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Introduction

This guide is intended for all authorized users of the Registry of Educational
Personnel Application and includes directions for accessing various reports available
to REP users. Users should also use the current REP Data Field Descriptions Manual
and any addenda posted to the REP web page.

REP reports let authorized users access and review data for current and previous
submissions. Reports are available in PDF, Excel or View Direct format. Please
review all reports prior to finalizing each submission to help ensure more accurate
reporting.

Please note: REP collects data during two submission cycles: fall (closing the first
business day of December) and end-of-year (closing the last business day of June).
The dates for these submission cycles are mandated by the Michigan Legislature.

Important Reminders

e Your data matter. Use these reports to help ensure accurate reporting of
your personnel.

e Data are displayed on reports as submitted by the district’s authorized user.
e Reports are populated as the data are submitted for the current submission
cycle.

e Reports can also serve as records of your data submission.
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Where Do I Begin?

Only authorized users can access REP and its reports. To gain access to REP, please
refer to the “Application Startup and Security” section of the REP User Guide.

After logging in to REP, navigate to the "Reports” section on the REP Main Menu, as
illustrated below. Click on the report you wish to access.

Reports
To view a repnrt or download personnel data, select from the following DptiDr'ISI
« Summary by District
= Complete Summary by District
- Download REP Data File
= Employee Listing by District
= REP Submission Reports

An additional report, "Personnel Submitted” (in the Data Submission menu), lists all
staff members submitted by the district and provides access to the individual
records for each staff member.

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 |
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Report Descriptions

REP offers reports that describe the status of recent submissions. These reports
include data regarding the current collection. Described in the next sub-sections,
these reports are:

1. A "Complete Summary by District,” which details the current submission
status and number of records updated/incomplete for all districtsin the State
of Michigan

2. “Download REP Data File,” which provides a list of all employee records
submitted by a district

3. A complete "Employee Listing by District,” which compiles the records of all
personnel submitted by a district

Complete Summary by District

This report displays the total number of records submitted by each district during
the current submission cycle. The last four columns contain important information
that each district should monitor.

To certify, all records must be updated and error-free. The “Error-Free Collection
Count,”"Records with Errors Collection Count”and “"Not Updated Collection Count”
columns should all show 0. The last column indicates whether a district has certified
the collection.

Records with

o Errcrr-F_ree Errors Mot Updgted s
District | Total Count CCE:IEE:T” Collection CC:Z!IEE:IEH Certified?
Count
01010 124 0 ] 124 Mo
02010 21 0 ] 21 Mo

Download REP Data File

The REP Data File is an Extensible Markup Language file of the data submitted to
REP. The file will contain all data submitted to the application and can be
downloaded for any REP submission going back to Fall 2003.

How Do I Convert the XML file to a Microsoft Excel Spreadsheet?

XML is a structured computer language used to store data in a text-formatted file
and can be opened in any text editor program (e.g., Notepad or Microsoft Word) or
web browser. Users can also import the file to a Microsoft Access database or open
it in a Microsoft Excel spreadsheet.

This section will describe the order and arrangement of the data fields in the REP

XML file so users can align the data with their own personnel information systems.
The file also lets users retain a permanent record of all data submitted to CEPI at

any given time.
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1. Select "Download REP Data File” under the Reports heading on the REP Main
Menu.

Reports
To wiew a repart or download personnel data, select from the fallowing options:
o Summary by District

s Complete Summary by District

e« [ownload REF Data File

s Employee Listing by District
o« REF Submission Reports

2. Select the submission cycle from the drop-down list.

L9\, . — = PR oy (aioe i e
| X5 ! ' LenterforkducationsiPerformance & 3
Michigan gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEP! | Logout

REP | XML Dataset Download

This option allows you to download your district's REP data in an XML-formatted file. This file
contains the REP data fields listed in the REP Data Field Descriptions Manual for all personnel in
your district. The purpose of this file is to give you a permanent record of the REP data that has
been submitted by your district to CEPI. The REP is a cumulative data collection and this file will
contain all of the records listed in the Personnel Submitted report.

You can view this XML file in an interet browser (e.g., Intemet Explorer) or a text editor program
(e.g., Notepad). You can aiso import this XML file to a Microsoft Access database or a Microsoft

Excel spread: For more on this process, please see the REP User's Guide.

To download this file, please click the button below. Depending on the size of your district, this
may take a few moments. When a dialog box appears, click “Save" to save the file to your

| computer.
Submission Cycle: Fall 2011 v
Fall 2011 —
> Fall 2010
Home | MainMer £OY 2010 :

3. Click "Download XML File” and save the file. The following pop-up window will
appear:

File Download

Do you want to open or save this file?

<@ Name: REPDataFile.xml
= Type: XML Document, 434KB
From: ga.mdoe.state.mius

[ Open ][ Save l L Cancel ]

harm your computer. i you do not trust the source, do not open or

L@ While files from the Intemet can be useful, some files can potertialty
save this file. What's the rsk?

4. After saving the file, open Excel. Click “File” in the upper left corner of the
spreadsheet, then click "Open” and locate the XML File. Select the file. The
following will appear:
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Please select how you would like to open this file:

() Az a read-only workbook
() Use the ¥ML Source task pane

(o J[oms J [ v ]

5. An Excel spreadsheet will open with the data fields as column headings. Each
column has a preset filter.

Pic n PersonnelRecordID ﬂ DateOfCountﬂ Isd n District n LastName ﬂ FirstName ﬂ Midl:lleNameﬂ CredentialLicenseNumber n DateOfHirg

Please note: Social Security Numbers will not be included in the file.
How Do I View the XML File in Microsoft Access?

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

Start Microsoft Access XP and create a new blank database.

Name the database whatever you wish.

Under the File menu, select “"Get External Data” and select “Import...”

In the Import dialog box, find the drop-down list at the bottom labeled “Files
of type.” Scroll through that list and select "XML Documents.”

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

6. The Import XML dialog box will appear. It should contain four tables:
ProfessionalDevelopment, RacialEthnic, EmploymentData and
SchoolAssignment. Click “"OK.”

PN

v

Once finished, Access should return a message saying, “Finished importing
document...” Click "OK.” The Access database will be set up with the REP data.

Information on the table structure: The EmploymentData table contains the
bulk of the employee information, such as the name, birthdate, gender, etc. The
ProfessionalDevelopment table contains professional development information. The
RacialEthnictable contains the racial/ethnic codes and values (refer to the REP Data
Field Descriptions for an explanation of the codes). The SchoolAssignment table
contains personnel assignment data such as assignment code, grade settings, FTE,
etc.

These tables can be joined, using the PIC field, for a more comprehensive view. For
example, to find the hours of professional development for John Doe, find the PIC
for John Doe in the EmploymentData table, and find that PIC number in the
ProfessionalDevelopment table.
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XML Data Field Layout

The following lists show all data fields in the REP XML file. Developers and IT staff
can use this layout to convert local personnel data to the REP flat file for uploads.
The title of each data field (shown in red) includes a brief description of the data

type (shown in green).

