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Introduction

This user guide is intended for all authorized users of the Registry of Educational
Personnel and the REP Search Application. The REP Personnel Identification Code
search feature allows authorized users to obtain PICs for staff members.

General Information

What is the REP Personnel Search?

The REP Personnel Search is an online application that allows authorized users to
obtain PICs for staff members at any time. The REP Personnel Search includes the
following data:

First and Last Name (Middle Name when available)
Gender

Date of Birth

Social Security Number

Michigan Credential License Number (when available)
Personnel Identification Code

Application Startup and Security

In order to access the REP Personnel Search you must be an authorized user of the
application. To become an authorized user of the REP Personnel Search, you must
first obtain a Michigan Education Information System account. If you do not have
an MEIS account, go to the MEIS website
(https://mdoe.state.mi.us/MEIS/Login.aspx). The following screen will appear:

';-;{]’"'Q,f MichiganDepartment of Education)

Ta obtain a naw MET oate o Mew MEIS Account

E1S account and would bke to adjust your actount infarmation,

If you have

ase log

Login Name: Lfgraol oy Logfn N
Password: Lforgot o Password

Log In

Have questions/ concerns about MEIS security oF MEIS User Management?
Please cont: Help
ne: (51

Follow the directions on this page to obtain your MEIS account or to update your
MEIS account information. After your MEIS account is established, do not share
your login user name and password with anyone. This is your personal account.
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Note: You may use the same MEIS account for all MEIS applications; however, a
separate security agreement is required for each application.

Forgot your Login Name or Password?

If you have forgotten your login name or password, click the link “I forgot my Login
Name” or “l forgot my Password.”

*,t:'g“l'fg;% Uzyartngne uf 2disatug) i *
Michigan.goy Horme MDE Home | MEIS Homé .

VEIS Login

The MEIS User Management is a security system, implemented by the Michigan
Department of Education, to be used with all MEIS applications.

& MEIS user will need only one account which will allow access to multiple MEIS
applications.

MEIS accounts are unique to each individual user,
MEIS accounts MUST never be shared,
MEIS accounts remain open forever,

Login MName: I forgot mvy login Mame

Password: I forqgot my Password

Have questions/concerns about MEIS security or VMEIS User
Management?
Please contact the MEIS Help Desk via:
Phone: (517) 335-0505
Press 2 for MDE Programs
Press 3 for CEPI Programs

Email Address and Phone Number: Keep them up-to-date

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

Log in as an MEIS User.

Click on “View/Update User Profile.”

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

Log out of MEIS

©ao T

If you have any questions concerning your MEIS account number and/or password,
please direct them to CEPI customer support via email at CEPI@michigan.gov or by
telephone at 517-335-0505 x3.
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Security Agreement

After you have established your MEIS account, download the REP Security
Agreement from the CEPI website (https://www.michigan.gov/cepi). Click on “CEPI
Applications,” and then click on “Registry of Educational Personnel.” The Security
Agreement link is located in the introductory text on the page.

About CEFI
CEPI = CEPI APPLICATIONS = REGISTRY OF EDUCATIONAL PERSONNEL

| CEPI Applications

Registry of Educational Personnel (REP)

Michigan Student Data submitted by school districts via the Registry of Educational Personnel (REP) are used to produce
Data System reports for the U.S. Department of Education and for the state of Michigan regarding school personnel.
Additionally, REP data are provided to the Michigan Department of Education (MDE) for MDE's teacher
Hedizer certification audit.
Educational
Personnel (Nonpublic schools submit their personnel data in the Nonpublic School Personnel Report).
s
Educational Entity . .
o o Deadlines: REP data are due to CEPI on June 30 and the first business day in December.
= See the CEPI Calendar Page for our master calendar of deadlines and collection dates.
Financial
Information :l
Database

There are three levels of security access to the REP Personnel Search Application
which your district may select for an individual user:

1. REP authorized user (full access to REP and Personnel Search)
2. PIC lookup and authorization to create a new PIC
3. PIC lookup only

Once your REP Security Agreement has been processed, CEPI will send you an
email notification. After you have security access to the REP Personnel Search, you
are ready to begin.

