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Introduction

This guide is intended for authorized users of the Nonpublic School Personnel Report
Application. The User Guide is divided into sections to correlate with the online
application and includes information about each field and the data to be submitted.
The guide also includes instructions for using the data entry system and creating
reports of submitted data.

Along with this document, please read the NPSPR Data Field Descriptions and any
addenda posted to the Nonpublic Schools web page.

General Information

What information is entered into the Nonpublic School
Personnel Report?

NPSPR is designed to collect basic employment elements for all nonpublic school
personnel. Personnel data must be submitted once each year in the fall. Data are
entered and edited online.

NPSPR data are used to meet the requirements of school safety legislation. Effective
Jan. 1, 2006, Michigan law requires that criminal history checks be conducted by the
Michigan State Police and the FBI for all regular and contracted employees hired or
assigned by public and nonpublic schools.

When is the Nonpublic School Personnel Report due?

The deadline for data submission is December 1, 2025. The application is open
from Sept. 1 through Dec. 1, 2025.

Help and Resources

MiLogin Account or Password

If you have problems remembering your MiLogin ID or password for NPSPR, please
visit the MilLogin page. If you are still unable to log in, contact CEPI customer support
at cepi@michigan.gov.

NPSPR Content Information and Resource Materials

For detailed information about NPSPR, please visit the CEPI website. Click “Nonpublic
Schools” on the navigation bar. This link will provide information about NPSPR such
as the Data Field Descriptions, current submission information, resource materials,
application access and the Security Agreement form.
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For questions regarding report content, please email CEPI customer support at
cepi@michigan.gov. Please provide your name, school code and school name, the
CEPI application name, your telephone number (including area code and extension),
your email address and your specific questions.

NPSPR Data Field Descriptions

The NPSPR Data Field Descriptions document contains information regarding the
required data elements for each submission cycle. Use this document, along with the
NPSPR User Guide, to assist with your data submission. Be sure to print the Data
Field Descriptions and any addenda that may be posted in the Nonpublic School
Personnel Report Data Manual section.

Manuals

Fall 2023 NPSPR Data Field Descriptions

« EEM User Guide

« MSDS Nonpublic User Guide
« NPSPR User Guide

Help and Training

Technical Material
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Application Startup and Security

Authorized User - Your MiLogin Account

NPSPR is available to individuals who first obtain a MiLogin account and then receive
authorization via a security agreement application for NPSPR. If you do not have a
MiLogin account, go to MiLogin. You may use the same MiLogin account number for
all MiLogin applications, but you must submit a separate security agreement for each
application you wish to access.

If you have a MiLogin account but do not remember your ID or password, please go
to MilLogin to reset your password. If you require further assistance, contact CEPI
customer support at cepi@michigan.gov.

Create Your MiLogin Account

MilLogin is a security system for use with all MiLogin applications. Users only need
one account, which allows access to multiple applications.

e MilLogin accounts are unique to each individual user.
e MilLogin accounts must never be shared.
e MilLogin accounts remain open forever.

If you do not already have a MiLogin account, go to the MiLogin website and click
“Create an Account.” Follow the directions to obtain an account or update your
account information.

Welcome to

MiLogin

Michigan's one-stop User ID or Email
login solution

Lookup your user ID

Password

MiLogin connects you to all State of Michigan services through one single user ID. Forgot your password?
Whether you want to renew your driver's license, file for unemployment, view your

state tax return status, or apply for health benefits, you can use your MiLogin user ID L :
. o . og In
to log in to Michigan government services. 9

Create an Account |

or

Enrolled in passwordless?

Note: Do not share your login user name or password with anyone. This is your
personal account.
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Updating your MiLogin Account — Email or Phone Number

To update your email address or phone number, please review the instructions in the
MiLogin User Guide.

Security Agreement

After you have established your MiLogin account, download the Nonpubic User
Security Agreement from the Nonpublic Schools web page on the CEPI website. Click
on “Nonpublic Schools” on the navigation bar. The Security Agreement link is located
under the heading titled, Reporting Requirements. Application security forms are
also posted on the Security Forms web page.

