Maine Schools Update
[bookmark: _GoBack]The NEO Maine Schools Update form is required by School Units to inform the Maine Department of Education of their School and District contact information, changes in grade spans, and other SAU and school related information.
https://neo.maine.gov/DOE/neo
Log into NEO
Click on Maine Schools (if you do not see this option on your menu, and are a Superintendent, technical coordinator, or admin assistant, please contact the MEDMS Helpdesk (MEDMS.Helpdesk@maine.gov – 207-624-6896)
Click on Search for SAUs and their Schools to Update
From the dropdown list, select the SAU that you want to work with.
Select Search, from there, the SAU will show in the “SAUs” list, click on the SAU name
Please review the information that MDOE has on file for your SAU and schools.  
If no changes are necessary for a school or SAU, then simply check the box at the end of the section indicating that you have reviewed the section and that you have no changes to report. 
We are now collecting physical address as well as mailing address.  Both addresses are requested by the USDOE and by the assessment vendor to ship materials.  Your submission will be rejected by MDOE if both addresses are not filled in.
Once you have filled in the requested information for your SAU and schools.  Please click SAVE.  At this point, the superintendent of the SAU or Private School Administrator can change the status dropdown from “In Progress” to “Ready For Approval”.  A date and typed signature are necessary before the “Save” button can be pressed and the form submitted to MDOE for approval.
MDOE staff will review the updates and either approve or reject the updates.  You will receive an email once the form has either been rejected or approved.  If rejected, you can go back into the form and check the comment box to see why the form was rejected.  
If you have any questions, please contact the MEDMS Helpdesk (MEDMS.Helpdesk@maine.gov – 207-624-6896).  The form may be updated at any time during the school year to notify the MDOE of changes.  However, for the start of the school year, we are asking that you submit the form prior to September 30.

