OF GRADUATING YEAR 

 

The system always tries to give the student 

both  

the most categories filled 

and 

the best possible GPA.   
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“Fluid Plug-Ins”  -  Prior to 2014 grads 

Here, IBCA  is substituting for Fine 

Arts Survey because the full 1 credit 

for FAS works better than the ½ 

credit for Computer Science. 

And Agriscience II is then 

substituted in the Computer Science 

category, because using Agriscience 

in the 1st Unit Science Elective 

category  requires both  AgSci I  &  

AgSci II.  
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Navigating back from Core Progress 

Return to the Student List 

view another Student’s 

record 

FICTIONAL STUDENT 

123456789 

Return to the Transcript List to 

view the                        

student’s full transcript record 

again 
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STS Deadlines 
• February 15: Board of Regents Extract 

– Report through 1st semester of 2012-2013 

– Used by colleges and universities for admissions and 
scholarship decisions 

• June 15: 12th grade transcript data 

– Allows LOSFA to determine TOPS eligibility for most 
students by mid-July 

• September 15:  2012-2013 9th-11th grade transcript 
data 

– Last clean-up before final extract for previous year – 
October rollover will change entry year & remove graduated 
seniors from last year. 
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Batch Files 

vs. 

Manual Entries 
 

Batch vs. 

Manual 
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Batch vs. Manual : Pros & Cons 
 

 

For large schools and for major changes in data, batch data entry 
is much faster and easier to submit than manual data entry  ---  
if your internal software can create the files properly. 

• Check with your administrative software provider for the 
availability of a module to create STS batch files. 

 

• For small schools, or for only a reasonable number of changes, 
manual data entry is generally faster and easier to submit than 
batch data entry. 

 

• For anyone who only needs to change a few files, manual 
entry is definitely the way to go. 
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Update 
Student or 

Transcript 
Add New Students 

and   Update Existing Students 

Update 

chapter 

heading 
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Update Mode 
Click on Update mode: 

To add a new student  

                         or 

To add transcript records to an existing student  

                         or  

To correct or update a student’s records  

                         or  

To delete a student     

This can be done from the 

Student List page, as shown here, 

or from the opening page, as 

shown on the next screen 
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Choosing “Update” 

Rest your cursor over 

Update  

to view the Update 

Options  
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Choose Update Option 

 NOTE:  The Certify Graduate 

Transcripts option will be 

“grayed out” for non-public 

schools, since they are not 

required to do this. 
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Adding a New 

Student 

Adding a new 

Student 

chapter 

heading 
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Adding a new student 
There are two ways to add a new student : 

manually or by using the “Student 
Reassignment” function   

 

IF the student does not have records at 
another Louisiana school, it must be done 
manually  

 

IF the student has records at another school 
the easiest way to add him/her is to use the 
“Student Reassignment” function 
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Reassigning a Student 

Reassigning a 

Student 

chapter 

heading 
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Student Reassignment 

 

Select  

Student 

Reassignment 

 from the Update 

options list 

 
NOTE:  If the student is reassigned 

from another LEA, the data will be 

copied   

If the reassignment is within the same 

LEA, the data will be moved 

Certify Graduate Transcripts 
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Student Reassignment 
If you don‟t know the sponsor 

code of the student‟s previous 

school, you can look it up using 

this link 

Select the appropriate 

BSSY and the Sponsor  

Code for the school the 

student previously 

attended, and enter the 

student‟s State ID 

Number 

If a student‟s data is not 

available in the current 

BSSY, try the previous 

year 

These fields 

will default to 

your school 

You will be using the BSSY code for the 

student‟s most current  records – if student 

is incoming in the Fall, it would be the 

previous year, if after the first grading period 

of the current year, it would be the current 

year. 
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Sponsor list search 
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Filled reassignment request form 

Click the Submit button to begin the 

reassignment process 
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Copy Student 
 