<PersonnelRecord>

<Pic /> - Numeric
<PersonnelRecordID /> - Numeric
<DateOfCount /> - Date (mm/dd/yyyy)
<Isd /> - Text (NN)

<District /> - Text (NNNNN)
<LastName /> - Text

<FirstName /> - Text

<MiddleName /> - Text
<CredentialLicenseNumber /> - Text

<DateOfHire />

<SchoolAssignment>

<Pic />

<PersonnelRecordID /> -
<SchoolCode /> -
<AssignmentCode /> -

Date (mm/dd/yyyy)

Numeric

Numeric

Text (NNNNN)

Text (NNNNN or NNNAA)

<GradeRK /> - Boolean (0 or 1)
<GradeK /> - Boolean (0 or 1)
<Gradel /> - Boolean (0 or 1)
<Grade2 /> - Boolean (0 or 1)
<Grade3 /> - Boolean (0 or 1)
<Grade4 /> - Boolean (0 or 1)
<Grade5 /> - Boolean (0 or 1)
<Gradeb /> - Boolean (0 or 1)
<Grade?7 /> - Boolean (0 or 1)
<Grade8 /> - Boolean (0 or 1)
<Grade9 /> - Boolean (0 or 1)

<Gradel0 /> -
<Gradell /> -
<Gradel2 /> -
<AlternativeEd /> -
<SpecialEd /> -
<AdultEd /> -

<ECPP />

<CareerTechEd /> -
<StateAgency /> -

<EOEI />

<AdminSupportStaff /> -

<Fte />

<Wage />

<AccountingCode /> -
<HighlyQualified /> -
<Administrator /> -
<ClassesTaught /> -
</SchoolAssignment>
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Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
Boolean (0 or 1)
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Numeric (N)
Numeric (N)
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<PartATeachers /> - Text (NNN)
<EducatorEffectiveness /> - Text (NN)
<FundedPositionStatus /> - Text (N)
<DateOfBirth /> - Date (mm/dd/yyyy)
<GenderCode /> - Text (A)
<RacialEthnic>
<Pic /> - Numeric
<RacialEthnicCodel /> - Boolean (0 or 1)
<RacialEthnicCode2 /> - Boolean (0 or 1)
<RacialEthnicCode3 /> - Boolean (0 or 1)
<RacialEthnicCode4 /> - Boolean (0 or 1)
<RacialEthnicCode5 /> - Boolean (0 or 1)
<RacialEthnicCode6 /> - Boolean (0 or 1)
</RacialEthnic>
<HighestEducationLevel /> - Text (NN)
<TypeOfCredential /> - Text (NN)
<DateCredentiallssued /> - Date (mm/dd/yyyy)
<DateOfExpirationOf Credential /> - Date (mm/dd/yyyy)
<Educator Effectiveness /> - Numeric (NN)
<DaysofProfessionalDevelopment>
<Pic /> - Numeric
<ProvDevCodel /> - Numeric (NN.NN)
<ProvDevCode2 /> - Numeric (NN.NN)
</DaysofProfessionalDevelopment>
<EmploymentStatus /> - Text (NN)
<DateOfTermination /> - Date (mm/dd/yyyy)
<AnnualSalary /> - Numeric (NNNNNN)

</Personnel Record>

For files prior to the Fall 2011 REP Submission, the professional
development section will be:

<HoursofProfessionalDevelopment>

<Pic /> - Numeric

<ProvDevCodel />
<ProvDevCode?2 />
<ProvDevCode3 />
<ProvDevCode3 />
<ProvDevCode4 />
<ProvDevCodeb />
<ProvDevCode7 />
<ProvDevCode8 />
<ProvDevCode9 />

Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)
Numeric (NNN)

For files prior to the EOY 2014 REP Submission, the Michigan sponsoring
and Non-Michigan sponsoring sections will be:

<Michiganlnstitution />
<NonMichiganInstitution />

- Text (NNNNNN)
- Text (NN)

For files prior to the End of Year 2017 REP Submission, the school
assignment section included:
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<Academic Major> - Numeric (N)
<Academic Minor> - Numeric (N)

Employee Listing by District

This report lists successfully submitted employee records. This file is tab-delimited.
The format of the report is as follows: Personnel Identification Code, Last Name,
First Name, Middle Name, Date of Birth, Gender, and Credential License Number.
The list of employee PICs may also be helpful for working on the Teacher Student
Data Link Data Submission in the Michigan Student Data System.

The following information screen will appear when you click "Employee Listing by
District”:

|X: 'r' ?‘: 134 'f :l 1= l‘f d 'i L) idiIGE ;“ .l f i I-‘l
mergoreducatonal Eerormance sqlniormation,

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

The Employee Listing by District allows you to download your district's employee datain a
tab-delimited file.

The file contains the following fields:

- Personnel ldentification Code (PIC) - Date of Birth (DOB)
« LastName

: + Gender
« First Name
. Middle Name « Credential License Number {CLN)

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

such as Excel.
P
¢ Downioad Employee Listing_1)

Click "Download Employee Listing.” The File Download window will appear.
Complete following steps to retrieve and access the file:

PR ; iy @y 0 A
X -)(I bentergorgducatonal Performance &dnformation Michigan.gou

Michigan gov Home CEPi Home | Main Meny | FAQ | User's Guide | Teacher Verification | Contad CEPI | Logo
REP | Emp

-

The Employee Listing by District allows you to downioad your district's employee datain a ta
-delimited file

The file contains the followll 3 1=81 51" /nioad - Security Warning @

+ Personnel Icentificd  po you want to open or save this file?

« Last Name

+ First Name - Name: EmployeelistSyDistrict_aspx

- Middie Name g s e
Click on the "Download Enf e e adac Sate I y
District Upon the completi 0
for reading text files (2.g., [ open || save |[ conca |
Excel

i Vihie files from the Intemet can be useful, this file type can
", patentialy hamm your computer. ¥ you do not trust the source, do not
= open or save this sotware. What's the rek?

VAL “", l‘ SOINALY T SO Iié

1. Save the file.
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2. Open the file in an application that reads flat text (e.g., Notepad or Boxer).
The file will open with the following information:

Configure View Window Help

O & 8| & & 9 £ B B| L A A & @ @ P E T M B
New Open Save | Preview Print | Undo = Cut Copy Paste | Find MNext Mate Replace Goto | Rec/Stop FPlaybac Macros Spell Calendar Ci

This file lists all employees on file with CEPI in Happy Day School (11111).
NOTE: Each field is separated by a TRE character.

Format is as follows: PIC, Last Name, First Name, Middle Nams, DOB, Gender, CLN
---Beginning of Results---

16105  WAYNE JOHN 11/15/1%6% M

16111 WAYNE JOHN J 11/7/1877 M IF0000000245072

——-End of Results——-

PR T, R S

3. Highlight and copy the data that will be migrated into an Excel spreadsheet.

Thi=z file lists all employees on file with CEPI in Happy Day School (11111).
NOTE: Each field is separated by a TAE character.

