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Introduction

This User's Guide is intended for all authorized users of the Nonpublic School Personnel Report (NPSPR)
Application. Along with this document, please read the Data Field Descriptions and any addenda posted
to the Nonpublic School Personnel Report Web page at www.michigan.gov/cepi. Click on the
"Nonpublic School Personnel Report" link located under Quick Links on the right navigation bar. The
User's Guide is divided into sections to correlate with the online application and includes general
information about each field for which data is to be submitted, instructions for using the data entry system
and for creating reports of the data submitted.

General Information

What information is entered into the Nonpublic School Personnel Report?

The Nonpublic School Personnel Report is designed to collect basic employment elements relating to all
nonpublic school personnel. Personnel data must be submitted via the Internet once each year in the fall.
Data are entered and edited online.

Data compiled via the Nonpublic School Personnel Report will be used to meet the requirements of
school safety legislation. Effective January 1, 2006, Michigan law requires that criminal history checks be
conducted by the Michigan State Police and the Federal Bureau of Investigation for all regular and
contracted employees hired or assigned by public and nonpublic schools.

When is the Nonpublic School Personnel Report due?

The application is open from September 1 through December 1, 2009. The deadline for data submission
is December 1, 2009.

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 Nonpublic School
Personnel Report Application on the MEIS system, please contact CEPI customer support at 517-335-
0505, option 3, or via e-mail at CEPI@michigan.gov.
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Nonpublic School Personnel Report Content Information and Resource Materials

For detailed information about the Nonpublic School Personnel Report, please visit the CEPI Web site at
www.michigan.gov/CEPI. Click on the "Nonpublic School Personnel Report"” link located on the right
navigation bar under the heading Quick Links. This link will provide information about the submission
of the Nonpublic School Personnel Report, such as the Data Field Descriptions, current submission
information, resource materials, access to the application and the Security Agreement form.

o ¥/, : : =
l X Center for Educational Performance and Information

Wichigan.gov Home CEPIHome | CEPIFAQ | Contact CEPI | Site Map

ﬁhﬂllt cEPI =k Frinter Friendly Text Warsicn IE Emsil Pege A- AFText Size pMI Business One Stop

& . The Center for Educational Performance and DepartmentsiAgencies
i’ 74 Information (CEP| Online Services
AN collects and reports data about Michigan's K-12 Surveys
- public schools. Qur initiatives in data collection RSS Feeds
Related Sites WELCOME and reporting facilitate school districts’ compliance Quick Links
with the federal No Child Left Behind Act of 2001 and the Michigan * New Projects

MEIS Data Services

Department of Education’s accreditation plan, Education Yes! * Web Site Tips G

. . * Cohert Graduatien and
Administrators CEP!I is an office located within the Office of the State Budget. Ut Repo
* Nenpublic Schocl Perzonnel
> More ot
LS00
Data & Reports ~——
* Office of the State Budget
* Ml Educational Assesament
Program (MEAP)

What's New

* Cohort Graduation and Dropout Reports

* MCES - Managing the Identity Crisis * Need CEPI Data?

* Educational Entity Master (farmerly School Code Master) PETTLR L BT
* Mon-Resident Student Research Tool i”g BRI AT
* Michigan Student Data System (MSDS) R

L * IS0 Financial Reports
* Help Reduce Data Duplication

* School Year 2009-10 Collection and Submission Dates B
* 2008-2009 Student Data Collections
* Guide to the Privacy of Student Information: A Resource for Schools

(FERPA Toolkit)
* CEPI Online Tutorials

For questions regarding report content, please e-mail CEPI@michigan.gov or call the CEPI customer
support team at 517-335-0505, option 3. Please provide your name, school code and school name, the
CEPI application name, your telephone number (including area code and extension), your e-mail address,
and your specific questions.

Nonpublic School Personnel Report Data Field Descriptions

The Nonpublic School Personnel Report Data Field Descriptions document is posted on the CEPI Web
site at www.michigan.gov/cepi. Click on the "Nonpublic School Personnel Report" located on the right
navigation bar under the heading Quick Links (illustrated above). The Nonpublic School Personnel
Report Data Field Descriptions can be found under the heading "Nonpublic School Personnel Report Data
Manual™ at this site.
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z wl IChIGan.oov
[ ) . . | d
x R’ Center for Educational Performance and Information S The Offical State.
MW of Michigan Website
Michigan.gov Home: CEPIHome | CEPIFAQ | Contact CEPI | Site Map Search [cd]

= Printer Friengly Text Version A- AfTextsize B Share Be Su re to pri nt the Fal I

Nonpublic School Personnel Report
[Bsurveys |

Nonpublic School Personnel Report Overview

R Related Content
Related Sites Data submitted by nanpublic schools va the Nonpublic School * New Projects

. Personnel Report are collected in compliance with the School Safety * Web Ste Tips. DeSC rl ptl O ns an d any
MEIS Data Services Legislation, effective January 1, 2006. rG;If?‘UUi(::ﬂ Cuﬂhurl
* Ml Merit Awar
- addenda that may be

+ Office of the State Budget
Administrators Nonpublic School Personnel Report Data Manual 'r.||EﬂucatmnalAssassr?\enl

* EdL2008 Nongubic Schoo Prsonne e D i M pOSted in the NonpUinC
School Personnel Report

Data Manual section.

