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Introduction

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

REP reports allow authorized users to access and review data concerning current
and previous submissions. Reports are available in PDF, Excel or View Direct format
that can be printed or saved for quick reference. Please review all reports prior to
finalizing each submission. REP reports in the application 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
of the applicable school year). The close 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 data.

e Data are displayed on reports as submitted by the district’s authorized user.

e Reports are management tools you can use to review your district staffing
data.

e Reports are populated as the data are submitted for the current submission
cycle.

e Reports 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 learn how 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 report or download personnel data, select from the following options:
= Summary by District
= Complete Summary by District
= Download REP Data File
= Employee Listing by District
= REP Submission Reports

The “Personnel Submitted” report 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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Reports Descriptions

In addition to “Personnel Submitted,” which provides a listing of all employee
records submitted by a district, additional reports are available that describe the
data submitted for the current and preceding submission cycle. To access any of
these files, click "Download REP Data File.” The downloaded file will provide
submission reports that can be saved as archives.

The application also 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 submissions
status and number of records updated/incomplete for all districts in the State
of Michigan

2. Download REP Data File, as described above

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 a table of the total number of records submitted by each
district during the current submission cycle. The last four columns in the table
contain important indices that each district should monitor. To certify, all records
must be error-free (displayed in the fourth-to-last column of the "Complete
Summary by District” table). Districts should not end a submission cycle with any
“Records with Errors” or “Not Updated” records (displayed in the third-to-last and
second-to-last columns, respectively). The last column indicates whether a district
has certified the collection. The following screenshot shows these columns in the
summary table:

Records with

o Errcrr-F_ree Errors Mot Upd;ted s
District | Total Count chl.;{,.::lfn Collection ch!;?:?n Certified?
Count
01010 124 0 ] 124 Mo
02010 21 0 ] 21 Mo

Download REP Data File

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

This report provides an Extensible Markup Language file of the data submitted to
REP. The file will contain all data submitted to the application, beginning with the
Fall 2003 REP Submission.

XML file format 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 (e.g., Microsoft Internet Explorer or Firefox). Users
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may 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 their own personnel information
systems. In addition to showing the REP XML data field arrangement, the file also
allows users to retain a permanent record of all data submitted to CEPI at any given

time.

To download a personnel data file, follow these steps:

1. Select "Download REP Data File” under the heading Reports on the REP Main

Menu.

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

e« [ownload REF Data File

o Summary by District

s Complete Summary by District

s Employee Listing by District
o« REF Submission Reports

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

Michigan gov Home: CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEP1 | Logout

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 intemet browser (e.g., Internet Explorer) or a text editor program
(e.g., Notepad). You can also import this XML file to a Microsoft Access database or a Microsoft
Excel spreadsheet. For more information on this process, please see the REP User's Guide.

h

| 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
Fal 2011 —
-2

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

appear:
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X

File Download

Do you want to open or save this file?

Mame: REPDataFile,xml
Type: XML Document, 484KE
From: ga.mdoe.state.mius

e

Open ] [ Save ] [ Cancel l

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

|@| While files from the Intemet can be useful, some files can potertially
b
= save this file. What's the risk?

4. Open Excel. Click “File” in the upper left corner of the spreadsheet, then click
“Open” and locate the XML File. Click on the file and the following will
appear:

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

I QK l[ Cancel ][ Help ]

5. An Excel spreadsheet will open with all the fields of data as column headings.
Each column has a preset filter. This screenshot shows a sample of the data
field layout in Excel:

Pic n PersonnelRecordID ﬂ Dateof(‘.ountﬂ Isd n District n LastName ﬂ FirstName ﬂ MiddleNameﬂ CredentialLicenseNumber n DateOfHirg

Please note: Social Security Numbers will not be included in the downloaded
file.

How Do I View the XML File in Microsoft Access?

The XML file can be imported into a Microsoft Access XP 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 XP database, simply 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 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.

el e
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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.”