Houma-Thibodaux Diocese 

Central Catholic High School  999001  

Please select a new site code and press Copy Student 

 FICTIONAL Q. STUDENT 

 8/15/1993 

 2009 

 WHITE FEMALE 

  09 

This message appears if 

STS data is available for 

the student 

Click the Copy Student 

button to copy data to 

your site 

Copy Student 
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Copying done 
 

Houma-Thibodaux Diocese 

Central Catholic High School  503001  

Student 123456789 successfully copied to Albany High School 

 FICTIONAL Q. STUDENT 

 8/15/1993 

 2009 

 WHITE FEMALE 

  09 

This message 

indicates that the 

student‟s transcript 

data was 

successfully copied 

to your site 

Copy Student 
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Manually Adding a 

Student 

Manually 

Adding a 

Student 

chapter 

heading 
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At least 1 transcript record required 
Please Note : 

A Student Record cannot be added without  

at least one Transcript Record 
 

• In the lower section of the “Add a Student “ screen,  fill in the 
appropriate data fields with the student’s first Transcript 
Record . 

• Note:  In order to add your new freshmen before their first 
mid-term grades, you can give them all the same record for the 
first semester of the same class (for instance, English I), then 
just change the grades at mid-term. 

• Some incoming freshmen may have taken courses in the 7th or 
8th grade for which they can receive high school credit.  Those 
courses can also be added prior to their freshman year mid-
terms. 
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Manually adding student 

Click on Update   

              Student or Transcript : 

To add a new student  

Certify Graduate Transcripts 
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“Add a New Student” button 

Click  Add a 

New Student 
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“Add a New Student” screen 

Several Record Fields, both 

Data and Transcript , are 

populated with standard default 

values.  You may type over any 

default value that is incorrect 
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Demographic data fields to fill 
Enter the student‟s 

current grade level and 

the BSSY for the year in 

which the student 

entered grade 9 
Enter the student‟s  

name, Social Security 

Number, date of birth, 

and gender 

Optional fields used to record data 

which is not generated by STS – this 

data does not affect the student‟s 

records in any way 

These fields are not applicable for non-

public schools 

The “Hispanic” field must be marked 

„Y‟ or „N‟.   

 

At least one of the “Race” fields 

must be marked.  
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“Career Options” 

Click here to get a drop-down 

menu of all of the available 

Career Options 

 

If a student has opted for Basic Core,  

or intends to work toward a TOPS Tech II scholarship, 

the “Career Option” field MUST be filled 
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“Career Options” Drop-down 

Click on the 

Career Option 

the student 

has chosen 

 

The best way to see which courses 

work for each option is to run the 

STSQ12 report for either TOPS 

Tech Option II or Basic Core 
 



Page #41 of 95   

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

a few notes . . . . 

 

–Note :  DO NOT enter graduation date now – it 

should be entered only after all graduation 
requirements are met 

 

– Anticipated Graduation BSSY will be entered after 
student data and a transcript record have been 
completed and submitted 
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Manually Adding a 

Student‟s Class 

Records 

Manually 

Adding a 

Student 

chapter 

heading 
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Transcript record fields – course information 

Enter the BSSY for the year in which 

the course was taken  -  for courses 

taken in the 7th or 8th grade, use the 

BSSY for the year actually taken, not 

the freshman year 

Click the “Course” link to access 

the Course Code Search 
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Finding a course code 
 

Step 3 - Click the 

Select button to enter 

the Course Code into 

the Transcript Record 

Step 2 - 

Select the 

course be 

entered by 

clicking the 

Select link in 

front of the 

Course Code 
 

Use the following 

steps to insert the 

Course in the 

Transcript 

Record:  

 

Step 1 - Search by 

typing in a full or 

partial Course 

Name 
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Transcript record fields – course information 

See “Transcript Record Field 

Information”, next several slides, 

for details on the section below 

The “Transcript Record Field Information” 

can also be found in the “STS INQUIRY” 

chapter 
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Transcript Record Field Information 

