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Register and Download Template 
Register Page: 

 

Verify account by clicking link in the email: 

 

 

https://ec.apps.laregents.edu/


Login Page: 

 

 

Download Template by Clicking on Template. Licensed Proprietary Schools should use the Proprietary Institution Layout. 
Academic Degree granting institutions should use Act129. Public two-year institutions, will use the Murphy J. Foster 
Promise Act for this year.  

 

 



Uploading the File  
1- After login select your institution by clicking “Select”, if you are a parent institution then you will see all the 

institutions under you and you can submit for them or if you are not a parent institution then you will see only 
your institution.  

 
• Select system after selecting institution. You should only see one system for each institution.  

  



• File upload, If you do not have any student data to submit then select “No student records for this submission 
period.” and hit upload or if you have a file to upload then choose file and hit upload. 
 

 

 

 

 

 

  



 

• Click upload: 

 

• After upload an email will be sent to the user email address: 

 

• After getting confirmation, you may Logout. 

 

 

  



Using the CREATE CSV file Online Option 
When you select the system for your institution you will also notice a button named Create CSV file Online.  

 

 

If you have a smaller number of students and/or do not have an internal student management system, this is a great way 
to enter their data without having to worry about leading zeros in CSV files, etc. You can enter the students one at a 
time. 

 
Once you have entered the data you will click add student. If you have There ARE data checks here, so you might see 
errors that you will need to correct to hit add student.  



Once a student is entered correctly, you will see their completed data at the top of the page. 

 

If you notice you have made a mistake you can delete the student’s record and re-enter it. Once you have submitted all 
of your students click the Create and Submit.  

 

DOWNLOAD A COPY OF YOUR CSV for your records!!! 

 

REMEMBER that each data overwrites the previous submission. So you cannot add a single student that you forgot, you 
must upload all students at once! That’s why it’s important to download a copy so that you wouldn’t have to enter all 
students over again. 
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Reset password email sent to the account email: 
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