Submit Nonpublic School Personnel Data to CEPI

The following form may be typed online using Adabe Acrobat Reader
(see below) and then printed. If a form is incomplete or illegible,
processing time may be delayed. Fax the completed and signed form to
CEPI at (517) 335-0488, as indicated on the form_ Please note: This form
requires the signature of the Nonpublic School Administrator

» Monpublic School Personnel Report Securit
» Access the School Personnel Report Application

Application Startup and Security

Authorized User — Your MEIS Account

The Nonpublic School Personnel Report Application is available to individuals who first obtain an MEIS
account (MEIS account number, user name and password) and then receive authorization via a security
agreement application for the Nonpublic School Personnel Report Application. If you do not have an
MEIS account, go to the MEIS Web site at https://www.cepi.state.mi.us/MEISpublic/ (screen below).
You may use the same MEIS account number for all MEIS applications, but a separate security
agreement is required for each application you are authorized to access.

All questions concerning your MEIS account number and/or password should be directed to CEPI
customer support at 517-335-0505, option 3, or via e-mail at CEPI@michigan.gov.

Create your MEIS Account

To create your MEIS account number and password, go to the MEIS Web site at:
https://www.cepi.state.mi.us/MEISpublic/. Follow the directions on this page to obtain your MEIS
account (MEIS account number, user name and password) or to update your MEIS account information.

The following screen will appear:

MEIS Accounts are used to access MEIS
User Management web-based applications bearing this logo:
\ System X MEIS==

Questions & Answers regarding MEIS User Management

U Welcome to the
ﬁi"l,.[;]“‘] MEIS User Management System
[E|

If you are new to the MEIS system. and were asked to obtain an MEIS account,
please select the link (below on the left) labeled: Create an MEIS Account

If you have already created an MEIS account and would like to adjust your
account settings (i.e. change your MEIS password, adjust address info. etc.)
please login with the MEIS Login box provided (below on the right).

If you DO NOT HAVE an MEIS Account:

If you HAVE an MEIS Account, please login:

MEIS Login
To obtain an MEIS account, Login-
please select the link below:
Password:

Fall 2009
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Security Agreement

After you have established your MEIS account, download the Nonpublic School Personnel Report
Security Agreement from the MEIS Data Services page on the CEPI Web site at www.michigan.gov/cepi.
Click on "Nonpublic School Personnel Report™ located under the Quick Links on right navigation bar.
The Security Agreement link is located under the heading titled, Submit Nonpublic School Report Data
to CEPI. Follow the directions on the security form, and once you have completed the Nonpublic School
Personnel Report Security Agreement and it has been processed by the CEPI customer support team, you
will receive an e-mail notification that you have access to the application. Once you have security access

to the application, you are ready to begin.

Z wd |
[ ) - - 1
x R’ Center for Educational Performance and Information S The Official State
£ of vichigan Website
Wichigan.gov Home: CEPIHome | CEPIFAQ | Contact CEPI | Site Map @
About CEPI & Printer Frisngly (L] Texd Version A~ A Test Size K Share
Nonpublic School Personnel Report
R ... c..coperomel Reporon
P Related Content . -
Related Sites _ [SuN—_ by nonpublic schaols via the Nonpublic School - New Projecs Click here on the CEPI Web site
: Personnel Report are collected in compliance with the School Safety * Web Site Tips IER . .
MEIS Data Services Legislation, effective January 1, 2006. : ﬁﬁf“:‘f\" CU:U“ to Obtaln a CO py Of the Nonpu bl |C
* MI Merit Awart
ini . * Office of the State Budget
LUTDIESTEIEM  Nonpublic School Personnel Report Data Manual . ,P_.!UEEE%?:.&:?S;:S&M School Personnel Report
Data & Reports « Need CEPI Data? H H H
: * FA12008 honpublc Schol Personnel Report Dta Fiele Application Security Agreement.
Submit Nonpublic School Personnel Data to CEPI /
The following form may be typed online using Adobe Acrobat Reader
(see below) and then printed. If a form is incomplete or illegible, . .
processing time may be delayed. Fax the completed and signed form to
CEPI at (517) 335-0488. as indicated on the form. Please note: This, CIICk here On the Web Slte to
requires the signature of the Nonpublic School Administrator H
esthese " access the Nonpublic School
+ Nonpublic School Personnel Report Security Agreement 1 H
+ Access the Nonpublic School Personnel Report Agghcatm__ Personnel Report Appllcatlon .

Nonpublic School Personnel Report Application

Accessing the Nonpublic School Personnel Report Application
The Nonpublic School Personnel Report Application may be accessed through two Web sites:

1) Click on the "Access the Nonpublic School Personnel Report Application™ under the heading
Submit Nonpublic School Personnel Report Data to CEPI (as shown in the above diagram

below the security agreement link.)

2) The Nonpublic School Personnel Report Application is also available via the Michigan
Department of Education's Nonpublic School Home Page under the heading Nonpublic
School Personnel Report at: http://www.michigan.gov/npshs.

/

Nonpublic S5chool Personnel Report

* Monpublic School Personnel Report CEPI Web Page
Institutional nonpukblic =choelz are required to 2ubmit information abeut all =chool
emiplovees in arder for the Michigan State Police and the Federal Bursau of
Inwvestigation to conduct crminal higtory checks. Thiz reguirement does not apphy to
home =chool families.