<=3 o g . .
Michigan.gov [ Center for Educational Performance and Information Q
About CEPI v PreK-12 Applications v  Postsecondary ¥  Nonpublic Schools ~ Calendar  e-Transcript Ml School Data v

Nonpublic Schools

CEPI > Nonpublic Schools

Reporting Requirements Nonpublic schools are required by law to submit certain information to CEPI. Nonpublic schools
should designate at least one authorized user (we recommend at least two) for each of the data
reporting applications below. Each user must submit the a signed security form before access
can be granted

CEPI Nonpublic User Application Security Form ]

* Nonpublic School Personnel Report: Each year in the fall, nonpublic schools must
submit information on all employed and contracted personnel

Follow the directions on the form. Once you have completed the NPSPR Security
Agreement and it has been processed by the CEPI customer support team, you will
receive an email that you have access to the application.
Nonpublic School Personnel Report Application
Accessing NPSPR

Click “Go to NPSPR"” under the heading Nonpublic School Personnel Report on the
Nonpublic Schools web page to access the application.
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Nonpublic School Personnel NPSPR data are used to meet the requirements of school safety legislation. Michigan law
requires that the Michigan State Police and FBI canduct criminal histary checks for all regular

Report

and cantracted employees hired or assigned by public and nonpublic schools. NPSPR data
elements collected each year include name, social security number, date of birth and gender

*The Nonpublic School Membership Report is a separate report, and is not managed by CEPI
For information, see the MDE Nonpublic School page

* Deadline: NPSPR data are due to CEPI on the first business day in December.

Go to NPSPR

The following screen will be displayed. Click on “Authorized User Login.”

| s/ hS o . Yook v ror 3
y 6. 4.4 I LENErgorcducationalEerormance sdnormaton

Michigan.gov Home CEPI Home | FAQ | User's Guide | Teacher Verification | Contact CEPI

REP | Login

Educational Personnel

Authorized User Login {i\

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

to the appropriate application. REP has been migrated from MEIS to a
The REP and Nonpublic School Personnel Report, operated and Maintained by c:}ﬁ:: ,:ﬁEzzti:egg;lg;;g;?;ﬁ;grgn
the Center for Educational Performance and Information, are used by the public and to understand how users have
school districts and nonpublic schools to submit personnel information to the been affected by this migration, please
state of Michigan. read the MiLogin migration
announcement -
Authorized users of the REP and Nonpublic School Personnel Report have been https:/iwww.michigan.gov
designated by the district or school superintendent/administrator. Authorized Jdocumentsicepi
users must have a MlLogin for Third Party account and have completed and /MI_Login_migration_526555_7.pdf

submitted a signed security agreement for the REP or Nonpublic School
Personnel Report.

For more information, please choose from the following options:

System Logs Out User

The login is needed to establish your identity and allow access to the database.
Please remember that your session is tracked. If your connection has been inactive
for a period of 20 minutes, your access authorization ends, the login page appears
and you must log in again. Any pending or partial information you have entered that
has not been submitted will be lost and must be re-entered.

When you log out of the application, the following screen will appear:

- oy i
| 27 o 3 D, 9 I, - !
y. 6.9, paienterdorEducational Performance & dnformation Michigan.oouy. “f
Michigan.qov Home CEPI Home | FAQ | User's Guide | Teacher Verification | Contact CEPI

REP | Logout

You have been successfully logged out of the REP system. Have a nice day!
REP Login Page

CEPI Home Page
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NPSPR Menu Options

Once you log in, the following welcome screen will appear with the school name
displayed at the top.

Michigan,gov Home CEP1 Home | Main Menu | EAQ | Users Guide | Teacher Venfication | Contact CEPY | Logout

REP | Main Menu

Welcome to the Nonpublic School Personnel Report

& Lansing Catholic Central High School (02626) ¥

Data Submission

To enter a new employee record, please enter the Social Secunty Number of the employee. Click
the GO button and the data entry form m_llﬁ)pear

SSN (owyyzzzz) GO

To update an employee record that has been previously submitted by your schoodfacility, please
access the Personnel Submitted

* Personnel Submitted

Personnel Search
To search for a PIC or to request a new PIC, select the following function
* Personnel Search

Reports
To view a report or download personneldata, select from the following options
« Complete Summary by School
* Download NPR Data File
* Employee Listing by School

Data Submission

Updating Previously Submitted Records

During the NPSPR Data Submission cycle, all previously submitted personnel records
must be updated. There are two methods for updating records.

e Updating an individual record.
e Updating multiple records at one time.

Updating an Individual Record
Click the Personnel Identification Code of a personnel record under the PIC column.

