Center for Educational Performance and
Information (CEPI)

Michigan Education Information System
(MEIS)

Registry of Educational Personnel
(REP)

Application User Guide

Fall 2016

Questions?
Email: CEPI@michigan.qgov
Phone: 517-335-0505 x3

oy -
- b\ 74
I, v
s
A
_rx'-"7/ , i

‘1:5_
Vo



mailto:CEPI@michigan.gov

MEIS/Registry of Educational Personnel (REP)/Application User Guide

Table of Contents

INTRODUGCT ION . oottt ettt e e e ettt e e et e e e ettt e et e seeeeeeeeeesaaaasseeeeaeeessransereeeeees 4
GENERAL INFORMATION oottt ettt ettt st s e e et e tea s st e s e s et ee s baesseeeeeseesbrbanreeeeeees 4
WHAT INFORMATION DO USERS ENTER INTO THE REP? oo 4
WHEN ARE THE REP DATA DUE ..ottt ettt ittt e e e ettt et s s e e e e s aeesabbnnseeeeseeeennes 4
NEED HE LD ...ttt e e e ettt e e et e e e et e e e eeeeeeeeeses e s eeeeeeeennnnnnnens 4
MICHIGAN EDUCATION INFORMATION SYSTEM (MEIS) ACCOUNT OR PASSWORD .......ccccvennenne. 4
REP DATA FIELD DESCRIPTIONS ...tuttttttutetestsestessassessssnsssssssnsessssssssssssesssnteeessmnreesso e 5
REP CONTENT INFORMATION AND RESOURCE IMATERIALS ....vtvutiieeeetierriiinieeeeeseesssnnneseesseessnnn 5
APPLICATION STARTUP AND SECURITY oottt e e e e e e e 6
AUTHORIZED USER — YOUR MEIS ACCOUNT ...ttt ettt ettt ettt s e e e st s eesbaans s s s eesseessrnansseeesees 6
CREATE YOUR MEIS A CCOUNT ettt ettt ettt e e e e e et e e e e e e e e e e et e e e eeeaeeeeennann s 6
EMAIL ADDRESS AND PHONE NUMBER **KEEP THEM UP-TO-DATE*™ ...t eeeeeeeeinnne 7
SECURITY A GREEMENT vttt teeeetteessttassseeessssessannsssssssssssssannssssessseesssnnnsssessseesssnnnssseeereesssnnnnnsees 7
REP ONLINE APPLICATION . ...ttt ettt sttt e ettt et s s e e et e eee s ssesaseseesrba s 7
ACCESSING THE REP ONLINE APPLICATION .. .eitteetttteeeeeeeseeeeetaassseessssessssnsssssesssesssnnaasssessssesssnns 7
REP LOGIN SCREEN ... it etttttttttttissseeesetsssssssssssstsesstsssssesssessstsantseeesessssssnttreeeteesssonnrreesreeesnn 8
SYSTEM LOGS OUT USER.... it eiiieeeeitiee et et e ettt e et e e e e et e ee e s eeeeeesees s e e seeeeaseeessnnnsseeeareeeesnnnnaens 8
ONLINE CUSTOMER SUPPORT MATERIALS . ....ooo oottt 9
TEACHER VERIFICATION VVEBSITE . ..uuuiitettuieteetitetestissesessassesessasesesssesesssssesssesessnrresesnnresesn 9
REP MENU OP T HONS Lottt ettt a sttt e ettt ea et s e e eeesee st s reeeesseesstbaassresesenersres 11
ONLINE SINGLE SUBMISSION FORM OPTION ...utuuiieeeeeeieeteeeeeeeeeeeessaasseesssesssssnnasssssssssssssnnnnses 11

DAY-TO-DAY SUBSTITUTE TEACHERS (00SUB) OR DAY-TO-DAY
PARAPROFESSIONALS/AIDES (00PAR), STUDENT TEACHERS AND NON-

INSTRUCTIONAL STAFF MEMBERS (81500 THROUGH 99900)........ccccceivevviieiieeiene 13
DAY-TO-DAY SUBSTITUTE TEACHERS/DAY-TO-DAY PARAPROFESSIONALS/AIDES AND STUDENT
L7111 TS 13

NON-INSTRUCTIONAL STAFF MEMBERS (ASSIGNMENT CODES "81500" THROUGH "99900") .... 14
2 11 G o] [ o PN Y 4

)Y IO N L Y N 1 N 20
FIELDS 1,2,3,4,5,6, 7,8 AND 13, ...ttt et e e s ebae e e eabae e e s earae e e 20
FIELD DEFINITIONS — HELP SCREENS......icccttttiiitieeiisiitibiririseeessssibbbseesssesssssssssssesssssessssssssssssnesss 20
FIELD 1: DATE OF COUNT Luttiiiiiittiieeeiitteeeesitteeessitbaeeesebsseeesasbsesssaasssssesssseseesassssssssssssssssnsseseenns 21
FIELD 2: OPERATING ISD/ESA NUMBER ......cciiiiittiieeiiitii e e sitiee e s sitbtss s s sibtes s e s sbaeeesssabaeesssnraneeaas 21
FIELD 3: OPERATING LEA/PSA/ISD NUMBER ......cooviiiiitiieitie e ctie et stee et s srte e s eraesssvaessnae e 21
= W o S I N 1 U 22
FIELD 5. FIRST INAME ..ot ittt ittt ettt ct ettt e e e bt e e e s et e e e e s bbb e e e s ebb e e e e saabaeeeesaabaeeessbreeeeaas 22
FIELD 6: IMIDDLE NAME ..ottt ittt r s e e e s s bbb e e e e s e e s s s s sabb b b e e e e e e e s s s s ssbbbbeaeeeas 22

Fall 2016 Page 2 of 39



MEIS/Registry of Educational Personnel (REP)/Application User Guide

FIELD 7: SOCIAL SECURITY NUMBER ......ccoittttiiiiie ittt s s st rree st e e s ssisbbrae s s s e e s s s s sasbbaaane s 22
FIELD 8: CREDENTIAL LICENSE NUMBER .....ttttittiiiiiiiiittiteeeeeessssinirsseesseesssssassssseeessessssssssssssess 22
I R B =0 = = 71 = 1 - T 22
MEASUREMENT DA T A ittt ettt e e e s s s a e e s e e e s s s aab b b areeeeeessananrees 23
FIELDS 9, 11, 14, 15, 20, 25, 26 AND 28 .. ..ovviiiiiiiii ettt aa s 23
FIELD 9. DATE OF HIRE ...iii ittt ittt ettt ettt e e e e e et s s bbb e e e e s e e e s st saabb b a e e e e e e e s ssnanbbareeeeas 23
FIELD 11: TITLE | AND TITLE I, PART A, TEACHERS ....uuvututitiiiritiiiiiiisisinininarisennnnnnnnnannnennnanananns 24
FIELD 14: GENDER CODE ......iiiiittttiitiee et ieittire e e e e e s st s itbbarae e s e e e st s sbbbbaeeeseesssssaabbbreeeeeessssannbbasaeeeas 24
FIELD 15: RACIAL/ETHNIC CODE ......cttiiiiiiitiiie e sttt e e s ebtie e e s ebte e e s sitbta s e s ebbassesasbaaessssabanesssbraneeaa 24
FIELD 20: EDUCATOR EFFECTIVENESS .....ccccttttittteeiiiiititreeeeeeessssistssseesseesssssssssssseseesssssssssssssess 24
FIELD 25: EMPLOYMENT STATUS uuiiiiiiiiiiiitiiiiie e e e s s s sttt er s s e e s s s s sabbbrass st e s s s s ssabbbbaesessesssssssbbassnesas 25
FIELD 26: DATE OF TERMINATION/SEPARATION OF EMPLOYMENT ....coiiviiiiiie it 25
FIELD 28: FULL-TIME BASE ANNUAL SALARY ....coiiiiiitiiiiiiee e ssiitbrree st e s s ssisbbrre s s s e e s ssssbbsssne s 25
ASSIGNMENT DATA - FIELD 101ttt sninrrae e e e e e eannnes 25

FIELD 10: SCHOOL ASSIGNMENT DATA (INCLUDES THE FOLLOWING DATA ELEMENTS: SCHOOL
ASSIGNMENT BY GRADE, FTE, WAGE, ACCOUNTING CODE, HIGHLY QUALIFIED, ACADEMIC
MAJOR, ACADEMIC MINOR, ADMINISTRATOR CONTINUING EDUCATION AND NUMBER OF

OIS LR XU L o ) SR 27
CRE D ENTIAL ST ATUS ettt eeeeeeeeeteestt et s e eeeeseeesse s ssseeaseesssa s sseeeseeenssannssseseseeasssnnasssesereeensnrnnnnens 29
FIELDS 12, 16, 17, 18, AND 1. .. ettt 29
FIELD 12: FUNDED POSITION STATUS .ovttiiiieeeteeeeetee et e e e et eees s sseeeaeseesssnasseessssssssnnnassessssessssnns 29
FIELD 16: HIGHEST DEGREE .....vuvuuititt s s 29
FIELD 17 TYPE OF CREDENTIAL ... eetttettttteeeeeeaeeeeessasssseesseeesssnnssssssssssssssnnssssessssesssnnnasseeesseeennnns 29
FIELD 18: DATE CREDENTIAL ISSUED ...ttt s 29
FIELD 19: DATE OF EXPIRATION OF CREDENTIAL w.vtuuuteeeeeteesstnssseeesssessssnsssessssssssssnsssessssessssnns 29
NEW TEACHER PROFESSIONAL DEVELOPMENT ..ot 30
FIELD 24: NEW TEACHER PROFESSIONAL DEVELOPMENT (EOY SUBMISSION) ...ccvveveeieniieneen, 30
FIELD 27: PERSONNEL IDENTIFICATION CODE (PIC) .ccvioiiieececeee e, 30
REP PIC SEARCH FEATURE ...ttt e e e e e e e anan 31
SAVING A RECORD/UPDATING A RECORD ...t 31
SAVED AS VALID RECORD ... oiiiteettee ettt e et e e e e e e ettt e e e e e e e e e eae e eseeeeeeeas s e s s eeeeeeeensnrnneeas 31
VVARNING IVIESSAGES ...vvtvtvtttittttataiaesasssesssaessssesssssssssssssss s s s nnn 32
INVALID RECORD ...eettuiiiitttite ettt eetete e e e ee s seeeesaasesee s seseesaseesesanteesesasessesansessesaseesestnsessernnreeeens 33
UPDATE/VERIFY A RECORD ...ttt et e e ettt e e e et e e e e et e e e e e e e e e et e eeeeeeeeannneeeees 35
PERSONNEL SUBMITTED REPORT/COMPLETE SUBMISSION ......ooiiieiieiieieeeeeeeen 36
DELETING A RECORD ..ottt nnan 36
PROBLEMS WITH A SOCIAL SECURITY NUMBER ... 36
BULK SUBMISSION/UPLOAD REP DA T A ..ot ea e 37
BULK SUBMISSION/UPDATE REP DATA .ttt e e 37
BULK SUBMISSION STATUS ..ttt s 37
REP RE P O R T S e e nanan 38