\
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MEIS Login Screen

When you click on "Nonpublic School Personnel Report Application,” the following screen will be
displayed. The next step is to enter your MEIS login "User Name" and "Password":

REP | Login

Educational Personnel

This login screen provides access to the public school Registry of Educational
Personnel (REP) or the Nonpublic School Personnel Report. When a User Name
and Password are entered in the MEIS Login Box, access will be granted to the
appropriate application.

The REP and Nonpublic School Personnel Report, operated and maintained by
the Center for Educational Performance and Information, are used by the public
school districts and nonpublic schools to submit personnel information to the
state of Michigan.

Authorized users of the REP and Nonpublic School Personnel Report have been
designated by the district or school superintendent/administrator. Authorized
users must have a Michigan Education Information System (MEIS) account and
have completed and submitted a signed security agreement for the REP or
MNonpublic School Personnel Report.

For more information, please choose from the following options:

To enter your password into the login screen:

Click in the Login box.
Type your Login User Name.

Type your Password.
Click on the Log In button.

agkrwndE

MEIS Login

Type your MEIS User

User Name:

Name and Password

Password:

Forgot your password?

The REP Application will be available for
the Fall 2009 data submission
September & through December 1, 2009,

The Nonpublic School Personnel Report
will be available for the Fall 2009 data
submission September 1 through
December 1, 2009.

Press the Tab key to go to the Password box or put your cursor in the Password box.

If you need assistance, please contact CEPI customer support at 517-335-0505, option 3, or via

e-mail at CEPI@michigan.gov.

System Logs Out User

The login is needed to establish your identity and allow access rights to the database information. Please
remember that your session is tracked. Your login user name and password are valid as long as you have
been active on the screen within the last 20 minutes. If your connection has been inactive for a period of
20 minutes, your access authorization ends, and you must log in again. Any pending or partial
information you have entered will be lost and must be re-entered when you log in again. The complete
record must be entered with valid data in all fields and you must click on "Submit Nonpublic School
Personnel Report Data for this Employee™ for the data to be saved.

s ; i
LTS : . ‘ _
w LEMEISOTEOUCatonal EErIoNmance Samormaton @ Michigan.g

Michigan.gov Home CEPIHome | FAQ | User's Guide | Teacher Werification | Cot

You have been successfully logged gut ofthe BFP system Have a nice day!

< REF Login Page
CEPI Home Page

S

Fall 2009

If your connection has been
inactive for 20 minutes, your
access authorization ends and
you will be logged out. This
message will appear and you
will be required to go to the
REP Login Page and log in
again with your 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
CEPI customer support at 517-335-0505, option 3, or via e-mail at CEPI@michigan.gov.

Online Customer Support Materials

Educational Personnel i
MEIS Login MEIS== N :

eed help with
This login screen provides access to the public school Registry of Educational P 9
Personnel (REP) or the Nonpublic School Personnel Report. When a User Name User Name: your paSSWOfd.
znd F'agswnrd are elntered in the MEIS Login Box, access will be granted to the Password: Click here

ppropriate application.
Log |

The REP and Monpublic School Personnel Report. operated and maintained by /
the Center for Educational Performance and Information, are used by the public Forgot your password?

school districts and nonpublic schools to submit personnel information to the

state of Michigan. The REP Application will be available for

Authorized users of the REP and Nonpublic Schaol Personnel Report have been the Fall 2009 data submission
designated by the district or school superintendent/administrator. Authorized September & through December 1, 2009.
users must have a Michigan Education Information System (MEIS) account and
have completed and submitted a signed security agreement for the REP or

. The N blic School P | Report
Monpublic School Personnel Report. © 1onpublic SEI00 FErSne epo

will be available for the Fall 2009 data
submission September 1 through

For more information, please choose from the following options: December 1, 2009,

Registry of Education Personnel

» REP Data Field Descriptions B
e REP User's Guide Bl

REP Record Layout IR

REP FAQs A

REP Security Agreement Form
CDX Security Agreement Form
Obtajgi gan \C

"\ verisign
Secured

VERIFY®

Nonpublic School Personnel Report
MNonpublic School Personnel Report Data Field Descriptions I
MNonpublic School Personnel Report User's Guide IR

Nonpublic School Personnel Security Agreement Form
Obtaining or Updating a MEIS Account
Michigan Electronic Grants System

For direct access to
- customer support materials,
click on a link.
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Nonpublic School Personnel Report Application Menu Options

Once you log in, the following Nonpublic School Personnel Report Application Welcome screen will
appear. To access an option, click on it.

School name will display as
illustrated.

g ."r' - - - B 5 2 I [ T
l7'( LEMErg o ucational Eerormance sdnormation

=

Hichigan.gov Home CEPI Home | Main Menu | User's Guide | Teacher Werification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Main Menu

Welcome to the Nonpublic School Personnel Repopk

My School/Facility: | Lansing Catholic Central High School (02626) v |

To enter a new employee record, pled®sgnter the Social Security Number of the employee.

Click the GO button and the data entry : . )
o A e e = Click on the application function

SSN pooaryzzzz): I:l desired

To update an employee record that has been g submitted by your schoolifaciny,
please access the Personnel Submitted.

o Personnel Submitted

Data submitted via the ports
e To view a report or download personnel data, select from the following™gtions:

Personnel Repor. are . .
e compTwﬂh the e Submission Summary by School/Facility

School Safety Logislation, +« Download NPSPR Data File
effective January ., 2006. = Employee Listing by School/Facility

Fall 2009 Page 10 of 26



Nonpublic School Personnel Report Application User's Guide

Data Submission

Updating Previously Submitted Records from Fall 2008

During the Fall 2009 NPSPR Data Submission cycle, all previously submitted personnel records must be
updated. There are two methods for updating staff members' records reported during the fall 2008
submission cycle.

