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Instructions on Updating SIS Contact Persons 
 

To update or enter contact persons in SIS, first District SIS Cycle coordinator log into SIS at 

https://sis.ade.arkansas.gov 

Once logged in, you will find a link to LEA Profile in the Update Data section of the Home page. 

Update Data → LEA Profile → Contact Person 

 

Click this link, then click the Contact Person link on the Update LEA Profile page.  This link is 

available in all cycles.  

 

The page displaying the Contact Person records will open.   

P.S. Contact Person can be updated throughout the year even when there is not an active cycle is 

on. 

https://adesis.arkansas.gov/Login.aspx
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Updating an existing record or Person details 
 

To update the record of a person who is already in the displayed records, find the record and 

click the Edit link to the right of the record line on the page.  Search boxes are provided at the 

top of the grid to allow you to search for records by LEA, Coordinator Code and Last Name.  

Enter values you wish to search on and hit the Enter key. 

 

After the Edit link is clicked, the edit form will be displayed with the current information. 

 

If a valid State ID is provided, then the other details within the box will be pulled in if the 

employee already exists.  If the person is a contractor, please enter all zeros (10 zeros) for State 

ID and enter the other details. Make the necessary changes and click the Save button. 

The Contact Person record grid will be refreshed to display the updated record with changes.   
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Adding a New Contact Person 
 

To add a new contact person, click the Add new record button at the top of the grid. 

 

The edit form will appear with blank areas in which to enter information. 

  

If a valid State ID is provided, then the other details within the box will be pulled in if the 

employee already exists.  If the person is a contractor, please enter all zeros (10 zeros) for State 

ID and enter the other details. Make the necessary changes and click the Save button. 
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The Contact Person record grid will be refreshed to display the updated record with changes. 

 

 

School Personnel Directory 
 

On the home page for the ADE Data Center https://adedata.arkansas.gov is a link to Directory in 

the upper right corner. Clicking it opens a drop down list on which appears a link to the School 

Personnel Directory. 

 

https://adedata.arkansas.gov/
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Contact persons who are entered into the LEA Profile section of the SIS web site will appear in 

the lists of people displayed on this page. 
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