Fall 2016 Page 3 of 39



MEIS/Registry of Educational Personnel (REP)/Application User Guide

Introduction

This guide is for all users of the Registry of Educational Personnel (REP) Application. Users should also
utilize the current edition of the REP Data Field Descriptions and any addenda posted to the REP web
page. This guide includes directions for using the REP Online Single Submission Application, the bulk
submission/upload process and other features within the REP Application. We have divided the user
guide 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.

A separate REP Report User Guide is available on the REP web page at
http://www.michigan.gov/cepi/0,4546,7-113-986_10478---,00.html under Manuals.

General Information

What Information Do Users Enter into the REP?

The REP collects basic employment elements relating to school personnel. Authorized users must submit
personnel data twice a year, in the fall and at the end of the school year. The Michigan Department of
Education (MDE) uses the fall and end-of-year (EQY)) data to conduct its teacher audit and to meet state
and federal reporting requirements. The fall data must be accurate as of the submission date in December.
The EQY data must be accurate as of the last day of the school year. A school year is from July 1 to June
30.

Authorized users may either enter data online or by a bulk file upload procedure, and can edit data online.
Files for upload must conform 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 zeroes and right justified.

When Are the REP Data Due?
There are two statutory submission deadlines for the REP: the first business day in December and June 30

of each school year. The REP deadlines for the 2016-17 school year are as follows: Fall 2016 Submission
is December 1, 2016 (12/01/2016); the EOY 2017 submission is June 30, 2017 (6/30/2017).

Need help?
Michigan Education Information System (MEIS) Account or Password

If you have problems remembering your MEIS login ID or password for the REP, please visit
https://cepi.state.mi.us/MEIS/login.aspx. If you are still unable to log in, please contact CEPI customer
support at CEPI@michigan.gov or 517-335-0505 x3.
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REP Data Field Descriptions

To find the REP Data Field Descriptions, go to the CEPI website at http://michigan.gov/cepi. Click on
"CEPI Applications™ and then click on "Registry of Educational Personnel.” The REP Data Field
Descriptions are located under the heading "Manuals." Be sure to print the correct version of the Data
Field Descriptions each submission cycle and any addenda that may be posted in this section.

- Fall 2015 REP Data Field Descriptions T
" Fall 2015 REP User T

* Fall 2015 REP Report User Guide TH
* Personnel Search User Guide February 2015 g

REP Content Information and Resource Materials

The REP Data Field Descriptions contains a state of Michigan office contact for fields when appropriate.
This is the office to which questions pertaining to a particular field should be directed. As always, for
technical assistance with your data submission, please contact CEPI customer support at
CEPI@michigan.gov or 517-335-0505 x3. Please provide your name, district code and district name, the
CEPI application name, your telephone number (including area code and extension), your email address
and your specific questions.

For detailed information about the REP, please visit the CEPI website at http://michigan.gov/cepi. Click
on "CEPI Applications,” and then click on "Registry of Educational Personnel.” Refer to the Help and
Training box (see below). Click on items such as "REP FAQs" or "Highly Qualified Help" for additional
reference materials.

Help and Training ¥

- New to REP? T

- Fall 2015 REP FAQs Y

- REP Crosswalk g§

- REP Glossary Y

- Calculating the Number of Core Academic Classes Taught T4
- Highly Qualified Help

« MDE Office of Professional Preparation

- Prof. Development Help [

- Teacher Verification
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Application Startup and Security
Authorized User — Your MEIS Account

You must first obtain an MEIS account to become an authorized user of the REP Application. If you do
not have an MEIS account, go to the MEIS website at https://cepi.state.mi.us/MEIS/login.aspx (see screen
below). You may use the same MEIS account number for all MEIS applications. You are, however,
required to submit a separate security agreement for each application.

If you have an MEIS account, but do not remember your password, please go to
https://cepi.state.mi.us/MEIS/login.aspx to reset your password. If you require further assistance, please
contact CEPI customer support at 517-335-0505 x3, or via email at CEPI@michigan.gov.

Create Your MEIS Account

MEIS User Management is a security system to be used with all MEIS applications. A MEIS user will
need only one account to access multiple MEIS applications.

e MEIS accounts are unique to each individual user.

o MEIS accounts must NEVER be shared.

e MEIS accounts remain open forever.

To create your MEIS account number and password, go to the MEIS website at:
https://cepi.state.mi.us/MEIS/login.aspx. Follow the instructions on this page to obtain your MEIS
account or update your MEIS information.

Note: Do not share your MEIS user name and password with anyone. This is your personal account.

The following screen will appear:

| a4
15{‘{,“35%" Michigan DepartmentiofiEducation| @ chigarlaoy

= |
Michigan.gov MDE Home | MEIS Home

Welcome to the Michigan Education Information System (MEIS)

The MEIS User Management is a security system, implemented and used with
various Michigan Department of Education (MDE) and Center for Educational
Performance and Information (CEPI) applications.

A MEIS user will need only one account which will allow access to multiple MDE or
CEPI applications.

= An account is unigue to each individual user.
* An account MUST never be shared.
« An account remains open forever.

To obtain a new MEIS account, click Create a New MEIS Account.

If you have a MEIS account and would like to adjust your account information,
please login below.

Login Name: I forgot my I ogin Name
Password: I forgot my Password
Log In

Have questions/concerns about MEIS security or MEIS User Management?
Please contact the MEIS Help Desk via:
Phone: (517) 335-0505

Press 2 for MDE Programs

Press 3 for CEPI Programs
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Email Address and Phone Number **Keep Them Up-to-Date**

CEPI sends email messages to all application users. Therefore, MEIS users need to keep their email
addresses current. Because it is sometimes necessary for CEPI to contact an authorized user by telephone,
users' phone numbers must be kept current as well. To update email and phone information in MEIS,
please do the following:

Update MEIS account at: https://cepi.state.mi.us/MEIS/login.aspx
Log in as an MEIS User.

Click on "View/Update User Profile."

Click "Edit," make changes, and then click on "Update."
Click on "Return to MEIS Main Menu."

Log out of MEIS.

®Poo0oe

Security Agreement

After you have established your MEIS account, download the REP Security Agreement from the "CEPI
Applications" page on the CEPI website at http://michigan.gov/cepi. Click on "CEPI Applications," and
then click on "Registry of Educational Personnel.” The Security Agreement is located in the upper portion
of the screen. Once your completed REP Security Agreement has been processed, you will receive an
email notification that you have access to the application. After you have access to the REP, you are ready
to begin.

Registry of Educational Personnel (REP)

Data submitted by scheol districts via the Registry of Educational Personnel (REP) are used to produce reports for the U.S. Department
of Education and for the state of Michigan regarding school personnel. Additionally, REP data are provided to the Michigan Department
of Education (MDE) for MDE's teacher certification audit.

(Monpublic schools submit their personnel data in the Nonpublic School Personnel Report).

= REP Securit'f Farn

s e=t® are due to CEPI on June 30 and the first business day in December.
" See the CEPI Calendar Page for our master calendar of deadlines and collection dates.

REP Online Application

Accessing the REP Online Application

Go to the CEPI website at http://michigan.gov/cepi. Click on "CEPI Applications," then click on
"Registry of Educational Personnel," and then click on "Go to REP."

Registry of Educational Personnel (REP)

Data submitted by school districts via the Registry of Educational Personnel (REP) are used to produce reports for the U.S. Department
of Education and for the state of Michigan regarding school personnel. Additionally, REP data are provided to the Michigan Department
of Education (MDE) for MDE's teacher certification audit.

{Nonpublic schools submit their personnel data in the Nonpublic School Personnel Report).

+ REP Security Form
= Deadlines: REP data are due to CEPI on June 30 and the first business day in December.

» See the CEPI Calendar Page for our master calendar of deadlines and collection dates.

&=
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REP Login Screen

When you click on "REP Application," the following screen will display. The next step is to enter your
MEIS login User Name and Password:

LETTETG DT EAuCatonal Eer ormance SAmormauon,

Educational Personnel

This login screen provides access to the public school Registry of Educational
Personnel (REF) 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 Nonpublic
School Personnel Report.

For more information, please choose from the following DpliOnSi
Registry of Education Personnel
= REP Data Field DESCI’IplIOnS | FOF |

- REP Record Layout IR
= REP User's Guide IEA

: A

MEIS Login MEIS==
User Name:
Password:
Log In
Forgot your username or password?

This area will indicate the
submission dates for each
submission cycle.

Authorized Users - It is important to
keep your email address, phone
number and district information

current. Please verify your contact

information on the MEIS User
Management page.

- REP FAQs @

- REP Report User's Guide

- REP Security Agreement Form

= Obtaining or Updating a MEIS Account

Nonpublic School Personnel Report

\/ Norton

+ Nonpublic School Personnel Report Data Field Descriptions B VeriSign

- Nonpublic School Personnel Report User's Guide
+ Nonpublic School Personnel Report FAQS I

+ Nonpublic School Personnel Security Agreement Form
- Obtaining or Updating a MEIS Account

- Michigan Electronic Grants System

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 your cursor in the Password box.
4. Type your Password.