Updating an individual record

Click on the Personnel Identification Code (PIC) number button of the personnel record under the PIC
column. (lllustrated below) The employee's complete personnel record will then appear. Update any
necessary data for the employee's record and click "Submit NPSPR for this Employee”. (More
information about updating an individual record or adding new personnel begins on page 13.)

Michigan.gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout
Honpublic School Personnel Report Submitted
o Legend
" Parsonmsl ressand
updabed for the
Buibmissio
¥ Personnsl record ned The following report lists the personnel that your schoolfacility has submitted to the MNonpublic
usdates for the School Personnel Report. Dwning each submission cycle of the report, your schoolfacility
Bubmasson Cycls must update each record as well as enter any new personnel employed by your schoolfacility
Moba: Vihen all pasnaan e
nave Been Submites Tor your o leasm how to update a personnel record, read the nstructions
schp £y And there 5 8
gree K maric (v ) ned | Update Selected Personnal ] u print
p 1= senngl recons I —
YWoulr SULTERSION B compists:
e e oae e b Sub. Date of
o ;—:ﬂ 5:5: ;: :“-r-a_} Status PiC Last Nama First Hame Birth Gender
recrds show & red w0 (B ] b [ -
- = Click on a PIC number to
S st df
- = (] aCCeSs a recora 1or
© % Hupdatin
0 x ] .
O x|
O x
SHEERN! I

Updating multiple records at one time

Place a check in the checkbox in the first column next to the employee's record. After selecting the
appropriate records, click the "Update Selected Personnel” button that appears on the top of the employee
list.

After using one of the above methods, the record will then be updated for the current collection cycle and
the Submission Status column will show a green check mark (+) next to that record.
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| o 98 e = T Ty .
r. 644 LENETSOra0 canonal e ormancesdnormanon

Michigan.gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Personnel Submitted

lcon Legend
¥ Personnel record Records updated for this submission cycle: 15
updated for the Records not updated for this submission cycle: 59
submission cycle.
x EE;?:;?L:E;Z” et The following rapod lksts the personne that your schoolfaciity has submitted to the
submission cycle. Monpublic School Personnel Repont. Dunng each submisgion cyele of the repart, your
Note: When all personnel schaaltacility must update each record as well as enter any new personnel employed by
have been submitted for your your 5Chﬂﬂ|'fH||l[:,'
schoolfacility and th&_.rs i; a
tgcr?ﬂlﬂ?r}acn:,ﬂr,r; "r‘;c"cl:ft Ta leam how to update a personnel record, read the instructions
your =ubmizsion iz complets.
Y'our submission is not ] & |
c:cc:arid:rergl c:clﬁ:é:llstgcif any Update Salecled Parsannel !&.
records show a red %' (X).
Hub.
Status PiC Last Name Firsi Name Migdle Name  Date of Birth
i : ft
C"?]k the dethOf . After all records are checked,
each record that . n
B click on the box "Update
you want to x
. n
automatically x Selected Personnel” that
x
update. appears on the top of the
x -
x employee list.

After clicking on "Update Selected Personnel”, the red "Xs" will change to green checks, indicating that
the records were updated for the current submission cycle.

| *."*' L 3 Do f, 2 Infy -
i x LEMeErd oreducational Eeronman ""‘\‘:.‘JJ”.'JJJJ[: o,

Michigan gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Personnel Submitted

Icon Legend Records updated for this submission cycle: 15
v Personnel record Records not updated for this submission cycle: 549
updated for the

submission cycle. .
% Personnet rocord not The following report lists the personnel that your schoolfacility has submitted to the

updated for the Monpublic Schoel Personnel Repor. Duning each submission cycle of the report, your
schaolfacility must update each record as well as enter any new personnel employed by
your schoalfacility

To leam how to update a personnel record, read the instructions

s Update Selected Personnel !P"M |
considered complete if any
records show a red ' (X
Sub.
Status PIC Last Hama First Name Migdle Name  Date of Birth
.

After clicking on "Update Selected

Personnel,” the red "Xs" will change
“w.| to green check marks (), indicating
. that the records were updated for the
v current submission cycle.

=

v
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Single Submission Form/Submitting New Personnel Records

For the submission of a single record, enter the employee’s SSN in the appropriate box on the Main Menu
of the Nonpublic School Personnel Report Application. Each section is described separately. The fields

are presented by section as they appear in the online application. Be sure to refer to the Nonpublic School
Personnel Report Data Field Descriptions for each field submitted for complete information regarding the
required data elements. The Nonpublic School Personnel Report Data Field Descriptions provide detailed

information about each field in the application.

| X= -J‘%

Michigan.gov Home

LENLErS OraCi uCatonal ik Erormance Samormaton:

CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Main Menu

Welcome to the Nonpublic School Personnel Report

My School/Facility: v

Data Submission

ety ee record, p agier the Social Security Number of the employee.

Click the G@#button and the data entry form "W appear.

To update an g iwea.Le 3
' ge#”atcess the Personmong

s Personnel Submitted

Fall 2009

Enter New
Employee

Personnel

Enter the Social
Security number
in the box
provided. After
data are entered,
click on "Go" in
the appropriate
box to advance to
the next screen.

