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Non-State User Security Agreement to Access

CEPI Application Test Environment(s)
Please do not return this instruction page with your security agreement form.

This agreement is intended for use by individuals who are not currently employed by the state of Michigan, but will be participating in the testing process for one or more Center for Educational Performance and Information (CEPI) applications. If you are a state-level user and need test access, please contact CEPI customer support for the appropriate security form.
Please review the instructions below, then complete and return the form on page 2.
Your Information:
Enter your name and contact information. (If you are a nonpublic school user, please write “NONPUBLIC SCHOOL” in the ISD Name field, then enter your school name and code in the District Name and District Code fields.)
MEIS Account:

The Registry of Educational Personnel, Financial Information Database, Graduation/Dropout Review and Comment, Nonpublic School Personnel Report, and School Infrastructure Database applications require an active MEIS account.

If you do not already have an MEIS account, go to the following website: https://ssoqa.state.mi.us/. Click on the MEIS logo. On the next screen, click on Create an MEIS Account and follow the instructions.
SSO Account:

If you do not already have an SSO account in the test environment, you may register for one online at: https://ssoqa.state.mi.us/  by clicking the “Register” button and following the on-screen directions. Please note that your regular SSO account does not exist in the test environment.

If you have not previously subscribed to EEM and/or MSDS in the test environment, then you must do so before you can be given access. (Users who have previously subscribed as testers in the test environment can skip this step.)
To subscribe, log in to the SSO application at https://ssoqaintra.state.mi.us/ and follow these steps:

1. Click the "Subscribe to Applications" link in the bottom left-hand corner of the screen. 

2. You will be taken to a new screen with drop-down menus. Select “CEPI” in the first drop-down and “EEM Staging” and/or “MSDS Vault QA” from the second. Click Next.

3. You will be taken to a subscription page for the application. Review the information and click Confirm.

4. If you need test access to both MSDS and EEM, complete steps 1-4 to subscribe to both applications.

Application Roles:

If you currently have access to an application in production, you should check “Current Prod. User,” and you will be set up with rights identical to your production role. Otherwise, check “Test Access Only,” and you will be set up with a generic test user role. You can check one box or the other for each application, but should not check both.

Expiration:

Access to CEPI test environments is temporary. Your access to the test application(s) will be removed at the end of the testing period. This will not affect any access you might have to our production applications.

Do not enter an expiration date in step 7. CEPI will keep track of the expiration date and remove your test access when testing is complete.
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Please type or print clearly; otherwise, the processing of your form may be delayed.

Step 1.
Please enter your district and intermediate school district (ISD) information below:
	ISD Code:
	     
	ISD Name:
	     

	District Code:
	     
	District Name:
	     


Step 2.
Enter the name of the individual requesting access to CEPI’s test/staging environment(s).
	 Name:
	     
	Title:
	     

	Email Address:
	     
	Phone:
	     


Step 3.
For the authorized individual: Enter your account information. If you do not already have these accounts, please follow the instructions on the first page of this security agreement form to create them.
	Authorized MEIS Account Number (e.g., A1234567):
	     

	Authorized MEIS Account Login Name (e.g., smithjan):
	     

	SSO Account Login Name (e.g., smithj1234):
	     


Step 4.
Please check the box for the application(s) you will be testing. If you currently use this application to submit your data, check “Current User,” and you will be set up with rights identical to your production role. If you do not use this application, check “Test Access Only,” and you will be set up with a generic test user role.
	Application
	Current Prod. User
	Test Access Only

	Financial Information Database (FID)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	FID Financial Forms (SE-4094)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Graduation/Dropout Review and Comment (GAD)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Nonpublic School Personnel Report (NPSPR)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Registry of Educational Personnel (REP)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	School Infrastructure Database (SID)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Educational Entity Master (EEM)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Michigan Student Data System (MSDS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Step 5.
For the authorized individual: Please initial the bottom of page one, then sign below.

I agree to abide by the regulations that govern the use of student data within the Family Educational Rights and Privacy Act (FERPA - 34 CFR Part 99), as well as the Privacy Act of 1974, governing records maintained about individuals. A copy of FERPA is available at http://www.michigan.gov/documents/FERPA_34CFR99_119434_7.pdf, and the Privacy Act is available at http://www.justice.gov/opcl/privacyact1974.htm.

By signing this agreement, I agree to protect my user identification and password from unauthorized use. I understand all access under my user ID is my responsibility. I agree to comply with the requirements of FERPA and the Privacy Act of 1974.
	     


Signature of Individual to be Authorized
Date

 

Step 6.
For the lead administrator: Please sign below.


I attest that the above-named individual is authorized by me to access data for my entity and that the data are current and accurate. Further, the above-named individual is authorized to view and download data and reports.

	     
	     


Name of District/Agency




Date
	     


Signature of Lead Administrator


Name and Title

Step 7. 
Fax this form to CEPI:
(517) 335-0488



Expiration Date: ______________________

Send questions to:
cepi@michigan.gov 
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