The employee’s complete personnel record will appear. Update any necessary data
for the employee’s record and click "Submit NPSPR for this Employee.”
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CEPI Home | Main Meny | EAQ | User's Guide | Teacher Venficalion | Contact CEP1 | Logoul

REP | Personnel Submitted
Icon Legend Lansing Catholic Central High School

v Personnel record Records updated for this submission cycle: 2
updated for the Records not updated for this submission cycle: 58
submission cycle

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

NOTE: When all personnel

have been submised foy To leam how to update a personnel record, read the instructions

your schooWfacliity and
there Is a green check
mark (v') next to each | Update Selected Personnel | . print
personnel record, your
submission is complete —
Your submission is not ub.

considered complete if any status PIC Last Name First Name Middle Name Date of Birth
records show a red 'x' (X)

777777

8888888
9999999

Updating multiple records at one time

If you have returning employees whose records do not require any changes from the
previous year, you may check the boxes in the column next to those employees’
PICs. After selecting the appropriate records, click the “Update Selected Personnel”
button above the employee list.

—
Mehgan Qo o CERL ome | Man Meny | EAQ | Wsers Guide | Todche Veoftaton | Cootat CER) | Logos

icon Legend Lansing Catholic Central High School

v Personnet tecans R ds updated for this cych: 2
USaated for T Records not updated for this submission cycle: 58
SRR ON Cycie

X Personnel recond not The folowng report ksts the personned that your schoolfaciity has submtiod %0 the Nonpublc
upaated for he School Porsonnel Report Duning each submession Cycke of the report, your schoovtacilty must
NANRS cyos Lpcate each 1ecord a5 wel A5 SNer ANy New Persconel empioyed by your SChooitaoity

NOTE Winen 3 personnes

Dave Doon LUmINed Ko T SYUCBONS.
OUr $6 tacaty an3 0 leam how 10 Lpdate @ personmel recoed, read he UChons

there = a green check
Ak (V) nent 35 ah I8 s
personnel record, your  m—

SuDMESSIoN 5 Complete
YOur subesssion & not
Consered compute € amy
fecords show a red ¥ (X)

Last Name First Name Miodie Name Date of Birth

After clicking “Update Selected Personnel,” the red “Xs” (¥) will change to green
checkmarks (+), indicating that the records were updated for the current submission
cycle.
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s — —— e
X 5’ Lbemergoraucanonsl Perionmance sdnformation;

Mg Qv e CEPL Mome | Man Meny | EAQ | Wsers Guide | Tolchet Veofaton | Cootact CERY | Logoa

Icon Legend Lansing Catholic Central High School
v Personnet tecona Records updated for this submission cycle 2
UDAANd ff T Records not updated for this submission cycle: 58
SURTER LN Cys e
X Personnel recond not The folowng report sts the personned that your schooltaciity has submmtiod 10 the Nonpublc
Upaated for e School Personngl Report. Daring each submession oyl of the report, your schooitaciity must

DTSN Cyche wpdate each record as wel as enter any New persconid empioyed by your schooltaoity

NOTE Whnen 3l personnes
have Deon wubmiled Ko
YOur schooktac sty and
there 5 a green check
k(v ) et 55 Aach Update Seleciod Personned . pet
personnel recond, your —

SUDMISSION 15 Complete

Your submission & ok Sub, Pic Last Name FirstName  Miodie Name Date of Birth
Comudered Compite £ Ay =5

reconds $how a red ¥ (X)

To leam how 10 Lpdate A personmel record, read he wsiuchons

(rrrT )

[sssses |

Single Submission Form/Submitting New Personnel Records

To submit a single record, enter the employee’s Social Security Number in the
appropriate box on the NPSPR Main Menu.

Each section is described separately. The fields are presented by section as they
appear in the online application. Be sure to refer to the NPSPR Data Field
Descriptions for complete information regarding the required data elements.