Edit Record

To edit a record
previously
submitted, click
on Personnel
Submitted, and
then click on the
PIC when the
Screen appears.
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After clicking on "Go", the following submission screen will appear:

NS 7 - - D FS ., - -
UJ LEHIEdOTACatCational L eriormance cdntormation &5 Ch M

—
Michigan.gov Home CEP{ Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Personnel Submission Form

(1) Date of Count: ~ 121/2008
(2) School/Facility:

Employee Data
(1) PIC: New Personnel Record
(4) First Mame:

(9) Racial/Ethnic Category
American Indian or Alaska Native:

(5) Middle Name:

(3) Last Hame: Asian American:
Black or African American

(7) Date of Birth: ] I | Native Hawaiian or Other Pacific lslander:

White:

Click here to
submit the
data.

(8) Gender: Hispanic or Latino

(8) Social Security ‘

Number: hooxyyzzz) (10) Date of Termination:

\ oelele=

Submit NP SPR Data for this Employes

You must click this button to submit this employee’s data to the NPSPR database

The following sections provide specific detail about each field of data
required.

Employee Data
Fields 1, 2, 3,4,5,6,7,8,9, 10, and 11.
The numbers in each box indicate the number of the field in the Nonpublic School Personnel Report Data

Field Descriptions. Please refer to the Nonpublic School Personnel Report Data Field Descriptions for
complete information about the field requirements.

— ) Field 1: Date of Count; Field 2:
rﬂj -';.i.-u:srfurf.'l.-.:.-.rﬂrml Eeronmance salntormanon @MM SChOOI/FaC”lty, and F|e|d 6 SOClaI
— ————————— Security Number will be

(0 0atof Court 121208 € automatically populated when this
S ° screen appears.

Nonpublic School Personnel Report | Personnel Submission Form

Employee Data

{11} PIC: New Personnel Record

(4) First Name:

(9) Racial/Ethnic Category
American Indian or Alaska Native:

(5) Middle Name:
Asgian American:

(3) Last Name:
Black or Afric:

(7) Date of Birth: I Ir veaiian or Other Pacific Islander.

olale|e]ale

(8) Gender: Hispanic or Latino:
(6) Social Security |

e (ocayyzzzz) (10} Date of Termination: / I

Submit NPSPR Data for this Employee
You must click this button to submit this employee’s data to the NPSPR dafabase

Note: Field 1: Date of Count and Field 2: School/Facility is prepopulated in the online application with
the appropriate date of count and the authorized user's school/facility number. Field 6: Social Security
Number (SSN) will be populated with the SSN that you entered.
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Field 1: Date of Count

The date of count is the due date for submission of the Nonpublic School Personnel Report data. For
2009, the date of count is 12/01/2009 and is prepopulated in the application.

Field 2: School/Facility Number

This is the operating number for the school/facility. This code is the state-assigned school/facility number
and identifies the school/facility where the staff member is employed. This field is prepopulated in the
application.

Field 3: Last Name

This field is required for all personnel. This is the staff member’s last name. When submitting data in this
application, punctuation marks are not permitted. In order to account for all positions in the school, 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 that would be
recorded for any employee.

Programming edits: If this field is left blank, a fatal error will be reported.
Field 4: First Name

This field is required for all personnel. This is the employee’s first name. When submitting data in this
application, punctuation marks are not permitted. In order to account for all positions in the school, 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 that would be
recorded for an employee on staff.

Programming edits: If this field is left blank, a fatal error will be reported.

Field 5: Middle Name

This field is submitted for all personnel when applicable. This is the employee’s middle name (when
applicable). When submitting data in this application, punctuation marks are not permitted. A period is
permitted for a middle initial (e.g., L.) In order to account for all positions in the school, 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 that would be recorded for
an employee on staff.

Programming edits: Blanks accepted.

Field 6: Social Security Number

This field is required for all personnel. This field provides the official identification of each employee.
The Social Security number must be reported without hyphens or spaces; i.e., 333-22-4444 is entered as

333224444,

Programming edits: This field must be reported, or a fatal error will be reported.
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Field 7: Date of Birth

This field must be reported for all personnel. This is the date of birth of the staff member employed in the
school.

Programming edits: If the date of birth is blank, out of range, or not a valid date, a fatal error will be
reported. 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 prior to July 1 of the submission year, or a fatal error will be reported.

Field 8: Gender Code

This field applies to all personnel. This is the gender of the staff member employed in the school. Report
an "F" for female or an "M" male.

Programming edits: If the code is invalid or blank, a fatal error will be reported.
Field 9: Racial/Ethnic Code Optional Field

This field is optional for all personnel. This is the race/ethnicity of the staff member employed by the
school. 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. Refer to Field 9: Racial/Ethnic Code, in the Data Field
Descriptions for more information about the race/ethnicity selections.

When this field is reported, the following programming edits will be enforced:

Programming edits: If the code is invalid erblank, a fatal error will be reported. At least one of the six
categories must be submitted with a "1" or a fatal error will be reported. Repetition of a "1" in all
positions will result in a fatal error.

