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The LEA data manager will be responsible for providing accurate information for their LEA’s Points of contact. Osse and 
internal LEA users will be able to locate staff information such as title’s and Positions at the LEA level. 
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Adding LEA Points of Contact 

1. Go the Quick Search box and type the word Staff. 
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Adding Staff. 
While in the staff page press the plus Icon to take you to 
the duplicate staff search page  
 

 
 
 
 
 
Type In last name of the staff member, press enter. 
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Next is the Staff District page. 
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Fill in in the staff information for the user. Once saved you will see the plus Icon in the building 

information section, add user to appropriate building. 
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Adding Contact Type 
 
 

2. On the Staff Search screen under Search Results, click on the building link to 
update contacts. Make sure staff are associated with the correct building. For 
example, click on building 2 for Rachel Ross. 
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Adding Contact Type 

3.  Once on the Staff Building Information screen, navigate to 
the “District Defined” section of the page and click on the 
hyperlink for “Points of Contact” 



 

Adding Contact Type 
 

 

4. Choose the appropriate contact type for the staff member 
and click Save. 
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