[bookmark: _GoBack]Subject:  Updating EEM for the Current and Upcoming School Year 

The Educational Entity Master (EEM) database links educational data collections in Michigan for state and federal reporting. Many Michigan Department of Education (MDE) offices use the EEM for grade configuration, shipping addresses for testing materials, and contact information. MDE and CEPI use EEM data to validate other data submissions. Incorrect information in EEM may cause errors or warnings in your data submissions, impact funding and grant allocations, and interfere with shipping and receipt of testing materials. 

Submitting Updates for the Current School Year
If there have been any changes in your district or school entities that will impact your end-of-year reporting, please update the EEM prior to June 15, 2016. No changes for the 2015-16 school year should be submitted after that date. CEPI will monitor the EEM for all changes submitted between June 15 and June 30 to determine if they are appropriate, and may contact districts if a questionable change is submitted.

Deferred Transactions for the Upcoming School Year
The EEM is now accepting deferred transactions for 2016-17. A deferred transaction means you can update the database now with an effective date of July 1, 2016 or later. Updating the information now can help to ensure accuracy for pre-identification of assessment materials and school selection for Title 1 grants. 

· If you're unsure of these changes for 2016-17, we recommend waiting until the local board of education has confirmed the changes. 
· For deferred changes, the Effective Date on the main screen must be July 1, 2016 or later.
· If deferred changes are made, no other changes may be made to that entity record until the Effective Date is reached, or you remove the deferred transaction(s).

To submit a deferred transaction please log in at www.michigan.gov/eem and follow the directions below. 

Deferred School Openings
If you know a new school or entity will be opening for the 2016-17 school year, you can submit a request to add a new entity with an open date of July 1, 2016.

1. On the left navigation bar, under "My Entities," click on "Add New Entity." 
2. Select the type of entity you wish to add and click "OK." Enter all required data elements (denoted with a red asterisk) for the new entity, and an open date of July 1, 2016.
3. Once the opening is approved by CEPI, go to the "Task" list, under "My Entities," and confirm the opening. The entity will not change from "open-pending" to "open-active" until you confirm this. 

Deferred School Closings
If you know a school or another entity will be closing, you can close the entity with a date of June 30, 2016 (or later, if the entity will be used during the summer). If the close date is after June 30, 2016, the entity will be considered active in 2016-17, and the district will be responsible for all reporting requirements for that school year.

1. On the left navigational bar, under "My Entities," click on "List of Entities." 
2. Locate the entity that will close and click the "Close" button, then enter the future closing date (usually June 30, 2016). 
3. Any closing needs to be approved by CEPI, so the closing will not display immediately. 
4. Once the closing is approved by CEPI, you must go to the "Task" list under "My Entities," and confirm the closing. The entity will not change from "Close-Pending" to "Closed" until you confirm this. 
 
Please note: If students and staff are simply moving to a new location, this is treated as an address change, not a school closing. When you request to close an entity, you will receive a phone call from CEPI to verify the request.

Deferred Grade, Educational Settings, Entity Name, Address and Lead Administrator Changes
You may make these changes for 2016-17. It is important that you enter a date of July 1, 2016 or later in the System Effective Date field on the main EEM screen for each record that changes. For any deferred Address or Lead Administrator changes, the Effective Date must be the same as, or earlier than, the System Effective Date on the main screen of the record.
 



 
