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Introduction 
The Entity Profile System (EPS) serves as the directory for Illinois schools and districts. All other ISBE Web 
Application Security (IWAS) systems are populated with information entered in EPS. Additionally, all EPS 
information is compiled into an Excel workbook that is updated nightly and available publicly on the ISBE 
Directories webpage.  

 
It is essential that information in EPS always be current since it is publicly reported and used for other systems 
as well as notifications for webinars, due dates, etc. This guide explains how to access EPS and update entity 
information. 
Only the categories of entities listed here may update EPS directly through IWAS: 

• Public school districts 
• Public schools 
• Regional Programs 
• Regional Offices of Education 
• Nonpublic schools and districts 
• Other state-funded entities and hybrid high school districts. 

 
If your entity is NOT in one of these categories, STOP! 

Contact your gatekeeper or email epschange@isbe.net your change request. Your change request must be on 
organizational letterhead and include the following if you’re requesting an admin change: 

• RCDTS code 
• Current administrator’s name 

https://www.isbe.net/Pages/Data-Analysis-Directories.aspx
https://www.isbe.net/Pages/Data-Analysis-Directories.aspx
https://www.isbe.net/Documents/Gatekeeper-List.pdf
mailto:epschange@isbe.net
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• Current administrator’s email 
• Current administrator’s title 
• Previous administrator’s name 
• Federal Employer Identification Number (FEIN) found on W-9) 

 

If you’re requesting an address and/or phone number change, send this information: 

• RCDTS code 
• Administrator’s name 
• Current address/phone number 
• Previous address/phone number 
• FEIN  

You may look up your organization’s RCDTS code at the RCDTS Code Lookup page. 

Major Changes in EPS 
Requests for major EPS changes (like significant grade-level changes that would place a school in another 
category) must be formally written and emailed to epschange@isbe.net. ISBE has not accepted EPS change 
requests sent via the postal system since Feb. 1, 2023. 
 
Information on this process can be found in the Entity Profile System Changes and Procedures document.  
 
For general questions: 

– datahelp@isbe.net 
– 312-814-9192 

For major changes or EPS-related questions, send letters to: 
– epschange@isbe.net 

For technical issues with IWAS and EPS contact the Help Desk: 
– 217-558-3600 

  

https://www.isbe.net/Pages/RCDTS-Lookup.aspx
mailto:epschange@isbe.net
https://www.isbe.net/Documents/eps-guidelines.pdf
mailto:datahelp@isbe.net
mailto:epschange@isbe.net
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Accessing EPS 
1. There are two ways to navigate to EPS: 

a. Go to the IWAS login page.  

b. Click "Systems Quick Links" in the top left corner of the ISBE homepage, then click 
“IWAS: ISBE Web Application Security” in the dropdown.  

i. Select "IWAS: ISBE Web Application" to log into your IWAS account as seen below. 
 

 

https://apps.isbe.net/iwas/asp/login.asp?js=true
https://www.isbe.net/
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2. Log in to IWAS with your username and password. If you do not have an IWAS account, click “Sign Up Now.” 

 
 
3. This will redirect you to the IWAS homepage. Click “System Listing” from the left column. 
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4. This will redirect to the My Systems page. Click “Entity Profile System” under the “Reporting” section. If 

you do not have access to the Entity Profile System, contact your system administrator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Here is the home screen. You are now in EPS! 
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6. Click on “Continue” to access the welcome page of your school or district as seen here. 
Now you can edit the EPS information of your school or district.
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Editing Information in Entity Profile System 
1. To edit information in EPS, select “New Change” next to the entity you wish to edit. Note that if you do not 

have RCDT Admin Access or School Admin Access level rights, you will not be able to make changes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. This will redirect to the school or district detail screen.  

Note: If your school or district participates in a nutrition program, you will be able to edit the contact 
information for those programs in their respective tabs.  
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Editing a Contact 
In this example, “District Superintendent” will be the edited field.  
1. Click the pencil icon to make changes. 
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2. A screen will pop up on which edits can be made. When edits are finished, click “Save.” 

 
 
3. Once all edits are made, choose an “Effective Date” for the changes. Notes can be added in this field as well. 

When a date has been chosen, click “Save Request.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All minor EPS changes can be made in this manner.  
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Adding a New Contact 
In this example, we will add “FAFSA Coordinator.” 

1. Click on the + icon next to Contacts. 
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2. Add in the personnel’s information, including salutation and email address. 

 
3. Click on the down arrow next to Contact Type to select a Contact Type. You may need to scroll down to see all of 

them. 
 

 
  

Theodore Wolf
A minor point: Doubt we need an exclamation point.
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4. Click on the green “Save” button to save the contact. If you click the “Close” button, your work will NOT be 

saved. 
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5. Click on “Save Changes” to submit your change request. 
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Editing an Address 
Changing an address is considered a minor change in the Entity Profile System. However, an entity’s RCDTS code may need 
to be changed if the entity has moved to a different county; this depends on the entity’s category. Consult your gatekeeper 
if you have further questions. 
In this example, we will be editing the Mailing Address. 

1. Click on the pencil icon of the address you want to edit. 
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2. This will open the Mailing Address window. Update the address information. If your address is used for nutrition 

programs such as the National School Lunch Program, you may see the option to also change that address. If you 
want to, check the boxes with the corresponding address you also want to change. In this case, we aren’t changing 
any other addresses. 
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3. Click the “Save” button in the bottom-right corner. 
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4. Click “Save” to save your changes. If you don’t, the saves will not be submitted. If you don’t see the green “Save” 

button at the top, you may not have access to make these changes. Contact your IWAS administrator to be granted 
access. 
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Adding an Address 
An entity may have up to three different addresses on its EPS page:  

• Mailing 
• Delivery 
• Serving 

One of these addresses must be a non-PO Box address. If you use a PO Box address, you must also list a physical address. 
In this example, we will be adding a serving address.  

1. Click on the + icon next to Addresses. 

 
2. Choose what type of address you want to add. 

 
3. Input your address information. 
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If your address information is incorrect, you will get a notification like the one below. Please ensure that your 

address is input correctly before clicking on the “Override Validation” checkbox (circled in red). 
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4. Click on the green “Save” button to save the contact. If you click the “Close” button, your work will NOT be saved. 

 
 

5. Click on “Save Changes” to submit your change request for your organization. 
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