5. Click on the Login button.

If you need more information, please contact CEPI customer support at 517-335-0505 x3, or via email at
CEPI@michigan.gov.

System Logs Out User

Your login helps to establish your identity and to allow you 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, the log in screen will appear and you must log in
again. Any pending or partial information you have entered will be lost and you will have to re-enter the
data when you log in again. You must enter the complete record with valid data in all fields and you must
click on "Submit REP Data for this Employee™ for the data to be saved.

The following screen will appear with you log out of the REP:
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| i\-.‘i ¥ - ¥ ¥ " 0
. 6.8, entergorEducational Periormance &

Michican oo Home CEPt Home | FAR | Users Guide | Tenchar Verification | Conlac] CER)
REP | Logout

You have been successfully logged out of the REF system. Have a nice day!

REF Login Page

CEPI Home Page

Online Customer Support Materials

Teacher Verification Website

In addition to the online resource materials available on the REP Application web pages, users may
access the Teacher Verification website without logging out of the REP Application. The Teacher

Verification website will appear in a second browser window.

1. Teacher Verification website
2. Username and password help
3. Customer support materials

.fl :‘fl entnrior; :. o el rrrEnce ol nio

Educational Personned

TR koghn SEIGET) pIovstes 300 ess i thi pobiic scndol Regainy of Educabional
Personnel (REF) or the Honpubsc School Personnel Repod. VWien a User Name
and Password are éntened in he MES Login Bor, acoéss will B granded o he
apphopiiale appicFhon

The REP and Monpublic School Personnel Repor, oparated and mantained by

MEIS Login [T
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Authonzed users of the REP and Nongubic Schoo! Personned Report have been
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Educational Entity Master (EEM) Verification

The EEM Verification screen will appear the first time you log in to the REP Application for each
submission cycle. The EEM authorized user for your district should verify that the information about your
district and schools/facilities is accurate and up to date prior to each submission. After verification, you
may submit your REP data. Follow the steps below to ensure that your district's information is correct in
the EEM.

o S o T i _ ty 5l
XK K | LENIETS OTEfCIhonalieriormance sdniormanhon % Michigan.

Michigan.gov Home CEP| Home | Main Menu | FAQ | User's Guide | Centact CEP| | Logout

REP | EEM Venfication

Educational Entity Master Verification

Before entering your data into the REP, please verify that your Educational Entity Master (EEM) information is accurate and
up-to-date. The Educational Entity Master is the State of Michigan's database for official building information: school/facility
and district codes, administrator name(s), address, phone number, etc. These data are the central link to all data collected
by the Center for Educational Performance and Information (CEPI). If the data maintained in the Educational Entity Master
are not accurate and up-to-date, you may have difficulty submitting other data to the State.

Step 1:

To verify your Educational Entity Master records, please point your browser to http:/fwww.michigan.gov/eem and locate the
information for your district and/or schoolffacility. "

Step 2:

If any of the information requires updating, please log in to Educational Entity Master as an authorized user and make any
necessary changes. If you are not an authorized user for your district and/or schoolffacility, please contact one of the
following people (or contact the CEP| Customer Support Team if these people cannot be located):

EEM Authorized User Email Phone District
Uzer1d train14q@migov 5551225 Grand Rapids Public Schoolzs
Step 3:

Once verification of your Educational Entity Master information is completed, you may now continue entering your district's
educational personnel data via the REP application.

Continue to the REP
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REP Menu Options

After you have completed the EEM verification, the REP main menu screen will appear. To access an
option, click on it.

REP | Main Menu

Welcome to the Registry of Educational Personnel

Lansing Public School District (33020) ~

Data Submission
To submit and update personnel data, select from the following functions:
« Online Single Submission
« Bulk Upload File Submission
+ Bulk File Submission Status
« Personnel Submitted

Personnel Search
Data submitted by school To search for a PIC or to request a new PIC, select the following function:

districts via the Registry * Personnel Search
of Educational Personnel

(REP) are used to produce Reports

reports for the U.5.
Department of Education
and for the state of
Michigan regarding school
personnel. Additionally,
REP data are provided to
the Michigan Department
of Education (MDE) for
MDE's teacher certification
audit. Credential Data Exchange

The Credential Data Exchange is now part of the Michigan Department of Education’s
Michigan Online Educator Certification System (MOECS).

To view a report or download personnel data, select from the following options:
e Summary by District

Complete Summary by District

Download REP Data File

Employee Listing by District

REP Submission Reports

Online Single Submission Form Option

For the submission of a single record, click on the "Online Single Submission Form™ link on the Main
Menu of the REP Application. We have described each section of the REP Online Single Submission
form separately and presented the fields by section as they appear in the Online Application. Be sure to
refer to current REP Data Field Descriptions for each field submitted for complete information regarding
the required data elements. Illustrations follow:

REF | Main Menu

Welcome to the Registry of Educational Personnel

Potterville Public Schools (23000)

Data Submission
To submit and update personnel data, select from the following functions:

« Bulk Upload File Submission
+ Bulk File Submission Status
+ Parsonnel Submitted
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After you click on "Online Single Submission Form," the following screen will appear.

Enter the new employee under Professional Personnel (left side of screen), Support Staff (center of
screen) or Vacant Position (right side of screen), and then click on "Go" in the appropriate box to
advance to the next screen. To edit a previously submitted record, click on Personnel Submitted (bottom
of screen) and then click on the PIC when the screen appears.

REP | Add Personnel

Submit a New Personnel Record

To enter a new employee record, choose the type of position from one of the three methods below and follow the instructions
for the selected method.

Professional Personnel Support Staff Vacant Position

Flease enter the Social Security Please enter the Social Security To enter a new vacant funded
Mumber OR the Credential License Mumber and FTE (optional) of the position, click the GO button and the
Mumber of the employee. [fthe employee. Click the GO button and data entry form will appear.
employee works in your district as a the data entry form will appear.

day-to-day substitute teacher or day-

to-day substitute SSN (ooqyzzz): GO

paraprofessionalfaide, check the
appropriate box below. Click the GO

button and the data entry form will FTE:
S SN (ooyyzzzz):

GO

Credential License Number:

(O This employee is a day-to-day
substitute teacher

(O This employee is a day-to-day
substitute paraprofessional/aide

() This individual is a Student
Teacher

GO

Update an Existing Personnel Record

To update an employee record that has been previously submitted to the REP by your district, please access the Personnel
Submitted and click the Personnel Identification Code (PIC) button to the left of the employee’s name to view the record.

Professional personnel: Enter the employee's Social Security number (SSN) or credential number.
For assignment codes "000AX" through "00598," you must submit the SSN or credential number; for
assignment codes "60100" through "99900," you must submit the SSN. If an individual is employed as a
day-to-day substitute teacher, day-to-day substitute paraprofessional/aide, or a student teacher, enter the
employee's SSN and click the appropriate radio button for the position being reported. Click "GO."" After
you have completed the first assignment, you may add additional assignments by clicking on the "Add"
box on the submission page. District users may submit up to nine entries in Field 10: School Assignment
Data for each position.

Support staff and non-instructional staff: Enter the employee's Social Security number and FTE in
the Support Staff section. Click ""GO."" After you have completed the first assignment, you may add
additional assignments by clicking the "Add" box on the submission page.

Vacant funded positions: When entering vacant funded positions, click ""GO."" After you click "GO," a
submission screen will appear. Enter the fields required for the assignment code entered in Field 10 as
necessary for a vacant funded position. For more information about reporting of vacant funded positions,
refer to Field 7: Social Security Number in the REP Data Field Descriptions.
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Day-to-Day Substitute Teachers (00SUB) or Day-to-Day
Paraprofessionals/Aides (OOPAR), Student Teachers (00STU) and Non-
Instructional Staff Members (81500 through 99900)

In an effort to streamline the reporting of day-to-day substitute teachers, day-to-day paraprofessionals/
aides, student teachers, and non-instructional staff members, district authorized users may report these
employees in the REP with fewer data elements. Two separate online screens for the submission of day-
to-day substitute teachers or paraprofessionals/aides, student teachers and non-instructional staff members
are provided.

For complete information regarding the required fields, refer to the REP Data Field Descriptions.
Day-to-Day Substitute Teachers/Day-to-Day Paraprofessionals/Aides and Student Teachers

As illustrated above, begin by entering the Social Security number or credential license number in the
Professional Personnel section of the REP Single Submission page. Next, click the radio button that
applies to the employee: either "This employee is a day-to-day substitute teacher™ or "This employee is a
day-to-day substitute paraprofessional/aide” or "This individual is a Student Teacher." Enter the data as
required. Next, click on the word "GO." The following is a view of the submission screen that appears:

g [ - a B ¥ e . -
X X LT TLERT ST St PGS E O e ] (TR TICE e AT OETa Lo

5 Pevzonnal Submizaon Fom
[th Date of Comnt: ORS00 Cipfiona: e Al Single Sulieumiion loem @

(2 150 ESAr Eaton RESA (23}
ks District: Pompnane Pushc Toheals (23000
Last Updated: LY - Pl
ROTE: ay Ro-giy tudrithite
a3 other assipnments, setect the Use
Employes Data
T PG W Parscnnal
% First Hame:
&) dek el Hare:
0 Last Mame: i Soctal Security Number: [EReyyEEEE]

{13y Date of Eirthe 8 Cresdential Licerse Humbser:

Measurement Data
{14y GeenideT: 15 Raclals Ettnic Category
AmEran Pl of SEks Mave
% Date of Hire;

1) Date of Termbaathsn
135) Employment Stabus:
10y Educator ETfectvensss:
(Optional

School Assignmant [ata

ity School Avsignment # Seseve)

ARl AETas

Bl or Adncen Amersan

Fatior Hawadan or Dther Pacifc miander
Wihite

Hmpanic or Lafing

Aoy Agigemany  TLELPAR

R - - - - -]

~ DD

Tehool Cade Addbgfiment
oSS
Baabmit REP Diata Tor this Emgployes
Viau mas! GICH S Sefe ie IGme Mis emplayee S dale o e REF datebese

Fall 2016 Page 13 of 39



MEIS/Registry of Educational Personnel (REP)/Application User Guide

Non-Instructional Staff Members (Assignment codes "*81500" through "*99900")

Report staff members within the assignment code range of "81500" through "99900" in the Support Staff
section of the REP Single Submission Screen. Non-instructional staff members might include bus drivers,
secretaries, janitorial services workers, etc. You should base the FTE that you report for each employee
upon the amount of time worked by the employee and the contractual school day for the district. For more
information on FTE status, contact your district's human resources office.