Once finished, a message should be returned by Access, saying, “Finished importing
document...” Click "OK.” The Access XP database will be set up and contain the REP
data.

Information on the table structure: The EmploymentData table contains the
bulk of the information on the employee, such as the name, birthdate, gender, 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.

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. The professional development data for John Doe
will be more easily found.

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 contained in each field (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 /> - Date (mm/dd/yyyy)

<SchoolAssignment>
<Pic /> - Numeric
<PersonnelRecordID /> - Numeric
<SchoolCode /> - Text (NNNNN)
<AssignmentCode /> - Text (NNNNN or NNNAA)
<GradeRK /> - Boolean (0 or 1)
<GradeK /> - Boolean (0 or 1)
<Gradel /> - Boolean (0 or 1)
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<Grade2 /> - Boolean (0 or 1)
<Grade3 /> - Boolean (0 or 1)
<Grade4 /> - Boolean (0 or 1)
<Grade5 /> - Boolean (0 or 1)
<Gradeb6 /> - Boolean (0 or 1)
<Grade?7 /> - Boolean (0 or 1)
<Grade8 /> - Boolean (0 or 1)
<Grade9 /> - Boolean (0 or 1)
<Gradel0 /> - Boolean (0 or 1)
<Gradell /> - Boolean (0 or 1)
<Gradel2 /> - Boolean (0 or 1)
<AlternativeEd /> - Boolean (0 or 1)
<SpecialEd /> - Boolean (0 or 1)
<AdultEd /> - Boolean (0 or 1)
<ECPP /> - Boolean (0 or 1)
<CareerTechEd /> - Boolean (0 or 1)
<StateAgency /> - Boolean (0 or 1)
<EOEI /> - Boolean (0 or 1)
<AdminSupportStaff /> - Boolean (0 or 1)
<Fte /> - Numeric (N.NN)
<Wage /> - Numeric (NNN.NN)
<AccountingCode /> - Text (NNN)
<HighlyQualified /> - Numeric (N)
<Administrator /> - Numeric (N)
<ClassesTaught /> - Numeric (N)
</SchoolAssignment>
<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)
<DateOfExpirationOfCredential /> - 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)
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</Personnel Record>

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

<HoursofProfessionalDevelopment>

<Pic /> - Numeric

<ProvDevCodel /> - Numeric (NNN)
<ProvDevCode2 /> - Numeric (NNN)
<ProvDevCode3 /> - Numeric (NNN)
<ProvDevCode3 /> - Numeric (NNN)
<ProvDevCode4 /> - Numeric (NNN)
<ProvDevCode6 /> - Numeric (NNN)
<ProvDevCode7 /> - Numeric (NNN)
<ProvDevCodeS8 /> - Numeric (NNN)
<ProvDevCode9 /> - Numeric (NNN)

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

<MichiganInstitution /> - Text (NNNNNN)
<NonMichiganInstitution /> - Text (NN)

For files prior to the End of Year 2017 REP Submission, the school
assignment section included:

<Academic Major> - Numeric (N)
<Academic Minor> - Numeric (N)

Employee Listing by District

This report lists employees for whom the district user successfully submitted
records. This file is tab-delimited. The format of the report is as follows: Personnel
Identification Code (PIC), Last Name, First Name, Middle Name, Date of Birth,
Gender, and Credential License Number. This report also provides a list of all PICs
for the employees of the district that 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 "Employee Listing by
District”:
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LEMETgonEtucanonalEerormance;

Michigan.gev Home

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

The file contains the following fields:

+ Personnel |dentification 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 after clicking "“Download Employee Listing.”
Complete following steps to retrieve and access the file:

CEP1 Home | Uain leny | FAQ | User's Guide | Teacher Verification | Contact CEP1 | Logout

REP | Empio

The Empioyee Listing by District allows you to download your district's employee data in a tab
-gelimited file.