Because confidential data are utilized in this application, it is important that

superintendents/chief administrators only authorize access to users who may view
confidential data.

REP Personnel Search Application — Where to Begin

Authorized users will log in to the REP Application (https://cepi.state.mi.us/rep/) to
access the REP Personnel Search Application.
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Educational Personnel

This logn screen prondes access (o the public school Regestry of Educational
Persomnel (REP) o the Honpublc School Personnel Report. When a Utser Name
and Password are entered m the MEIS Login Box, access will be granfed to the

GppropTale appicaton
The REP and Monpublic School Personnel Repart, operated and mantaned by | Legin
the Center for Educational Pedformance and Information, are used by the pubbc
school distncts and nonpubbc schools 1o submit personnel nformation to the ‘Ugﬁw RSB Of PASSWONdT
state of Mhchsgan
Pathorized users of the REP and Nonpublic School Personnel Report have been This area will indicate the
designated by tha drsinct or school sups dentiad stor. Authorized submission dates for aach
wsers musd hawe a Machigan Education Information System (MEIS) account and submission cycle.
hm:mﬂﬂdan:sﬁmedasqﬂmﬂymhlhuma - _ub -

- : kewp your email address, phone number
F iedormation, please choose beliaernig opticas o i Strict informastn curment. Pleass
o ' t ke werify your contact information on ihe
Registry of Education Personnel MEIS Usar Hanagement page.

* REP Data Feedd Descrptions EER

* REP Racord Layout EER

» REP Users Gusde EEE

« REPFALCs EHR o

+ REP Report User's Gude EER | th’tﬂ‘l

» REF Sacunty Agreement Form ¥ ¥ SECURED

o GO Secwity Agreement Form quered oy Verkign

» Obtmning or Updating & MEIS Account

Nonpublic School Personne! Repont

Honpubbc School Personne! Report Diata Field Descrpbans N
Honpublic School Personanel Report Uiser's Gusde EER

Honpublc: School Perscaned Repod FAC EER

Monpublic: School Personnel Secunty Agreement Formn
Obtaming or Updatng a MEIS Account

» Nhchigan Electronic Geants System

To log in to the application:

1. Click in the User Name box.

2. Type your Login User Name.

3. Press the Tab key to go to the Password box or put your cursor in the
Password box.

4. Type your Password.

5. Click on the Login button.

After you log in, the REP Main Menu will appear. Follow the instructions within the
textboxes in the following screen shots:
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P whae P T L
‘x o I’*':.“mrjw Hlgcanonal) F&Jjuu-:“ n:,‘l:: Tormatbon,

CEP Home | Main Menu | FAQ | User's Guide | Teacher Venficaton | Contact CEP| Locout

Welcome to the Registry of Educational Personnel

Pottenvlle Public Schools (23090) v |

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

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

Data submitted by school
districts via the Registry o Personnel Search
of Educational Personnel

(REP) are used to produce Reports
reports for the U.5.
Department of Education
and for the state of
Michigan regarding school » Complete Summary by District
personnel. Additionalty, » Download REP Data File

REP data are provided to « Employee Listing by District

the Michigan Department
of Education (MDE) for » REP Submission Reports

MDE"s teacher certification

audit. Credential Data Exchange

The Credential Diata Exchange is now part of the Michigan Department of Education’s
Michigan Online Educator Cerification System (MOECS)

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

The following screen will appear:

L
Logout

Search fora 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 Humber | |
XHYYZZZZ

Credential License Number | |

Last Name | |

First Name | |

PIC | |

e 0]

Gonter
Clear Form Search |
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Search for an Existing PIC

To search for an existing PIC, enter the Social Security number, Credential License
Number or name of the individual whose PIC you wish to find. The following will
appear when a PIC is located:

PR
A l SONErg ORI ICaton sl eronmance sanformaton

Michigan.gov H CEPi Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPY| Logout
REP | Personnel S

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 0476

XEXYY2ZIZZ
Credential License Number
Last Name

First Name

PIC

st I

Gender Either

Clear Form l Search

1 result(s) were found. If the personnel you are searching for is not in the results, you may Request a PIC

<< Previous Go To Page |1 of 1 [GO] Mext =>
ABCDEFGHIJKLMNOPQRSTUVWXYZ(ALL)
PIC Last Name First Name l;':"‘:l: Date of Birth Gender SSN Credential(s)
SMITH MICHAEL " e None
<< Previous Page 1 0f 1 Next >

Requesting a New PIC

When an employee does not have a PIC in the REP database, the following will
appear:
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Search for a PIC
Please enter the search critena below. Click the Search button to peform a search and the Clear button to reset the form

Teds

Gender Either

Cleas Foarm Search

0 result{s) were found. Do you want to Request a PIC?