Letter Grade 

 Letter Grade 

 Choices: A, B, C, D, F, P, E 

 

 A letter grade of “P” may only be given for an 

entire course – “P” is not a valid grade for only 

one semester of a course 

 

 “E” must be used for courses which will receive a 

Core Course Waiver 

 Must be given for the entire course, not for only 

one semester  
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Transcript Record Field Information 

Course Part Number 

 Course Part Number – designates the 
section (part) of the full course 

 Must be used for courses which are reported 
in time spans of less than one year 
 Part 1 – 1st half of class 

 Part 2 – 2nd half of class 

 

 Has no direct connection to the “semester” 
code 

 

 Failure to include the Course Part Number on 
courses reported by semester will result in a GPA 
calculation error and an error in the core categories 
met 
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Transcript Record Field Information 

Semester 

 Semester  -  time of year course was taken 

 Y1 – Year Long Course (default) 

 S1 – First Semester  

 S2 – Second Semester  

 B1-B4 – Blocks 1 - 4 

 Z1-Z2 – Summer Sessions 1 & 2 
 

 C1-C2 – Credit Recovery 1 & 2 (only used for courses 

that are part of a state-funded and parish –

administered, explicitly named, credit recovery 

program) 
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Transcript Record Field Information - Course Type 
                                                                 AP & DE 

• Course Type 

– AP – Advanced Placement  

• May be used only with the courses designated as AP 
by the College Board 

• If your school wishes any other class to show on a 
student’s transcript as “AP”, enter the AP with the 
course name in the Transcript Course Name field 

– DE – Dual Enrollment 

• May be used only for those classes taught by a college 
teacher, whether taught on the college campus, online, 
or at the high school.  This is a teacher who is paid by 
the college, as part of their own faculty, to teach that 
course. 
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Transcript Record Field Information - Course Type 
                                                                              other 

• Course Type 

– RG –  Regular 

– HR – Honors 

– GT – Gifted 

– SE –  Special Education 

– TA –  Talented 

– IB – International Baccalaureate 
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Distance Learning Courses 
  Distance Learning Course Type Codes 

 

“Louisiana Virtual School” courses 
– online program offered through a partnership with the 

Louisiana Department of Education and the Louisiana School 
for Math, Science, and the Arts. The online school uses 
Internet, e-mail and other online resources to offer courses in a 
variety of subjects 

“8g” Satellite courses 
classes conducted on television and delivered via  

satellite through the Statewide Distance Learning Network  

Other Distance Learning 
• Includes correspondence, online, etc. – everything other 

than LVS and 8g. 
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Transcript record fields – grades, credits 

Enter the maximum grade points a student 

could have earned at your school 

Enter the number the student 

actually did earn 

IF the student has a 504 or IEP 

already in place, and is being 

given a waiver, enter a „Y‟  

Enter the maximum credits a student 

could have earned 

Enter the credits the student 

actually did earn 
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Transcript record fields – course information 

Location where course was taken; it defaults to your school.   

See “Courses Taken at a Different Site” for 

details on entering courses with different 

locations. 
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Courses taken at Another Site 

• Courses taken at another approved Louisiana 
high school: 

– Change the Course Site and Course Sponsor to 
the codes for the school where the course was 
completed 

– Course Site Name will remain blank 

• Courses taken at an out-of-state high school: 

– Delete your Course Site and Course Sponsor 
fields and leave blank 

– Type the name and state of the out-of-state 
school in the Course Site Name field 



Page #48 of 95   

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Courses taken at Another Site (post-secondary) 
• Courses taken through college or university 

– Use the college’s Course Sponsor and Course Site 
codes 

– Enter the name of the college or university in the 
Course Site Name field 

– Enter the number of course credits the student 
earned at the college in the DEPostSecCreditHr 
field 

– Enter your high school’s Course Sponsor Code in 
the DE Secondary Site field 
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Courses taken at Another Site (home study) 
 

 

 

– Delete your codes from the Course Site and 
Course Sponsor fields and leave blank 