Field 10: Date of Termination/Separation of Employment

This field applies to all personnel. This is the date of termination of the staff member. Any staff members
who have left the school since the past school year should be reported with a date of termination in this
field. When a termination date has been entered for a staff member, the record will be removed from the
Personnel Submitted Report within the Nonpublic School Personnel Report prior to the 2010 data
submission.
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Personnel Identification Code (PIC)

Field 11: Personnel Identification Code (PIC)
The application produces the PIC. For new record submissions, the PIC will be assigned when the record

is saved. The PIC appears at the top of the online submission screen for each record after the record has
been saved.

ol : =t i
* X' EETd o IcauonalEeriormance sdmormanon o) '-.:M

Michigan.gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Personnel Submission Form

(1) Date of Count: ~ 12/1/2009
(2) School/Facility:

Employee Data

(1) PIC: New Personnel Record ¢——— The PIC |S aSS'gned When

a new record is submitted.

(5) Middle Name: | (9) RacTarETmTIC CateguTy

(4) First Mame:

Hizpanic or Latino:

American Indian or Alaska Mative: '.U

(3) Last Name: | Asian American: '.U
) Black or African American: '.U

(7) Date of Birth: [ f f Mative Hawaiian or Other Pacific lslander: '.U
White: '.U

18) Gender: [0

(6) Social Security |

: e (10) Date of Termination: . .;-5 i
Number: | booxyyzzzz) | | i e

Submit NPSPR Data for this Employee
You must click this button to submit this employee’s data to the NPSPR database

Saving a Record/Updating a Record

After all data are entered for a record, click on "Submit NPSPR 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).

Submit MPSPR Data for this Employee

You must click this button to submit this employes’s dats to the NPSPR databass
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Saved as Valid Record

If the data entered produces a valid record, the following screen will appear:

| 5wl
. 6.4, 4 l LENErgoreiucational Eeronmance samormaton:

i : o=

Michigan.gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Personnel Submission Form

Errors
# [o errors were found
FIC 402007 (JOHN WAYMNE) has been submitted successfully! Thank you for your data submission. You may submit a new

employee by returning to the Main Menu. or you may review your schoolfacility's submission by accessing Personnel
Submitted

You may either click on Personnel Submitted to view a listing of all of your school’s personnel
previously submitted, or click on Main Menu to return to the main menu to submit a new record or to
access other options.

Invalid Record

If the data entered produces an invalid record, an Error Message Report will appear. The following
illustrates a sample Error Message Report:

J— i Y

1 & "‘9 - - - . 5 . - —~ .

y. .04 LEMETSDT0UCatonal - erormance saniornaton S, UMich M
Michigan.gev Homs CEPl Home | Main Menu | User's Guide | Teacher Verification | Contact Help Desk | Logout

Monpublic School Personnel Report | Personnel Submission Form

Errors

» [Field 6] Social Security Number, a required field, is missing

Return to the Personnel Detail form to correct the errors

To make the necessary edits on the record, click on Return to the Personnel Detail form to correct the
errors. You will then be directed to the submission screen to make the corrections. Once all errors have
been edited, click on "'Submit NPSPR Data for this Employee' again. If the record is error-free, it is then
saved as a valid record. If more error messages are received, repeat the process until all errors are
corrected. Only error-free records can be saved.

When the record is saved as a valid record, you may either click on Personnel Submitted to view a listing
of all of your school’s personnel previously submitted, or click on Main Menu to return to the main menu
to submit a new record or to access 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.”

[ T i > i o AT
y. 6. 0.4 ' LETIIETS DT ICat0na! Feriormance Sl

CEPIHome | Main Meny | Users Guids | Teacher Verification | Contact Helo Desh | Logout
nel Report | Main Menu

Welcome to the Nonpublic School Personnel Report
My School/Facility: | bt

Data Submission
To enter a new employee record, please enter the Social Security Number of the employes
Click the GO butten and the data entry form will appear

S5N (xoooyyzzzz)

Tao update an employee record that has been previously submitted by your schoolfacility
please access the Personnel Submitted

&« Personnel Submitted

Click on Personnel Submitted.

Data submitted via the Reports

:::2:::': :‘&:::tl 0 To wew a repont or download personnel data, select from the follovang options
; g ; b T .

used 1o comply with the = Submission Summary by School/Facility

School Safety Legislation, « Download MPSPR Data File

effective January 1, 2006. = Employee Listing by School/Facility

To review a record that has been submitted for the school’s personnel, click on the PIC for the employee
you wish to review. The Nonpublic School Personnel Report Application screen will appear with the
employee’s previously submitted data. See the illustrations that follow:
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CEPI Home | Nonpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report Submitted

lcon Legend Brookview School

v Personnel record
updated for the

To learn more
Records updated for this submission cycle: about how to
Records not updated for this submission cycle:

submizsion cycle. verify/update a
M Personnel record not The following report lists the personnel that your schoolfacility has submitt record, click here.
updated for the School Personnel Report. During each submission cycle of the report. you (See instructions
submizsion cycle. must update each record as well as enter any new personnel employed by
Nt A below.)
ote: When all perzonnel

have been submitted for your || 10 learn how to update a personnel record, read the instructionsg
schoolfacility and there iz a ‘
green check mark (v ) next [ Update Selected Personnel ]
to each perzonnel record,

your =ubmiz=ion i complete.

i Sub. ; Date of
*Your submigsion iz not PIC Last Hame First Hame : Gender
considered complets if any Status Birth
et shaws rod o (), v 16109 [ 4| Click on PIC to retrieve |
Verified/updated /IZI/J-: 16111 | wavne 4| record. -
record LS Page 1 of 1
| Record not yet G s
—| updated
Nonpublic School Personnel Heport Main Menu