Enter the Social Security Number and FTE and then click on "GO." Complete the data entry as required.
The following submission screen appears:

bl =P = S T T
XK UETIETS URCIUCE LGN BT UTIANCERA M OTmaton

(1) Date of Count: KRR Options: Use full Single Submision form

(2) IEDJESA: Ealon RESA (23)

{3) District: Poftendlle Public Schools (22020)

Last Updated: nia ._._:_n_m
MOTE: This farm may only be used to report an employes with non-instruc Bonal assignments, § the employes

hias an instruc bonsl assignment, select the Use fill Single Submission form option from the bst above.

Employes Data
(27 PIC: New Personnel
(%) First Mame:

&) Middle Hame:

(4) Last Hame: {7 Social Securll.'gr Mumbser: [yyzszz)
{13) Date of Birth: ! i i#) Credential License Number:
Measurement Data
(14) Gender: {15 Racial/Ethnic Category
Amarican indsan or Alasla Halve ]
(%) Date of Hira: 7 i
Agian Amancan [i]
{25 Date of Termination: i / Black or African American 0
251 EI'I'I|:I| et S bats: : i Hatroe Hawaian o Other Pacific mlander o
Wihibe: o
(209 Educator Effectiveness: _
(Opticnal) Hispanic or Latino 1]
School Assignment Data Add Amignment Mondrarucionsl v ADD

(10) School Assignment =1 (Remeve)

School Code Assignment FTE:

Submit REP Drata for this Employes
owr st elick Biis Buthon to Submit Shis amployes’s oals fo he REP databases
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Day-to-Day Substitute Teachers, Day-to-Day Paraprofessionals/Aides, Student Teachers or Non-
Instructional Staff Members Who Are Assigned to Other Regular Positions

If an assignment changes for a day-to-day substitute teacher, day-to-day substitute paraprofessional/aide,
student teacher or a non-instructional staff member, a district user may take the following steps to update
the record:

Step One: Log in to the REP Application and click on the Personnel Submitted Report.

Step Two: Click on the PIC of the employee whose record you wish to update. The online single
submission screen will appear.

Step Three: Click on the "Go" Button next to the "Use full Single Submission form™ as
illustrated below:

TS ; _— — — S ' a
XX LETETJOTE-0UCaL0ME) EET DTmance sgniormaton Mic 55“

Michigan gov Home CEP Home | Makn Menu | FAQ | Users Guite | Teacher Varification | Contact CEF| Logoul
(1) Date of Count: 000000000 Options: | Use tull Single Submissian foem
{2} I5D/ESA: Eaton ISD {23)

{3y District: Paltervlle Public Schoals (23090)
Last Updated: TFE1/ 2013 via Simgle Submission ! print
HOTE: This employee has a day-to-day subsbtute teacher/paraprofessional/aide assignment only. F you wish to

add other assignments, select the Use full Sirgle Swbmission form opton from the st above.

The online submission screen will appear with all fields available to allow additional data submission.
District users may submit up to nine entries in Field 10: School Assignment Data for each position.

Step Four: Update the current assignment, or click on "Add Assignment" to add an additional blank
School Assignment section.

School Assignment Data || w | ADD
{10) School Assignment #1 [Remove)
School Code: Grade Assignment: FTE: Hourly Wage: Function Code: Classes Taught:

— k0 k010 20 0O 40O 0O

iz ¢ 70 ¢0 o0 10 O 120
Asshgnment: ) ) Highly Academic Academic Admin. Cont.
DOPAR Educationa Setting: Qualifiad: Major: Minor: Education:

| ¥ ng ng « na = na
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This section will appear when you click on "Add Assignment"":

School Assignment Data Add Assignment: | Full w|ADD

(10) School Assignment #1 (Remawe)

School Code: Grade Assignment: FTE: Hourly Wage:  Function Code:  Classes Taught:
oo |[] ~«OxO:0:0 =0 «0 s0 ]
s[]se0de w0420
hssiznment: Educational Setting: Hig:hll;r Acadlemic .'Jucaldemic Admin. Clant.
Qualified: Major: Minor: Education:
OOSUB E] h nfa W nia  » nia  » nia  »
(10) School Assignment #2 (Remawe)
School Code: Grade Assignment: FTE: Hourly Wage:  Function Code:  Classes Taught:
G e w020 =00 ad s B
s -0e0s0 w2
hssiznment: Educational Setting: Hig:hlly Au:adlemiu: .'Ju:aldemiu: Admin. Clc'nt.
Qualified: Major: Minor: Education:
E] h nfa W nia  » nia  » nia  »

Step Five: After you have made all of the changes/updates, click on "Submit REP Data for this
Employee™ located at the bottom of the submission screen to update the record.

Submit REF Data far this Employes

You must click this buttan to snbet this emplioyee’s data to the REP database

Help Feature on the Submission Screen
This icon El appears in several fields in the online application. When you click on this icon, the list of

specific codes for the field appears. You may click on the appropriate code for the record you are
entering, and the field will populate with your selection, or you may enter the code manually.

Credential Data

(12) Funded Position Status: g ' o

(17) Type of Credential: 02 {18) Credential Date of lssue: f i

(16) Highest Education Level: 04 : {19) Credential Date of Expiration: ! f
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The following window appears. Click on a code to populate the field. Use the scroll bar on the right to
view any additional codes available for the field.

Credential Types

00 - Credential not required (e.g., School Administrator, Technology Coordinator, etc.) ”
01 - Life

02 - Pending

03 - Elementary Provisional

04 - Elernentary Professional

05 - Elementary Permanent

05 - Secandary Provisional

07 - Secondary Professional

03 - Secondary Permanent

09 - Two Year Provisional Certificate

10 - Limited License to Instruct

11 - Permit, full year

12 - Permit, emergency

13 - Permit, Section 1233h

m (14 - Permit, 150 day (day-to-day substitute)

15 - Ternporary Teacher Employment Authorization (1 year)

16 - Temparary Schoal Counselor Authorization hat

close window

Bulk Upload

For the submission of multiple records, click on the "Bulk Upload File Submission™ link on the Main
Menu of the REP Application. Bulk upload files must conform to the current REP Data Field
DescriptionsREP Record Layout. Files that do not conform to the conventions will not be processed. Files
must be plain text format, ending with the file extension “.txt”.

The Bulk File Upload can be utilized to update multiple records at one time. If you have a local personnel
system, you will be able to generate a file for upload with the correct file specifications. You may upload
multiple files during each submission cycle; however, only the most recent upload for each employee
record will be retained in the system. It is your responsibility to ensure the correct data is retained in the
system. If you receive files for upload from vendors with contracted employee data, you should confirm
the file contains accurate employee data prior to uploading the file.

We have described each section of the REP Bulk File Submission separately and presented the process

you will follow. Be sure to refer to current REP Data Field Descriptions for each field submitted for
complete information regarding the required data elements. Illustrations follow:
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REP | Main Menu

Welcome to the Registry of Educational Personnel

Potterville Public Schools (23090) +

Data Submission
To submit and update personnel data, select from the following functions
* Online Single Submission

« Bulk Upload File Submission “

* Bulk File Submission Status
* Personnel Submutied

On the next screen, enter your email address, select your file for upload, then click the "Upload REP File"
button:

| o/ S — ; — i .
X' X l LETTLETI OTEaucatonal Eeriormance sanonmaton

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

REP | Bulk File Upload

Instructions Upload a Registry of Educational Personnel File

Use 12/1/2014 as the date of

c::nt in all buﬁ(sup;a: f?l:s Enter the e-mail address that CEPI should use to notify you when the file is
for the Fall 2014 Submission. processed:

Files must be in plain text format.

Microsoft Word-, Excel-, and Mote: If your e-mail system does not receive REP bulk e-mail messages, please
Access-formatted files will not be log in to the REP site and click on the "Bulkc File Submission Status" menu option
processed correctly. to check the status of your file.

Files must end with the extension

" txt". Files that end in an extension Enter the path and file name to upload:

other than ".txt" will be rejected.
Files must conform to the REP _ ) . )

Data Field Descriptions. Files that Important! You must include a complete file path when selecting your file. CEPI
do not conform to those conventions recommends that you use the "Browse" option to locate your file.

will not be processed.
If you enter the file path manually, a correct, complete file path may look like the
following example:

C:\My Documents\MyRep.txt
Upload REP File

After you click the "Upload REP File" button, the file will go through three stages:
1. Queued: The file has been received and is awaiting processing.
2. Processing: The file is currently being processed.
3. Completed: The file has been processed and you are now able to view your error report. Click the
date and time link in the “Date Uploaded” column to view the report.
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XK R

LETTLETJ 0Tt ucational Eerionmance sglnormaton

BT

Michigan.gov Home

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

REP | Bulk File Status

File Status

- Queued means that
your file has been
received and is awaiting
processing.

- Processing means that
your file is currently
being processed.

- Completed means that
your file has been
processed and you can
review your file status
report by clicking on the
date and time the file
was uploaded.

Example of a Queued or
Processing file:
B/17/2006 2:30 PM

Example of a Completed file:
6/17/2006 2:30 PM

View Your Bulk Upload File

The table below lists the dates and times that your district has uploaded a file via the REP
Bulk Submission. It also lists the status of each of those files. After the file has finished
processing, the date and time will become an active hyperlink (blue text).

1. Click on the hyperlink to retrieve your REP Error Report. Two options are available
for reviewing the file:

+ Choose "Open" to view the file in your default application for reading
text files (e.g., Notepad).
= Choose "Save" to save the text file to your hard drive.