 

– Type “Home Study” in the Course Site Name 
field 
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Courses taken at Another Site (distance) 
• Courses taken on-line or by correspondence 

 

– Use the appropriate code in the Distance Learning 
Type field  

– Leave your own codes in the Course Sponsor and 
Course Site fields 

– Enter the name of the on-line or correspondence 
program in the Course Site Name field 
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Select A Different High School Sponsor & Site 

The Course Sponsor and 

Course Site fields can be 

searched by clicking on the 

field name 

Press “Submit” when 

data has been entered 

into all applicable fields 
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Completed new student record 

This notation tells you that 

the student is now 

entered into the STS 

system 

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Completed new student record 

To add another 

class‟ transcript 

record, after the 

very first record, 

click here and 

repeat previous 

steps 
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Updating an 

Existing 

Student 

Updating an 

Existing 

Student 
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To add transcript records 

Click on Update mode: 

To add transcript records to an existing student  
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Search by State ID, 

partial name, or grade 

The Student List can be sorted by 

State ID, Name, or Grade by clicking 

on the appropriate down arrow 

Or 

Select student by clicking 

on the State ID (SSN) 

Select a Student 
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Add a New Transcript Record 

Click “Add a Transcript” 

to add without opening a 

transcript record.  
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Add a New Transcript Record 

Click “Add New 

Transcript Record” 

to add if you already 

have a transcript 

record open.  
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Adding the record 

Use the same information to add a transcript record as 

is shown in the “Add a New Student” section, earlier 

To add further new 

records, click here 

When finished 

adding records, 

click “Submit” 

If you have accidentally added 

a duplicate or incorrect record, 

click here to delete 
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To correct / update records 

Click on Update mode: 

To correct or update an existing student’s records  
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Search by State ID, 

partial name, or grade 

Or 

Select student by clicking 

on the State ID (SSN) 

Select a Student 
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Update or Correct a Record 

All fields having entry boxes in the student demographics section 

can be changed – just delete the current information and type in the 

new information.   

See the information pages in the “Add a New Student” section for 

detailed information on the fields 

To update or correct a transcript 

record, click on the code for the 

course to be corrected 
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Correcting a  

Social Security Number / 

State ID Number 

Correcting a  

Social 

Security 

Number / 

State ID 

Number 
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Correct a Social Security Number 

FICTIONAL STUDENT 

On the Transcript 

List Page, click the 

Change State ID 

Button to correct a 

SSN 

999           

999001    

123456789 

09/08/2010 

New Orleans Diocese 

Fictional  High School 
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Correct a Social Security Number 

(1) Enter the new State 

ID in the text box 
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Correct a Social Security Number 

(2) and then click the 

Change State ID 

button again 
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Correct a Social Security Number 

The new State ID will 

appear in the State ID # field 

and a RECORD UPDATED 

message is shown 
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Update a Transcript Record 

When changing a 

Letter Grade, 

remember to also 

update the 

Quality Points 

Awarded Count 

When 

changes are 

finished, 

click 

“Submit” 
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Update a Transcript Record 

The Record Updated message indicates the data was 

changed successfully 
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Delete a Transcript Record 

If you have accidentally added a duplicate record, or a 

record belonging to another student, it is often easier to 

delete the record rather than change the incorrect pieces.   

Click here to delete a transcript record.  
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Delete a Transcript Record 

After clicking the delete button, you must also click the 

OK button 

on the popup to delete the Transcript Record 
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After a transcript record is deleted 

New Orleans Diocese 

Fictional  High School 

STS returns to the Transcript List 

after a record is deleted 
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Deleting a Student 

Deleting a 

Student 

chapter 

heading 
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To delete a student 
Deleting a student is easy, 

just click this button, 

but 

FIRST 

Read the rules for when to delete 
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Delete a Transcript Record 

After clicking the delete button, you must also click the 

OK button 

on the popup to delete the Transcript Record 
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When do I Delete a Student? 
• If students leave your school during the 

academic year, do NOT delete them during the 
current academic year unless they are 
transferring to another school within your 
Sponsor Code  

– Catholic schools are almost the only ones to whom this applies 

• If students leave your school at the end of the 
academic year, do NOT delete them  from the 
current BSSY 

– The current BSSY records will be archived at the  
rollover to the next BSSY at the beginning of 
October.   
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When do I Delete a Student? 