Format is as follows: PIC, Last Name, First Name, Middle Names, DOB, Gender, CLN
———Beginning of Results——-—
161059 WAYNE JOHN 11/15/1%969 M
16111 WAYNE JOHN J 11 1 7 M IF000

0002435072

———End of Results——-—

4. Paste the selection into an Excel Worksheet. Column headings will be added
separately.

A B C D E F G
1 PIC Last Mame First Name Middle Name DOB Gender CLN
2 16105 WAYMNE JOHN 11,/15/1969 Ml
3 (16111 WAYME JOHM ] 11/7/1977 M IFODO0000249072
4 | --- End of Results ---
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REP Submission Reports — District & School/Facility
Level

REP Submission Reports let district users review data concerning the current
submission. REP populates the reports as users submit data, so up-to-the-minute
totals can be reviewed and printed at any time during the submission cycle. CEPI
advises all users to review this report before certifying. District- and school/facility-
level reports are available. Submission reports are also available for previous
submissions.

Types of Submission Reports
Assignment Code Comparison

This report provides a district-level comparison of all assignment codes and the
total full-time equivalency value reported for each assignment code between the
EOY or Fall REP submissions for two years. For example, EQOY 2022 and EQY 2023
or Fall 2022 and Fall 2023. The report is divided into staff groups:

Administrative Staff

Instructional Staff - General Education Core Academic Subject Area
Instructional Staff - General Education Non-Core Academic Subject Areas
Non-Instructional Staff

Day-to-Day Substitute Staff and Paraprofessionals/Aides

Assignment Code Summary

This report lists all assignment codes and the total FTE value reported for each
assignment. The report is divided into staff groups.

Detailed Assignment Code Summary

This report lists all assignment codes reported at the school/facility level. The report
includes assignment codes and descriptions, employee names and FTEs by staff
group. If an employee is assigned to more than one school/facility in the district,
data will appear in each school/facility. This report may be beneficial to your
student data submission user for the TSDL Submission.

Educator Effectiveness Summary

This report provides a list of all staff members and their reported educator
effectiveness label.

Exiting, Current and New Staff Report
This report provides the employment status of all exiting, current and new teaching

staff members as reported in Field 25: Employment Status.
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FTE by Accounting/Function Code

This report provides the total FTE reported for each accounting/function code by
specific categories: Instructional Staff, Instructional Support Staff, Instructional
Staff Services, Non-Instructional Support Staff and Facilities Acquisition.

FTE by Accounting/Function Code Comparison

This report provides a district-level comparison of the total FTE reported for staff
members’ accounting/function codes between EQY REP submissions. The total FTE
reported for each accounting/function code is listed by specific categories:
Instructional Staff, Instructional Support Staff, Instructional Staff Services, Non-
Instructional Support Staff and Facilities Acquisition.

Overall Summary of Data Submission

This report provides summary data regarding the district's submission by specific
categories: Employee Staff Groups, Exit Status, Number of Schools/Facilities
Reported, etc.

Pending Status Report

This report provides a district-level list of all staff members reported with pending
certification.

Personnel Assigned to School/Facility in Another District

This report lists staff members reported in schools/facilities not identified in the
Educational Entity Master as assigned to the reporting district.

Personnel Headcount by School/Facility Within District

This report provides a headcount of all staff members reported in schools/facilities
listed in the EEM with an open-active status within the reporting district. Any
school/facility that does not have personnel submitted is highlighted.

Position Status Report

This report provides the position status of all teachers and administrators as
reported in Field 12: Funded Position Status.

Professional Development Days
This report provides the total number of days of professional development provided

by the district for new teachers by category as reported in Field 24: New Teacher
Professional Development.
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Validation Details

This report provides users with a list of errors and warnings for the personnel data
they have submitted.

Vacant Position Status Report

This report provides current vacancy data to help identify and update unfilled
positions during the collection window.

How Do I Select a Submission Report?

REP Submission Reports are accessed via a drop-down format that lets the REP
authorized user select the submission cycle, district or school/facility, report, and
format. The following screen shots provide step-by-step instructions to access the

various reports.

1. After logging into REP, select "REP Submission Reports” from the REP Main
Menu.

Welcome to the Registry of Educational Personnel
Vg Valbey Rutdic Schooks

et Change Basty |

Dats Submission
To somd and vpdate personnel data select fom e ollowing Anctom

Dot subonitted by whool

Skt via the Registry
e

PIC or 42 requent 3 raw PIC. select B foliowng function

of Eoutaionst Personael

RLP) wre wand to produce
feperty for D U 5.
Cwpoar vmrrt o €t atrim
and for e state of

¢ wrkodd personrel AN selec) hom the folowng cptosa

The Crediental Data Exthange & aow part of Bhe Mehoas Deparment of Educaton’s
e £0 M o Sywtem (MOECS
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| g7\ E 3 Drt, o Teoks -
6.4 4 LENETJOTE0UCauoNal Eerionmance sdniormaton
Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout
REP | Submission Reports
Instructions REP Submission Reports
The reports generated by this -
application are displayed in Submission Cycle: EQY 2014 Iz‘
pop-up windows. If you are
unable to view reports, you District or SchoolfFacility: | Pottervile Public Schools [~]

may have a pop-up blocker
installed on your computer. To
read about how to configure
your software to work with this
application, please review the Format: — Please Select - [
Pop-up Blocker Help

document. Report Description:

Reports: - Please Select A Report - |T|

To properly review the PDF
reports in this application, the
latestversion of Adobe®
Readen® is required

View Report

2. Select the Submission Cycle for the report.

Instructions REP Submission Reports

The reports generated by
this application are displayed Submission Cycle:
in pop-up windows. If you are
unable to view reports, you
may have a pop-up blocker

District or School/Facility: | | Fall 2012

blic Schools  ~

installed on your computer. EOY 2012 -
To read about how to Reports: Fall 2011 odk Comparison v
configure your software to EQY 2011
work with this application, Format: Fall2010 cth- v|
please review the Pop-up EQY 2010
Blocker Help document. o Fall 2009
Report Description:
) e EOY 2000 b surs come cgusvarcmey 1oy woro y
To properly review the PDF reported for each |Fall 2008 Jode between the EOY 2012 and EOY K
reports in this application, the . . .. .
|atest version of Adobe® 2013 REP submissj¢EOY2008 ot is divided into staff groups:
Reader® is required. Bdministrative sggFall 2007 ctional Staff - General Education H
W .. 3 Core Academic Sul¥ EQY 2007 A Instructional Staff - General
. ADOBE® READER® Education Non-Core Rcademic Subject Areas, Special Education Core ¥

View Report

3. Select the district or school/facility from the drop-down list.
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CEPIHome | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout

REP | Submission Reports

Instructions

The reports generated by this
application are displayed in
pop-up windows. If you are
unable to view reports, you
may have a pop-up blocker
installed on your computer. To
read about how to configure
your software to work with this
application, please review the
Pop-up Blocker Help
document.

To properly review the PDF
reports in this application, the
latestversion of Adobe®
Reader® is required.

REP Submission Reports

Submission Cycle: EQY 2014 [~ |

District or SchoollFacility: | Potterville Public Schools B3
Potterville Public Schools

Reports: — CAP Adult and Alternative Education |T|
— Potterville Elementary School

Format: — Potterville High School
- Potterville Middle School

Report Description:

View Report

4. Select a report. Each report type includes a Report Description.

Instructions

The reportz generated by thiz
application are displayed in
pop-up windows. If you are
unable to view reports, you
may have a pop-up blocker
installed on your computer.
To read about how to
configure your software to
work with thiz application,
pleaze review the Pop-up
Blocker Help document.

