
Instructions for Registering LEA Foster Care Liaison in the EEM, August 2016 

From main EEM page, click "Edit Entity" button, and then click the "Add Contact" button.  

On the Maintain Entity Contact screen, select the type of contact you wish to add from the 
"Contact Type" dropdown menu. 
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After selecting the contact type, click the "Submit" button.  You will be returned to the main 
EEM screen.  Click the "Save" button in the lower right corner of the page.  Otherwise, the 
information that you added will not be saved. 

After clicking the "Save" button, you will receive a message indicating that you have 
successfully completed saved your changes. 