If a PIC is not found, you may click on “Request a PIC?” and enter the required data
as indicated by the red asterisks in the screen shot below:

| o WA o . ek 3 Tk, .
| E l LENETdorCaucalional EErIONMance Sanormanon

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

REP | Creafe a PIC

Request a PIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form.

FirstName* | |

Middle Name | |

LastName* | |

Date of Birth* | Ll 1
mmiddiyyyy | ¥l ¥l

Gender * i-SeIect One v

Social Security Number *
XKXYYZZZZ

7845

* required Submit . Cancel Request

After the record is submitted, a new PIC will be created for the record. Select the
position type for the staff member you are adding, and then click on “Add
Personnel.”
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fx:_"" ~ s T i
A LETTIET G 070 0C3an0Tal  Erionmance

RequestaPIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form

FirstName*  Betty
Middie Name M.
LastName*  Jackson

OateofBirth® [y ™11 | [1980

mevodlyyyy

Gender * _Female ¥

Social Security Number * xxxyy7845
WXYYIIIZ :
* required i Submit Cancel Request
@235? was successfully created.
. Middie
PIC Last Name First Name o Date of Birth  Gender SSH Credential(s)
812357 | JACKSON BETTY M 01011880 | F ;";;"" none

Would you like to add this person to your Personnel Submitted?
 Select the Position TyE: >

@ Professional Personnel

O Day-to-Day Substitute Teacher

O Day-to-Day Substitute Paraprofessional/Aide
O Support Staff

Return to Main Menu

During a REP submission cycle, REP authorized users will have the option to click on
“Add Personnel” to enter the Online Single Submission REP Screen and submit the
record. This option will not be available to users whose access is only to the REP
Personnel Search.
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Social Security Number Matches a PIC with Different Name

When a Social Security number is entered and it matches a PIC already in the REP
database, the following grayed-out screen will appear with an error message box.

ERROR: The submitted Social Security
h a different PIC.

Click on the link “Please review the results” to return to the Personnel Search
Application. The following screen will appear:

Page 11 of 19



REP Personnel Search User Guide

e : ; r
A K Lentergoraucatonal Eerormance sdniormaton, [chigan.gou
MIMI&GIWIW!MIL&M

REP | Greafe a PIC

Request a PIC
Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request

butten to retumn to the Personnel Search form.
FirstName* | jane
Middle Name

LastName® Bagz

Detesebmn i
Gender” | Famale v
Soctal Seciily ""'"be" HXK-XK-XXKX
| *requied _Submit_|  CancelRequest
The submitted Social Security Number iz associated with the parson listed below. If you believe this is not comect, please
contact CEPI for assistance

1 match{es) were found.

PIC Last Hame First Name i DateofBirth Gender  SSH Credentiai(s)
it 5 EEEE S .,
XXXX

488553 BEEZ

If the Social Security number is accurate for the individual that you have entered,

contact CEPI customer support at CEPI@michigan.gov. Include the PIC number of
the record found, your name, phone number, district name and district code. Do

not include the Social Security number in your email.
Social Security Number Matches a PIC with the Same Name

When a Social Security number is entered and it matches a PIC already in the REP
database, the following grayed-out screen will appear with a warning message box.
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X“‘)(' Lenterdorducational Performance &Jnformation,

|
Mchge ooy Nomg CER vomg | Mg Veng | FAQ | 2ae0y Ouete | Toachar Verdicates | Contact CEM| Looot

Request a PIC

Please enter the personnel detals below Chck the Submit button to attempt to create a new PIC and the Cancel Reguest
Button to retum to the Personnel Search form

