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Introduction 
 
This guide is intended for all users of the Registry of Educational Personnel (REP) Application. The REP 
Data Field Descriptions and any addenda posted to the REP Web page should be used with this user's 
guide.  This guide includes directions for using the REP Online Single Submission Application to submit 
data via the online single submission/update REP data process and the bulk submission/update REP data 
process.  The guide is divided into sections as they appear in the REP Online Single Submission 
Application.  This guide will provide you with a definition for, and general information about, each field 
collected in the REP, as well as instructions for using the REP data entry system.  Information is also 
provided concerning the reports available through the REP Application. 
 
General Information 
 
What information is entered into the REP? 
 
The REP is designed to collect basic employment elements relating to school personnel involved with the 
education of students, such as certification and degrees held, school and grade/subject assignment, length 
of service, and salary.  Personnel data must be submitted via the Internet twice a year, in December and at 
the end of year (EOY).  December data are used primarily by the Michigan Department of Education 
(MDE) to conduct its annual teacher audit.  EOY data are used to produce numerous federal reports.  The 
December data must be accurate as of the submission date in December.  The EOY data must be accurate 
as of the last day of the school year for the local districts, intermediate school districts (ISDs), and public 
school academies (PSAs).  A school year is from July 1 to June 30. 
 
Data compiled via the REP will be used to meet the requirements of the federal No Child Left Behind Act 
of 2001 and the Michigan Department of Education’s accreditation initiative, Education YES!  
Additionally, data for all educational personnel are necessary to complete reports required by the National 
Center for Education Statistics (NCES). 
 
Data can be edited online and either entered online or by a bulk file upload procedure.  Several records 
may be submitted via Hypertext Transfer Protocol, Secure (HTTPS) if the layout corresponds to the 
specified fixed format or tab-delimited format in the REP Data Field Descriptions.  In general, in the 
record layout, alphanumeric fields are initialized with blanks and left justified, and integer fields are 
initialized with zeros and right justified.  
 
When is the REP due? 
 
There are two submission deadlines for the REP, the second Friday in December and June 30 of each 
school year.  The deadlines for the 2005-2006 school year are December 9, 2005, and June 30, 2006. 
 
Need help? 
 
Michigan Education Information System (MEIS) Account or Password 
 
If you have problems with your MEIS account or password while you are using the REP on the MEIS 
system, please contact the Department of Information Technology (DIT) Client Service Center at 517-
335-0505 or by e-mail at Help-Desk@michigan.gov. 
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REP Content Information and Resource Materials 
 
For questions regarding REP content, please e-mail Help-Desk@michigan.gov or call the DIT Client 
Service Center at 517-335-0505. Please provide your name, district code, district name, CEPI application 
name, your telephone number (including area code and extension), your e-mail address, and your specific 
questions. 
 
For detailed information about the REP, please visit the CEPI Web site at www.michigan.gov/CEPI, click 
on "MEIS Data Services," and then on "Registry of Educational Personnel." Refer to the REP Help & 
Resources box (see below). Click on items such as  "REP Help," or  "Highly Qualified Help" for 
additional reference materials.  

Fall  2005 
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REP Data Field Descriptions 
 
A copy of the REP Data Field Descriptions may be obtained at the CEPI Web site at 
www.michigan.gov/CEPI.  Click on "MEIS Data Services," and then on "Registry of Educational 
Personnel."  The REP Data Field Descriptions can be found under the heading "REP Data Manual" at this 
site.  
 
 

 

 

 
 

 
 
 

 
 

 

Be sure to print the Fall 2005 Data Field
Descriptions, Record Layout and any 
Addenda that may be posted in the REP
Data Manual section. 
 

REP Help  
New to REP?
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Application Startup and Security 
 
Authorized User – Your MEIS Account 
 
The REP Application is available to authorized users of both the MEIS and the REP Application. To 
become an authorized user of the REP Application, you must first obtain an MEIS account. If you do not 
have an MEIS account, go to the MEIS Web site at www.meis.mde.state.mi.us (screen below). You may 
use the same MEIS account number for all MEIS applications. A separate security agreement is required 
for each MEIS application. 
 
All questions concerning your MEIS account number and/or password should be directed to the DIT 
Client Service Center at 517-335-0505 or Help-Desk@michigan.gov. 
 
Create your MEIS Account  
 
To create your MEIS account number and password, go to the MEIS Web site at: 
www.michigan.gov/meis. 
 

 

To obtain an MEIS 
account, click on the 
MEIS logo. 

 
The following screen will appear: 

 

Follow the directions on this 
page to obtain your MEIS 
account or to update your 
MEIS account information. 
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Security Agreement 
 
After you have established your MEIS account, download the REP Security Agreement from the MEIS 
Data Services page on the CEPI Web site at www.michigan.gov/cepi. Click on "MEIS Data Services," 
and then click on "Registry of Educational Personnel."  The Security Agreement is located in the box 
under, "Upload REP Data to CEPI."  Once your completed application has been processed at the DIT 
Client Service Center, you will receive an e-mail notification that you have access to the application.  
After you have security access to the REP, you are ready to begin. 
 

 

Click here on the 
Web site to obtain a 
copy of the REP 
Security Agreement. 

 
REP Online Application 
 
Accessing the REP Online Application 
 
The REP may be accessed through two sites:  
 
1)  The MEIS Web site at www.michigan.gov/meis. Go to the MEIS User Management v1.4 box. Use the 
"Jump to a category" drop-down menu (or scroll down) to locate and open the Registry of Educational 
Personnel application.   
 

 

 

 

Fall  2005  
Click on "Jump to a 
category" drop-down 
menu, and click on 
"Registry of Educational
Personnel." 
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Scroll bar

Or, you may scroll down the page to 
the Registry of Educational Personnel 
Application. 

 
 
 
 
2)  The CEPI Web site at www.michigan.gov/cepi.  Click on "MEIS Data Services," and then on 
"Registry of Educational Personnel."  Click on the REP Application in the under the heading "Upload 
REP Data to CEPI.". 
 

 

Click on the application or form 
desired.  
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MEIS Login Screen 
 
When  you click on "REP Application," the following screen will be displayed.  The next step is to enter 
your MEIS login "User Name" and "Password": 

 

 

To enter your password into the login screen: 
 
1.  Click in the Login box. 
2.  Type your Login User Name. 
3.  Press the Tab key to go to the Password box or put
4.  Type your password. 
5.  Click on the Login button. 
 
If you need more information, please contact the DIT Cl
e-mail at Help-Desk@michigan.gov. 
 
System Logs Out User 
 
The login is needed to establish your identity and allow 
remember that your session is tracked.  Your login user 
been active on the screen within the last 20 minutes.  If 
20 minutes, your access authorization ends, and you mu
information you have entered will be lost and must be re
record must be entered with valid data in all fields and y
Employee" for the data to be saved. 

 

Fall  2005  
Key in your MEIS Login 
User Name and Password
  your cursor in the Password box. 

ient Service Center at 517-335-0505, or via 

access rights to the database information.  Please 
name and password are valid as long as you have 
your connection has been inactive for a period of 
st log in again.  Any pending or partial 
-entered when you log in again.  The complete 
ou must click on "Submit REP Data for this 

If your connection has been 
inactive for 20 minutes, 
your access authorization 
ends and this message will 
appear on the MEIS Login 
page.  You will be required 
to enter your login user 
name and password. 
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Access Denied 
 

Access Denied? 
If you have entered your MEIS login name and password correctly and access is denied, please contact 
the DIT Client Service Center at 517-335-0505, or via e-mail at Help-Desk@michigan.gov. 
 
Online Customer Support Materials 
 
Teacher Verification Web Site Link 
 
In addition to the online resource materials now available on the REP Application Web pages, users may 
access the Teacher Verification Web site without logging out of the REP Application.  The Teacher 
Verification Web site will appear in a second browser window. 
 

 
 

.

Teacher Verification Web site
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For direct access to customer support
materials, click on a link.
Teacher Ver

 

Need help with your 
password. Click here
 

ification Web site 
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 School Code Master (SCM) Verification 
 
After you have entered your MEIS login user name and password, the School Code Master Verification 
screen will appear.  Once you have verified that the School Code Master information is accurate and up to 
date, the Registry of Educational Personnel Main Menu will be displayed.  The School Code Master 
Verification screen will appear the first time you log in to the REP Application for each submission cycle. 
 