X ! ' LETIETS DT uCanonal Eeronmance s nommanon)

Nichigen.qoy Home CEPi Home | Man Ueny | Usar's Guide | Teacher Verificasion | Contacs Held Desk | Logost

el Report | Main Menu

Welcome to the Nonpublic School Personnel Report
My School/Facility: wr

Data Submission

To enter a new employee record, please enter the Social Secunity Number of the employee
Cly will appear

SSN pooyyzzzz)

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

o Personnel Submitted

After clicking on “Go,” the following submission screen will appear:
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T 1
u LenterforEducational Performance & Information @ mich M

Wchigyn gore Home: CEP Home: | Man Weny | Yges'y Guide | Tepcher Wertioaton | Conface CER | Logey!
REP | Fe

9y Date of Count: Ak Rt 4
2y School/Faclity:  Lansing Catholic Central High School (D2526)

Employes Data

{1y PIC: Hew Pamsonne|

141 First Hams:

{51 Middle Hame: %) Racial/Ethnic Category r
AmEnica? INGAn oF ARdais i ]

{31 Last Hamae= A AR 0
Biack of Afncan Axsnican 0

(T Date of Birth: J I Hilirs Mivwiins v Othver Darcillc WAaosr 0
Withibe ]

(B Génder: 0

Hispansr o Lating.

181 Social Securf
' b ) (161 Date of Termination:

Husnbér: . i
Submit HPSFR Data for this Employes

Fou mes! chick s buffor do sebmt Shis ampiopee's deda io e NPEAR dafsbase

Click here to
submit the
data.

To edit a previously submitted record, click on Personnel Submitted, and then click

the PIC on the following screen.

Employee Data
Fields 1, 2, 3,4,5,6,7,8,9, 10, 11 and 12

The numbers in each box indicate the number of the field in the Nonpublic School
Personnel Report Data Field Descriptions. Please refer to the Nonpublic School
Personnel Report Data Field Descriptions for complete information about the field

requirements.
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A [ Edocionst Performance & fnformation___ »  ichiarioe % Field 1: Date of Count; Field 2:

— —————— — School/Facility and Field 6: Social

I | Security Number will be
s — automatically populated when this
' ' i ' ) sCIeen appears.

1P Hew Personnel

Note: Field 1: Date of Count and Field 2: School/Facility are prepopulated with the
appropriate date of count and the user’s school/facility number. Field 6: Social

Security Number will be populated with the SSN you entered in the SSN box on the
Main Menu page under the heading “Data Submission.”

Field 1: Date of Count

The date of count is the due date for submission of NPSPR data. For Fall 2025, the
date of count is 12/01/2025 and is prepopulated in the application.

Field 2: School/Facility Number

This is the five-digit state-assigned school/facility number and identifies the

school/facility where the staff member is employed. This field is prepopulated in the
application.

Field 3: Last Name

This is the staff member’s last name. When submitting data in this application,
punctuation marks are not permitted. In order to account for all positions in the
school, report all staff members who fill positions that are temporarily vacant
because of the termination of a staff member. Record all pertinent information about
the temporary substitute or contractor that would be recorded for any employee.

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

Field 4: First Name

This field is required for all staff members. This is the employee’s first name. When
submitting data in this application, punctuation marks are not permitted. In order to
account for all positions in the school, report all staff members who fill positions that
are temporarily vacant because of the termination of a staff member. Record all
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pertinent information about the temporary substitute or contractor that would be
recorded for an employee on staff.

Programming edits: If this field is left blank, a fatal error will be reported.
Field 5: Middle Name

This field is submitted for all staff members, when applicable. This is the employee’s
middle name. When submitting data in this application, punctuation marks are not
permitted with the exception of a period for a middle initial (e.g., L.) In order to
account for all positions in the school, report all staff members who fill positions that
are temporarily vacant because of the termination of a staff member. Record all
pertinent information about the temporary substitute or contractor that would be
recorded for an employee on staff.

Programming edits: Blanks accepted.

Field 6: Social Security Number
This field is required for all staff members. This field provides the official identification
of each employee. The Social Security number must be reported without hyphens or
spaces; (e.g., 333-22-4444 is entered as 333224444).

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

This is the employee’s date of birth. This field must be reported for all employees.

Programming edits: If the date of birth is blank, out of range, or not a valid date, a
fatal error will be reported. The date of birth cannot be greater than 90 years prior to
July 1 of the submission year and cannot be less than 14 years prior to July 1 of the
submission year, or a fatal error will be reported.

Field 8: Gender Code

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

Programming edits: If the code is invalid or blank, a fatal error will be reported.