File Download - Security Warning. | X

The file contains the follo

+ Personnel I0entificd Do you want to open or save this file?
« Last Name

- First Name . Nome: EvployeetiEyDstrc_aspx
+ Middie Name | Type: HTML Document, 7.75
Click on the "Download En B R ’
District. Upon the completi jon
| for reading text fles (2.9, [ o || s J[ Cow |

Excel

i WWhile files from the Intemet can be usef this file hype c2n
potertizhy ham your computer. I you do nolt inust the source, da not
=" open or save this software What's the rsk?

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

5‘mmnn—.rma

graph Tools Project Configure View Window Help

O @ 8| B & 9 ¢ &« B B P A M &@ @ @ P OB T &
MNew Open Save | Preview Print | Undo FR=do Cut Copy FPaste | Find Next Mate Replace Goto | Rec/Stop FPlayback | 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——-

16109 WAYNE  JOHN 11/15/1%63 M

16111 WAYNE  JOHN J  11/7/1%77 M IF0D00000243072

———End of Results——

~m ok Ww N
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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 Name, DOB, Gender, CLN

———-Beginning of Results-——-—
AYNE 11/15/19%969 M

11 WAYNE 11/7/1977 M
———End of Results——-—

4. Copy and paste the selection into an Excel Worksheet. Column headings will
be added separately.

A B C D E F G
PIC Last Mame First Name Middle Name DOB Gender CLN
16109 WAYMNE JOHN 11,/15/1969 M
16111 WAYME JOHM ] 11/7/1977 M IFOD00000249072

--- End of Results ---
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REP Submission Reports - District & School/Facility
Level

REP Submission Reports allow district users to access and review data concerning
the current submission. The application populates the reports as the users submit
data so that up-to-the-minute totals are available for review during the current
submission cycle. Users may print and review reports at any time during the
submission. CEPI advises all users to finalize a data submission by reviewing this
report before certifying. District-and school/facility-level reports are available.
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
EQY or Fall REP submissions for two years. For example, EOY 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
assighment. 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 the assignment codes and descriptions, employee names and FTEs by staff
group. If an employee is assigned to more than one school/facility within the
district, data will appear in each school/facility. This report may be beneficial to
your student data submission authorized user for use with 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.

Page 14 of 40



REP Reports User Guide

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
within the specified reporting district where the schools/facilities are listed in the
EEM with an open-active status. Any school/facility that does not have personnel
submitted are 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 the errors and warnings submitted for personnel.
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How Do I Select a Submission Report?

REP Submission Reports are accessed via a drop-down selection format that allows
the REP authorized user to select the submission cycle, district or school/facility,
report, and format desired. This allows the user to easily select the desired report.
The following screen shots provide step-by-step instructions of how to access the
various reports.

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

Menu.
Al
XK LestErfanEdscahonal Prf ormance & Information, g___m&
Wt oy g P P | s Wby 10 | L'y iy Toncos vt s | o] TR | domoet
‘Welcome bo the Registry of Educational Personrse
gy Yaley fubiic Schooh
SatiTmanga Eesiy 1 e
Duts Subsmisslon
Tio wubemd mndl upsdale perionnsl daka, seksct Bom the hliowing uncons
Bud
Pedionne Saarch
Tossarch ixr a PG or fo reguest 3 e P05 aedect Bhe iolioeang funcion
Aepinnta
T vy [ A 6 Sirwkiaed peiiadendl fLE. S040E1 Worm 1 by opiosd
REF dotn e premided 1n e : '_ L
i ik ogen Tepnraet [ el Ll
o Ekucaiion (ML}
W Reucher contificalion
e
Credential Data Exchangs
The Capchimsil Duls Evthibege o o parl of P bl Fegues Depaarnimest o Edut Hss
o Eobuiior Caridamon Syyben (MOECS)
| 5wl 3
| . . T - | 21411 1 Hprte T 0 X He =l
XHKX LENTETIOTCaucationdl Ferionmance 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: | Potterville 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 — E
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®
Reader® is required.