During each submission cycle of the REP, each district will be reminded to verify that their School Code 
Master information is accurate and up to date.  The SCM authorized user for your district should verify 
that the information about your district and buildings is correct prior to each submission.  After 
verification, you may proceed to submit your REP data.  The following message will appear on the screen 
the first time the REP authorized user logs in to the REP Application each submission cycle: 
 

 

Authorized User(s) for District Listed Here 

After the SCM Verification has 
been completed by the district's 
authorized user, click on the 
appropriate selection.   
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REP Menu Options 
 
After the School Code Master verification has been completed, the following REP Main Menu Options 
screen will appear.  To access an option, click on it. 
 

 

Click on the application function 
desired. 

 
Online Single Submission Form Option 
 
The Online Single Submission Form option is commonly used by districts that do not upload a data file 
extracted from a personnel management system.  For the single record submission of a record, click on 
"Online Single Submission Form" on the Main Menu of the REP Application.  Each section of the REP 
Online Single Submission Form component is described separately.  The fields are presented by section 
as they appear in the Online Application.  Be sure to refer to the REP Data Field Descriptions for each 
field submitted for complete information regarding the required data elements.  The REP Data Field 
Descriptions provide detailed information for each field in the application.  
 

 

Click here. 
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After you click on "Online Single Submission Form," the following screen will appear: 
 

 
 
 
 
 
 
 
Enter the employee’s Social Security number or credential number or first and la
the date of birth.  Click on "Go." (For assignment codes "00000" through "00599" t
number or credential number must be submitted.) 
 
Vacant funded positions:  When entering vacant funded positions, create a Social S
using the district number as the first five digits (NNNNN) followed by a four-digit n
assigned in ascending sequence.  For example, Detroit Public Schools (82010) would
for the first vacant position, following by "820100002" for the next vacant position. 
entered, click on "GO." 

Enter New Employee 

 

Fall  2005  
Enter the new employee 
either under  
Professional Personnel 
(left side of screen) or 
Support Staff  
(center of screen) or  
Vacant Position  
(right side of screen) 
 
After data are entered, 
click on "Go" in the 
appropriate box to advance
to the next screen.   
st nam
he Soc

ecurity
umber 
 use "8

After th

To ed
submi
Perso
and th
when 
Edit Record
e along with 
ial Security 

 number by 
(NNNN), 
20100001" 
e number is 

it a record previously 
tted, click on 
nnel Submitted,  
en click on the PIC 
the screen appears. 
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New Help Feature on the Submission Screen   
 

This new icon,  , appears in several fields in the online application.  When you click on this icon, the 
list of codes for the specific field appears.  You  may click on the appropriate code for the record being 
entered, and the field is populated with your selection.  Or, you may still enter the code manually. 
 

 

Click here 

The following window will appear: 
 

 

Click on a code to 
populate the field. Use the scroll bar to view 

any additional codes 
available for a field. 
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Employee Data  
 
Fields 1, 2, 3, 4, 5, 6, 7, 8 and 13 
 
The numbers in each box indicate the number of the field in the REP Data Field Descriptions.  Please 
refer to the REP Data Field Descriptions for complete information about the field requirements. 
 

 
Registry of Educational Personnel 

Data Collection 
 

 

 

Fields 1, 2 and 3 will 
be automatically 
populated when this 
screen appears. 

 
Field Definitions – Help Screens 
 
Click on any field name and a help window will appear with a definition of the field name.  
 
 

Employee Data 
Field 1: Date of Count 
Definition: The official due date for a submission cycle. For the 2005-2006 school year, the 
due dates for the REP submission are December 9, 2005, and June 30, 2006.  

Field 2: Operating ISD/ESA Number 
Definition: This is the state-assigned code of the ISD/ESA that has the operating district or 
program where the staff member is employed.  

Field 3: Operating District Number 
Definition: These codes are the state-assigned local education agency (LEA), public school 
academy (PSA) or ISD numbers. Use the LEA, PSA, or ISD number of the district where the 
staff member is employed.  
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Online Application:  Fields 1, 2, and 3 are prepopulated in the online application with the 
appropriate date of count, the authorized user's Operating ISD/ESA number and operating 
LEA/PSA/ISD number. 
 
Field 1: Date of Count    Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
The date of count is the due date for submission of the REP data.  The date must be 12/09/2005 for the 
FALL 2005 REP submission.  For the Online Application, this field defaults to the submission due date 
for the current school year collection date. 
 
Field 2: Operating ISD/ESA Number   Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
This is the operating number for the ISD/ESA. These codes are the state-assigned ISD/ESA numbers. 
This code identifies the operating district where the staff member is employed. For example: The St. 
Joseph ISD is submitted as "75".   
 
Programming edits:  When the ISD code is invalid or blank, a fatal error will be reported. The individual 
who uploads a file must be the authorized user for the ISD/ESA number that is submitted in the uploaded 
file or a fatal error is reported. 
 
Field 3: Operating LEA/PSA/ISD Number Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
This is the operating number for the LEA, PSA, or ISD.  These codes are assigned by the state.  Use the 
LEA, PSA, or ISD number where the staff member is employed.  The School Code Master (SCM) 
numbers have always been five digits.  Prior to the MEIS, the leading zero was not used.  You must add a 
leading zero in front of the SCM numbers (e.g., 01234) for your district if you previously used four digits.  
The School Code Master can be found at: www.michigan.gov/scm.  Send questions regarding this field to 
Help-Desk@michigan.gov. 
 
Programming edits:  When the LEA, PSA, or ISD code is invalid or blank, a fatal error will be reported.  
The individual who uploads a file must be the authorized user for the LEA, PSA, or ISD number that is 
submitted in the uploaded file or a fatal error will be reported. 
 
Field 4: Last Name     Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
This is the staff member’s last name. When submitting data via the REP Single Submission Online 
Application, spaces and punctuation marks are not permitted.  This change does not apply to Bulk Upload 
Files.  Spacing and punctuation marks are permitted in the Bulk Upload files but will be stripped out prior 
to data loading to the MEIS Warehouse. In order to account for all positions in the district, report all staff 
members who fill positions that are temporarily vacant because of the termination of a staff member.  
Record all pertinent information about the temporary substitute or contractor who would be recorded for 
any employee.  
 
Vacant positions:  In order to track vacant funded positions, or for positions created since the previous 
school year and not yet filled, the last name should say "VACANT." 
 
Programming edits:  If this field is left blank, a fatal error will be reported.  If Field 12: Funded Position 
Status has a value of "1", Field 4 must be reported as "VACANT" or a fatal error will be reported. 
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Field 5: First Name     Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
This is the employee’s first name.  When submitting data via the REP Single Submission Online 
Application, spaces and punctuation marks are not permitted.  This change does not apply to Bulk Upload 
Files.  Spaces and punctuation marks are permitted but will be stripped out prior to data loading to the 
MEIS Warehouse.  In order to account for all positions in the district, report all staff members who fill 
positions that are temporarily vacant because of the termination of a staff member.  Record all pertinent 
information about the temporary substitute or contractor who would be recorded for an employee on staff. 
 
Exceptions to this field are the Department of Corrections, Family Independence Agency, and the 
Department of Community Health.  For personal security reasons, these departments do not give staff 
members names.  For these departments, enter the staff member as a vacant position.  
 
Vacant positions:  In order to track vacant funded positions, or for positions created since the previous 
school year and not yet filled, the first name should say "FUNDED." 
 
Programming edits:  If this field is left blank, a fatal error will be reported.  If Field 12: Funded Position 
Status has a value of "1", Field 5 must be reported as "FUNDED" or a fatal error will be reported. 
 
Field 6: Middle Name    Submission: December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "99900". 
 
This is the employee’s middle name (when applicable).  When submitting data via the REP Single 
Submission Online Application, spaces and punctuation marks are not permitted.  This change does not 
apply to Bulk Upload Files.  Spaces and punctuation marks are permitted but will be stripped out prior to 
data loading to the MEIS Warehouse.  In order to account for all positions in the district, report all staff 
members who fill positions that are temporarily vacant because of the termination of a staff member.  
Record all pertinent information about the temporary substitute or contractor who would be recorded for 
an employee on staff. 
 
Programming edits:  Blanks accepted.  If Field 12: Funded Position Status has a value of "1", Field 6 
must be blank. 
 
NOTE:  Field 7 OR Field 8 must be filled out for all personnel with assignment numbers 
between "00000" and "00599". 
 
Field 7: Social Security Number   Submission:  December 9 & June 30 
This field is submitted for all personnel with assignment codes between "00000" and "00599". 
 