Field 9: Racial/Ethnic Code (Optional Field)

This field is optional for all employees. This is the race/ethnicity of the staff member
employed by the school. The primary racial/ethnic choice is represented with a “1”,
the second choice is a “2”, the third a “3”, the fourth a “4”, the fifth a "5”, and the
sixth a "6”. Type the number in the appropriate box(es) for each employee.
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Identify the race/ethnicity of the staff member. Refer to Field 9: Racial/Ethnic Code,
in the Data Field Descriptions for more information about race/ethnicity selections.

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

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

Field 10: Date of Termination/Separation of Employment

This field applies to all employees. This is the date of termination of the staff
member. Any staff members who have left the school since the past school year
should be reported with a date of termination in this field. When a termination date
has been entered for a staff member, the record will be removed from the Personnel
Submitted Report in NPSPR prior to the next data submission.

Programming edits: If the date submitted is not a valid date, a fatal error will be
reported. The termination date must be on or prior to the submission date. This field
must be left blank for all actively employed staff members.

Field 11: Personnel Identification Code

The application produces the PIC, a state-generated unique identifier for each staff
member. For new record submissions, the PIC will be assigned when the record is
saved. The PIC appears at the top of the online submission screen for each record
after the record has been saved.

Field 12: Educator Effectiveness (Optional Field)

This field is optional for all employees. The educator effectiveness rating may be
submitted for instructional employees within NPSPSR. This may be used for
certificate advancement. Educator Effectiveness data may be submitted for the past
three academic school years.

Programming edits: If educator effectiveness labels are reported, the checkbox
indicating the employee held an instructional position for the corresponding year
must be marked. If the checkbox indicating the employee held an instructional
position is marked, then educator effectiveness labels must be reported.
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Saving a Record/Updating a Record

5 ',’ . ’ . . i '
7. 6.8 ECentersorEducational Performance &Jnformation Michigan. ot &‘

CERIHome | Main Meny | Usacs Guide [ Taacher Verfication | Contact CEPY Logout

(1) Date of Count:  YOUNOU20XX
(2) School/Facility:  Lansing Catholic Central High School (02628)

Employee Data

The PIC 1s assigned when
a new record 1s submitted.

(1) PIC: New Personnel <

(4) First Name:

(5) Middle Name: (9) Racial/Ethnic Category r
American indian or Alsska Native 0

(3) Last Name: Asisa American 0
Black or African American 0

(7) Date of Birth: / / Native Hawaidan or Other Pacific Islander: 0
VWhee 0

(8) Gender: 0

Hispanic or Latno

(6) Social Security

N b, (oocyyz222) (10) Date of Termination: /

Submit NPSPR Data for this Employee

You must click this button fo submit this employee’s doata fo the NPSPR database

After all data are entered for a record, click "Submit NPSPR Data for this Employee.”
The data will then be error-checked and either:

e Saved as a valid record or
e Reported with an error message(s)

Valid Record

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

5 i

| 27 ’ - 3 r . |

XA K LENErgoraucationali crionmance sdniormation ChIgan.aou
Michigan.gov Home CEPI Home | Main Menu | Uzer's Guide | Teacher Verification | Contact Help Desk | Logout

Monpublic School Personnel Report | Personnel Submission Form
Errors

« Mo errors were found

PIC 402007 (JOHN WAYME) has been submitted successfully! Thank you for your data submission. You may submit a new

employee by returning to the Main Menu, or you may review your schoolffacility’s submission by accessing Personnel
Submitted
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When the record is saved as a valid record, you may click “Personnel Submitted” to
view a list of your school’s previously submitted employees or click *Main Menu” to
return to the main menu to submit a new record or access other options.

Invalid Record

If the data entered produces an invalid record, an Error Message Report will appear:

St

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

Nonpublic School Personnel Report | Personnel Submission Form

Errors

o [Field 6] Social Security Number. a required field. is missing

Return to the Personnel Detail form to correct the errors

To make the necessary edits on the record, click “Return to the Personnel Detail form
to correct the errors.” You will be directed to the submission screen to make the
corrections. Once all errors have been fixed, click "Submit NPSPR Data for this
Employee” again. If the record is error-free, it is then saved as a valid record. If

more error messages are received, repeat the process until all errors are corrected.
Only error-free records can be saved.