2. Ifyour report lists records with errors, correct your source file and re-upload.

3. Ifthe report for your batch is error-free, you will see the following message: "NO
ERRORS FOUND. All records submitted in this file have been successfully
processed and saved. YOUR REP SUBMISSION IS NOT COMPLETE until you
review your 'Personnel Submitted Report.™

4 Access your Personnel Submitted from the REP Main Menu and verify that all
records (new and previously submitted) have been updated.

Huron Valley Schools

Date Uploaded Uploaded By File Size Status
9/17/2014 11:05:33 AM John Wayne 342615 Completed
17,2014 10:28:04 AM John Wayne 342615 Completed
9/17/2014 10:06:59 AM John Wayne 342615 Completed

Once your file has processed, all error-free records will be updated. If all records are error-free, the
following message appears: “NO ERRORS FOUND. All records submitted in this file have been
successfully processed and saved.” If records in the file contain errors, those specific employee records
will not be updated. You can correct the records in your file or local system and upload another file, or
update the record using the Online Single Submission page. If you make corrections in the online system,
be sure to correct the file source data. If you fail to update your source file, and upload the file again, you
will continue to receive the same errors. All records with errors will appear on the error report.

To obtain the error report, click on the link for the complete file:

Date Uploaded
/172014 11:05.33 AM

Q172014 10:28:04 AM
972014 10:06:59 AM

Huron Valley Schools
Uploaded By File Size Status
John Wavmne 342615 Completed
John Wayne 32615 Completed
John Wayne 342615 Completed

The error report provides a list of all records submitted with errors and warnings. The error message will
provide information needed to resolve the problem with the record. Warning messages are an indication
that your file may contain invalid or incorrect data, you should ensure your file has correct data.

Fall 2016
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Employee Data
Fields 1, 2, 3,4,5,6,7,8and 13
The numbers in parentheses to the left of the field name indicate the field number in the REP Data Field

Descriptions. Fields 1, 2 and 3 are automatically populated when this screen appears. Please refer to the
REP Data Field Descriptions for complete information about the field requirements.

|x:""" ~ r - Yk
LemErgoraucatonal ik eriormance saniormation %

Michigan.gov Home CEPlI Home | Main Menu | FAQ | Users Guide | Teacher Verification | Contact CEPI | Logout

REP | Personnel Submission Form

Date of Count:  XX/XX/00XK Options: [ Use N ionalform | ¥ |m
50 /ESA: Eaton 15D (23)
District: Potterville Public Schools (23080)

Last Updated: nfa B8 print

Employee Data

(27 PIC: New Personnel

(5) First Name:

(8) Middle Name:

|
|

(4) Last Name: | | (7) Social Security Number: I:Itm(wzzzz]
|

(13) Date of Birth: |f| |f| | (8) Credential License Mumber: |

Field Definitions — Help Screens

Click on any field name and a help window will appear with a definition of the field.

‘A CEPI - REP Field Definitions - Microsoft Internet Explorer __||§|E

Field 5: First Name

Definition: This is the staff member's first name.

Field &6: Middle Mame

Definition: This is the staff members middle name.

Field 7- Social Security Mumber _
Definition: This field provides for the official identification of each staff member. The Social Secunty

number should be reported without hyphens or spaces, e.g.. 333-22-4444 would be entered as

333224444,

Field 8: Credential License Number
Definition: This field identifies the state-issued credential number for licensed personnel. This is the
credential number on the license the employes is using for this position.

Field 9: Date of Hire
Definition: This field identifies the initial date of hire (date employed) for the staff member within the
district.
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To print the definitions, right-click on your mouse to access the menu bar and then select "Print."

3 CEPI - REP Field Definitions - Microsoft Internet Explorer

Field 5: First Mame
Definition; This is the staff member's frst name

Field 6 Maddle Mame

Definition: This is the staff member's middle name
Sawve Background As...

Field 7- Social Security Number Set as Background
Definition: This feld provides for the official identiication of each = Copy Background
number should be reported without hyphens or spaces, e.g.. 3332 Set as Desitop Ttem...
EXEwp R R

Select All
Field 8: Credential License Number
Definition: This field wlentifies the state-issued credential number ]

credential number on the license the employee is using for this po: Create Shortcut
Add to Favorites...
- View Source -
Field 9 Date of Hire
Definition: This Seld identifies the initial date of hire {date employe
& Encading k
istnct
Field 10: School Code F@. ™
Definition: These codes are the state-assigned numbers in the 5S¢ hieol
{buibdang/faciity) where the staff member is employed Convert to Adobe POF
Comvert to existing FOF
Field 10 Assignment Code Ewmart o Miernanft Fyeal

Online Application: Fields 1, 2 and 3 are prepopulated in the online application with the
appropriate date of count and the authorized user's operating ISD/ESA number and operating
LEA/PSA/ISD number.

Field 1: Date of Count

The date of count is the due date for submission of the REP data. There are two statutory submission
deadlines for the REP: the first business day in December and June 30 of each school year. The date must
be in xx/xx/xxxx format. For example, a due date for the fall submission would be entered as
12/XX/20XX and a due date for the EOY submission would be entered as 06/30/20XX. For the Online
Application, this field defaults to the due date for the current submission.

Submit data in this field for all personnel with assignment codes "000AX" through "99900".

Field 2: Operating ISD/ESA Number
Submit data in this field for all personnel with assignment codes "000AX" through "99900".

This is the state-assigned operating number for the ISD/ESA. This code identifies the operating district
where the staff member is employed. For example: St. Joseph County ISD is submitted as "75". For the
online application, this field defaults to the ISD number for the district's authorized user.

Field 3: Operating LEA/PSA/ISD Number
Submit data in this field for all personnel with assignment codes between "000AX" and "99900".

This is the operating number for the LEA, PSA or ISD. The EEM state administrator assigns the entity
codes. Use the LEA, PSA or ISD code where the staff member is employed. The EEM numbers have
always been five digits. You can find all entity codes in the EEM at: https://michigan.gov/eem/. Send
guestions regarding this field to CEPI@michigan.gov. For the online application, this field defaults to the
Operating LEA/PSA/ISD Number for the district's authorized user.
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Field 4: Last Name
Submit data in this field for all personnel with assignment codes "000AX" through "*99900".

This is the staff member's last name. When submitting data via the REP Single Submission Online
Application, do not enter data with spaces and punctuation marks. This does not apply to Bulk Upload
files. In order to account for all positions in the district, report all staff members who fill positions that are
temporarily vacant because of the terminations of staff members. Report all pertinent information about
the temporary substitute or contractor that you would report for any employee of the district.

Field 5: First Name
Submit data in this field for all personnel with assignment codes "000AX" through *99900".

This is the employee's first name. When submitting data via the REP Single Submission Online
Application, do not enter data with spaces and punctuation marks. This does not apply to Bulk Upload
files. In order to account for all positions in the district, report all staff members who fill positions that are
temporarily vacant because of the terminations of staff members. Report all pertinent information about
the temporary substitute or contractor that you would report for an employee of the district.

Field 6: Middle Name
Submit data in this field for all personnel with assignment codes "000AX" through *99900".

This is the employee's middle name (when applicable). When submitting data via the REP Single
Submission Online Application, do not enter data with spaces and punctuation marks. This does not apply
to Bulk Upload Files. 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. Report all pertinent
information about the temporary substitute or contractor that you would report for an employee on staff.

Field 7: Social Security Number

You must submit this field or Field 8: Credential License Number for all personnel with assignment codes
"000AX" through "00598" (excluding "00310" through "00413" and "000NF"), "60300" and "60400".
This field is required for assignment codes "00310" through "00413" and "60000" through "99900"
(excluding "60300" and "60400").

This field provides the official identification of each employee. You must report the Social Security
number without hyphens or spaces (e.g., you would enter 333-22-4444 as 333224444). This field must
have a value if the position is vacant.

Field 8: Credential License Number
This field applies to all employees with assignments codes "000AX" through "00598" (excluding "00310"
through "00413"), "60300" and "60400".

This field identifies the state-issued credential number for licensed personnel. This is the credential
number on the license the employee is using for this position.

The Office of Professional Preparation Services (OPPS) issues credential numbers with varying lengths.

If the credential license number is less than 15 digits, left justify and pad with blanks to the right of the
credential number.

Field 13: Date of Birth
This field applies to all employees with assignment codes "000AX" through "99900".
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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.

Measurement Data
Fields 9, 11, 14, 15, 20, 25, 26 and 28

Update for Field 20: Educator Effectiveness

There are two views for the Measurement Data Screen related to Field 20: Educator Effectiveness. Field
20 is required for the EOY submission only, but may be reported in the Fall Submission. Labels reported
in the Fall Submission will be retained in the EOY Submission. Be sure to review Field 20 in the Data
Field Descriptions for complete reporting requirements.

Reporting of Educator Effectiveness Label Required View
(See Field 20: Educator Effectiveness for required assignment codes)

Measurement Data
(14} Gender:
f Hi {15) Racial/Ethnic Category
( - i
(%) Date of Hire / PR 0
(26) Date of Termination: I I Asian American: ]
Black or African American: 0
(25) Employment Status: |:\
Native Hawaian or Other Pacific islander:|
(28) Full Time Base Annual Salary: Whie 0
{11) Title 1 and Title I, Part A l:] Hispanic or Lating 0
Teachers:

@mr@&

Reporting of Educator Effectiveness Label Optional View
(See Field 20: Educator Effectiveness for optional assignment codes)

Measurement Data

(14) Gender: F
(15) Racial/ Ethnic Category

(%) Date of Hire: 12 113 /1993 American Indian or Alaska Native: 0
(2¢) Date of Termination: / / Asian American: 0

Black or African American: 0
(25) Employment Status: % E] Mative Hawaiian or Other Pacific Islander: 0
(28) Full Time Base Annual Salary: White: 1
(1) Tit tA Hispanic or Latino: 0

(20) Educator Effectiveness:
(Optional)

Field 9: Date of Hire
This field applies to all employees with assignment codes "000AX" through "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 you rehire that person at
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a later date, he or she would have a new hire date. For vacant funded positions (vacancy created since the
previous school year and not yet filled), leave this field blank.