This field provides the official identification of each employee.  The Social Security number must be 
reported without hyphens or spaces, e.g. 333-22-4444 would be entered as 333224444.  This field must 
have a value if the position is vacant. 
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Vacant positions:  In order to track vacant funded positions: 
 
The number should be assigned in ascending sequence by the district beginning with the district number 
(NNNNN), then followed by four additional numbers (NNNN).  For example: Detroit Public Schools 
(82010) would use a number such as "820100001" for the first vacant position, followed by "820100002" 
for the next vacant position.  
 
Programming edits:  If this field and Field 8: Credential License Number are blank for assignment codes 
with numbers between "00000" and "00599", a fatal error will be reported.  If Field 12: Funded Position 
Status has a value of "1", the first five digits of this field must be the District Number or a fatal error will 
be reported. (See Field 7 in the REP Data Field Descriptions for information regarding the creation of a 
number for the reporting of vacant positions.) 
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Note: Corrections to the birthdate must be made via the REP Online Single Submission 
Application. Corrections to previously submitted data such as name, gender, Social Security number, 
or credential number may be made through the REP Online Single Submission application or through 
the Bulk Upload Application.  For districts that use the REP Online Single Submission, the 
corrections  may be made when updating the record.  For districts that use the Bulk Upload 
Application, the PIC number must be used if corrections are made to the employee's name, gender, 
Social Security number, or credential number.  If the PIC number is not used in the Bulk Upload file, 
a duplicate record will be created. 
ield 8: Credential License Number  Submission:  December 9 & June 30 
his field applies to assignment codes with numbers between "00000" and "00599". 

efinition:  For assignment codes "00000" and "00599", either this field or Field 7: Social Security 
umber must have a value.  This field identifies the state-issued credential number for licensed personnel.  
his is the credential number on the license the employee is using for this position.  The Office of 
rofessional Preparation Services at the Michigan Department of Education now issues credential 
umbers with varying lengths.  The old five-digit numbers are frequently incorporated into the new 
umbers.  Two methods are available for you to obtain the new credential numbers.  

f the credential license number is less than 15 digits, left-justify and pad with blanks to the right of the 
redential number.  This field is left blank when the following exists: 

 For staff members with pending credentials, Field 17: Type of Credential must be coded "02". 
 For staff members with assignment codes between "00310" and "00406" who are not required to hold a 
credential for the position, Field 17: Type of Credential may be coded "00".  For staff members with 
assignment codes between "00310" and "00406" who are required to hold a credential, report the 
appropriate credential type in Field 17. If a staff member has a split FTE assignment where a credential 
is required for one assignment but not the other, the credential should be reported. 

 For staff members with life, permanent, or continuing certificates without a credential number, Field 
17: Type of Credential must be coded "01, 05, 08, 23, 24, 25, 26, 40, 41, 42, 43, or 55". 

o obtain teacher credential numbers: 

1. Credential Data Exchange (CDX):  The CDX is available through your REP account on the 
MEIS.  The CDX allows you to upload specific data about your teachers and receive the 
credential data in return.  You will then be provided a list of the credentials held by individual 
teachers.  Complete information about the CDX and submission requirements is available at the 
REP Web site, located at https://cepi.state.mi.us/REP/index.aspx. 

2. The credential numbers may be obtained online through the Office of Professional Preparation 
Services’ Teacher Verification Web site, located at https://mdoe.state.mi.us/teachercert/.  You 
can obtain an individual’s credential number by supplying the teacher’s name on the Web site.  
You will then be given a list of all the credentials held by the individual. 

3. Contact the Michigan Department of Education, Office of Professional Preparation Services 
(517-373-3310) to obtain credential numbers when you cannot obtain the numbers through 
either the CDX or the online Teacher Verification Web site. 

rogramming edits:  If this field and Field 7: Social Security Number are blank for assignment codes 
ith numbers between "00000" and "00599", a fatal error will be reported. If the credential license 
umber is not a valid number in the Teacher Certification Database (License 2000), a fatal error will be 
eported. 

all  2005  Page 19 of 47 

https://cepi.state.mi.us/REP/index.aspx


MEIS REP Application User's Guide Fall 2005 

Field 13: Date of Birth    Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This is the date of birth of the staff member employed in the district.  For vacant positions created since 
the previous school year and not yet filled, leave this field blank.  
 
Programming edits:  If the date of birth is blank, out of range, or not a valid date, a fatal error will be 
reported unless Field 12: Funded Position Status uses code "1" (i.e., vacant).  If "1" is reported in Field 
12: Funded Position Status, this field must be left blank  The date of birth cannot be greater than 90 years 
prior to July 1 of the submission year and cannot be earlier than 14 years from July 1 of the submission 
year, or a fatal error will be reported.  The date of birth cannot be equal to, after, or within 14 years of the 
date of hire, or a fatal error will be reported. The date of birth must be prior to the date of hire. 
 
Measurement Data   
 
Fields 9, 14, 15, 20, 21, 22, 23, 25, 26, 28 
 

 
Field 9: Date of Hire     Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This field identifies the initial date of hire for the staff member within the district.  A change in position in 
the district does not change the initial hire date.  If a staff member terminates and is re-employed at a later 
date, a new hire date would be established for that individual.  For vacant funded positions (vacancy 
created since the previous school year and not yet filled), leave this field blank.  
 
Programming edits:  If the field is left blank or not a valid date, a fatal error will be reported, unless  
Field 12: Funded Position Status uses code "1" (i.e., vacant).  The date of hire must be prior to the 
submission date, or a fatal error will be reported. The date of hire cannot be equal to or within 14 years of 
the date of birth, or a fatal error will be reported. 
 
Field 14: Gender Code    Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This is the gender of the staff member employed in the district.  For vacant positions created since the 
previous school year and not yet filled, leave this field blank.  
 
Programming edits:  If the code is invalid or blank, a fatal error will be reported, unless Field 12: 
Funded Position Status uses code "1" (i.e., vacant).  If a "1" is reported in Field 12: Funded Position 
Status, this field must be left blank or a fatal error will be reported.  
 
Field 15: Racial/Ethnic Code    Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
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This is the race/ethnicity of the staff member employed by the district.  The primary racial/ethnic choice 
is represented with a "1", the second choice is a "2", the third a "3", the fourth a "4", the fifth a "5", and 
the sixth a "6".  Type the number in the appropriate box(es) for the data for each employee. 
 
Identify the race/ethnicity of the staff member.  An individual may self-select one or more of the 
following codes as primary and/or secondary choices.  For vacant positions created since the previous 
school year and not yet filled, leave this field blank. 
 
Refer to Field 16: Racial/Ethnic Code, in the Data Field Descriptions for more information about the 
race/ethnicity selections. 
 
Programming edits:  If the code is invalid or blank, a fatal error will be reported, unless Field 12: 
Funded Position Status uses code "1" (i.e., vacant).  If a "1" is reported in Field 12: Funded Position 
Status, this field must be left blank, or a fatal error will be reported.  At least one of the six digits must be 
a "1" or a fatal error will be reported.  Repetition of a "1" in all positions will result in a fatal error.  
 
Fields 20-23 are reserved fields and not in use at this time. 
 
Field 25: Employment Status   Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This field identifies the employment status of each employee.  Report the appropriate code that identifies 
the status of the employee.  Vacant positions must use code "00".  Report code "99" for returning 
employees, new non-instructional employees, new experienced teachers, substitutes or contractors, or 
employees on leave.  Report Code "97" or "98" for new teachers in their first three years in the teaching 
profession.  Refer to the REP Data Field Descriptions for a complete list of current codes.  If Field 26: 
Date of Termination  is reported,  Field 25 must be reported.   
 
Programming edits:  This field must have a valid value.  If an invalid code is reported or this field is left 
blank, a fatal error will be reported.  If codes "01" – "19" are used, Field 26 must have a date.  If "00" is 
reported in this field, Field 12: Funded Position Status must have a value of "1", or a fatal error will be 
reported. 
  
Field 26: Date of Termination/Separation of Employment: Submission: December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This is the date of termination of the staff member.  Report all fields appropriate for the assignment code 
reported in Field 10.  For vacant positions created since the previous school year and not yet filled, leave 
this field blank.  
 
Terminations should be reported during the cycle in which the termination occurs.  For example, if an 
employee terminates on November 1, report the termination in the December submission.  If an employee 
terminates on February 1, report the termination in the June submission.   
 
Programming edits:  If the date reported is not a valid date, a fatal error will be reported.  If a date is 
reported, then a code in Field 25: Employment Status must be between codes "00" through "19".  Field 10 
must be reported when a date is reported in this field, or a fatal error will be reported.  The termination 
date must be on or prior to the submission date of December 9, 2005.  The termination date cannot be 
prior to the hire date. 
 
