	[image: ]
	Office of Educational Supports
Special Populations Unit
Homeless Education Program



[bookmark: McKinney-Vento_District_Homeless_Educati][bookmark: _GoBack]Locating McKinney-Vento District Homeless Education Liaisons in the Educational Entity Master (EEM)

[bookmark: TO_LOCATE_A_SINGLE_DISTRICT_LIAISON:]To Download a Single District Liaison
· Go to the EEM Website
· Select “Search…” from the drop-down on the left-hand side of the screen
· Click “Quick”
· This opens an Entity Quick Search Page
· Choose the “Search by Characteristic” radio button
· In the “Choose Type of Entities:” window, check the appropriate box:
· ISD District	-OR-
· LEA District	-OR-
· PSA District
**Do not check ISD School, LEA School, or PSA School
· In the “Status:” drop-down, choose “Open-Active”
· Click the “Search” button
· This opens a new Entity Quick Search Page
· Click the “Mailing/Contacts” button on the bottom-left of the screen
· This opens a Mailing Labels & Contact List Page
· Check the “Homeless Education Liaison” box
· Click the “Download” button, choosing “Excel” from the drop-down, unless you want another format

[bookmark: STEPS_TO_DOWNLOAD_HOMELESS_EDUCATION_LIA]To Download All Homeless Education Liaisons from the EEM
· Go to the EEM Website
· Select “Search…” from the drop-down on the left-hand side of the screen
· Click “Quick”
· This opens an Entity Quick Search Page
· Choose the “Search by Characteristic” radio button
· In the “Choose Type of Entities:” window, check:
· ISD District	-AND-
· LEA District	-AND-
· PSA District
**Do not check ISD School, LEA School, or PSA School
· In the “Status:” drop-down, choose “Open-Active”
· Click the “Search” button
· This opens a new Entity Quick Search Page
· Click the “Mailing/Contacts” button on the bottom-left of the screen
· This opens a Mailing Labels & Contact List Page
· Check the “Homeless Education Liaison” box
· Click the “Download” button, choosing “Excel” from the drop-down, unless you want another format
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