After the employee record is updated or verified, click on ""'Submit NPSPR 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.
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Help Window -- Information regarding Personnel Update Instructions

Nonpublic School Personnel Report Submitted

Icon Legend Lansing Catholic Central High School
v PET?”S?‘ riﬁ””‘ Records updated for this submission cycle:
updated forihe ecords not updated for this submission cycle: P
submission cyce. ecords not updated for this submission cye! Click here to open the
% Perzonnel record not The following report lists the personnel that your schoolfacility has submit instructions window
updated for the School Personnel Report. During each submission cycle of the report. yo '
submiszion cycle. must update each record as well as enter any new personnel employed b

Note: When all personnel
have been submitted foryour || 10 leam how to update a personnel record, read the instructions.
school/facility and there i= a
green check mark (v ) next [ Update Selected Personnel ]
to each perzennel recerd,
your =submizsion is complete.
“four submizzion iz not
conzidered complete if any
records show ared w0 .;x;:.

A CEPI - REP Help & Support - Microsoft Inte...[= | T [X]

There are two methods for updating staff member's records. The first method
updates ane record at a time. To update a record, click on the PIC number
button under the PIC column to the left of the staff member's name. The staff

members complete personnel record will appear. Update any necessary data .
far the staff member's record and click on "Submit NPSPR for this Employes’ Click here to

to submit the record. C|Ose the

The second method updates multiple records. To update multiple records at WindOW,
one time. click in the checkbox to the left of the staff member's name. After
selecting the appropriate records, click the 'Update Selected Personnel
button that appears at the top of the employees’ list to submit the records.

Information regarding
verification of a record

After completing one of these methods, the record will then be updated for the
current collection cycle and the Submission Status column will show a gy
check mark (v} next to each record that has been successfully upd

Click here to close this window

] ] (] ] (] ] i
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Personnel Submitted Report/Complete Submission

The Personnel Submitted Report lists all employees reported successfully for your school for each
submission cycle. This report can be found on the application Main Menu.

| o W\ A = 5 : ; - 1 5
X3 K GEMETS 0T CAUCat 0Nl EEr0TMance camormanon The total number of
Michigan.gov Home CEP| Home | Monpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout records SmeItted WI”
appear at the top of the
lcon Legend Brookview School report.

v Personnel record
updated for the
=ubmizzion cycle.

% Perzonnel record not The following report lists the personnel that your schoolfacility has submitted to the Nonpublic
updated for the School Personnel Report. During each submission cycle of the report, your schoal/facility
submizssion cycle. must update each record as well as enter any new personnel employed by your school/facility

Note: When all perzonnel ) )
have been submitted for your || To learn how to update a personnel record. read the instructions
schoolfacility and thers iz a

; 1
green check mark (v ) next |  Update Selected Personnel | Print Page .

to each personnel record,
your submizsion iz complete.

“our submission is not S PIC Last Name First Name Da_te 2 Gender

considered complete if any Status Birth - -
records show a red %' (X). v 16109 JOHN 01415/1955 M CIICk here tO prlnt a

O X 16111 JOHN D4415/1980 M copy of the
Page 1 of 1 Personnel
show 100 %] recoras per page Submitted Report.
Nonpublic School Personnel Report Main Menu
Michigan gov Home | CEPI Home | Nonpubiic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout
State Web Sites | Acceszibilty Policy | Privacy Policy | Link Palicy | Security Policy

Copyright @ 2006 State of Michigan
Deleting a Record

Records may only be deleted from the Nonpublic School Personnel Report database by CEPI personnel.
Only those records for individuals who have never worked for your school or duplicate records
submitted in error may be deleted from your file. Employees who have retired or terminated
employment with the school will not be deleted.

To request to have a record deleted from your file, you must do the following:

1. Send an e-mail message to CEPI@michigan.gov.

2. Subject line: REMOVE EMPLOYEE.

3 Message: School name and school number followed by the employee’s PIC number and
name. Include a school contact name and phone number.

4. A help ticket will be created for you, and the employee(s) will be removed from your
school by CEPI.

5. Note: If you are requesting removal of a duplicate record, the original record
submitted by your school will be retained in your Nonpublic School Personnel
Report file.

Remember, you may only request record deletions for employees listed in your Personnel Report who
have never worked for your school or for duplicate records submitted in error.

If you request to delete a record in error, you will be required
to resubmit that record.
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Reports Available to Schools
In addition to the Personnel Submitted Report, there are two reports available to the schools:

1) Download NPSPR Data File
2) Employee Listing by School.

Reports

lewy @ report or download personnel data’]
o Download NPSPR Data File
o Employves Listing by School/Facility

ct from the following options:

Reports — Click on the
report you wish to access.

A

Employee Listing by School

This report lists employees for whom records were successfully submitted by the school. 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, Racial/Ethnic
Code, and Date of Termination.

The following information screen will appear when you click on "Employee Listing by School™:

| s/ AR . . Nk o Tt .
y 64,4 LETTETI oTatucational eronmance samormaton:

Michigan.gov Home CEP| Home | Main Menu | Uzer's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report | Employee Listing

The Employee Listing by School/Facility allows you to download your school/facility's
employee data in a tab-delimited file.