 

• If students left your school during or 
after the previous academic year, 
delete them only after the rollover to 
the next BSSY, at the beginning of 
October.   



Page #63 of 95   

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Batch 

Upload 

Batch Upload 

chapter 

heading 
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Why Batch? 

• Batch data entry is much faster and easier 
to submit than manual data entry 

 

• Check with your administrative software 
provider for the availability of a module 
to create STS batch files 
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To enter using batch upload 

• Your first step is to have your school’s 
internal software create a file that meets 
the parameters for batch files 

 

• Different schools use many different kinds 
of internal software, but there is probably 
at least one other school in the state that 
uses the one you do, and has already had 
their system “tweaked” 
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To enter using batch upload 

Batch files are usually submitted in  

“.txt” format,  

but can also be submitted in  

“.zip” format 
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Data Elements of Batch Upload 

The STS 

User Guide 

explains 

exactly what 

each field 

needs to 

contain, and 

in what 

format 
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Batch File Types 

This 

particular 

section 

is out of 

date. 

 
Will be 

explained in 

the “Batch 

Upload 

Screen (new)” 

slide 
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Batch Upload 

Click 

the 

Upload 

Button  
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This button takes the place 

of the “File Type” data 

element. 

Batch Upload Screen (new) 

This button allows you to do 

a “test” submission. 



Page #67 of 95   

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Click Browse to 

select the file 

from your 

computer that is 

to be uploaded 

Batch Upload 
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Select the file to be 

uploaded and click 

the Open button 

Batch Upload 
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Click the “Upload My 

File Now” button 

Batch Upload 

This note will appear if you accidentally tried to upload 

a file of the wrong type 
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Provide an e-mail 

address for 

notifcation of your 

file upload status 

Batch Upload 

Click 

the 

Upload 

Button  

This note will appear if you uploaded a 

file of the correct type, but with 

completely wrong information. 
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This file was not 

accepted – the 

reason was shown 

before this line was 

added to the upload 

history 

Batch Upload 

This file, 

uploaded earlier, 

was accepted 
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To see exactly what 

your internal 

software uploaded to 

STS, click this 

button. 

Batch Upload 
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Batch Upload 
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To see exactly any 

errors that might 

have been in the file 

you uploaded to 

STS, click this 

button. 

Batch Upload 
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Batch Upload 
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Core 
Reference 

Tables 

Core 

Reference 

Tables 

chapter 

heading 
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Core Reference Tables 

Hover the mouse over Inquiry 

and then click on  

Core Reference Tables 
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Core Tables Page 

The Core Reference Tables page 

defaults to the Core 4 

To change to the TOPS Core 

Curriculum, click “Select a 

Curricula”.  This will take you to a 

page on which you can select a 

curriculum.  
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Core Curriculum Options 

Click on the “R1” 

to select the 

TOPS Core 
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The “R1” Curriculum page 

shows the course categories 

required for the TOPS core.  

It defaults to English I, the 

first category in the list 

Click “Select a Category” to  

view all of the R1 categories 

Curriculum Category Page 
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Curriculum Category Information 
Students graduating 

in the BSSY 
indicated in this 

column, and 
thereafter,  

were/are/will be 
required to fill the 

category indicated .  
The category does 

not apply to 
graduates of 

previous BSSYs 

Students graduating 
after the BSSY indicated 

in this column,  
were/are/will be unable 

to use the category 
indicated to fulfill their 
core requirements .  If 
there is no BSSY, the 
category is unexpired   
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Curriculum Category Information 
Example of 

categories (not 
necessarily the 

classes) that will 
expire – students 
graduating after 
BSSY  2012 will 
not be able to 

use these 
categories 
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Credits required 