Farst Name * Ashley
MsdBe Nare

lLast Name

WARNING: Possible matches for Name,
osectmem | Date of Birth, and Gender have been found.
Please review the results

[P
REC IOV Bt AMXYyLELE
reguie
¥ ach x b T gt (3 ] e >
1 match(es) were found
L Laat Name First N ot Date of Birth  Conder EE ] Credentais)
1238998  Dangerfield Ashley szennes  f o
Yes, Creale a New PIC Mo, Use an Exsing PiC

Click on the link “Please review the results” to return to the Personnel Search
Application. The following screen will appear. Click the appropriate button to either

create a PIC or cancel the request.
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:. "’ - - 0 [, Y ¥ l
. 6.4, 4 LEITIETG 0T A UCILONEI EENONMance Synionmaton nigan.got

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

REP | Create a PIC

Requesta PIC

Please enter the personnel details below. Click the Submit button to attempt to create a new PIC and the Cancel Request
button to return to the Personnel Search form.

First Name * Ashley

Middle Name

Last Name * Dangerﬁeld

Date of Birth * [
; J v
mmiddiyyyy
Gender *

Social Security Number *

XXXYYZZZIZ
XXXYYZZZZ k Yy

* required

Possible matches are listed below. Based on this information, please confirm if a new PIC should be created

1 match(es) were found.

pIC Last Name First Name Mddle  pateotBith Gender  SSh Credential(s)
1238598 | Dangerfield Ashley 011281952 | F W

@le a New PIC No, Use an Existing PIC

REP Reports Utilized to Obtain PICs for All Staff
Members

Two REP reports are available to REP authorized users that provide a list of all PICs
for current staff members as reported in the REP by your district. These reports
may be downloaded and saved to your local computer and then utilized by your
district.

1. Download REP Data File
2. Employee Listing by District.

Reports
To wview a report or download personnel data, select from the following options:
s Summary by District
o Complete Summary by District
s Download REP Data File
o Ermployee Listing by District
s REF Submission Reports
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Download REP Data File

This selection will provide a downloadable XML file of the data submitted to the REP
for the submission cycles beginning with the Fall 2003 REP Submission. XML is a
structured computer language that is used to store data in a text-formatted file. A
district user may open this file in any text editor program (e.g., Notepad or
Microsoft Word) or Web browser (e.g., Microsoft Internet Explorer or Firefox). A
district user may also import the file to a Microsoft Access database or open it in a
Microsoft Excel spreadsheet.

The primary purpose of obtaining this file is to save a permanent record of the data
your district has successfully submitted to CEPI.

Using Microsoft Excel to View the XML Data File
Steps to “Download REP Data File”
To download a personnel data file, follow these steps:

Step One: Select “Download REP Data File” under the heading Reports on the REP
Main Menu.

Step Two: Select the submission cycle from the drop-down list.

This option allows you to download your district's REP data in an XML-formatted file. This file
contains the REP data fields ksted 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 intermet browser (e.g , Internet Explorer) of a text editor program
(e.g., Notepad). You can also import this XML file to a Microsoft Access database or a Microsoft
Excel o For more infi 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 lake a few moments. When a dialog box appears, click "Save” to save the file to your

compuier.

Submission Cycle: | Fall 2011 =

Step Three: Click on “Download XML File” and save the file to your computer. The
following pop-up window will appear:
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File Download :

Do you want to open or save this file?

Name: REPDataFile.xml
Type: XML Document, 484KB
From: ga.mdoe.state.mi.us

ll®

[ Open Il Save I[ Cancel ]

I n | While files from the Intemet can be useful, some files can potentially
e/ ham your computer. If you do not trust the source, do not open or
save this file. What s the risk?

Step Four: Open Excel on your computer. Next, click on “File” in the upper left-hand
corner of the spreadsheet and then click on “Open” and locate the XML File on your

computer. Click on the file and the following will appear. Click on “As an XML table”

to open the file as a spreadsheet.

Open XML @@

Please select how you would like to open this file:
() As a read-only workbook

(O Use the XML Source task pane

[ OK ] [ Cancel ] 1 Help ]

Step Five: An Excel spreadsheet will open with all the fields of data as column
headings: This is a sample of the column headings layout:

Pic - PersonnelRecordID n DateOf(‘.ountﬂ Isd n District ﬂ LastName n FirstName B MiddleName n CredentiallicenseNumber n DateOfHirg

All data submitted for a given submission cycle will be included in the spreadsheet.