The file contains the following fields:

e Personnel Identification Code (PIC) : ng;a,ljfsgiﬁw%gg}mber Eean)
e Last Name o Cindsr
: E{j;lgaNrg;E + Race/Ethnicity

+ Date of Termination

* Click on the "Download Employee Listing” button below to retrieve your Employee Listing by
School/Facility. Upon the completion of the download, you may view the file in your default
application for reading text files (e.g., Notepad) or open the file in a spreadsheet application

such as Excel.
Download Employee Listing 1\

The File Download will appear when
you click on Download Employee

Listing.

Fall 2009 Page 23 of 26



Nonpublic School Personnel Report Application User's Guide

Michinan qov Home CEPI Home | Monpublic Home: | User's Guide | Teacher Werification | Contact Help Desk | Lagaw

Employee Listing by SchoollFacil

Do pou want to open or zave this file?

Mame: PIClst.bxk
Type: Textk Document, 1,16 KB
From: kds,cepi.state.mi.us hnicity

your schoolfacility's

ecurity Number (Z5M)
= Birth (DOB)

[ Open Ji Save ;L Cancel ] e your Employee Listing by
iew the file in your default

dsheet application

harmn your computer, [F pou do not trust the zoun

@ While fles from the Internet can be useful, some
zave thiz file. What's the rigk? Computer.

You may open the file or save it to your

The data file will appear as follows:

File Edit Block Search Paragraph Tools Project Configure View Window Help -8 x
O @2 B & |92 ¢ | £ B L A o & @ @6 P ©H © M

New Open Save | Preview Print | Undo Redo Cut Copy Pastz | Find ext Mate Replace Goto | Rec/Stop Flaybac Macros Spell Calendar

This file lists all employees on file with Nonpublic School Personnel in Happy Day School (11111).
NOTE: Each field i= separated by a TAB character.

Format is as follows: PIC, Last Name, First Name, Middle Name, 5SN, DOE, Gender, Race/Ethnicity
—---Begilnning of Results-—-——

1610% WAYNE  JCEN 111111111 1/15/1555 M

16111 WAYNE  JCEN J 222222222 4/15/1%80 M

——-End of Results——-

The file may be formatted in an Excel spreadsheet for your records.
=l Microsoft Excel - Book1

=] Eile  Edit Wiew Insert Format Took  Data Window  Help  adobe POF

Arial =10 ~ B F U EEEE S % , "

DY SRY tBBR-T o-c- @& = -2 3 éhows -3

= o . .

A B c 8] E F G H
Social
Last Widdle Secunty
i| PIC Marme | Firgl Mame | Mame MUk e Date of Binh  Gender RaceEthnicity
2 | 8 GLEMM  JOHM KXWKAW AKX ANSMETE M Asian American, YWhite
3| 7 GREEN LALIRA E. HERHERNKE 1141930 F Azian Ametican
4 | 4 JONES  JAaCK HEHHEHA NN 1131972 1 Azian Amercan
5 | 10 SWITHSOTNMICHOLAS  J NN B/Z2M530 I Whita
[ 9 USERS |TEST HERHHEH AR 1225198 F Malhe Hawanan or Other Pacic lslander, Whits
i T WILLIARSNYILLLAR KM RN 25550 F wihite
S|
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Download Nonpublic School Personnel Report Data File

This selection will provide a downloadable extensible markup language (XML) file of the data submitted
for the current submission cycle.
Reports

To v ort or download persam
o [Download MPSPRE Data File

« Employee Listing by School/Facility

select frorm the following options:

Click here.

CEPI has received requests from schools to provide a method to download the Nonpublic School
Personnel data that your school has successfully submitted to CEPI. As a result of this request, CEPI has
provided an option to download a 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.

The primary purpose of obtaining this file is to allow your school to have a permanent record of the data
that it has successfully submitted to CEPI at any given time. CEPI recommends keeping a record/report
of all data submission.

The XML data file layout

The layout below will be used primarily by developers and IT staff members to gain an understanding of
how the data are 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:

<NonpublicData>
<PersonnelRecord>

<PIC>
<DateOfCount /> - Date (mm/dd/yyyy)
<lsd /> - Text (NN)
<School/> - Text (NNNNN)
<LastName /> - Text
<FirstName /> - Text
<MiddleName /> - Text
<SocialSecurityNumber /> - Text (NNNNNNNNN)
<DateOfBirth /> - Date (mm/dd/yyyy)
<GenderCode /> - Text (A)
<RacialEthnic>
<RacialEthnicCodel /> - Boolean (0 or 1)
<RacialEthnicCode2 /> - Boolean (0 or 1)
<RacialEthnicCode3 /> - Boolean (0 or 1)
<RacialEthnicCode4 /> - Boolean (O or 1)
<RacialEthnicCode5 /> - Boolean (O or 1)
<RacialEthnicCode6 /> - Boolean (O or 1)
</RacialEthnic>
<DateOfTermination> - Date (mm/dd/yyyy)

</PersonnelRecord>
<PersonnelRecord>

Fall 2009 Page 25 of 26



Nonpublic School Personnel Report Application User's Guide

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 or higher. These instructions will not work with
Access 2000 or lower. To import your Nonpublic School Personnel Report 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 XML file on your computer, select that file, and click the "Import"” button.

6. The Import XML dialog box will appear.

7. 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 school’s 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 RacialEthnic table contains the racial/ethnic
codes and values (refer to the Nonpublic School Personnel Report Data Field Descriptions for an
explanation of the codes). Complete personnel information can be found by using this relationship.

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 or higher. These instructions will not work with Excel 2000 or
lower. To open your 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. Inthe 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 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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