I e ¥
Pl /008 READER®

View Report

2. Select the Submission Cycle for the report.

Page 17 of 40



REP Reports User Guide

REP | Submission Reports

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 District or School/Facility: | | Fall 2012 blic Schools | v
may have a pop-up blocker EQY 2012
installed on your computer. -
To read about how to Reports: Fall 2011 odp Comparison v
configure your software to EOQY 2011
work with this application, BT Fall 2010 i |
please review the Pop-up EQY 2010
Blocker Help document. o Fall 2009
Report Description:
) B Oy 200 [ I L S
To properly review the PDF reported for each |Fall 2008 dode between the EOY 2012 and EOQOY i
reports in this application, the . EOY 2008 . .. . .
|atest version of Adobe® 2013 REP submiss pHgt 1s divided inteo staff groups:
Reader® is required. Rdministrative sgzFall2007 ctional staff - General Education =
¥ » Core Academic subgEQY 2007 nstructional Staff - General
ADOBE* READER® Education Non-Core Academic Subject Areas, Special Education Core ¥

View Report

3. Select the district or school/facility from the drop-down list.

| o/ Wil
a s : my 1414 2l Porf T n X; ¥ el
XA K LETTETJ 0T UCauondl FErionmance caniormaton
Michigan.gov Home CEPIHome | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout

REP | Submission Reports
Instructions REP Submission Reports
The reports generated by this o
application are displayed in Submission Cycle: EOY 2014~
pop-up windows. If you are
unable to view reports, you District or SchoolFacility: | Potterville Public Schools ﬂ
may have a pap-up blocker Potterville Public Schools
installed on your COmputer. To || gaporrg: — CAP Adult and Alternative Education [~]
read about how to configure

— Potterville Elementary School

your software to work with this

application, please review the Format: — Potterville High School
Pop-up Blocker Help — Potterville Middle School
document. Report Description.

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

W Get ' i
P ADOBE* READER®

View Report

4. Select a report. Each report type includes a Report Description.
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REP | Submission Reporis

REP Submission Reports

EOY 2013 »

Instructions

The reporte generated by this
application are displayed in
pop-up windows. If you are

Submission Cycle:

: District or - -
unable to view reports, you — Grand Rapids Public Schoals
may have a pop-up blocker SchoollFacility: | |
installed on your computer. . " -
To read about how to Reports: |A55|gnment Code Comparison V|
configure your software to - Please Select A Report —
work with this application, Format: Assignment Code Comparison
please review the Pop-up o Assignment Code Summary
Blocker Help document. Report Description:

Detailed Assignment Code Summa
This report provi 9 v

asszignment codes
value reported fo

Exiting, Current and New Staff Report =

FTE by Accounting/Function Code

and Fall 2012 REH FTE by Accounting/Function quelCDmparlsun
. . Overall Summary of Data Submission

F groups: Rdministz Pending Status Report s

Personnel Assigned to School/Facility in Another District

Personnel Headcount by School/Facility Within District

Professional Development Days

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

Get
g ADCBE READER*

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.

| j(" -'"K'*

5

Lemerdorducational Eeriormance aniormaton

REP | Submission Reports

REP Submission Reports

EOY 2013 v

Instructions

The reports generated by this
application are displayed in
pop-up windows. If you are

Submission Cycle:

; District or . .
unable to view reports, you — Grand Rapids Public Schools v
may have a pop-up blocker SchoollFacility: |
installed on your computer. . .
To read abn::t how tnp Reports: |A55|gnment Code Comparison i
configure your software to
work with thiz application, Format: - Please Select - v
please review the Pop-up L - Please Select —
Blocker Help document. T L E T Excel

This report provi evel comparison of all -

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

»