Field 11: Title I and Title Il, Part A, Teachers
This field applies to assignment codes "000AX" through "00598". Leave this field blank for assignment
codes "60100" through "99900".

This field identifies the teachers funded by Title I, Part A, who teach core academic subjects in a Title |
targeted assistance program or who teach core academic subjects in a Title I and Title Il, Part A
schoolwide program. See Field 10 in the current edition of the REP Data Field Descriptions for more
information regarding core academic subjects. We have used a double asterisk (**) to identify core
academic subjects.

Field 14: Gender Code
This field applies to all employees with assignment codes "000AX" through "99900".

This is the gender of the employee. For vacant positions created since the previous school year and not
yet filled, leave this field blank.

Field 15: Racial/Ethnic Code
This field applies to all employees with assignment codes "000AX" through "99900".

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 each employee.

Identify the race/ethnicity of the staff member. For vacant positions created since the previous school
year and not yet filled, leave this field blank.

Refer to Field 15: Racial/Ethnic Code, in the Data Field Descriptions for more information about the
race/ethnicity selections.

Field 20: Educator Effectiveness
Note: This field is required for the REP EOY submission only.

The Revised School Code [380.1249(a) MCLA] requires that all districts develop and implement annual
educator evaluations. These systems are locally determined and must include measures of growth in
student achievement as a significant factor. Districts must use these systems to evaluate all educators, and
to assign an effectiveness label to each educator.

Districts are expected to report one effectiveness label per educator. If the educator serves in multiple
roles, the district must determine an appropriate evaluation metric for that individual and assign an
overall effectiveness label for that educator.

The labels required for educator effectiveness under the American Recovery and Reinvestment Act of
2009, State Fiscal Stabilization Fund Il (SFSF) grant assurances are highly effective, effective, minimally
effective and ineffective. Local education agencies (LEAS) are required to determine and define within
their local evaluation systems the criteria attached to each of four labels. If the LEA uses alternative
labels, the LEA must determine which labels correspond with the four labels listed.

Under SFSF, educator effectiveness labels are required in the EOY REP data submission. Effectiveness

labels should be reported based upon the employee's most recent evaluation. The evaluation of
administrators' job performance is required at least annually [Section 380.1249(a) MCLA\].
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Fields 21 through 23 are reserved fields and not in use at this time.

Field 25: Employment Status
Submit data in this field for all personnel with assignment codes "000AX" through *99900".

This field identifies the employment status of each employee. Report the appropriate code that identifies
the status of the employee:
e Report code "00" for vacant positions.
e Report code "99" for returning employees, new non-instructional employees, new (to the district)
experienced teachers, substitutes or contractors, or employees on leave.
e 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.

Field 26: Date of Termination/Separation of Employment
This field applies to all employees with assignment codes "000AX" through "99900".

This is the date of termination of the staff member. Report all fields appropriate for the assignment code
reported in Field 10: School Assignment Data. For vacant positions created since the previous school year
and not yet filled, leave this field blank.

Report terminations during the cycle in which the terminations occur. For example, if an employee
terminates his/her employment on November 1, report the termination in the December submission. If an
employee terminates his/her employment on February 1, report the termination in the June submission.

Field 28: Full-Time Base Annual Salary

The purpose of Field 28 is to collect the full-time base annual salary for employees in given assignments
in order to meet the needs of Title I, Part A of the No Child Left Behind Act (NCLB). District users must
submit this field if they are required to complete the Title | Comparability Application. Reporting of this
field is optional for all other districts. This field applies to assignment codes "000AX" through "99900"
and must contain a value. Refer to Field 10 (hourly wage section) and Field 28 in the REP Data Field
Descriptions for complete reporting requirements.

Assignment Data - Field 10

Field 10 identifies assignment information about the staff member. All school personnel must be reported
in the REP regardless of the FTE count. All assignments for each staff member must be reported. To add
multiple assignments, click on "Add" for each additional assignment for an individual employee. District
users may submit up to nine entries in Field 10: School Assignment Data requirement for each position.
To remove an assignment, click on "Remove".

School Assignment Data Add Assignment | Full ¥ | ADD

{10y School Assignment

School Code: Grade Assignment FTE: Hourly Wage:  Function Code: Classes Taught:
[[] =O«O0:0:0 50 «0 s0 m

e 7000w

Highly Academic Academic Admin. Cont.
Qualified: Major: Minor: Education
-] Y (na w nia w na nfa w

Azsignment: Educational Setting:
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To view a list of assignment codes, click on the E] icon.

School Assignment Data #Add Assignment: | Full | ADD

(10 School Assignment #1 (Remove)

School Code: Grade Assignment: FTE: Hourly Wage: Function Code: Classes Taught:
B ek k01020 =0 o0 sO _ [ZI
s]70e0e w2l

Highly Academic Academic Admin. Cont.

A H r -
. ssignment Educational Setting: N Qualified: Major: Minor: Education:
E] X nfa W nfa v nla [» nfa ™

The following screen will appear:

Assignment Codes

-- choose an assignment group -
Administrators

Bilingual ParaprofessionalsfAides
Bilingual Program Teachers
Day-to-Day Substitute Staff

Early Childhood Instructional Staff
Early Childhood Staff

Instructional Staff
Mon-Instructional Staff
Mon-Instructional Staff - Consolidated Code
FParaprofessionals/Aides

Student Teacher

Select an assignment group by highlighting and clicking the group for which you wish to obtain a
complete listing of assignment codes:

Assignment Codes

-- choose an assignment group -

Adrministrators

Bilingual Paraprofessionals/Aides
Bilingual Program Teachers
Day-to-Day Substitute Staff

Early Childhood Instructional Staff
Early Childhood Staff

Instructional Staff
Mon-Instructional Staff
Mon-Instructional Staff - Consclidated Code
Paraprofessionals/Aides

Student Teacher

The following screen will appear. Select the appropriate assignment code to populate the field. Use the
scroll bar to view the complete list of assignment codes.
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Assignment Codes

Instructional Staff hd

000AX - Communication Arts -
OO0BA - English

DOOBC - Journalism

000BD - Speech

OO0OBT - Reading

000BX - Language Arts

00aCA - Economics

00OCE - Geography

Q00CC - Histary

Field 10: School Assignment Data (includes the following data elements: School
Assignment by Grade, FTE, Wage, Accounting Code, Highly Qualified, Academic Major,
Academic Minor, Administrator Continuing Education and Number of Classes Taught)

This field applies to assignment codes with numbers "000AX" through "“99900".

Report the staff member's school/facility where assigned, position assignment, grade level, FTE, wage,
accounting function code, highly qualified status, academic major, academic minor, administrator
continuing education and number of classes taught as appropriate for the assignment code. A district may
submit up to nine assignment codes for an employee, 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 you report
more than one assignment, you must report all sections (assignment, grade level, FTE, wage, etc.) for
each assignment, dependent upon the assignment code and FTE.

This field includes the following data elements. Refer to Field 10 of the REP Data Field Descriptions for
complete information about this field.

School -This is the state-assigned school/facility code (from the EEM) where the staff member is
assigned. For a complete definition of a school, refer to the REP Data Field Descriptions, Field 10. For
information regarding a school code number, refer to the EEM website at https://cepi.state.mi.us/eem/.

Assignment — (Teachers: Assignment Codes ""000AX"" through "'00598"* and "*60300"" or "'60400")
Use these five-digit codes for instructional teaching staff members. Use these assignment codes for
teachers in general education, special education, or career and technical education, as specified in the REP
Data Field Descriptions in Field 10.

Assignment — (Early Childhood Assignment Codes **60100"" through "*60700"") — Use these five-digit
assignment codes for early childhood education staff.

Assignment — (Administrators, Paraprofessionals/Aides and Non-Instructional staff members:
Assignment Codes "70000" through "99900") Use these five-digit codes for all non-instructional and
administrative staff members. 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). Select the assignment codes for paraprofessionals/aides (""80001"
through "80016") and non-instructional staff members (*81500" through "99900") by position
classification or the major responsibility of the position description. You can find these specific codes 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
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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 for each staff member employed in the school district.
This refers to the amount of time required to perform an assignment stated as a portion of a full-time
position. The FTE is computed by dividing the amount of time employed by the time normally required
for a full-time position within a given school district. If a position is vacant, report the FTE for that
position. Refer to the REP Data Field Descriptions for detailed information regarding FTE. Reporting of
the FTE is not required for assignment codes "00SUB," "00PAR" AND "00STU".

Hourly Wage — Reporting of the hourly wage is optional; however, you must submit a value or a fatal
error will be reported. See the REP Data Field Descriptions for complete reporting requirements of the
hourly wage.

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 the specific recommended
accounting/function codes. For more detailed information, please refer to the Michigan School
Accounting Manual 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.

Highly Qualified Status - (Online Application) — Using the drop-down menu, select "Yes," "No" or
"N/A" for staff members with assignment codes "000AX" through "00598". See Assignments to General
Education in Field 10 of the REP Data Field Descriptions for a listing of the core academic subject area
assignment codes that you must report with "Yes" or "No". Review the requirements for reporting of
highly qualified status for assignment codes "80001" through "80016" (paraprofessionals/ aides). Also
refer to Field 10 for a listing of the paraprofessionals/aides that must report highly qualified status.

Highly Qualified Status (Bulk Upload Application) — Report "1" (Yes), "2" (No) or "0" (N/A) when
reporting core academic instructional staff members or instructional paraprofessionals/aides. See
Assignments to General Education in Field 10 of the REP Data Field Descriptions for a listing of the core
academic assignment codes that you must report with "1" (Yes) or "2" (No) for highly qualified status.

Academic Major — (Online Application) This field is optional. Using the drop-down menu, select
"Yes," "No" or "N/A" for staff members with assignment codes "000AX" through "00598" 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 the assignment codes that you must report
with "Yes" or "No" for academic major. (Bulk Upload Application) Use "1" (Yes), "2" (No) or "0"
(N/A) when reporting academic major.