Field 28:  Annual Salary     Submission:  December 9 & June 30 
 
Both Field 10 (hourly wage) and Field 28: Annual Salary must have a value, or a fatal error will be 
reported.  If the annual salary is reported in Field 28, either the hourly wage or zeros must be reported in 
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Field 10.  The annual salary is the sum of the base salary (according to Schedule A or a basic contract) 
including longevity payments (if applicable).  For teachers, this includes all instructional days, mandatory 
workdays, and mandatory, paid professional development days.  For administrators, this includes all 
mandatory contractual days (according to Schedule A or a basic contract including longevity).  This 
includes paid vacation days and paid holidays.  
 
Programming edits:  Districts may submit both the hourly and annual salaries.  Both fields must have a 
value.  If the annual salary is reported in this field, the hourly wage in Field 10 must be reported with 
either the hourly wage or zeros or a fatal error will be reported.  If no value is entered, a fatal error will be 
reported.  The annual salary cannot exceed $300,000; the hourly wage cannot exceed $999.99.  When 
Field 12: Funded Position Status uses a code "1" for a vacant position, report zeros in both the hourly 
wage in Field 10 and the annual salary in Field 28, or a fatal error will be reported. 
 
If Field 12: Funded Position Status has a value of "1", the annual salary in Field 28 and the hourly wage 
in Field 10 must be zeros, or a fatal error will be reported. 
 
Assignment Data - Field 10 

 
(This field has nine repetitions available online.  This illustration shows only one.) 

 
 
Field 10: School Assignment by Grade, FTE, Wage, Accounting Code, Highly Qualified, 
Academic Major, Academic Minor, Administrator Continuing Education  

Submission:  December 9 & June 30 
This field applies to assignment codes with numbers between "00000" through "99900". 
 
Report the school/facility where the staff member is employed by assignment, grade level, FTE, wage, 
accounting function code, highly qualified status, academic major, academic minor and administrator 
continuing education as appropriate for the assignment code.  This field is repeated nine times with the 
employee’s primary position (i.e., greatest FTE) reported in the first position.  Most staff members have 
one or two assignment codes.  If more than one assignment is reported, all sections (assignment, grade 
level, FTE, wage, etc.) must be reported for each. 
 
This field includes the following (programming edits appear at the end of this section): 
 
School – These codes are the state-assigned numbers in the official School Code Master.  This is the 
school where the staff member is assigned.  For a complete definition of a school, refer to the REP Data 
Descriptions, Field 10.  For information regarding a school code number go to the School Code Master 
Web site at http://www.michigan.gov/scm. 
 
Assignment – (Teachers:  Assignment Codes "000AX" through "00599") These five-digit codes are 
used for the instructional teaching staff member of the school.  Use assignment codes for the teachers in 
general education, special education, or career and technical education as specified in the REP Data Field 
Descriptions in Field 10. 
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Assignment – (Administrators, Paraprofessionals and Noninstructional staff members:  Assignment 
Codes "70000" through "99900")  These five-digit codes are used for all the noninstructional and 
administrative staff members of the school.  The assignment code for the administrative staff members 
("70000" through "79999") includes a two-digit number for the Title (NN), one digit for the Level (N), 
and a two-digit number for the Function (NN).  The assignment codes for the paraprofessionals ("80000" 
through "81300") and the non-instructional staff members ("81500" through "99900") are selected based 
upon position classification or major responsibility of the position description.  These codes are specified 
in Field 10 of the REP Data Field Descriptions. 

 
Current Grade Assignment – Report the grade level or educational setting for the assignment of the 
staff member.  Whenever possible report the grade level for the staff member.  If the staff member is 
working in an unspecified grade, report an educational setting.  Refer to the REP Data Field Descriptions 
for a specific breakdown of the grade levels and educational settings. 

 
FTE (Full Time Equivalency) – Report the FTE of the staff member being employed in the school.  This 
refers to the amount of time required to perform an assignment stated as a proportion of a full-time 
position, and computed by dividing the amount of time employed by the time normally required for a full-
time position.  Noninstructional staff members (assignment codes "81500" through "99900") working less 
than 0.5 FTE do not need to be reported.  All instructional staff members (assignment codes "00000" 
through "81300") must be reported regardless of the FTE.  If a position is vacant, report the FTE being 
sought for that position. Refer to the REP Data Field Descriptions for detailed information regarding FTE. 

 
Hourly Wage – Report the hourly wage of the employee.  If the salary includes an index or stipend that is 
part of the hourly rate, include it in the base salary.  Do not include compensation for extracurricular 
activities.  For vacant positions, report zeros as the wage.  For salaried employees, an annual salary may 
be reported in Field 28:  Annual Salary.  However, if an annual salary is reported, zeros must be reported 
for the hourly wage.  If an annual salary is reported, zeros must be reported for the hourly wage in Field 
10. 
 
Districts may submit both the hourly wage and/or the annual salary for all employees.  Both fields must 
have a value, or a fatal error will be reported.  The hourly wage cannot exceed $999.99; the annual salary 
cannot exceed $300,000.  When Field 12: Funded Position Status uses code "1" for a vacant position, 
report zeros in both the hourly wage in Field 10 and the annual salary in Field 28. 
 
Accounting/Function Code – Enter the appropriate code as determined for accounting purposes for each 
position in a given school district.  See the REP Data Field Descriptions for a listing of the specific 
accounting/function codes that are to be used.  For more detailed information please reference the 
Michigan School Accounting Manual that can be located at http://www.michigan.gov/mde/ under the 
office of State Aid and School Finance.  The Michigan School Accounting Manual (Bulletin 1022) serves 
as a mandatory guide to the uniform classification and recording of transactions for Michigan public 
school districts.  Refer to the REP Data Field Descriptions for more information. 
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Highly Qualified Status  (Online Application) – Using the drop-down menu, select "Yes", "No", or 
"N/A" for staff members with position assignment codes "000AX" through "00599", indicated as core 
academic instructional staff members as defined in NCLB. (See Assignments to General Education in 
Field 10 of the REP Data Field Descriptions for a listing of those assignment codes that must be reported 
with a Yes or No.  Review the requirements for reporting of highly qualified status for assignment codes 
"80000" through "81300" (instructional paraprofessionals). 
 
Highly Qualified Status (Bulk Upload Application) – Use "1" (Yes), "2" (No) or "0" (N/A) when 
reporting the core academic instructional staff members or the instructional paraprofessionals. (See 
Assignments to General Education, in Field 10 of the REP Data Field Descriptions for a listing of those 
assignment codes that must be reported with a Yes or No for highly qualified status.)  
 
Academic Major –- (Online Application) Using the drop-down menu, select "Yes", "No", or "N/A" for 
staff members with position assignment codes "000AX" through "00599", indicated as core academic 
instructional staff members as defined in NCLB. (See Assignments to General Education in Field 10 of 
the REP Data Field Descriptions for a listing of those assignment codes that must be reported with a Yes 
or No for academic major.) (Bulk Upload Application) Use "1" (Yes), "2" (No) or "0" (N/A) when 
reporting when reporting academic major. 
 
Academic Minor – (Online Application) Using the drop-down menu, select "Yes", "No", or "N/A" for 
staff members with position assignment codes "000AX" through "00599", indicated as core academic 
instructional staff members as defined in NCLB. (See Assignments to General Education, in Field 10 of 
the REP Data Field Descriptions for a listing of those assignment codes that must be reported with a Yes 
or No for academic minor.)  (Bulk Upload Application) Use "1" (Yes), "2" (No) or "0" (N/A) when 
reporting academic minor. 
 
Administrator Continuing Education – (Online Application) Using the drop-down menu, select 
"Yes", "No", or "N/A" for administrator position assignment codes "70000" through "79999", as 
explained in the REP Data Field Descriptions in Field 10 under Assignments to Administration.  
(Bulk Upload Application) Use "1" (Yes), "2" (No) or "0" (N/A) when reporting the administrator 
continuing education requirement. 
 
Reserved – Report an "N/A" in the Online Application; report a "0" in the Bulk Upload Application. A 
box will appear in the Online Application for the reserved field. 
 
 
 
Programming edits for Field 10: School Assignment by Grade, FTE, Wage, Accounting Code, 
Highly Qualified, Academic Major, Academic Minor, Administrator Continuing Education 
 
Field 10 must be submitted for each employee or vacant position, or a fatal error will be reported. 
 
