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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: 

 

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. 

https://mdoe.state.mi.us/MEIS/Login.aspx
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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 “I forgot my Password.” 

 

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. 

a. Log in as an MEIS User. 
b. Click on “View/Update User Profile.” 
c. Click “Edit,” make changes, and then click on “Update.” 
d. Click on “Return to MEIS Main Menu.” 
e. Log out of MEIS 

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. 

https://mdoe.state.mi.us/MEIS/Login.aspx
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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. 

 

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. 

 

https://www.michigan.gov/cepi/
https://cepi.state.mi.us/rep/
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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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The following screen will appear: 
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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: 

 

Requesting a New PIC 

When an employee does not have a PIC in the REP database, the following will 
appear: 
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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: 

 

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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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. 



REP Personnel Search User Guide 

Page 11 of 19 

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. 

 

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

 

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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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. 

 

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: 

 

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: 

1. Start Microsoft Access XP and create a new blank database. 
2. Name the database whatever you wish. 
3. Under the File menu, select “Get External Data” and then select “Import…” 
4. 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. 
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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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The File Download window will appear when you click on “Download Employee 
Listing File.” 

 

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: 
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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. 

 

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

 


	Center for Educational Performance and Information
	REP Personnel Search User Guide
	Introduction
	General Information
	What is the REP Personnel Search?

	Application Startup and Security
	Forgot your Login Name or Password?
	Email Address and Phone Number: Keep them up-to-date
	Security Agreement

	REP Personnel Search Application – Where to Begin
	Search for an Existing PIC
	Requesting a New PIC
	Social Security Number Matches a PIC with Different Name
	Social Security Number Matches a PIC with the Same Name

	REP Reports Utilized to Obtain PICs for All Staff Members
	Download REP Data File
	Using Microsoft Excel to View the XML Data File
	Steps to “Download REP Data File”

	Using Microsoft Access to View the XML Data File
	Employee Listing by District