To properly review the PDF
reports in thiz application, the
latest version of Adobe®
Reader® is reguired.

Get '
4 Ahone READER

LETETSorcaucationali-erionmance cumormaton

REP | Submission Reports

REP Submission Reports

EOY 2013 v

Submission Cycle:

g:;t;ﬁ:'gcilily: |Grand Rapids Public Schools *
Reports: |Assignment Code Comparison v
— Please Select A Report —
EopRat Assignment Code Comparison
Report Description: Assignment Cnde Summary
This report provi De?s_nled Assignment Code Summary =
a:ssignment codes Exiting, Current gnd MNew Staﬁ Report =
value reported fo FTE by Accuunt!nngunct!nn Code _ E
o FTE by Accounting/Function Code Comparison
and Fall 2012 REP . £
] . Overall Summary of Data Submission
groups: Rdministx Pending Status Report M

Personnel Assigned to School/Facility in Another District
Personnel Headcount by School/Facility Within District
Professional Development Days

5. Select a format for the report. There are two formats for most reports: PDF
or Excel. A third format, View Direct, is available for layered reports such as
the Detailed Assignment Code Summary.
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1 Reports

Instructions

The reports generated by this
application are displayed in
pop-up windows. If you are
unable to view reports, you
may have a pop-up blocker
installed on your computer.
To read about how to
configure your software to
work with thiz application,
please review the Pep-up
Blocker Help document.

To property review the PDF
reports in thizs application, the
latest verzion of Adobe®
Reader® is reguired.

»

Get
ADOBE* READER*

REP Submission Reports

EOY 2013 »

Submission Cycle:

gi:r:;'gﬁ,gc”w: |Grand Rapids Public Schools +

Reports: |A55ignment Code Comparison hd
Format: -- Please Select — v

Report Description: EXF;I;EJSE Select -

This report provi evel comparison of all
assignment codes ll-time egquivalency (FTE)
wvalue reported for each assignment code between the Fall 2011 ==
and Fall 2012 BEP submission. The report i=s divided into staff
groups: Ldministratiwve S5taff, Instructional S5taff - General w

View Report

|

6. Click “View Report,” located under the Report Description box.

Lemergordducatonal Ferformance &Jnformaton;

Instructions

The reports generated by this
appication are displayed n
pop-up windows. If you are
unable to view reports, you
may have a pop-up blocker
nstolied on your computer
To read about how o
configure your software to
work with this appication,
please review the Pop-up
Blocker Help document

To properly review the POF
reports in this appiication, the
latest version of Adobe®
Reader® is required

A Get '

f ADOBI™ READCR

REP Submission Reports

Submission Cycle EOY 2013 v

zm:“m Grand Rapids Public Schools ¥

Reports: Assignment Code Comparison v

Format: E A

Report Description.

This report provides a district-level comparison of all A|

assignment codes and the total full-time equivalency (FTIE)

value reported for each assignment code between the Fall 2011

and Fall 2012 REP submission. The report is divided into staff
roups: Administrative Staff, Instructional Staff - General v|
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Formats for Reports

PDF Format

PDF reports open in a pop-up window and cannot be edited.

Assignment Summary Report EOY 2012

Happy Valley Schools (xxxxx)

Total Number of

Assignment Assignments T FTE
Staff Group Assignments Code Assignment Description itted Submitted
General Education Core Academic
Subject Areas
000Bx Languags Ars 1 070
ooooc Chemisiry 1 080
oooo Integrated Science 2 1.30
000EX Mathematics 2 140
000Jx Music Education 2 1.00
000Z& General EL K-5 all, K-5 self-contained 2 2.00
0o0zz Alternative Educaftion 1 1.00
00182 SpeschiLanguags Impaired (SB) 1 0.50
______________ Classroom - All Subjects .
Total General Education Core 12 3.50
Academic Subject Areas
Instructional Staff
000NF Juniar ROTC 1 1.00
D0OMNR Computsr Science 1 0.50

Excel Format

The report will appear as an Excel Spreadsheet as illustrated below. The report
opens in read-only format by default. Click the “"Enable Editing” button to make the
spreadsheet editable.

| i|d 9 - © - |5 REP_AssignmentSummary [02-21-2012 03-18-59-819])[1]xIs [Protected View] [Comp.

Home  Inset  Pagelayout  Formulas  Data Review  View  Add-lns SAS  Team

0 Protected View  This file was opened from a potentially unsale location. Click for mare details( Enable Editing ,'

13 - A

B C 2] E F G H

A
il Assignment Summary Report EOQY 2012

2 Happy Valley Schools [RXXKX)

Total Humber of
Assignment Assignments Total FTE
3 Staff Group Assignments Code Assignment Description Submitted Submitted
General Education Core Academic
£ Subject Afeas
6 000Ex Language Ars 1 0T
000DC Chemistry 1 06
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Direct View

The Direct View format is available for selected reports such as the Detailed
Assignment Code Summary Report. The report will open in the browser window.
The report is layered in the same manner as the Excel version of the report.

Level One: List of all Schools/Facilities Reported with Staff Members.

This will include any schools/facilities outside the district if staff members are
assighed to them.

Assignment Summary Report

2 Page 1 of 1 2/22/2012 4:02 PM
[+] 4 Central Administrative Unit (00000) 4 275
20 Happy Valley Elementary (11111) 1 0.10
25 Happy Valley Middle School (22222) 2 065
34 Happy Valley High School (33333) g 3.80
=H) Happy Valley Adult Education Center (44444) T 3.45
80 Happy Valley Bus Garage (55555) 3 2.00
91 Bruce Elementary (66666) 1 1.00
96 Thomas Middle Schoal (TT777) 1 1.00

‘% REP | Detailed Assignment Code Summary

LR

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

REP | Detailed Assignment Code Summary

Assignment Summary Report

2/22/2012 3:36 PM

Page 1 of 1

Potterville Public Schools (23090) Total Assignments Total FTE

All schoolffacilities reported with
staff members are listed. 1 010
2 0.65
Click on the "+" to expand each
schoolffacility to see the staff 8 3.80
members reported. 7 345
£l 2.00
< 1 1.00
1 1.00

Level Two: Expands to Assignment Code Groups.
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120304 A B C D E F G H |
; EQY 2012
) Page 1 of 1 21222012 4:02 PM
[=] 4 Central Administrative Unit (00000) 4 275
+] 5 Instructional Staff 1 1.00
+] ] Day-to-Day Substitute Staff 1 0.00
| [+ 13 Moninstructional Staff 2 175
[-L] 20 Happy Valley Elementary (11111) 1 0.10
21 Moninstructional Staff 1 0.10
[=] 25 Happy Valley Middle School (22222) 2 0.65
+] 26 General Education Core Academic Subject Areas 1 0.40
| [+ 30 Moninstructional Staff 1 025
[=] 34 Happy Valley High School (33333) 8 3.80
+] 35 General Education Core Academic Subject Areas 4 2.580
+| 46 Instructional Staff 1 0.50
+] 50 Paraprofessional/Aide Staff 1 0.80
| [+ 54 Day-to-Day Substitute Staff 2 0.00
[=] 59 Happy Valley Adult Education Center (44444) 7 345
+] 60 General Education Core Academic Subject Areas 3 2.60
+| 70 Instructional Staff 1 0.20
n 74 Moninstructional Staff 3 0.65
[—L] a0 Happy Valley Bus Garage (55555) 3 2.00
81 General Education Core Academic Subject Areas 3 2.00
% 91 Bruce Elementary (66666) 1 1.00
92 Instructional Staff 1 1.00
96 Thomas Middle School (77777) 1 1.00
97 General Education Core Academic Subject Areas 1 1.00

Level Three: Expands to specific assignment codes with the groups.