Programming edits: Field 10 must be submitted when reporting the termination of an employee in Field 
25: Employment Status (codes "00" through "19") and Field 26: Date of Termination.  When reporting a 
Vacant Funded Position in Field 12: Funded Position Status, Field 10 must be reported; each section of 
position one must have a value. 
 
The following programming edits are applicable when a position assignment code is submitted: 
 
School Assignment: When a school/facility code is invalid, blank, or not in the School Code Master, a 
fatal error will be reported.  For staff members submitted in a closed building, the close date of the 
building in the School Code Master cannot be prior to July 1 of the current submission year, or a fatal 
error will be reported. 
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Position Assignment:  When a position assignment code is invalid (not included in the official list of 
position assignment codes in Field 10) or is left blank, a fatal error will be reported.  If a "4" or "5" is 
reported in Field 12: Funded Position Status for position assignment codes with numbers between 
"00000" and "00599", Code "11", "12", "13" or "53" or the appropriate credential type for a credentialed 
employee must be reported in Field 17: Type of Credential.  The position assignment code must be a 
valid code as listed in the field descriptions in Field 10, or a fatal error will be reported. 
 
Fields 1-5, 9-10, 16, 25 and 28 must be reported for all staff members.  Position assignment codes are 
reported for remaining fields as follows: 
 
If the position assignment code is between "00000" and "00599", then Field 7: Social Security or Field 8: 
Credential License Number, Field 12: Funded Position Status, Field 17: Type of Credential, Field 18: 
Credential Issue Date, Field 19: Credential Expiration Date (when required for credential type), Field 24: 
Professional Development, and Field 29: Michigan Sponsoring Institution or Field 30: Non-Michigan 
Sponsoring Institution (Fields 29 & 30 are required for new teachers only) are required, or a fatal error 
will be reported. 
 
If the position assignment code is between "70000" and "79999", then Field 12: Funded Position Status: 
Funded Position, Field 17: Type of Credential, and Field 24: Professional Development are required, or a 
fatal error will be reported. 
 
If the position assignment code is between "80000" and "99900", then Field 17: Type of Credential must 
be reported with zeros, or a fatal error will be reported.  Field 12: Funded Position Status must be left 
blank, or a fatal error will be reported. 
 
Grade Assignment:  When the grade level and educational setting are incorrect or blank for an employee 
(position assignment codes with numbers between "00000" and "99900"), a fatal error will be reported.  
If both a grade level and an educational setting are reported, a fatal error will be reported. 
 
FTE:  If the FTE is left blank or is less than 0.00, a fatal error will be reported.  If the FTE is greater than 
2.0, a fatal error will be reported. 
 
Wage:  Districts may submit both the hourly wage and annual salary if desired.  Both fields must have a 
value.  If the hourly wage is reported in this field, Field 28: Annual Salary must have either the annual 
salary or zeros, or a fatal error will be reported.  If no value is entered, a fatal error will be reported.  The 
annual salary cannot exceed $300,000; the hourly wage cannot exceed $999.99.  When Field 12: Funded 
Position Status uses code "1" for a vacant position, report zeros in both the hourly wage in Field 10 and 
Field 28: Annual Salary, or a fatal error will be reported.   
 
Accounting/Function Code:  When the accounting function code is invalid (not included in the official list 
of accounting/function codes) or left blank, a fatal error will be reported. Accounting/function codes 
"111" through "135" may only be submitted for position assignment codes ""00000"" through "00599", 
codes "94100" and "80000" through "81300", or a fatal error will be reported. 
 
NOTE:  This field must be reported if codes "01"-"19" are used in Field 25: Employment Status, and a 
termination date is given in Field 26: Date of Termination. 
 
Highly Qualified Status: A fatal error is reported if a "1" (yes) or "2" (no) is not reported for a required 
position assignment code between "00000" and "00599" (core academic instructional staff members as 
defined in NCLB, see Assignments to General Education). For position assignment codes that are not 
required to be reported for highly qualified status, report "0" (N/A) in this position. 
 
Academic Major: A fatal error is reported if a "1" (yes) or "2" (no) is not reported for a required position 
assignment code between "00000" and "00599" (core academic instructional staff members as defined in 
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NCLB, see Assignments to General Education). For position assignment codes that are not required to be 
reported for highly qualified status, report "0" (N/A) in this position. 
 
Academic Minor:  A fatal error is reported if a "1" (yes) or "2" (no) is not reported for a required position 
assignment code between "00000" and "00599" (core academic instructional staff members as defined in 
NCLB, see Assignments to General Education). For position assignment codes that are not required to be 
reported for highly qualified status, report "0" (N/A) in this position. 
 
Administrator Continuing Education:  A fatal error is reported if a "1" (yes) or "2" (no) is not reported for 
a required position assignment code between "70000" and "79999" (See Administrative Position 
assignment codes for specific position assignment codes to be reported.)  For position assignment codes 
that are not required to be reported for administrator continuing education, report "0" (N/A) in this 
position. 
 
Reserved5:  A fatal error is reported if this position does not contain a "0" (bulk upload) or a "N/A" 
(Online Application). 
 
Credential Status 
Fields 12, 16, 17, 18, 19, 29, and 30  

 
 
Field 12: Funded Position Status   Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "79999". 
This field identifies the vacant positions that are either filled by approved substitutes or that remain 
unfilled.  Use Code "9" for a regular, filled position.  
 

  1  Vacant, funded, open position, no one assigned 
  2  Vacant, funded, open position, outside contractor assigned 

 3  Funded, employee on loan or leave, no one assigned 
 4  Funded, employee on loan or leave, filled by temporary employee 
 5  Vacant, funded, open position, filled by temporary employee 
 6  Funded, employee on loan or leave, outside contractor assigned 
 9  Filled position, regular 

 
Definition:  This field identifies the status of positions that are either filled by permanent employees, 
approved substitutes, outside contractors, or that remain unfilled.  This field applies to assignment codes 
with numbers between "00000" and "79999". 
 
Programming edits:  This field must have a value for assignment codes "00000" through "79999", or a 
fatal error will be reported.  If a value is not submitted, an error will be reported.  If "1" is reported in this 
field, Field 25: Employment Status must use "00".  If "2", "3", "4", "5" or "6" are reported in this field, 
Field 25 must use "99".  For assignment codes  "80000" through "99900", this field must be left blank, or 
a fatal error will be reported, unless the position is reported as a vacant position or on leave. 
 
Note:  Vacant positions  After each end-of-year submission (June 30), vacant funded positions will be 
expired and will not be repopulated for the fall submission. 
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Field 16: Highest Degree    Submission: December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This is the highest degree earned by the staff member being employed.  For vacant positions created since 
the previous school year and not yet filled, use code "00".  

00  None 
01  High School Diploma or its equivalent 
02  Associate's Degree 
03  Bachelor's Degree 
04  Master's Degree 
05  Specialist's Degree 
06  Doctoral Degree 
07  Juris Doctorate 
08  Medical Degree 
09  Other License, Credential, or Professional Degree 
10 Obtained Paraprofessional Quality Standard on State Academic 

Assessment; Successful Completion of Work Keys Assessment 
 
Programming edits:  This field must have a value.  If the code is out of range or the field is left blank, a 
fatal error will be reported.  If Field 12: Funded Position Status has a value of "1", this field should be 
reported with code "00". 
 
Field 17: Type of Credential   Submission:  December 9 & June 30 
 
This field applies to all employees with assignment codes between "00000" and "99900". 
 
This is the type of credential held by the employee.  If the position is one that requires a specific 
credential (assignment codes "00000" through "00599"), this field must be reported.  If the staff member 
has two credentials (for example, general education and vocational), report the certificate that matches 
his/her reported position.  If the credential has expired and an application for a new credential is in 
process, enter the credential pending status code "02".  For vacant positions created since the previous 
school year and not yet filled, leave this field blank. 