Academic Minor — (Online Application) This field is optional. Using the drop-down menu, select
"Yes," "No" or "N/A" for staff members with assignment codes "000AX" through "00598" 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 you must report
with "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 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.
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Number of Classes Taught — For staff members with assignment codes "000AX" through "000ZZ,"
report the number of classes taught for each core academic assignment code reported in Field 10. For
non-core academic assignment codes and assignment codes "00500" through "00598" and "70000"
through "99900," report a "0" in this position.

Credential Status
Fields 12, 16, 17, 18, and 19

Credential Data

{12) Funded Position Status: g D
{17) Type of Credential: 0z |:| (18) Credential Date of Issue: i i
{18) Highest Education Level: 04 D {19) Credential Date of Expiration: i i

Field 12: Funded Position Status
This field applies to all employees with assignment codes "000AX" through "79999".

This field identifies the status of positions that are either filled by permanent employees, approved
substitutes or outside contractors, or that remain unfilled. This field applies to assignment codes with
numbers between "000AX" through"79999".

Field 16: Highest Degree
This field applies to all employees with assignment codes "000AX" through "99900".

This is the highest degree earned by the staff member. For vacant positions created since the previous
school year and not yet filled, use code "00".

Field 17: Type of Credential
This field applies to all employees with assignment codes "000AX" through "99900".

This is the type of credential held by the employee. If the position is one that requires a specific credential
(assignment codes "000AX" through "00598"), report the required credential for the assignment code. 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.

Reserved
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Field 29: Reserved
Field 30: Reserved

New Teacher Professional Development

Professional Development Data

(24) Days of Professional Development

Classroom Management: Instructional Delivery (Strategies):

Field 24: New Teacher Professional Development (EOY Submission)

Indicate the number of days by type(s) of professional development provided to new teachers (those
within their first three years of employment in classroom teaching) during the school year (July 1 to June
30). This field is used to determine in what professional development novice teachers have received that
was district supported as specified within Section 380.1526 of the Michigan Compiled Laws (MCL). This
field will collect the number of days of professional development provided by the district for assignment
codes "000AX" through "00598" (except "00200" through "00413"), and "60300" and "60400" that are
reported with a code "97" or "98" in Field 25: Employment Status.

Field 27: Personnel Identification Code (PI1C)

The REP produces the PIC. The PIC appears at the top of the online submission screen for previously
submitted records. For new record submissions, the REP assigns the PIC when the record is saved.
(Although we do not require you to do so, we recommend that you submit this field in the Bulk Upload
process to ensure the validity of the record.)

Insteuctioms Happy Valley Public Schools
This feport kst the personine Fecords updated for this submission cycle: 2
sk i Hrict Fosd Records not updated for this submission oycle: 23
nubmied fo the BIF. During
each submission Cycks of ihe Pafsonmel Search
FEP, yois cheteict Aussd Lgsiiste
each recond ms wisl a3 onter (GO
vy ey pernonnel empleyed He == Pt Harre
Iy yoar chsirict — |
- | et i

T learn) howr b update &

ponred il -
a-e- = XL i = Sarrwy ol icor ey

(0 Sy by e roconds that hres bepor updiabed Ber IS Subriesion [+

S oy B Tecons thall haree NOT beern updated fo this suenission (33

Icon Legend
[P redand = !
ngachabiac] Bor el o To Page 1 & 1 pGa]
ket 2 e ABCT EFGH/JK MNOP RST (ALLY
X Perpannel recond nof Sarly, Maddl
e for fres Status st Warmes Firnt Barras Datn of Birth Garader

SUlete S Cile
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ERT 1
X EI LETHET§ 0T o ucational Eerionmance adlniormaton @ Michigan.gou
Miciigan ooy Home CEP Home | Man Meny | EAQ | USers Guige | Teather Venlalon | Coalacl CEP! | Logout

REF | Personmad Submission Form

(1) Date of Count: 20000000 options: | Lse Non-instroctional ferm | | GO |
{2) BDJESA: Eaton 5D (23)
{3) District: Pofleralie Public Schools [23050)

Last Updated: nia ] priet

Employee Data

&y pic: #6863

{5} First Mamse:

(&) Middle Mame:

{4) Last Name: (7) Social Security Hurnber: {sooopyrzz)

(13) Date of Birth: ! ] (&) Credentfal Licerse Mumber:

REP PIC Search Feature

The REP PIC Search is a feature within the REP Application that allows authorized users to obtain PICs
for staff members at any time. The REP PIC Search feature includes the following data:

e First and Last Name e Michigan Credential License Number
o Gender (when available)
o Date of Birth e Personnel Identification Code

e Social Security Number
For further information about obtaining PICs for new or current employees, please refer to:
http://www.michigan.gov/documents/cepi/PIC_Search Users_Guide 360498 7.pdf.

Saving a Record/Updating a Record

After you have entered all of the data for a record, click on "Submit REP Data for this Employee.” The
REP Application will error-check the data and either:

1) Save as a valid record;
OR
2) Generate one or more warning or error message(s).

Submit REF Data for this Employes

You must click this button to snbeit this empiayee’s data to the REP database

Saved as Valid Record

If the data entered produce a valid record, the following screen will appear. When you have submitted a
valid record, three options are available:
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1. Personnel Submitted: Returns to the Personnel Submitted Report.
2. Add a new employee: Returns to the Submit New Personnel screen.
3. Return to REP Main Menu

2 'jﬁ - - . - " - - : “
u’ LEenErgoraucanonal periormance & niormanon @ _‘%

ichigan, ao Home CEFiHome | Maen Wenu | EAQH| User's Guide | Teacher Vericalion | Coofaci CEP) | Logea

REP | Personmne! Suvmisson Fonm

Errors

+ Mo emors were Tound

Wamings
WS A0 Ner AMpe] M BB REN HAIUE OF St retord However, (f Sy marangE Bne [Eed Selon DIRSER fte S v S re RS

« Mo wamings were found

PIC §29999%9 (John Wayne) has been submifled successhamy!

B e

Th fior your data submission Ye acd a new employes Of you May review your gisinct's submission by
At Fersonnel Submitied
Returmn to the REP Main Meénu e

You may either click on "Personnel Submitted" to view a list of all of your district's personnel previously
submitted, click on "add a new employee,"” or click on "Return to the REP Main Menu" for other options.

Warning Messages

Various warning messages may appear in the REP error check report. When a warning message appears,
your record will still be saved.

| of WA . ; i R &
X )( LENErorEaucanonal k- erormance aclntormaton

Michican ooy Home CEPI Home: | Main henu | FAG | User's Guide | Teacher Yerification | Cortact CEPI | Logout

REP | Pa

Errors

o Mo errors were found

Warnings
Warnings do not affect the submlssion status of the record. However, if any warnings ave listed below, please review and verify the results,

o [Field 25] Code 99 indicates that an experienced teacher has been placed in a regular teaching position. Hawever,
the date of hire you reported indicates that s/he has been employed by the district for fewer than three years. Please
verify that this teacher has more than three vears of employment in the profession of teaching.

PIC 404273 (ASHLEY BEEZ) has been submitted successfully! Thank you for your data submission. You may subrmit &
new emplayee by accessing Persannel Search, or you may review your district's submission by accessing Personnel

Subrmitted.
Return to the REP Main Weno
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Warning Message Samples

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 10 — School Code or School Assignment
Accounting Code XXX in School Assignment #1 is not recommended for the submitted assignment code.

Field 10 — Record with less than 0.5 FTE
[Note] If you are attempting to submit a non-instructional employee with less than 0.5 FTE with the
minimum data requirements, please remember that all non-required fields must be left blank.

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:

TR D
Lonter tor Foneatinnal Port " n X Fy i
i k" LENEIS DT UCatondl S EHOrMance s mormauon

— 3 = ==
Michigan.cov Home CEPHome: | Main Menu | FAG | User's Guide | Teacher Yerification | Cortact CEF | Logout

Errors

 [Field 4] Last Name, a required field, is missing.

o [Field 12] For personnel with valid Assignment Cades (Field 10) 000AX-79999, the Funded Position Status Code is
reguired.

o [Field 25] Employment Status, a required field, is missing.

Warnings
Warnings do not affect the submission status of the record, However, if any warnings are listed below, please review and veriiy the results.

o Mo warnings were found

Return to the Personnel Detail form to corect the erars
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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 Online Application entry form to make the corrections. Once you
have edited all of the errors, click on "Submit REP Data for this Employee" once again. If the record is
error-free, the system will save the record. If you receive more error messages, repeat the process until
you correct all of the errors. You must correct all errors to save a record.

Personnel Submitted Report — Search Tools

The Personnel Submitted Report has search tools that allow district users to search for individual
employee records. To assist district users with easy record retrieval, several record search features are
available on the Personnel Submitted Report. These features will allow district users to access individual
records quickly. Go to the Main Menu. Click on "Personnel Submitted."

7 el ; _ -._ .-
X LETTIET DT OCaTIOTaE e OTmance s morma o,

CER Moma | Uain Meny | FAQ | Users Gulle | Tescher Verfcaton | Contsc) CREN Logoul

Welcome to the Registry of Educational Personnel

My District: | ‘Grand Rapsds Public Schools (41010) ~

Data Submission
To submit and ppdate personnigl data, select from the fellowing funclions

W Sl Submed

District users may search by PIC, Name, Social Security Number or by clicking on a letter to find a group
of names within the alphabetic listing. The following screen will appear when the district user clicks on
"Personnel Submitted" on the REP Main Menu:

B : : R - i
* Xl LEMErdorducatonal Eerformance & lnformaton @'u Enioan.o |:&
= =

Fall 2016

Michigan gov Home

MIWIMIWIWIWIM

REP | Personnel Submifted

Instructions

This report lists the
personnel that your district
has submilled lo the REP
During each submission
cycle of the REP, your
district must update each
record as well as enter any
new personnel employed by
your district

Ta learn how to update a
personnel record, read the
Instructions.