Most categories require 1 full credit  to be 
filled.  However, Foreign Language requires 2 

full credits, and Computer Science only ½ 
credit.  Note that Computer Science expires 

after the 2012-2013 students graduate 

Example of 

category that will 

not yet be active for 

2013 graduates 

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Core Category Selection 

Scroll up and down to see all 

of the categories 
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Core Category Selection 
Note that new categories have 

been added, some categories 

renamed, and all categories after  

“07” have been renumbered. 

The core categories that do not 

apply to the 2013 graduates show 

up furthest down. 

Example of re-named category, 

from “Geometry or equivalent” 

Example of re-numbered category 

Example of category added 

for 2013 BSSY graduates 

(students graduating 2014 and 

thereafter) 
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Select a category 
To view all of the courses that 

can be used to fill  a particular 

category, click on that 

category‟s number.   

For the Fine Arts Survey 

category, for instance, click on 

the “17”  
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Category Sets 

“Sets” are discrete groups of 

courses that can be used, 

separately, to fill a category.  The 

“Fine Arts Survey” Category 

has several such sets. 

The FAS category page defaults   

to “Fine Arts Survey”, the first 

category in the list 
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Category Sets 

The “Fine Arts Survey” page 

shows the course sets that can 

be used to fill the F.A.S. 

category.  It defaults to the 

class named Fine Arts Survey, 

the set in the category. 

Click Select a Set to view all 
of the Fine Arts Survey sets. 
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Category Sets 

Select  Category Set Type Code 

to view all of the courses in the set 

Note the changes for the BSSY 2013 

graduates :   the various arts 

substitutes will only need one credit 

instead of two. 
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Category Set List 
This screen shows all of the 

classes that can be used for 

the “Studio Arts” set of the 

“Fine Arts Survey” category 

substitutes  

Note that some classes have 

expiration BSSY dates, and cannot 

be used for TOPS by students 

graduating after those dates. 
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Restricted Sets 

Note that some sets may only be 

used by specified schools .  The 

same applies to some classes within 

normal sets. 
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Reports 

Reports 

chapter 

heading 
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Click the Reports button 

STS Reports 
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Click on the Report Name to select 

Reports you are authorized to 

request are indicated in blue 

Reports Menu 
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STSQ04: TOPS Summary Report 

• May request a single or multiple grade levels 

• One line per student 

• Includes the Overall GPA 

• Includes TOPS GPA for each core curriculum and a 
core curriculum completion indicator 

– T1 – Tech Option 1 will only be populated if the student 
does not have at least a 2.50 on the R1 curriculum or if 
they have not completed the R1 core curriculum  

– T2 – Tech Option 2 will be blank for non-public schools 

• Excellent tool for identifying the existence of  
transcript errors on 12th grade students after final 
grades have been added 
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Request STSQ04 Report 

Click the Submit button 

to request the report  

Select BSSY – defaults 

to current year 

Select the grade levels you 

want included in the report 
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Blocker must 

be off Pop-Up Blocker must 

be turned off in 

Internet Explorer to 

receive STS reports 
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STSQ06: TOPS Detail Report 

• Provides the same data as the TOPS Core Progress 
Screen in STS Inquiry 

• One page per student 

• May request a single or multiple grade levels 

• Lists courses selected by STS for each TOPS Core 
Curriculum Category 

– Caution: courses can move to a different core category 
when new courses are added to STS 

• Core categories which have not been completed are 
shown in Bold 

• Excellent to distribute to parents at the beginning of 
the senior year 
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Request the STSQ06 Report 

You may select: 

 >  BSSY 

 >  Core Curricula 

  > Grade Levels to include 
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Request the STSQ06 Report 

Click the Submit button 

to request the report  
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Report 