Update/Verify a Record

During each submission cycle, every record must be verified as accurate. Records

may be updated/verified at any time during a submission cycle. Go to the Main Menu.
Click on “Personnel Submitted.”
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Data submitted via the
Nonpublic School
Personnel Report are
used to comply with the
School Safety Legislation,
effective January 1, 2006

To review a submitted r

Welcome to the Nonpublic School Personnel Report

Lansing Catholic Central High School (02626) v

Data Submission

To enter a new employee record, please enter the Social Secunty Number of the employee. Click
the GO button and the data entry form will appear

Cec]

To update an employee record that has been previcusly submitted by your schoolfacility, please
ACCLSS Iy

SSN pooyyzzzz)

Personnel Search
To search for a PIC or 10 request a new PIC, select the following funchion
* Personnel Search

Reports

To view a report or downfoad personnel data, select from the followang options
* Complete Summary by School
* Dowrdoad NPR Data File
* Employee Listing by School

ecord, click the PIC for the employee you wish to review. The

NPSPR screen will appear with the employee’s previously submitted data.

R RS
‘ X v/

by

A

dome
e

REP | Personnel Submille

Icon Legend

v Personnel record
updated for the
submission cycie

X Personnel record not
updated for the
submission cycle

NOTE: When all personnel
have been submitted for
your schoolfacility and
there is a green check mark
(v ) next 10 each personnel
recorg, your submission &
compiete. Your submission
15 NOt considerad complete
if any records show a red
w (X)

&;JJL}IL’JT LI0Cang “:I”ijw”vi.”i'a‘l‘: >”‘.'lil'”

— S —
0y | FAQ | User's Gud

e |

od

Munising SDA Elementary School

Records updated for this submission cycle:
Records not updated for this submission cycle: 1

The following report lists the personnel that your school/facility has submitted to the Nonpublic
School Personnel Report. During each submission cycle of the report, your school/facility
must update each record as well as enter any new personnel employed by your
school/faciity

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

B8 peime

Update Selected Personnel

status PIC Last Name First Name Middle Name Date of Birth
v Young N 211988
0 | X S P 21955
<< Previous Page 10f 1 Neat >>
Show 50 v records per page

After the employee record is updated or verified, click on “"Submit NPSPR Data for

this Employee” at the

bottom of the submission screen. If the update contains

errors, the Error Message Report illustrated previously will appear. All errors must be
corrected before the record can be updated.
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[ Submit MPSPR Data for this Employee ]

You must click this button to submit this employes’s dats to the NPSPR databass

Help Window - Information Regarding Personnel Update
Instructions

Click the instructions link to open the Help and Support window.

Nonpublic School Personnel Report Submitted

Icon Legend Lansing Catholic Central High School
v Personnel rececd

UpSa%ed for e

submission Cycie

X Personnel receed not The following repon ksts the personnel that your schoclfacility has submetted to the Nonpublc
upamsed for Me School Personnel Repot. Duing each submeéssion cycle of the report, your schoolfacility
SUbMRON CyCle must update each record as well as enter any new personnel employed by your schoolfacity

Kote: ¥vhen al personnel
have been submited for your To learn how 10 update 3 personned record, read

schooifacity andhere 8 8

[ Update Selected Personnel | Print Page

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

censdensd © e #any
recoras show 8 red x (X

There are two methods for updating staff member's cocords The first method
updates one record at a time To update a recerd, chick on the PIC number
betton under the PIC column to the left of the staf member's name The staff
member's complete personnel record will appear Update any necessary data
for the staff member's record and clck on ‘Submit NPSPR for this Employee
to submit the record

Tha second method updates multiple records To update multiple records at
one time. chek in the checkbox to the left of the staff member's name AfRer
sedecting the appropeiate recoeds, chick the Update Selected Personnel
button that appears at the top of the employees’ ist to subma the records

ARer completing one of these methods. the record will then be updated for the

current collection cycle and the Submussion Status column wal show a green
check mark (v') next to each record that has been successfully updated

Personnel Submitted Report/Complete Submission

Oo0oo0oo0oO0OoOooOoO0oooa

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

The total number of records will appear at the top of the report.