Get
ADCBE® READER*

assignment codes ll-time egquivalency (FTE)
walue reported for each assignment code between the Fall 2011
and Fall 2012 REP submission. The report is diwvided into staff
groups: Ldministratiwve S5taff, Instructional S5taff - General

View Report

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

Submission Cycle: _EID"r' 2013 |

r:. 'Imﬂ::ﬁlm Grand Rapids Public Schools »

Reports: Assignment Code Comparison b
Format v

Raport Description,

This report provides a district-level comparison of all
azsignment codes and the toctal full-time egquivalency (FIE)
value reported for each assignment code between the Fall 2011
and Fall 2012 REP submimsion. The report is divided into =scaff
groups: Adminisctrative Scaff, Instructicnal Staff - General

| ViewReport |
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Formats for Reports
PDF Format

This report opens in a pop-up window. It 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 a.70
ooooc Chemistry 1 060
ooooi Integrated Science 2 1.30
000EX Mathematics 2 140
000U Music Education 2 1.00
000ZG General EL K-5 all, K-8 seli-contained 2 200
0o0zz Altemative Educafion 1 1.00
00192 Speech/Language Impaired (SB) 1 0.50
Classroom - Al Subjects
""""""" Total General Education Core 12 &a0
Academic Subject Areas
Instructicnal Staff
Q0ONF Junior ROTC 1 1.00
Q00MR 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.

T@d9-o-|s REP_AssignmentSummary [02-21-2012 03-18-59-819][1].xls [Protected View] [Comp.
“ Home  Inset  Pagelayout  Formulas  Date Review  View  Add-lns 5A5  Team

0 Protected View  This file was opened fram a potentially unsafe location. Click for mare detai-ls( Enable Editing ,'

13 - (= I
A B C D E F G H
il Assignment Summary Report EOY 2012
2 Happy Valley Schools [XKXXKX)
Total Number of

Assignment Assignments Total FTE

3 Staff Group Assignments Code Assignment Description Submitted Submitted
General Education Core Academic

& Subject Ameas
G 008X Language Ars 1 07

000DC Chemistry 1 06
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Reports with Detailed Data

The following reports provide employee information in more specific detail. Select
the level of detail for the report. The reports will have three or four layers of detail.

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

The following screen shots demonstrate the Detailed Assignment Code Summary
Report that 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
This layer lists 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 I D] E|F G 1 J Kl M M Q P
2
Detailed Assignment Summary Report EOY 2012

Page 1 of 1 31972012

Happy Valley Schools (XXO00K) Total Total
8 Assignments
+ 5 Central Administratve Unit (00000)
+ Z§  Happy Valley Elementary School (o000 i
+ 33 Happy Valley Middle School {oooo) 15 14.75
+ 41 Happy Valley High School (oooo) 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.

(l2jala]] 4MEU]EE G ] 4 M M H % [

2
, Detailed Assignment Summary Report

Page 1 of 1 a0z
]

Happy Valley Schools

1
¢

“
= 5
I- 3 3.00
+ 20 ParaprolessionallAide Stall 1 1.00
+ 24 Administrative Staff 1 1.00
- 28 Happy Valley Elementary Schoal (oooo) 1 1
L+ # Instructional Staff 1 1.00
= 33 Happy Valley Middle School ooccs) 2 15
L+ u General Education Core Academic Subject Areas 2 150
- 41 Happy Valley High School (ooocd) 2 065
+ 42 General Education Core Academic Subgect Areas i L F L]
|_ + 46 Haninstructional Staf 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 within each assignment group for each school/facility.