1f2 |3 |4 A| B |C|D E F G H |
; Assignment Summary Report EOQY 2012
2 Page 10of 1 2/22/2012 4:02 PM
= 4 Central Administrative Unit (00000) 1 275
% 5 Instructional Staff 1 1.00
6 00370 - Physical Therapist 1 1.00
2 Day-to-Day Substitute Staff 1 0.00
10 00SUB - Day-to-Day Substitute Teacher 1 0.00
13 Noninstructional Staff 2 1.75
14 60700 - Parent Educator/Non-Home Visitor 1 1.00
17 85000 - Child Care 1 0.75
- 20 Happy Valley Elementary (11111) 1 0.10
IF 21 Noninstructional Staff 1 0.10
22 99900 - Other 1 010
= 24 Happy Valley Middle Schoal (22222) 2 065
IF 26 General Education Core Academic Subject Areas 1 040
27 000EX - Mathematics 1 0.40
30 Noninstructional Staff 1 0.25
31 82100 - Athletic Coach oy 1 0.25
[=] 34 Happy Valley High School (33333) 8 3.80
35 General Education Core Academic Subject Areas 4 250
36 000JX - Music Education 2 1.00
40 000ZG - General EL K-5 all, K-8 self-contained 1 1.00
43 00192 - Speech/Language Impaired (SB) Classroom - All Subjects 1 0.50
46 Instructional Staff 1 0.50
47 000NR - Computer Science 1 0.50
50 Paraprofessional/Aide Staff 1 0.80
51 00403 - Special Education Instructional Paraprofessional/Aide 1 0.80
[54] Day-to-Day Substitute Staff 2 0.00
85 00PAR - Day-to-Day Substitute Paraprofessional/aide 2 0.00
[=] 59 Happy Valley Adult Education Center (44444) 7 345
60 General Education Core Academic Subject Areas 3 2,60
61 000DC - Chemistry 1 0.60
64 000DI - Integrated Science 1 1.00
67 000EX - Mathematics 1 1.00
70 Instructional Staff 1 0.20
71 60400 - Elementary Certified Teacher with a Child Development 1 0.20
74 Noninstructional Staff & 0.65
75 82100 - Athletic Coach 3 0.65
- 0 Happy Valley Bus Garage (55555) 3 2.00
/= a4 Pannral Edumatian Carn Arndamic Quhinect Armae 2 a2 nn
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Level Four: Expands to the individual employees within each assignment code and

group.
1]z]3 ICID| E |F G | J Kl M N o] P
Detailed Assignment Summary Report
Page 1of 1 3M15/2012
Happy Valley School District Schools (23090) Total
8 Assignments
(=] 9 Central Administrative Unit (00000) 5 5.00
[=] 10 Instructional Staff 3 3.00
[=] il 00370 - Physical Therapist 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
12 Status Status
| L 13 Smith Betty 9090909/K. 1.2, 3, 4 1 9 99
[=] 14 Day-to-Day Substitute Staff 1 1.00
=] |15 00SUB - Day-to-Day Substitute Teacher 1 0
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
16 Status Status
| L - |17 Mattson Evelyn 909012 0 99
[=] 18 Moninstructional Staff 2 175
=] [19 60700 - Parent Educator/Non-Home Visitor 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
20 Status Status
| - [21 Jackson Jack 90913|3, 4 1 9 99
[=] |22 85000 - Child Care 1 075
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
23 Status Status
Childs James 90914 |Early Childhood and| 0.75 9 99
| L L 24 Parenting Programs
[=] 25 Happy Valley Elementary (11111) 11 9.80
[=] 26 Instructional Staff 1 1
|E| 27 000ZG - General EL K-5 all, K-8 self-contained 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
’ E Status Status
L 29 Smith Janice 9099999 21 9 98
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Reports with Detailed Data

The following reports provide more specific employee information in three or four
layers of detail.

e Detailed Assignment Code Summary Report
e Pending Status Report
¢ New Teacher Days of Professional Development Report

The following screen shots demonstrate the Detailed Assignment Code Summary
Report, which has four layers of detail concerning the assignment codes and FTEs of
all school employees reported by the district.

First, select the report from the drop-down menu and open it in Excel.

Level One: District Name with List of all Schools/Facilities

By default, the report will show the total number of assignments and FTE reported

at each school/facility reported. If your district reported staff members at
schools/facilities in other districts, they will appear on this report.

1]2]3]4 ICID| E |F G 1 J Kl M N 0 P
2
, Detailed Assignment Summary Report EOY 2012
Page 10of 1 92012
6
Happy Valley Schools (XXO00K) Total
8 Assignments
+ 9 Central Administrative Unit (00000) 5 5.00
+ Z§  Happy Valley Elementary School (o000 23 235
+ 33 Happy Valley Middle School {oooo) 15 1475
+ 41 Happy Valley High School (ooood) 20 195

Level Two: Schools/Facilities with Number of Assignments and Total
FTE by Assignment Group

This layer lists the total number of assignments and FTE by Assignment Group in
each school/facility.

12|34 MU E B L5 J J Kl I H L F
2
Detailed Assignment Summary Report EOY 2012
3
) Page 1of 1 na202

Happy Valley Schools [KXXXX)

Tatal

Asaigmimants

= % Ceniral Administrative Linit (0000) 5 500
I- + 10 Instructional Staff 3 300
+ x ParaprolessionallAide Stalf 1 1.00
+ ki Administrative Stafl 1 1.00
= 28 Happy Valley Elementary School (oooo) 1 1
L+ # Instructional Staff 1 1.00
= 33 Happy Valley Middle School (oo 2 15
L+ u Ganeral Education Core Academic Subject Areas 2 150
- 41 Happy Valley High Schodl (o000 2 065
+ 42 General Education Core Academic Subgect Areas 1 040
|_ +* 46 Haninstructional Stalf 1 025
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Level Three: Specific Assignment Codes within Assignment Group

This layer provides the total number of assignments and FTE for the specific
assignment codes reported in each assignment group for each school/facility.