Click “Print Page” to print a copy of the report.
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Uich i H SEPYHoma | Nosgebibe Homa | Usar'y Guige | Tapchar Wiarification | Contast Hak Dagk | Lecout

Nonpublic School Personnel Report Submitted

boon Legend Brookview School

The following rapaort lists the personnel that your schoolfaclity has submitted to the Nonpulblic
Schood Personngl Repont. Dunng éach submisgion cycle of the repodt, wour schoolTacilly
must wpdate each record a5 well as enter any new personnel employed by your scho 3|-{3:l|l|_,

To learn how to update 8 personnel record, read the instrections
[ Update Selected Personnel | ‘.‘
S —
ot '5?:1[;'5 G Last Harm Fiirs1 Mama D;Tﬂ'?r Gasruchir
reconds shaw 8 ned o (X v 16109 | wiavhE Jot N EGEEE
O X 16111 WL YHE JOHY DA S BED
Page 1ol 1

show | 100 ¥ | records pEr page

Hongublic School Personnel Report Main Menu
Michigan ge Home | CEP Horr | Nongubbs o | Users Goce | Teachaer Vsrifcaion | Conact el Deak | Logos
Stabe Web Sies | hocessbity Policy | Privacy Poboy | Link Polcy | Sacurity Poboy
Copyright i 2008 State of Michigan

Deleting a Record

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

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

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

2. Subject line: REMOVE EMPLOYEE.

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

4. The employee(s) will be removed from your school by CEPI.

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

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

submitted in error.

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

Page 20 of 25


mailto:cepi@michigan.gov

NPSPR User Guide

PIC Search Feature

The PIC Search is a feature in REP and NPSPR that lets authorized users obtain PICs
for staff members at any time. The PIC Search feature includes the following data:

First and Last Name

Date of Birth

Gender

Social Security Number

Michigan Credential License Number (when available)
Personnel Identification Code

The PIC Search feature is located on the Main Menu. Click on “Personnel Search” to
access the feature.

Metugan Qo MOTe CER o | Max Mety | EAQ | Usecs Gosde | Tnactes \Verficatoo | Contact CEM | Logos

Welcome to the Nonpublic School Personnel Report
Lameng Camole Contral Hoh School (02626) =

Data Submission
10 enter a new employee record, ploase enter e Socal Secunty Number of the empioyee. Chck
0 GO bumon and he dats entry 100w will aD0ea!

SN (oonyyazas GO _

To update an employee recond Tt has been previously submBied by your sChotfacity, please
ACCess the Personnel Submitied

el Submibed

'v*\l A 0w PIC, 3001 I 1OBOwng funcon

Reports

TO viow & 1epant or owrioad personnal data, select om the lolowing opbons
PR Deta Fik
g by Schocl

The following screen will appear:
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Michigan.gov Home CEPI| Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout

REP | Personnel Search

Search for a PIC
Please enter the search criteria below. Click the Search button to perform a search and the Clear button to reset the form.

Social Security Number | ‘
XXXyyzZZZ !

Credential License Number |
Last Name |

First Name | \

PIC | i

Dateof Birth [ | |
mm/ddlyyyy

Gender |Ejther «~

Clear Form
Search

For further information, please refer to the REP PIC Search User Guide.

Reports Available to Schools

In addition to the Personnel Submitted Report, there are two reports available to
schools:

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

Report

lews a report or download persannel data)
« Download NPSPR Data File
¢ Employee Listing by School/Facility

ct fram the following aptions:

Employee Listing by School

This report lists employees for whom records were successfully submitted by the
school. This list file is tab-delimited, and the format of the report is as follows:

Personnel Identification Code, Last Name, First Name, Middle Name, Social
Security Number, Date of Birth, Gender, Racial/Ethnic Code and Date of
Termination.

The following information screen will appear when you click on "Employee Listing by
School.” Click “"Download Employee Listing” to open or save the file.
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Michigan gov Home CEPI Home | Main Menu | User's Guide | Teacher Verification | Contact CEPI | Logout
REP | Employee Listing

The Employee Listing by SchoolVFacility allows you 1o download your school/facility's
employee data in a tab-delimited file

The file contains the following fields

- Personnel identification Code (PIC) - Date of Birth (DOB)
» Last Name » Gender

« First Name « Race/Ethnicity

- Middie Name » Date of Termination

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

such as Excel
(¢ Download Employee L@

The data file will appear as follows:

File Edit Block Search Paragraph Tools Project Configure View Window Help — | &8 X
O 2 &3 9 @ |« P R 8 2 ¥H| @ > H T @ B
New Open Save | Preview Print | Undo Cut Copy Paste | Find Mate Replace Goto | Rec/Stop Macros Spell Calendar Calc

This file lists all employees on f£ile with Nonpublic School Personnel in Happy Day School (11111).

MNOTE: Each field i= separated by a TAE character.