Alz|3ja)| 4RCDIEIF G I J Kl M H o p
Z
Detailed Assignment Summary Report
3 sig 4 EOY 2012
W2

Total
Assignmenis FTE

5.00

i 5

- 10 Instructional Staff 3 3.00
+ 1" 00310 - School Social Work (including non-special education) 1 1.00
l + 14 00320 - School Paychologist (SG) 1 1.00
+* i Q0370 - Physical Therapist 1 1.00
- 20 Parapndessional'Aide Staff 1 1.00
l_ + A 00412 - MEP Instructional Paraprofessional/Aide - Summier anly (Titke 1) 1 1.00
= 4 Adrninistrative Staf 1 1.00
L I_ + 25 T9115 - 150 Assistant Director (Business/Financa) 1 1.00

- 78  Happy Valley Elementary School (o000 1 1
=- 29 Instructional Siaff 1 1.00
l Lz 30 00370 - Physical Therapst 1 1.00
- 31 Happy Valley Middle School {oocx) 2 15
= M General Education Core Academic Subject Areas 2 1.50
l ¥ 3 O0E:A - English 1 070
L L+l |38 QOOEX - Mathamatics 1 0.80
- 41 Hapgy Valley High School (o000 2 0.65
- 42 Ganersl Education Cone Acaderme Subject Areas 1 0.40
L+ |43 OOGEX, - Mathematics 1 0.40
= 45 Norinstructional Staff 1 025
| [H a7 B2100 - Adhletic Caach 1 0%

Level Four: Assignment Code and FTE for by Assignment Group

This layer provides the employee’s nhame, PIC, assignment, and FTE by assignment
group for each school/facility. Data from Field 12: Funded Position Status and Field
25: Employment Status are also provided.

z1304lf «JCD|E(F G | J K M N 5] P

2
] Detalled Assignment Summary Report EOY 2012

w
Page 1of 1 19012
]

Hapgry Valloy Scheals POCKNK)

= 9 Contesl Administratse Ut (00000) & 5.00
= L] Inginuctional Stafl 3 100
- 11 00310 - School Social Work (includng non-special education) 1 1.00
Laat N First Mama | GradeoeSeting  FTL | Fusded Poston | Employment
12 Saled Lra
|+ |13 Srth Betty Soibdn |9, 10, 11, 12 1 ] ]
- L] 00320 - School Paychalogia (5G] 1 1.00
Laa Hare First Hame e Orsse orSefteg  FTE | Fusded Posten | Empkryment
15 Tt Hatyy
|« |96 Jackson Kty S0R0909 K, 1.2 3. 4 i :] ]
= 17 00370 - Physical Tharapist 1 1.00
Laad Hamn Firyd Mame P Grade or Seling FTL | Fussied PosBion | IEmpkrymend
18 Ettucy Statua
L L1 Hiadasn Jon SOROEA K, 1.2 3. 4 1 ] ¥
= 20 Paraprolesmonaldade Siall 1 100
=} |21 00412 - MEP lInstructional Paraprofesssonalliide - Summer only (Tithe IC) 1 1.00
Lo Hame Firs Name P Grade o meing FTL = Fussied PesBion  [[mplkryment
i Siatck St
L+ |23 BEEZ JANET SOBIT09 Msgram 1 ] ]
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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 located 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 Aecinnment Summary Report

Click here to expand to the
assignment group level. The "+ will
change to a ™" when the rows

expand to the next level.

3192012

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 (xcoox) 2 0.65
[+] 50

123 ]4 I U E | 5 I J Kl IV I U P

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 the “+” sign for Level Two to expand to the assignment code level.
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1]12]3]4 IC U] E|F G | J KL [l X 0] F
2
Detailed Assignment Summary Report EOY 2012
Page 1 of 1 3M9/2012
6
Happy Valley Schools (XXXXX) Total Total
i Assignments FTE

9 Central Administrative Unit (00000} b 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 (xoooo) 1 1
+] Happy Valley Middle School (xooood) 2 15
+| Happy Valley High School (xoooo) 2 0.65
I+ 50
4 55 Clicking on the "+" sign changes it to a ™" and the data will expand to the assignment
|+ 60 code level.
+] 95
+| 153
+| 183
Finally, click the “+” or “-"” to obtain the desired level of detail.
1)2]ala ICID| E |F G | J Kl M N 0 P