Using Microsoft Access to View the XML Data File

This XML file may be imported into a Microsoft Access XP database, if desired.
Please note that this will only work with Microsoft Access version XP or higher.
These instructions will not work with Access 2000 or below. To import your REP
XML data file into an Access XP 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 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.

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

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

You should get a message box that says “Finished importing document...” Click “OK”
and your Access XP database will be set up and contain your district’s REP 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
ProfessionalDevelopment table contains professional development information. The
RacialEthnic table contains the racial/ethnic codes and values (refer to the REP Data
Field Descriptions for an explanation of the codes). The SchoolAssignment table
contains the personnel assignment data, such as the assignment code, grade
settings, FTE, etc.

A relationship may be set up among these four tables based on the PIC field, which
is contained in each table. Complete personnel information can be found by using
this relationship. For example, to find the hours of professional development for
John Doe, find the PIC for John Doe in the EmploymentData table, and then find
that PIC number in the ProfessionalDevelopment table. The row you find will
contain the professional development data for John Doe.

Employee Listing by District

This report lists employees for whom the district user has successfully submitted
records. This list file is tab-delimited, and the format of the report is as follows:
PIC, Last Name, First Name, Middle Name, Date of Birth, Gender and Credential
License Number. As this report provides a listing of all PICs for the employees of
the district, it may be helpful for the Teacher Student Data Link Data Submission in
the Michigan Student Data System.

The following information screen will appear when you click on “Employee Listing by
District:”
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REP | Employee Listing

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 Identification Code (PIC) « Date of Birth (DOB)
+ Last Name
« First Name
+ Middle Name

» Gender
+ 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.
| Download Employee Listing |

The File Download window will appear when you click on “Download Employee
Listing File.”

ey

g U
X% Lentergorkdocational Performance & nforma 3
=
Mehioan oo Hore CEPIHome | Main Meny | EAQ | Users Gue | TeacherVefcaton | Contac CEP1 | Logout

The Empioyee Listing by District alows you to downioad your district's empioyee data in a tab
-geimited fie

i I Y File Download - Security Warning J_E_

+ Personnel Icenifcs Do you want to open or save this file?
* Lasl Name
« First Name | Name: EmployeelstSyDetrt_sspx
« Middie Name | Type: HTML Doament, 7.79E

qamdoe.state.mius
Click on the "Downioad En e

District. Upon the complety
§ for reading text fies (2.9 . [0 J[ sve J[ et ]
Excel

T

T Whie fles from the Intemet can be ussful this fle type can
potertiady ham your computer. I you do not tnust the source, do not
=" open or save fhis soware YWhot's the rsk 7

Follow the steps below to open the file:

Step One: Save the file to your computer and open in an application for reading
text files (e.g. Notepad or Boxer). The file will open with the following information:

File  Edit Block Search Paragraph Tools Project Configure View Window Help

D@8 B & 9@ 4 Be PAA @ a4 6 > O O

New Open Save | Preview Print | Undo Cut Copy Past Find MNext Mate Replace Goto | Rec/Stop F Macros Spell Calendar Calc

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

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

16108 WAYNE  JOHN 11/15/1%69 M

16111 WAYNE  JOHN J 11/7/1977 M IF0000000249072

---End of Results---

) o o W
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Step Two: Highlight and copy the data you want to move into an Excel spreadsheet.
You will need to add the column headings separately.

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

PIC, Last Name, First Name, Middle Name, DOB, Gender, CLN

Format is as follows:
—-—-Beginning of Results—-—-

M
M

161095 WAYNE JOHN 11/15/1969
WAYNE JOHN J 11/7/1977
———End of Results——-—

IF00000002459

Step Three: Copy and paste the selection into an Excel Worksheet.

A B & D E F G
1 PIC Last Name First Name Middle Name DOB Gender CLN
2 16109 WAYNE JOHN 11/15/1969 M
3 16111 WAYNE JOHN J 11/7/1977 M IFO000000249072
4 | --- End of Results ---
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