ICD E F G I J Ki M N 0 P

1121314]

Detailed Assignment Summary Report EOY 2012

Happy Valley Schools (XXXXX) Total
Assignments

= 9 . 5 500

- 10 Instructional Staff 3 3.00

+ 11 00310 - School Social Work (including non-special education) 1 1.00

+ 14 00320 - School Psychologist (SG) 1 1.00

+ 17 00370 - Physical Therapist 1 1.00

- 20 Paraprofessional/Aide Staff 1 1.00

l + 121 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00

- 24 Adminsstrative Stalf 1 1.00

L l + |25 79115 - ISD Asssstant Director (Business/Finance) 1 1.00
- 28 Happy Valley Elementary School (o00cx) 1 1

- 29 Instructional Staff 1 1.00

l L+ 30 00370 - Physical Therapist 1 1,00

- 33 Happy Valley Middle School {ooox) 2 15

- 34 General Education Core Academic Subject Areas 2 150

l ¥+ 3% 000BA - English 1 0.70

L L+ 38 000EX - Mathematics 1 0.80

- 41 Happy Valley High School (xo000x) 2 065

- 42 General Education Core Academic Subject Areas 1 0.40

L+ (a3 000EX - Mathematics 1 0.40

- 46 Noninstructional Staff 1 025

| L& |47 82100 - Athletic Coach 1 025

Level Four: Assignment Code and FTE for by Assignment Group

This layer provides individual employee information: name, PIC, assighnment, and
FTE by assignment group for each school/facility. Data from Field 12: Funded
Position Status and Field 25: Employment Status are also provided.

1121314} “ICDIEF G I J K M N a p

2
5 Detalled Assignment Summary Report EOY 2012

Page 101t 31972012

Happy Valley Schools POCKXX)

8 |
- 9 Central Administratve Usst (00000) 5 5.00
- 10 Instroctional Stafl 3 3.00
- 1 00310 - School Social Week (including non-special education) 1 1.00
Last Name Fest Name P Grade or Seting m Tunced Poston  Empioyment
12 Sista Stats
L8 Seth Betty 999999 9, 10, 11, 12 1 9 b
- " 00320 - School Psychologist (SG) 1 100
Last Nave Frat Name PC Grade o Seting FTE  Fusced Pealion Eeployment
15 | | Sistes Status
|« | 16 Jackson Kathy QWNNIK 1.2 3 4 1 9 9
- 17 00370 - Physical Therapist 1 1.00
Laat Name Yozt Name PC Grate o Getieg Tt funced Poation  Lrployment
18 States Status
L |39 Hixdson Jen 09K, 1.2 3. 4 1 9 )
- 20 Paraprofessionat/Ace Staft 1 1.00
- 21 00412 - MEP lnstructional Parapeofessicnal/Aude - Summer only (Title IC) t 1.00
Last Name Fest Name c Grade or Seting m fusded Poston  Lmployment
2 Statia Status
L= |23 BEEZ JANET 050709 Magrant 1 9 9
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Expanding and Collapsing Rows of the Report to Obtain Various
Levels of Detail

Expand or collapse the view of this report to a specific level of detail by using the
“+” and “-" symbols on the left side of the spreadsheet. Collapsing/expanding the
report can be a time-saving feature if only viewing certain assignment codes, such
as Instructional Staff.

Click the “+” sign to expand the building level to the assignment group.

1]12]3]4 I U] E [F G | J Kl 1] I\ 9] F
2

Natailad Accinnment Summary Report
Click here to expand to the
assignment group level. The "+ will
change to a ™" when the rows
expand to the next level.

Total Total
Assignments FTE

| | 9 Central Administrative Unit (00000} &

28 Happy Valley Elementary School (xooow) 1 1
33 Happy Valley Middle School (xocock) 2 1.5
41 Happy Valley High School (xoox) 2 0.65
[+] 50

Page 1 of 1 3M9/2012
6
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
9 ini j i 5 5.00
10 Instructional Staff 3.00
20 Paraprafessional/Aide Staff 1 1.00
[+] 24 Administrative Staff 1 1.00
+| 28 appy valley Elementary 00 [Jo000K) 1 1
+| 33 Happy Valley Middle School (xcooc) 2 1.5
+ 41 Happy Valley High School (xcooo) 2 0.65
+ 50
[+ 55
60
95
153
el 407

Click a “+"” sign in the Level Two column to expand to the assignment code level.
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1]12]3]4 IC U] E|F G | J Kl 1l I 0] F
2
Detailed Assignment Summary Report
3
Page 1 of 1 3Mei2012
6
Happy Valley Schools (XXXXX) Total LE
i Assignments FTE
9 Central Administrative Unit (00000) 5 5.00

Instructional Staff 3 3.00
00310 - School Social Work (including non-special education 1 1.00
00320 - School Psychologist (SG) 1 1.00
00370 - Physical Therapist 1 1.00
Paraprofessional/Aide Staff 1 1.00
Administrative Staff 1 1.00
[+ Happy Valley Elementary School (xcoo) 1 1
+| Happy Valley Middle School (xooooc) 2 15
+] Happy Valley High School (oooo) 2 0.65
I+ 50
4 55 Clicking on the "+" sign changes it to a ™" and the data will expand to the assignment
I+ 60 code level.
1+ 95
+] 153
+] 183

Finally, click the “+” or *-" in the Level Three column to obtain the desired level of
detail.

1)z ]34 IC|D| E |F G | J Kl M N 0 P

Detailed Assignment Summary Report

Page 1 of 1 3M9/2012
6
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
(=] Central Administrative Unit (00000) & 5.00
10 Instructional Staff 3 3.00
11 00310 - School Social Waork (including non-special education) 1 1.00
14 00320 - School Psychologist (3G) 1 1.00
17 00370 - Physical Therapist 1 1.00
20 Paraprofessional/Aide Staff 1 1.00
|_|:_| 21 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
Last Name First Name PIC Grade or Sefting FTE Funded Position | Employment
22 Status Status
|_ |_ - |23 BEEZ JANET 9080709 | Migrant 1 9 99
| 24 Administrative Staff 1 1.00
+ 26 Happy Valley Elementary School (xoocoed) 1 1

Downloading Data

Several options are available to download report data.

1. From the report in REP, click on the Export icon from the tool bar.
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4o &

AL file with report data
CSV (comma delimited)

‘ Find | Next

Detailed Assignment Summary Report

Acrobat (PDF) fil
Page 1 of 1 Aot (PR} Bie 0/2012
MUHTM (aab archiva)
Potterville Public Schools (23090) Excel |
TIFF file
Central Administrative Unit (00000) Bt 00

2. Choose “"Open” or “Save.” If "Save” is chosen, select a location to save the
file.

File Download ﬁ|

Do you want to open or save this file?

@ j Mame: Detailed Assignment Code Summary., xls
[Hl Type: Microsoft Excel 97-2003 Warksheet

From: ga.mdoe.state.mius

Open ] [ Save ] [ Cancel l

harm your computer. F you do net trust the source, do not open or

la While files from the Intemet can be useful, some files can potentialty
save this file. What's the risk?

3. If "Open” is selected, the report will automatically open the appropriate
format. If "Save” is selected, you’'ll need to browse to the saved file on your
machine and open it.