Detailed Assignment Summary Report

Page 1 of 1 3192012
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
[=] 2l Central Administrative Unit (00000} b 5.00
10 Instructional Staff & 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
|_|:_| 21 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
Last Mame First Name PIC Grade or Sefting FTE Funded Position | Employment
22 Status Status
I_ |_ - |23 BEEZ JANET 9080708 | Migrant 1 9 99
| 24 Administrative Staff 1 1.00
+ 26 Happy Valley Elementary School (zooco) 1 1

Direct View
The Direct View is only 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
assigned to them.
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| 1 Iz 3|4 Al B | C | D E F G H |
, Assignment Summary Report
2 Page 1 of 1 202212012 4:02 PM
[+] 1 Central Administrative Unit (00000) 1 275
20 Happy Valley Elementary (11111) 1 0.10
25 Happy Valley Middle Schaol (22222) 2 065
31 Happy Valley High School (33333) 8 380
59 Happy Valley Adult Education Center (44444) T 345
80 Happy Valley Bus Garage (55555) 3 2.00
91 Bruce Elementary (66666) 1 1.00
96 Thomas Middle School (T7777) 1 1.00

|'ﬁ' REP | Detailed Assignment Code Surmmary ‘ ‘

=

4 4 [t Jorz b Bl @ [100% 2 .| | Find | Next

Assignment Summary Report

Page 1 of 1 2/22/2012 3:36 PM

Potterville Public Schools (23090) Total Assignments Total FTE

4 275
All schoolffacilities reported with

staff members are listed. 1 0.10

2 0.65
Click on the "+" to expand each

B} schoolffacility to see the staff 8 3.80

members reported. 7 345

£ 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 Firzt 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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Formats Available for Downloading Data

Several options are available to download the report.

1. Click on the Export icon from the tool bar.

benergorkducational Eerformance Rdnformation

!x= wi

Michigan.gov Home LErFiHome | Main venu | FALL | Users bulde | Teacher vermncation

. . AML file with report data

Detailed Assignment Summary Report 5V (comma delimited)
Acrobat (PDF) fil

Page 1 of 1 crobat (PO file 0/2012
FAHTEA (o .ﬂ* =echiua)

Potterville Public Schools (23090) Excel
TIFF file

E Central Administrative Unit (00000) word 00

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

File Download E|

Do you want to open or save this file?

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

From: ga.mdoe.state.mi.us

Open ] [ Save ] [ Cancel l

ham your computer. f you do not trust the source, do not open ar

|® While files from the Intemet can be useful, some files can potentialhy
L
E save this file. What's the risk?

3. If "Open” is selected, the report will automatically open in Excel. If “"Save” is
selected, the file will need to be manually opened in Excel.

EE9-c-|= REP_AssignmentSummary_DrillDown (03-19-2012 03-54-05-028)(1).xIs [Compatibility Mode] - Microsoft Excel = @ B3
Home | Insert  Pagelayout  Formulas  Data  Review  View  Add-ns  SAS  Team o @ = @ =

= R _ =] , g | E -

B _i. Arial -0 - =[_| »- = Wrap Text General - ijgl %Eﬁ ;ﬂ e 9\ E &- é? lﬁ

Paste - = iF 3F <0 .00 Conditional Format Cell Insert Delete Format Sort & Find &

B I U- - - = | iE 3= Merge & C - -9

S u = = = | [EMegetiConer | 5 - % 0 [ W3 Formatting - as Table ~ Styles~ - - - " Filter = Select -

Clipboard 1z Font G Alignment 2 Number G Styles Cells Editing
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1]z]3]4 ICID| E |F G | J Kl M M O P
Detailed Assignment Summary Report EOY 2012
Page 1 of 1 3M9/2012
)
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
+ 9 Central Administrative Unit (00000) 5 5.00
+ 28 Happy Valley Elementary School (xooowx) 1 1
+ 33 Happy Valley Middle School (xooo) 2 15
E 41 Happy Valley High School (xxooox) 2 0.65

4. The report will function as described previously with the four layers of data.
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Using the Reports for Data Quality
The following examples illustrate questions to ask when reviewing your reports.