To print your personnel
submilted, please click the
Icon below

BB erire

lcon Legend

o Personnel record
updated for the
submission cyche

X Personnel record not
updated for the
submission cycle

Hote: When all personnel

nave been submilled for

your district and there is a

green check mark () next

to each personnel record
your REP submission is
compléte. Your submission

Is not considered complete

if any records show a red

(X)),

Happy Valley School District

Records updated for this submission cycle: 73
Records not updated for this submission cycle: 101

Parsonnal Ssarch

PIC First Name
55N Last Name GO
© Show all records

O Show only the records that have been updated for this submission (v}
O Show anly the records that have MOT been updated for this submission (X)

<< Previous Go To Page |1 of 1 [GO] Next »»
ABCDEFGHIJKLMNOPQRSTUVWXYZ (ALL)
Sf:t:‘s PIC Last Name First Nama Middie Name Date of Birth Gender
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e Personnel Search: Enter the staff members PIC, SSN or name in the appropriate box and click
the "Go" button.

e View All Records, Updated or Non-Updated Records: Click on the radio button for the list of
records desired.

e Search by Page: Enter the page number desired in the "Go To Page" Box and click on the "Go"
button.

e Search by Letter Group: Click on the letter desired. The report will provide a complete list of
all staff members whose names begin with the last letter selected.

Update/Verify a Record

During each submission cycle, you must verify every record as accurate. You may update/verify records
at any time during a submission cycle. Go to the Main Menu. Click on the "Personnel Submitted"” link
under the heading Data Submission.

The following Personnel Submitted Report will appear, showing a list of the employees whom the district
authorized user has previously submitted to the REP. During each submission cycle of the REP, the
district user must update each record and verify that the data previously submitted are still valid. After the
user verifies and/or updates each record for the current collection period, the Submission Status column
will show a green check mark (+). If the personnel record is awaiting verification for the current
submission cycle, the Submission Status column will show a red "x" (¥ ). When the district user
successfully adds a new personnel record to the REP, the Submission Status column for that record will
automatically show a green check mark (¥"). When all of the personnel records for the district are
submitted and there is a check mark (¥) next to each personnel record, the REP submission is complete.

To begin the record verification for the district's personnel, click on the PIC for the employee to be updated
or verified. The REP Application screen will appear with the employee's previously submitted data.

REP | Personnel Submitted

Instructions Happy Valley School District
This report lists the Records updated for this submission cycle: 73
personnel that your district Records not updated for this submission cycle: 101

has submitted to the REP.
During each submission

cycle of the REP, your Personnel Search

district must update each
record as well as enter any PIC: First Name:
new personnel employed by
your district. SSN: Last Name:
To learn how to update a
personnel record, read the © Show all records
instructions. O Show only the records that have been updated for this submission (v')
To print your personnel © Show only the records that have NOT been updated for this submission (X)
submitted, please click the
icon below:

n . << Previous Go To Page |1 of 1 [GO] Next ==

print
ABCDEFGHIJKLMNOPQRSTUVWXYZ(ALL)
Icon Legend Si:t?.l.s PIC Last Name First Name  Middle Name Date of Birth Gender
v Personnel record v 989898 BEEZ ASHLEY 6/15/1962 F

updated for the
submission cycle.

X Personnel record not
updated for the
submission cycle.

After you have updated or verified the employee record, click on ""Submit REP Data for this
Employee™ at the bottom of the submission screen.
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If the update contains errors, the Error Message Report illustrated previously will appear. You must
correct all errors before you can update the record.

Personnel Submitted Report/Complete Submission

The Personnel Submitted Report lists all employees reported successfully for your district for each
submission cycle, as well as those employees whom you reported in the previous submission but did not
update/verify. You will find this report 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 previously submitted employees have red "Xs" (¥ ) next to their names.
After you have updated/verified a record, the red "X" (¥ ) will change to a green check mark (+). When
all employees have green check marks (+') in the Personnel Submitted Report and you have submitted all
new staff members, 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 you have updated all of your previously submitted records:

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.

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: Date of Termination/Separation of Employment, report the date of termination.

Deleting a Record

Only CEPI personnel may delete records from the REP database. CEPI will delete only duplicate records
and records for individuals who have never worked for your district.

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

1. Send an email message to CEPI@michigan.gov.

2. Subject line: REMOVE EMPLOYEE.

3 Message: District name and district number, followed by the employee's PIC humber and
name. Include a district contact name and phone number.

4. Note: If you are requesting removal of a duplicate record, the first record submitted by
your district user 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 that should not have been removed from your file, you will be
required to resubmit that record.

Problems with a Social Security Number

When a problem with a Social Security number occurs, contact CEPI Customer Support at 517-335-0505
x3. For security reasons, do not email Social Security number to CEPI.
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Bulk Submission/Upload REP Data

Districts with personnel management systems commonly use the bulk submission component. The system
extracts personnel records as one large data file and then uploads them in a single process called bulk
upload.

Bulk Submission/Update REP Data

District users must format the bulk submission file as described in the Record Layout of the REP Data
Field Descriptions. When the user is ready to upload the file to CEPI, he or she may do so through the
REP Application online. All files submitted to the bulk upload must end with ".txt". The application will
reject files submitted with any other extension. When submitting a file, be sure to enter your complete
email address and the path and file name to upload. Use the Browse button to locate your file. After you

have entered the email address and file name, click on | YrieadREFFile | After you have submitted the
file, the system will send a confirmation message to the email address provided.

| ; 'I’ ¥ - - 1] ¥ L) - -
v 5.4.4 | Lentergoraucatonalerormance admormaton

REP | Bulk File Upload
(T Foms Upload a Registry of Educational Personnel File

Enter the appropriate Fall or|  Enter the e-mail address that CEPI should use to notify you when the file is
EQY date of count in all bulk processed:
upload files.

Files must be in plain text format.
Microzoft Word-, Excel- and
Access-formatted files will not be
proceszed correctly.

Note: If your e-mail system does not receive REP bulk e-mail messages,
please log in to the REP site and click on the "Bulk File Submission Status”
menu option fo check the status of your file.

Files must end with the extension Enter the path and file name to upload:
"txt". Files that end in an extension E
other than "txt” will be rejected. __TUWSE...

Files must conform to the REP Data
Field Dezcriptions. Filez that do not
conform to thoze conventions wil
not be processed.

Important! You must include a complete file path when selecting your file.
CEPI recommends that you use the "Browse” option to locate your file.

If you enter the file path manually, a correct, complete file path may look like
the following example:

C:\My Documents\MyRep. txt

Upload REF File

Bulk Submission Status

After you have submitted the file via the REP Bulk Upload Application, the system will add it to the
gueue. Once the REP has processed the file, it will send a message to the email address that you entered.
Files are processed in the order received.
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MCragn gy Horme: R Horreg  biown Paney DEAG | Uptrs Subcle | Tepher Yensicabon | Lot CER | Logout

Welcome to the Registry of Educational Personnel

Happy Valley Public Schooks
S iChawtepn Ertily. IISE]

Morgublc Scinool Per sonnel Fieport

Data Submission
To subima and update personned data, selec] from the following functions
a Dnline i--'.l]le Subrmission
hmission Slalus
Data wubemitied by scheos 4 il

The following screen will appear.

| : -..f- - - & . _ A R S
X' i" LETER S YO DCational F e ormance aqlmarmation

Icaan ey Home P et | e Mbore | EAG | Waet's Chuide | Teacher Yerificobon | Conisct TP | oot
File Status View Your Bulk Upload File
The fable below lists the dates and limas thal your disinct has uploaded a file via the
Dueised means thal your fe
E mm,mﬂ:ﬂ m‘“: REF Bulk Subméssion. I also lists the siatus of each of those Sles. After the file has
wwnling processng finished processing, the date and time will become an aclive hyperink (blue fex)
* Procossing seans that vor
fie 2t Guarprithy Bebing 1. Click orthe hypedink 1o etrieve your REP Emor Report. Two options ane
Eaoer e availalsle for ririwang the file
& Conmgiberid mears thal your & Chooss "Opan® bo view the e in your default agphcaben fr mading taxd
T et i pr it e files {e.g , Notepad)
i G haTY Yo Bl = Choose "Save” to sawe 1he text file to your hard deve
Lﬁ:ﬁ:ﬂﬁﬁfﬂ 2. Wyour report lists records wath erors, cormec! your source Ele and re-upload
e 3 Hike report for your batch is emorfree, you will see the followang message: "NQ
ERRORS FOUND. Al recovcls subimitted in this fike have bean successivly
Excarmple of & i of peocassed and saved YOUR REP SUBMSSION I8 NOT COMPLETE wnbif pou
Procesaing i neviyour B L Bacort =

EATIN0E 230 P

the REP Man Menu and veufy that all

Exvarpile o & Complel el i reconds {m Bled) have been updaled
1 TR005 230 P
MIEE
Date Uploasded Mistrict Asegunt Uplosdod By Fie Size Status:
el i IOURUCHZIICAPM | XNR0 | AVODEIEZ | Lyrre Ericksen I Precestng
Search fov uploaded fles using the AAC0BSED | Lyrne Erick 12048 |G el
s 0l YT =] et
anatdd S inne am | el | AID0EEE | Lynne Erickson 2588 | Completed
District: @
DNO000E B 5050 AM | 23000 | ATD0SEET | Ly Enclion 205 | Compieled
. GO INAC00E BEEI0 AM | T390 | AIDDESET? | Lyrne Erickson 2393 | Compleled
SNACTCR R AT AM | WA | AN | 1 vene Frickn DAY | Crerelednd

REP Reports

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 File 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

Access your Personnel Submitted Report to review your records' status. Click the Date Uploaded
hyperlink for your file to review your error report.
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A separate user guide is available that provides detailed information about the reports available to users of
the REP Application. The REP Report User Guide is available on the REP web page under REP Help and
Resources.

Need Additional Help>

For questions regarding REP content or assistance with the REP Application, please send an email
message to CEPI@michigan.gov or call 517-335-0505 x3. Please provide your name, district code and
district name, the CEPI application name, your telephone number (including area code and extension),
email address, and specific questions.
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