Example 

FICTIONAL STUDENT 
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STSQ07: Student Level Transcript 
Detail Report 

• Complete listing of each student’s transcript records 

• May request for all grade levels, a single grade level, 
or a single student 

• Can be used to ensure accuracy of data entry by 
comparing to the student’s cum card 

• Will be accepted by most colleges as a transcript prior 
to the creation of the Official High School Transcript 
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Request the STSQ07 Report 

You may request this report 

for a specific student or for 

one or more grade levels 

Click the Submit button 

to request the report 

STSQ07 

Report 

Example 

FICTIONAL STUDENT 
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STSQ08:                          Course Part 
Number Edit Report 

• Report should be checked after each data submission 

• Identifies potential Course Part Number problems 

• May not be an error 

• Conditions which will generate a report 

– No Course Part Number for possible split course 

– Course Part #1 exists, no Course Part #2 for a course 

– Course Part #2 exists, no Course Part #1 for a course 

– Credit should be 0.5 when a Course Part Number is used 

• Report has been modified so the requestor can select 
TOPS Core Courses only or all courses 
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Request the STSQ08 Report  

Click the Submit button 

to request the report 

Check this box if you want 

the report to contain only 

courses in the TOPS Core 
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STSQ12:  
Core Reference Tables Report 

• This report lists all of the courses in the TOPS Core 
Curricula 

• May be requested for a specific core curriculum or for 
all TOPS curricula 

• The report is year specific and may be requested for 
prior years 

• The report includes courses approved for a single 
district or school 
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Request the STSQ12 Report 

Select a core curriculum or 

all TOPS core curricula 

Click the Submit button 

to request the report 

This report shows all of the classes that can be 

used for every required category for TOPS 

Opportunity, Performance, and Honors 

STSQ12 

Report 

Example 
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Request the STSQ13 Report 

You may select: 

 >  BSSY 

 >  Sponsor and Site Code 

  > Data Element to include 

STSQ13 

Report 

Example 
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STS User Guide 

STS User 

Guide chapter 

heading 
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Select Student Transcripts 

from the User Guides Menu, 

then click “View”. 

STS User Guide Link   
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Click on the “STS USER 

GUIDE” link. 

STS User Guide Location 
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STS User Guide 
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STS User Guide  Table of Contents 
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STS User Guide  In-Depth Details 

184 

Rules for 
Course Part 

Numbers 
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STS User Guide  In-Depth Details 

185 

Career Option 
Codes 
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Contacts 

Contacts 

chapter 

heading 
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LOSFA STS Technical Support 
• To Reset an STS Password  (only if the Password Reset System isn’t  working 

for you): 

– helpdesk@osfa.la.gov 

• Other STS-only access problems 

– Steven Leblanc 

– Operations@la.gov 

– (225) 219-7633 

 

• Data Entry Information: 

– Kate Herke 
• Kate.Herke@la.gov 

• (225) 219-7587 

 

– Ebony Holmes 
• Ebony.Holmes@la.gov 

• (225) 219-7579 
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Dept. of Education Contacts  
 

• Data Management – STS 
– Jacqueline Lewis 

• Jacqueline.Lewis@la.gov  
• (225) 342-9133 

 

• Official Transcript System – OTS 
– Sue Millican 

• Sue.Millican@la.gov 
• (225) 342-9963 
 
 

• Information Resources – STS    
        (you may receive emails from these names) 

– Mary Anne Fife (IT project leader for STS) 

 

– Clarence Moritz 
 



Page #95 of 95   

2
0
1
2
-1

3
  
  
S

T
S

  
W

o
rk

s
h

o
p

 

Dept. of Education Contacts  
 
 

• Dept. of Education Helpdesk  
– (800) 223-2950 or (225) 342-1821 

 
 

• Course Information and Descriptions 
– Nancy Beben 

• Nancy.Beben@la.gov  
• (225) 219-0835 

 
 

• Course Code List STS  (you may receive emails from this name) 
– Dwayne Fontenot 

 