00 Credential not required (e.g., Assignment codes "70000" – "99900", School Social Worker, 
Administrator, Physical Therapist) 

01 Life 
02 Pending 
03 Elementary Provisional 
04 Elementary Professional 
05 Elementary Permanent 
06 Secondary Provisional 
07 Secondary Professional 
08 Secondary Permanent 
09 Two-Year Provisional Certificate 
11 Permit, full-year 
12 Permit, emergency 
13 Permit, Section 1233b 
14 Permit, 150 day (day-to-day sub) 
15 Temporary Teacher Employment Authorization (one year) 
16 Temporary School Counselor Authorization 
17 Preliminary School Counselor Guidance Authorization 
18 School Guidance Counselor License 
21 Dual, provisional 
22 Dual, professional 
23 Dual, 18-hour continuing 
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24 Dual, 30-hour continuing 
25 Dual, permanent 
26 Dual, life 
40 Elementary Continuing (30 hour) 
41 Secondary Continuing (30 hour) 
42 Elementary Continuing (18 hour) 
43 Secondary Continuing (18 hour) 
50 School Nurse Certificate (Interim) 
51 School Nurse Certificate (Standard) 
52 School Nurse Certificate (Professional) 
53 Vocational Annual Authorization 
54 Vocational Temporary Authorization 
55 Vocational Full Authorization 
60 Administrator Certificate 
61 School Psychologist Certificate 
62 Preliminary School Psychologist Certificate 
63 Occupational Education 
70 Special Education, Approval 
71 Special Education, Emergency Approval 
72 Certificate of Clinical Competency, Approval 
80  Vocational Annual Authorization – Credit Track 
81 Vocational Annual Authorization – Adult Education 
82 Vocational Annual Authorization – Day-to-Day Substitute 
83 Vocational Annual Authorization – Less than Class Size 
84 Vocational Annual Authorization – Long-Term Substitute 
85 Vocational Annual Authorization – Renewal 
 

Programming edits:  This field must have a value.  If an invalid code is used or this field is left blank for 
assignment codes with numbers between "00000" and "99900", a fatal error will be reported.  For staff 
members with assignment codes between "00310" and "00406" who are not required to hold a credential 
for the position, Field 17 must be coded "00."  Field 17 must be reported with the appropriate credential 
type when a credential is required for the position. 
 
For assignment codes with numbers between "00000" and "00599" (with the exception of codes "00310" 
through "00406"), code "00" (Credential Not Required) cannot be reported unless code "1" (i.e., vacant) 
is reported in Field 12: Funded Position Status. 
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Field 18: Date Credential Issued   Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "00599". 
 
This is the date that the staff member’s credential, permit, approval or authorization was issued.  For 
vacant positions created since the previous school year and not yet filled, leave this field blank.  
All dates must appear in the following manner:  DD must be a number between 01 and 31.  CCYY 
represents the year.  For example, May 8, 1994 = 05/08/1994.  Each MM must be one of the following: 
 
   01   January 07 July 
   02   February 08 August 
   03   March 09 September 
   04   April 10 October 
   05   May 11 November 
   06   June 12 December 
 
Programming edits:  If the field is left blank for assignment codes with numbers between "00000" and 
"00599", a fatal error will be reported, unless the Field 12: Funded Position Status uses code "1" (i.e., 
vacant), or when Field 17: Type of Credential uses code "00" or "02".  The issue date must be after the 
date of birth and cannot be after the submission date. 
 
Field 19: Date of Credential Expiration of Credential-Submission:  December 9 & June 30 
This field applies to all employees with assignment codes between "00000" and "00599". 
 
This is the expiration date of the staff member’s certificate.  Most certificate types Field 17: Types of 
Credential must have an expiration date that is later than the end of the previous academic year.  The only 
certificate types that do not have expiration dates are:  "00, 01, 02, 05, 08, 23-26, 40-43, 52, 55, 70, and 
72".  For certificates without an expiration date, this field can be left blank.  For vacant positions created 
since the previous school year and not yet filled, leave this field blank. 
 
All dates must appear in the following manner:  DD must be a number between 01 and 31.  CCYY 
represents the year.  For example, May 8, 1994 = 05/08/1994.  Each MM must be one of the following: 
 
   01   January 07 July 
   02   February 08 August 
   03   March 09 September 
   04   April 10 October 
   05   May 11 November 
   06   June 12 December 
 
Programming edits:  An expiration date must be reported for all certificates, approvals, and permits 
except types "00, 01, 02, 05, 08, 23, 24, 25, 26, 40, 41, 42, 43, 52, 55, 70, and 72".  If an expiration date is 
not given for those required, a fatal error will be reported, unless the Field 12: Funded Position Status 
uses code "1" (i.e., vacant). The date of expiration cannot be before the date of issuance. 
 
Field 29: Michigan Sponsoring Institution – New Teachers Only 
Field 30: Non-Michigan Sponsoring Institution – New Teachers Only 
 
Districts are required to submit either Field 29 or Field 30 for teachers in their first three years of 
employment in the profession of teaching.  Either Field 29 or Field 30 must be reported for assignment 
codes "00000" through "00599" when a code of "98" (new teacher) is reported in Field 25: Employment 
Status.  Reporting of this field is optional for staff members with assignment codes "00000" through 
"00599" who are not in their first three years of employment in the profession of teaching.  Report the six-
digit code in Field 29 or the valid two-digit code for Field 30 for the institution that recommended the 
teacher for the initial certification (provisional certificate or temporary vocational authorization). 
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Refer to the current submission cycle version of the REP Data Field Descriptions on the CEPI Web site 
for a complete listing of the valid codes for these fields at www.michigan.gov/cepi.  Click on "MEIS Data 
Services," and then on "Registry of Educational Personnel." 
 
Professional Development Hours  

 

 
 
Field 24:  Hours of Professional Development    Submission:  June 30 
 
This field applies to assignment codes with numbers between "00000" and "79999".   

NOTE: For specific information regarding the professional development categories, 
refer to the Data Field Descriptions – Field 24: Hours of Professional Development. 

 
Definition:  Indicate the number of hours by type(s) of the professional development in which this 
employee participated during the school year (July 1 to June 30).  For vacant positions created since the 
previous school year and not yet filled, leave this field blank.  For teachers, this field is used to determine 
to what extent the employee has engaged in district-supported as well as independent professional 
development including that specified within Section 380.1526 and/or 380.1527 of the Michigan Compiled 
Laws (MCL).  For administrators, this field is used to determine to what extent the administrator has 
engaged in professional development as required by Section 380.1246 of the MCL.  Professional 
development information as it relates to highly qualified teachers and principals is needed in part to 
document Michigan’s progress toward high standards as defined by No Child Left Behind.  Consider 
ongoing, structured and documented professional learning opportunities such as curriculum development, 
peer coaching, technology training, analyzing student work, online learning, learning to work with parents 
and small collegial study groups.  Include in these hours time devoted to follow-up of previous 
professional development. If a professional learning opportunity falls into two categories, choose the 
primary one. 
 
For information on: 
Section 1526, contact Bonnie Rockafellow at 517-373-7861 (RockafellowB@michigan.gov). 
Section 1527, contact Cheryl L. Poole at 517-241-4546 (PooleCL@michigan.gov). 
Further professional development information can be found at www.michigan.gov/mde, under the Office 
of Professional Preparation Services. 
 
Programming Edits:  This field must have a value for assignment codes "00000" through "79999", or a 
fatal error will be reported.  If no professional development was completed or required, enter zeros.  For 
any professional development category (eight categories) that is not reported with specific hours, report 
zeros.  Reserve category 9 must be reported with zeros, or a fatal error will be reported. 
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Field 27: Personnel Identification Code (PIC) 
 
The PIC is produced by the Michigan Education Information System (MEIS).  The PIC appears at the top 
of the online submission screen for records that were previously submitted.  For new record submissions, 
the PIC will be assigned when the record is saved.  (Although not required, it is recommended that this 
field be submitted in the Bulk Upload process to ensure the validity of the record.) 
 
Programming edits:  Before entering the PIC, verify that the Social Security number or credential 
number, last name, first name, and date of birth are valid, or a fatal error will be reported.  If the PIC is 
reported, and the last name, first name, date of birth, and gender do not match what is currently in the 
database, a fatal error will be reported. 
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Saving a Record/Updating a Record 
After all data are entered for a record, click on "Submit REP Data for this Employee."    The data will 
then be error-checked and either: 
 
1)  Saved as a valid record; 
OR 
2)  Reported with an error message(s).  

 
 
Saved as Valid Record 
 
If the data entered produces a valid record, the following screen will appear: 
 

 
 
You may either click on Click here to View your Personnel Submitted to view a listing of all of your 
district’s personnel previously submitted, click on Click here to add a new record, or click on  
REP Main Menu to return to the main menu for other options. 
 
Warning Messages 

 

Four warning messages have been added to the 
REP error check.  When a warning message 
appears, your record will still be saved. 
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Warning Messages 
 
Field 10 - School Code or School Assignment 
 
At least one of the school/facility codes reported for (first name, last name) is foreign to the district 
number of the authorized user. The staff member was reported in (school/facility code, district name, 
district code).  Please verify that this staff member does work in the school/facility reported. 
 
Field 15 - Racial/Ethnic 
  
The racial/ethnic code reported for this employee is different from the code reported for this employee in 
a prior submission. Please verify that the racial/ethnic code reported is valid for this employee. 
 