E 9o REP_AssignmentSummary_DrillDown (03-19-2012 03-54-05-028)(1).xIs [Compatibility Mode] - Microsoft Excel = @ &3
Home | Inset  Pagelayout  Formulas  Data  Review  View  Addlns  SAS  Team o @ o @@ =

= . PR 1 ] o I 5 -

B * Arial 10 - A s = g[%] ¥ SiWapTet General - ij' %H}ﬁ - §< i - % Eﬁ

Ga- M

Paste B o7 oUW~ e fye = == Merge & Center - o0 <o oo Conditional Format Cell  Insert Delete Format Sort& Find &

- u = i EVegeaceanter - § - % 0 | %S Formatting « as Table = Styles = - - - 7 Filter Select~
Clipboard 1= Font - Alignment F] Number - Styles Cells Editing

Page 27 of 38



REP Reports User Guide

Using the Reports for Data Quality
The following examples illustrate questions to ask when reviewing your reports.

Are the FTEs accurate for the various accounting/function codes?

Happy Valley School District (3X00K)
Instructional Staff Total FTE
111 Elementary School 835
112 MiddlefJunicr High Schoal 8.30
113 High School 12.70
1158 Preschool 0.00
119 Summer School 0.00
122 Special Education 9.50
125 Compensatory Education 3.00
127 Career and Technical Education 0.00
131 Basic 0.00
132 Secondary 0.00
133 Secondary “/ocabonal 0.00
135 Cccupaticnal Training or Upgrading Retraining 1.00
Total Instructional Staff 42.85

Are the counts accurate? In this example, do you have three vacant
teaching positions?

Position Status By Staff Group Report Fall 2011
Happy Valley School District (X00CX)
Administrators Teachers Paraprofessional Noninstructional Total
Funded Position Status Count Count Count Count Count
1 Vacant, funded, open position. no [0 @ 1] o 3
one assigned
2 Vacant, funded, open tlen, v} 1] a o a
oulside coniracior assigned
3 Funded, employee on loan of i 0 0 0 0
leave, N ane Xssgned
4  Funded. employes on ioan or 0 0 1] o 1]
leave, filled by temperary
employes
§  Vacant, funded, open posaien, v} v} 1] o a
filled by temporary employes
[ Funded. employes on loan of o 1 a o 1
leave, outside contracior assigned
7 Contracted $enioes provider, non- 0 0 1] o 1]
instructional siaff
@ Filled position, regular 3 47 § - -1
Total: 3 51 § & L]
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How many assignments of English or Math are taught? Do you have five
elementary assignments?

Assignment Summary Report Fall 2011
Happy Valley School Distrnict (2000CK)
Tetal Mumber of ot FTE
General Education Core &
Cubgect Lream
DO0B Engiish @ 260
DOOCC Heatery 020

ooCD Poitgnl Somie

|
00aCC Chemisiry 1 as0
GOOCH Gescbogy - Earth Sclencs 1
QoacH Intagrated Soencs i 1.00

CO0C Sl 100

DO0EX. Mthematcy ¢ 040

DOOFF Spanish 1,00

i Mumic Education g 280

D002 General EL K-5 ), K5 sef-pontamed 5.00

.............. T
Academic Subject Areas

Use the Overall Summary of Data Submission Report to answer questions
like:

e Are your final submission counts accurate?
Do you have nine day-to-day substitute staff members?
Do you really have staff members reported at two schools/facilities outside
your district?

e Do you really have seven schools/facilities that should have staff reported?
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Qverall Summary of Data Submission Report Fall 2011

Happy Valley School Distnet (0004

Total rumber of all persannsl records submittied c‘@

Tistal ruri of persconnsl MHoonds submiled inciuding Bhoss peraonrsl wha have S T datricl

Total numbar of records with an administralor assignment code 3

Total numibes of personresl neconds: submilied willh ssssgnmesnd codess TN fheopugh THEES, inciuding Bhoss personnes who
Farve bl the denct

Teital rumber of records with 2 beacher assgnment code n

Tt rurrer of records subrmified with sssionment codes DDDAY Brough DOSEM, S0300, and B0400 (excieling D040,
OO0, DO405, O0407, DOSLUE and COPAR). Thss dun! INcheies cusent and Maminates rooids

Total mumber of records with a paraprofessonaliaide assignment code 9

Tiotal numies of necords with o parapnofessoraifscs sssignment oode. Total rumber of records submitied weh
sapsgrerant pocdes BOOOT Bhepagh 001 inglygng BP0, SEADY, DOM0D, D004, QUM sncl DOMOT They count inciades

Cument @ ferrranale] renoids

Teital mumber of records with a day-lo-day substitile assgnment code @l
Total numier of records pabmitied with an sssigrment o of DSV ard D0SAR, This count ingluckes cument ard
SrTraraied reoonds.

Total rumber of records with a ron-instructional assgnment code 18

oot Pt of Feotch wAlh & FeOn-PRITEONS SIS node Totsl fumier of reoond SUDmmed e ESgrment
eoded 81500 Swough S9500 and 0100, BO000, B0600 and 0700

Teital rumber of perscnned separating from emgloyment with the district
Total mumter of perscnrgl moonds whens Fisld 25 Esployment Status code i eqeal o 01 Seough 19 inchusve
Total rumber of personnel reconds assgned 1o a nonpuble schoal

Tioal numibes of personnel reponds submiled whene the schoolTaolity oooe (reporied s identbed in the School Code
kst inchoates Tt the schooiMeciity is & nonpubic entty

1
0
Total numbar of personned records assigned 1o a school in ancther dstrict @

Total rumber of personrs ieoonds. submilied whers Te schosifacity code |eporied o dentled n e Sohoal Code
kiriinr}) o ol Badicned 55 Bl eportng dhliel

Teital rumber of schoolsfacilties reporbng personnel reccrds

Total mumtes of sohooin®acidey ot aere reporied Wi parsonnes! regonds.

Validation Details Report
The Validation Details report was added to provide users with a list of errors and

warnings for their submitted data. The drop-down menu lets the user select the
report in view-direct, pdf or Excel format.
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Validation Detail

Collection: EOY 2017

Entity-

Description: List of all Errors and Warnings for Updated Records

Total Number of Errors: 9
Total Number of Warnings: 0

Error Status

PIC Last Name Middle Name

First Mame

[Field 10] The Administrator Continuing Education in
School Assignment #1 is missing.

[Field 10] The Administrator Continuing Education in
School Assignment #2 is missing.

[Field 10] The YWage in School Assignment #1 is missing.

[Field 10] The Wage in School Assignment #2 is missing.

[Field 20] Educator Effectiveness must be submitted for
the assignment code reported in Field 10 (School
Assignment Data).

[Field 28] Annual Salary, a required field, is missing.
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Reports for Year-to-Year Comparisons

These reports are updated each submission.

FTE by Accounting/Function Code Comparison Report

This report provides a district-level comparison of the total FTE reported for staff
members’ accounting/function codes between the year-to-year REP submissions.
The total FTE submitted for each accounting/function code is listed by specific
categories: Instructional Staff, Instructional Support Staff, Instructional Staff
Services, Non-Instructional Support Staff and Facilities Acquisition.