Format is as follows: PIC, Last Name, First Name, Middle Name, DOB, Gender, Race/Ethnicity, Date of Terminatio
—--Beginning of Results———

16105  WAYNE JOHN 4/26/1978 M  White

16111 WAYNE JOHN J 3/14/19%40 M White 5/12/2013
———End of Results———

The file may be formatted in an Excel spreadsheet for your records.

| A | B c D E F G H
1 PIC Last Name First Mame Middle Name DOB Gender Race/Ethnicity Date of Termination
2 16109 WAYNE  JOHN 4/26/1978 M White
3 16111 WAYNE JOHN J 3/14/1940 M White 5/12/2013

4 ---End of Results---

Download Nonpublic School Personnel Report Data File

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

CEPI received requests from schools to provide a method to download NPSPR data
that schools had successfully submitted to CEPI. As a result of this request, CEPI has
provided an option to download a data file in XML format (.xml file extension). XML is
a structured computer language used to store data in a text-formatted file. This file
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may be opened in any text-editor program (e.g., Notepad, Microsoft Word) or web
browser (e.g., Microsoft Internet Explorer, Firefox). It may also be imported to a
Microsoft Access database or opened in Microsoft Excel.

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

XML data file layout

The layout below will be used primarily by developers and IT staff to understand how
the data are stored in the XML file. A brief description of the data contained in each
field is given to the right of the field. The layout is as follows:

<MNonpublicData=
<PersonnelRecord>

<PIC=

=DateOfCount /= - Date (mm/ddfyyyy)

<lsd /= - Text (MM)

<School/= - Text (MMNMNMN)

=LastMame /= - Text

=FirstName /= - Text

=MiddleMame /> - Text

=[DateOfBirth /= - Date (mm/ddfyyyy)

=(GenderCode /> - Text (A)

<RacialEthnic>
<RacialEthnicCode1 /> - Boolean (0 or 1)
<RacialEthnicCode?2 /> - Boolean (0 or 1)
<RacialEthnicCode3 /= - Boolean (0 or 1)
=RacialEthnicCoded /= - Boolean (0 or 1)
=RacialEthnicCodeb /= - Boolean (0 or 1)
<RacialEthnicCodet /> - Boolean (0 or 1)

=/RacialEthnic=

=DateOfTermination= - Date (mm/ddfyyyy)

Z/PersonnelRecord=
<PersonnelRecord=>

Using Microsoft Access to view the XML data file

This XML file may be imported into a Microsoft Access database. Please note that this
will only work with Microsoft Access version XP or higher. To import your NPSPR XML
data file to an Access database, follow these steps:

Start Microsoft Access and create a new blank database.

Name the database whatever you wish.

Under the File menu, select “Get External Data,” and then select “Import...”
In the Import dialog box that appears, find the drop-down list at the bottom
labeled “Files of type.” Scroll down through that list and select the “"XML
Documents” option.

5. Locate the saved XML file on your computer, select that file, and click the
“Import” button.

PN

Page 24 of 25



NPSPR User Guide

6. The Import XML dialog box will appear.
7. Click “OK.”

You should get a message box that says, “Finished importing document...” Click “"OK”
and your Access database will be set up and contain your school’s data.

Information on the table structure: The EmploymentData table contains the bulk
of the information on the employee, such as the name, birthdate, etc. The
RacialEthnic table contains the racial/ethnic codes and values (refer to NPSPR Data
Field Descriptions for an explanation of the codes). Complete personnel information
can be found by using this relationship.

Using Microsoft Excel to view the XML data file

The XML data file may also be opened with Microsoft Excel. Please note that this will
only work with Microsoft Excel version XP or higher. To open your XML data file in
Excel, follow these steps:

1. Start Microsoft Excel.

2. Under the File menu, select the “Open...” option.

3. In the Open dialog box that appears, find the drop-down list at the bottom
labeled “Files of type:” Scroll down through that list and select the “XML Files”
option.

4. Locate the saved XML file on your computer, select that file, and click the
“Open” button.

The format will vary depending on the contents of your XML data file, but the fields
will be labeled appropriately.

Need Additional Help?

For questions regarding NPSPR content or assistance with the application, please
send an email message to cepi@michigan.gov. Please provide your name, school
code and school name, the CEPI application name, your telephone number (including
area code and extension), email address, and specific questions.
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