Field 25 – Employment Status: Code 97 New Teacher  
  
Code 97 indicates that this teacher is in his/her first three years of employment in the profession of 
teaching. However, the date of hire you reported indicates that s/he has been employed by this district for 
longer than three years.  Please verify that this teacher is in his/her first three years of employment in the 
profession of teaching. 
 
Field 25 – Employment Status: Code 99 
 
Code 99 indicates that this is an experienced teacher placed in a regular teaching position.  However, the 
date of hire you reported indicates that s/he has been employed by the district for less than three years.  
Please verify that this teacher has more than three years of employment in the profession of teaching. 
 
Invalid Record 
 
If the data entered produces an invalid record, an Error Message Report will appear.  The following 
illustrates a sample error message report: 

  
 
To make the necessary edits on the record, click on Click here to return to the form and correct the errors.  
You will then be directed to the Online Application entry form to make the corrections.  Once all errors 
have been edited, click on "Submit REP Data for this Employee" once again.  If the record is error-
free, it will then be saved as a valid record. If more error messages are received, repeat the process until 
all errors are corrected.  All errors must be corrected to save a record.   
 
When the record is saved as a valid record, use Click here to add a new record to return to a clean entry 
screen, click on Click here to View your Personnel Submitted, or click on REP Main Menu to return to 
the main menu for other options. 
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Update/Verify a Record 
 
During each submission cycle, every record must be verified as accurate.  Records may be 
updated/verified at any time during a submission cycle.  Go to the Main Menu.  Click on "Personnel 
Submitted."  
 

 

The following Personnel Submitted Report will appear, show
previously submitted by your district to the REP.  During ea
must update each record and verify that the data previously 
record has been verified and/or updated for the current colle
will show a green check mark ( ).  If the personnel record i
submission cycle, the Submission Status column will show a
is added to the REP, the Submission Status column for that r
( ).  
 
When all of the personnel records have been submitted for y
next to each personnel record, your REP submission is comp
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To begin the record verification for the district’s personnel, 
update or verify.  The REP Application screen will appear w

. 

Verified/updated 
record 

Click on
record. 
Click on  
Personnel Submitted
 

ing a list of the personnel who have been 
ch submission cycle of the REP, the district 
submitted are still valid.  After each personnel 
ction period, the Submission Status column 
s awaiting verification for the current 
 red "x" ( ).  When a new personnel record 
ecord will automatically show a check mark 

our district and there is a check mark ( ) 
lete.  
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To learn more 
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record, click here. 

 PIC to retrieve 



MEIS REP Application User's Guide Fall 2005 

After the employee record is updated or verified, click on  "Submit REP Data for this Employee" at the 
bottom of the submission screen. 
 
If the update contains errors, the Error Message Report illustrated previously will appear.  All errors must 
be corrected before the record can be updated. 
 
 
Help Window -- Information regarding Personnel Update Instructions 
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Information regarding 
verification of a record 

 
Personnel Submitted Report/Complete Submission   

Click here to return to  
Personnel Submitted Screen. 

 
The Personnel Submitted Report lists all employees reported successfully for your district for each 
submission cycle, as well as those employees who were reported in a previous submission and were not 
updated/verified.  This report can be found on the Main Menu of the REP Single Submission Online 
Application.  It is important that you verify/update all of your employees during each submission cycle.  
When the submission begins, all employees previously submitted have a red "X" next to their names.  
After a record has been updated/verified, the red "X" changes to a green "check mark."  When all 
employees have green "check marks" in the Personnel Submitted Report, and all new personnel have been 
submitted, your submission is complete.   
 

 There are two items in the report heading of the Personnel Submitted Report that you should check 
carefully to determine that all of your previously submitted records have been updated:   

1. Records updated for this submission cycle.   Total __ 
2. Records not yet updated for this submission cycle. Total __ 
Be sure that the total for No. 2 is "0" by the due date for each submission cycle. 
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Deleting a Record 
 
If an individual has left your district, you must terminate the record by reporting all the required fields for 
the assignment code.  In Field 25: Employment Status report the reason for the termination and in Field 
26 report the date of termination. 
 
Records may only be deleted from the REP database by CEPI personnel.  Only those records for  
individuals who have never worked for your district or duplicate records may be deleted from your file. 
 
To request to have a record deleted from your file, you must do the following: 
 

1. Send an e-mail to Help-Desk@michigan.gov. 
2. Subject line:  REMOVE EMPLOYEE. 
3. Message in e-mail:  District name and district number followed by the employee’s PIC 

number and name.  Include a district contact name and phone number. 
4. A Help Ticket will be created for you, and the employee(s) will be removed from your 

district by CEPI. 
5. Note:  If you are requesting removal of a duplicate record, the first record submitted by 

your district will be retained in your REP file. 
 
Remember, you may only request record deletions for employees listed in your Personnel Report who 
have never worked for your district or for duplicate records. 

 
If you request to delete a record in error, you will be required 

to resubmit that record. 
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Bulk Submission/Upload REP Data 
The bulk submission component is commonly used by districts with personnel management systems. 
Personnel records are extracted as one large data file and then uploaded in a single process called bulk 
upload. 
 
 
Bulk Submission/Update REP Data  
 
The bulk submission file must be formatted as described in the Record Layout Section of the REP Data 
Field Descriptions.  When the file is ready to be uploaded to CEPI, the district may do so through the 
REP Application online.  All files submitted to the bulk upload must end with .txt.  Files submitted with 
any other extension will be rejected and not processed.  When submitting a file, be sure to enter your 
complete e-mail address and the path and file name to upload.  Use the Browse button to locate your file.  

After the e-mail address and file name are entered, click on .   After the file is 
submitted, a confirmation e-mail message will be sent to the e-mail address provided. 
 
 

Enter the e-mail address here. 

Click to upload 
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Click on the Browse button to locate
 
 file. 
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Bulk Submission Status 
 
After the file has been submitted via the REP Bulk Upload Application, it will be added to the queue.  
once the file has been processed, an e-mail message will be sent to the e-mail address that was entered.  
Files are processed in the order received.  After a file is processed, the district will be able to obtain an 
error report that lists any errors in the file.  To obtain the error report, click on "Bulk Submission Status" 
on the Main Menu of the REP Application.  If the error report does not contain any error messages, all 
records in the file were processed correctly.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The 
 

Fall 
Click here. 

following screen will appear: 

The active hyperlink will appear here. 
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REP Reports 

 
In addition to the Personnel Submitted Report, there are five reports available to the districts:  
 

1) Summary by District  
2) Complete Summary by District 
3) Download REP Data File  
4) Employee Listing by District. 

 
 

 

Reports – Click on 
the report you 
wish to access. 

 
Summary by District 
 
This report shows the total number of records submitted by each district in the state of Michigan during 
the current submission.   
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Complete Summary by District 
 
This table shows the submission summary of all of the districts in the state of Michigan. 

 
 
 
Download REP Data File 
 
This selection will provide a downloadable XML file of the data submitted to the REP for the current 
submission cycle. 
 

  
 
CEPI has received requests from districts to provide a method to download the REP data that your district 
has successfully submitted to CEPI.  As a result of this request, CEPI has provided an option to download 
a REP data file.  The downloadable data file will be in XML format (.xml file extension).  XML is a 
structured computer language that is used to store data in a text-formatted file.  This file may be opened in 
any text editor program (e.g., Notepad, Microsoft Word) or Web browser (e.g., Microsoft Internet 
Explorer, Netscape).  It may also be imported to a Microsoft Access database or opened in a Microsoft 
Excel spreadsheet. 

Click here. 

 
The primary purpose of obtaining this file is to allow your district to have a permanent record of the data 
that it has successfully submitted to CEPI at any given time. 
 