Total FTE by Accounting/Function Code Comparison Report Fall 2011

o Are the counts
Happ.g.r Valley School District (X3000K) I accurate? Did our
Instructional Staff FTE FTE |::|-..m,,;Ii district have a 54.76%
111 Elementary School 2348 B35 £4 45 % drop in Special
112 Middie!Junior High School 15.85 8.30 4T3 % Education
113 High School 201 12.70 -36.85 % ‘/ instructional staff?
122 Spe<ipl Education 21.00 9.50 4
125 Compensatony Educaton 0.00 300 300,00 %
135 Occupational Training or Upgrading Retraining 0.00 1.00 100.00 %
Total Instructional Staff BO.45 4285 46,74 %

Assignment Code Comparison Report

This report provides a district-level comparison of all assignment codes and the
total FTE value reported for each assignment code between the year-to-year REP
submissions. The report is divided into staff groups: Administrative Staff,
Instructional Staff - General Education Core Academic Subject Areas, Instructional
Staff - General Education Non-Core Academic Subject Areas, Non-Instructional
Staff, Day-to-Day Substitute Staff and Paraprofessionals/Aides.

Assignment Code Comparison Report Fall 2011

Happy Valley School District (XXCO0K)

Administrative Staff

Parcantage

Fall 2010 Total Fall 2011 Total Changa In Parcentage
Humber of Fall 2010 Humbsar of Fall 2811 Humbar of Change In
Ansignment Agplgnments  Tofal FTE  Assignments  Total FTE  &ssignments FTE
Code asslgnment Deacription Submittad Submitied Submittad Submitted Submitted Submittad
70100 15D Superintendent 1] 0.00 1 1.00 100.00%  100.00 %
{Chief Administrative
Cifficer)
70200 District Superintendent 1 1.00 i) 0.00 -100.00 % -100.00 %
{Chief Administrative
Cifficer)
F03T74 District Superintendent 1 010 i 0.00 -100.00% -100.00 %
(Title X Gender Equity
Coordinator)
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Assignment Code Comparison Report Column Descriptions

Column Heading

Explanation

Assignment Code

Assighment codes submitted by the
district.

Assignment Description

Description of subject area taught or
position held.

EQY 20XX and EQY 20XX or Fall 20XX
and Fall 20XX Total Number of
Assignments Submitted (One year
comparison)

Total nhumber of assignments reported
for each individual assignment code
submitted by the district for each
submission in EOY or Fall
comparisons.

EQY 20XX and EQY 20XX or Fall 20XX
and Fall 20XX Total FTE Submitted
(One year comparison)

Total FTE reported by the district for
each assignment code.

Percentage Change in Number of
Assignments Submitted

Percentage of change in the number of
assighment codes between EOY or Fall
comparisons.

Percentage Change in the FTE
Submitted

Percentage of change in the total FTE
submitted for each assignment code
between EOY or Fall comparisons.
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Appropriate Placement: Student and Educator
Course Reporting

CEPI maintains the Local Course Crosswalk and Teacher Credential Verification
Report within the Michigan Student Data System to support ensuring appropriately
prepared and endorsed educators are assighed to each classroom. To access these
reports, an individual must be an authorized MSDS user.

For further guidance on how to use these reports to ensure educators are
appropriately placed, please read the Appropriate Placement Course Reporting
Guide. For additional details on these and other MSDS reports, you can also view
the MSDS Reports List. To access these reports, log into MSDS and click the plus
sign on the left panel next to “Audit FTE...”

Audit FTE... =

Audit Form
(D54061/D54120)

Audit Narrative
FTE Canflict Detaction

Teacher Credential
Verification Report
Local Course Crosswal
Report

Course Placement and Reporting Guide

The Course Placement and Reporting Guide provides a comprehensive list of
available SCED codes, alighed REP Assignment Codes and allowable MOECS
Endorsement Codes for all courses.

Local Course Crosswalk Report

The Local Course Crosswalk provides a list of unique SCED codes and Local Course
information reported by a districtin MSDS TSDL collections for the previous school
year (including both the General TSDL and Migrant TSDL Collections).

Local Course Crosswalk Report

* = Required

“Submitting Entity: | |
“Collection: General/Migrant Teacher Student Data Link
“Report Format: Excel

\iew Report
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Teacher Credential Verification Report

The Teacher Credential Verification Report was developed to support districts in the
review of appropriate placement requirements. This report is not intended to
replace the complex guidance available from MDE Permits and Placement.

This report is available in the MSDS Audit FTE menu. This will require coordination
with the MSDS and REP user(s) to generate and review the report. The TCVR
compares REP assignment data and MOECS credential data to determine if the
educator is placed in an eligible course, based on the Course Placement and
Reporting Guide.

Determining Appropriate Placement of educators must include several
considerations beyond what’s available in these data sets (e.g., special or unique
funding, delivery methods, student population, etc.). The TCVR is a starting point
for local investigations to determine if educators are appropriately placed for the
courses they are assigned in compliance with MCL 388.1763.

REP Teacher Credential Verification Report

* = Required

“Submitting Entity: | |
“Collection: [----Select A Collection---- ~ |

“Report Format:
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Obtain Credential Data for Teachers and
Administrators

Michigan Online Educator Certification System
MOECS is a web-based application that lets a local district user obtain credential
numbers, issue and expiration dates, endorsements earned, and sponsoring

institutions for instructional personnel. The user must have a MEIS account and
obtain access to the MOECS application.

To access MOECS, go to the MDE website:

Michigan Online Educator

Certification System

Michigan Department of Education > Services > Educator Services > MOECS

MOECS is a secure web-based system allowing educaters access to their certification data,
apply for certificates and endorsements, and renew their certificates

Qr
O Certification Guidance Documents

M'Chigaf‘ Omllmc Educator SCECH Catalog for Professional Learning Opportunities
Certification System
MOECS Features
Frequently Asked Questions

Educator Credential Loockup

Michigan Online Educator Certification System (MOECS) >

/ices are not available

Most certificates expire on June 30 of the year of expiration. Applications are processed as received and expediting se
Processing time is impacted when the application, including supporting decumentation, is not complete. For candidates applying with an out-of-
state program, please be sure to print the cover letter generated for your application and follow the directions thoroughly.

You can also access MOECS through the following link in REP.
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LemerdorkducatonalPerformance Sdnformation

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

REP | Main Menu

Welcome to the Registry of Educational Personnel

Mo Entity Selected

SetiChange Entity: Set

Go to Nenpublic Schoel Personnel Report

Data Submission

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

Data submitted by school + Personnel Submitted
districts via the Registry
of Educational Personnel Personnel Search
(REP) are used to produce To search for a PIC or to request a new PIC, select the following function:
reports for the U.S. « Personnel Search
Department of Education
and for the state of Reports
Michigan regarding school To view a report or download personnel data, select from the following options:
E;:‘;““EL Add]t“_’:a‘;m + Summary by District

ata are provided to - .
o D Complete Summary b\,r. District Click here
of Education (MDE) for + Download REP Data File to access
MDE’s teacher certification + Employee Listing by District MOECS.

audit. + REP Submission Reports

Credential Data Exchange

The Credential Data Exchange is now f the Michigan Department of Education's
Michigan Online Educator Certification™5ystem (MOECS).

For help accessing MOECS, contact the Michigan Department of Education Office of
Educator Excellence at MDE-EducatorHelp@michigan.gov.
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Need Additional Help?

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

email address and any specific questions.
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