 
The XML data file layout 
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The layout below will be used primarily by developers and IT staff members to gain an understanding of 
how the REP data is stored in the XML file.  A brief description of the data contained in each field is 
given to the right of the field.  The layout is as follows: 
 
<Record pic='' name=''> 

<DateOfCount />   - Date (mm/dd/yyyy) 
<Isd />     - Text (NN) 
<District />    - Text (NNNNN) 
<LastName />    - Text 
<FirstName />    - Text 
<MiddleName />   - Text 
<SocialSecurityNumber />  - Text (NNNNNNNNN) 
<CredentialLicenseNumber />  - Text 
<DateOfHire />    - Date (mm/dd/yyyy) 
<SchoolAssignment> 
 <PIC />    - Numeric  

<SchoolCode />   - Text (NNNNN) 
<AssignmentCode />  - Text (NNNNN or NNNAA) 
<GradeRK />   - Boolean (0 or 1) 
<GradeK />   - Boolean (0 or 1) 
<Grade1 />   - Boolean (0 or 1) 
<Grade2 />   - Boolean (0 or 1) 
<Grade3 />   - Boolean (0 or 1) 
<Grade4 />   - Boolean (0 or 1) 
<Grade5 />   - Boolean (0 or 1) 
<Grade6 />   - Boolean (0 or 1) 
<Grade7 />   - Boolean (0 or 1) 
<Grade8 />   - Boolean (0 or 1) 
<Grade9 />   - Boolean (0 or 1) 
<Grade10 />   - Boolean (0 or 1) 
<Grade11 />   - Boolean (0 or 1) 
<Grade12 />   - Boolean (0 or 1) 
<AltEd />   - Boolean (0 or 1) 
<SpEd />   - Boolean (0 or 1) 
<AdultEd />   - Boolean (0 or 1) 
<ECPP />   - Boolean (0 or 1) 
<CTEd />   - Boolean (0 or 1) 
<StateAg />   - Boolean (0 or 1) 
<EOEI />   - Boolean (0 or 1) 
<Admin />   - Boolean (0 or 1) 
<Fte />    - Numeric (N.NN) 
<Wage />   - Numeric (NNN.NN) 
<AccountingCode />  - Text (NNN) 
<HighlyQualified />  - Numeric (N) 
<AcademicMajor />  - Numeric (N) 
<AcademicMinor />  - Numeric (N) 
<Administrator />  - Numeric (N) 

</SchoolAssignment> 
<FundedPositionStatus />  - Text (N) 
<DateOfBirth />    - Date (mm/dd/yyyy) 
<GenderCode />   - Text (A) 
<RacialEthnic> 

<RacialEthnicCode1 />  - Boolean (0 or 1) 
<RacialEthnicCode2 />  - Boolean (0 or 1) 
<RacialEthnicCode3 />  - Boolean (0 or 1) 
<RacialEthnicCode4 />  - Boolean (0 or 1) 
<RacialEthnicCode5 />  - Boolean (0 or 1) 
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<RacialEthnicCode6 />  - Boolean (0 or 1) 
</RacialEthnic> 
<HighestEducationLevel />  - Text (NN) 
<TypeOfCredential />   - Text (NN) 
<DateCredentialIssued />  - Date (mm/dd/yyyy) 
<DateOfExpirationOfCredential /> - Date (mm/dd/yyyy) 
<HoursOfProfessionalDevelopment> 

<ProvDevCode1 />  - Numeric (NNN) 
<ProvDevCode2 />  - Numeric (NNN) 
<ProvDevCode3 />  - Numeric (NNN) 
<ProvDevCode4 />  - Numeric (NNN) 
<ProvDevCode6 />  - Numeric (NNN) 
<ProvDevCode7 />  - Numeric (NNN) 
<ProvDevCode8 />  - Numeric (NNN) 

</HoursOfProfessionalDevelopment> 
<EmploymentStatus />   - Text (NN) 
<DateOfTermination />   - Date (mm/dd/yyyy) 
<Pic />     - Numeric 
<AnnualSalary />   - Numeric (NNNNNN) 
<MichiganInstitution />   - Text (NNNNNN) 
<NonMichiganInstitution />  - Text (NN) 

</Record> 
 
 
Using Microsoft Access to view the XML data file 
 
This XML file may be imported into a Microsoft Access XP database if desired.  Please note that this will 
only work with Microsoft Access version XP and higher.  These instructions will not work with Access 
2000 or below.  To import your REP XML data file to an Access XP database, simply follow these steps: 
 

1. Start Microsoft Access XP and create a new blank database.   
2. Name the database whatever you wish. 
3. Under the File menu, select "Get External Data," and then select "Import…" 
4. In the Import dialog box that appears, find the drop down list at the bottom labeled "Files of 

type":  Scroll down through that list and select the XML Documents option. 
5. Locate the saved REP XML file on your computer, select that file, and click the Import button. 
6. The Import XML dialog box will appear.  It should contain four tables: 

ProfessionalDevelopment, RacialEthnic, EmploymentData, and SchoolAssignment.  Click OK. 
 
You should get a message box that says "Finished importing document…"  Click OK and your Access 
XP database will be set up and contain your district’s REP data. 
 
Information on the table structure:  The EmploymentData table contains the bulk of the information on 
the employee, such as the name, birthdate, SSN, etc.  The ProfessionalDevelopment table contains 
professional development information.  The RacialEthnic table contains the racial/ethnic codes and values 
(refer to the REP Data Field Descriptions for an explanation of the codes).  The SchoolAssignment table 
contains the personnel assignment data, such as the assignment code, grade settings, FTE, etc.  A 
relationship may be set up among these four tables based on the PIC field, which is contained in each 
table.  Complete personnel information can be found by using this relationship.  For example, to find the 
hours of professional development for John Doe, find the PIC for John Doe in the EmploymentData table, 
and then find that PIC number in the ProfessionalDevelopment table.  The row you find will contain the 
professional development data for John Doe. 
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Using Microsoft Excel to view the XML data file 
 
The XML data file may also be opened with Microsoft Excel XP as well.  Please note that this will only 
work with Microsoft Excel version XP and higher.  These instructions will not work with Excel 2000 or 
below.  To open your REP XML data file in Excel XP, simply follow these steps: 
 

1. Start Microsoft Excel XP. 
2. Under the File menu, select the Open… option. 
3. In the Open dialog box that appears, find the drop-down list at the bottom labeled Files of type:.  

Scroll down through that list and select the XML Files option. 
4. Locate the saved REP XML file on your computer, select that file, and click the Open button. 

 
The format will vary depending on the contents of your XML data file, but the fields will be labeled 
appropriately. 
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Employee Listing by District  
 
This report lists employees for which records were successfully submitted by the district.  This list file is 
tab-delimited and the format of the report is as follows:  Personnel Identification Code (PIC), Last Name, 
First Name, Middle Name, Social Security Number (SSN), Date of Birth (DOB), Gender, Credential 
License Number (CLN). 
The following information screen will appear when you click on "Employee Listing by District": 
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The File Download will appear when
you click on Download Employee 
Listing File.
 

You may open the file or,  
save it to your computer. 
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Credential Data Exchange (CDX) 
 
The CDX is a Web-based application that enables a local district to obtain credential numbers, issue and 
expiration dates, endorsements earned, sponsoring institution and sponsoring institution code for 
instructional personnel.  A file must be prepared in the proper format as outlined below.  The prepared file 
may then be uploaded through the CDX application for processing. 
 
Uploading a File:  
 
CDX will not accept files that do not have a ".txt" extension.  Files must be in plain text format. 
Microsoft Word-, Excel-, and Access-formatted files will not be processed. 
The data must be in the following format: 

1. Fields are tab-delimited.  
2. Each line is followed by a CR/LF (Carriage Return/Line Feed).  
3. Fields are in the following order: 

{Last Name}{TAB}{First Name}{TAB}{Date of Birth}{TAB}{Social Security Number}.  
4. The Date of Birth should be formatted "mm/dd/yyyy."  
5. The SSN should not contain any thing other than numbers (xxxyyzzzz).  
6. The return format will be identical to the submitted format with the following appended to each 

line: 
• Credential License Number {TAB}  
• Date Credential Issued {TAB}  
• Date of Expiration of Credential {TAB}  
• Endorsement {TAB}  
• Institution Code {TAB}  
• Institution Name {CR/LF}. 

When the file is ready for submission to the CDX application, do the following: 

Step One:  Log in to the REP Application. 

 
 

Step One: 
Log in to the REP.
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Step Two:  Click on "Upload Credential Request File." 

 

Step Two: 
Click here. 

Step Three:  Enter e-mail address. 

 

 

Step Three: 
Enter e-mail 
address. 

Step Five: Send file. 

Step Four: Enter 
the path and file 
name to upload. 
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Step Four:  Enter the path and file name to upload.  Click on the Browse button to locate the CDX 
file you have prepared for submission. 

Step Five: Click on "Upload CDX File." 

Retrieving Processed CDX File 

Step One:  Click on "Credential Request Status" – Download. 

 

Step One: 
Click here. 

Step Two: Click on blue hyperlinked date and time under Date Uploaded.  Status will indicate 
"Completed." 

 

Step Two:  
Click on blue hyperlinked 
date and time to retrieve file. 

10/16/2004   10:13 10 AM                            Completed 
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