Are the FTEs accurate for the 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? Do you have three vacant teaching positions?

Position Status By Staff Group Report Fall 2011
Happy Valley School District (3OO00K)
Administrators Teachers Paraprofessional Noninstructional Total
Funded Position Status Count Count Count Count Count
1 Vacant, funded, cpen postion. no 1] 1] o 3
one assigned
2 Vacan, funded, open tlon, o v} a o a
cutskde contracior assigned
3 Funded, employes on loan or o [i] o ] o
leave, o one ASSgned
4  Funded. employes on loan or 1] D 1} o 1]
leave, filled by temporary
employes
§  Vacant, funded, open posaien, 1] o a o a
filled by temporary employes
8  Funded. employes on lodn or o 1 a o 1
leave, oubtide sontracior ausigned
7 Contracted senices provider, non- 1] 0 1] o 1]
instuctional staff
@ Filled position, regular 3 47 § g -]
Total: 3 5 ] é -1
DATE CREATED: 8152011
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How many assignments of English or Math are taught? Do you have five elementary
assignments?

Assignment Summary Repornt Fall 2011
Happy Valley School District (2CCO00C)
Tozal Humber of
A.mn Tozal FTE
Staft Group Assignments Assignmeni Descryphon Sutwmitied Submitied
e
Sulpect Arears.
D00R Engiish @ 260
DOOCT Histery 00
DO0CD Poisical Scance 1 080
D00 Chemisiry 1 .80
B0OCH Gesoiogy - Earth Scienos 1
D0oCH Intagrated Soencs i 1060
D000 Seamnce 100
DOCEX Mathemattics ¢ 040
DOOFFE Spansh 1.00
D00 Musiz Education 5 280
00025 General EL Ko o, Ko setfcontained G) 500
.............. e R
Academic Subject Areas

Data Quality Matters.

e Check your final submission counts. Are they accurate?
Do you have nine day-to-day substitute staff members?

e Do you really have staff members reported at two schools/facilities outside
your district?

¢ 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 Distct (0000

Total rumber of all personnsl réconds submetted c@

Total mumber of perscnnsl poonds bmiled Noudrg hoas porsonnesl wha hine 6% T dalinct

Total number of records with an admnistralor assgnment code 3

Total e of personrel reconds submiied Wit sssgriment codes TORO Bheough TS558, incduding Thoss personeel who
Faree bl bhe it

Toilal mumber of records with & taacher assgnement code 3
Tolal murritst of recirds sulrritied will aaseyrvnenl codkes DO0AX Bvough D0554, 000, e 0400 [exiiuing D040
0404, DO405, B0407, DOSLE and DOPAR). Thas court inchdes curent e tafmrated reoons

Total number of records with a paraprofessionallaide assignmant code 9
Tolal mumber of records with a parapeolesssraiacs sssigrment code. Tolal rumbes of records mubmified wih
saasgrerresrd ooades BO00! Seoligh B0 G ol SO500, G050, DO400, O0MH, COMS: s DOLOT They count mchues
DTSR i berrranaied seooimia

Toilal number of records with a day-to-day substitile assignment coda @

Tolal mumtes of records pubrmilled widh an sssigrrment code of QOSUE ard O0PAR. This courd inciudes ourent and
SrrarEa reOomE

Total rumber of records with a non-nstruchonal assagament code 16

Tkl e of Pecorts wilth & Aon-Peirsctonsl sanmenl code. Tolal mamiser of reconds sulbsmilied wilh ESigrment
eoxies B1500 Bwough S0500 and 60100, BI000, G0G00 wnd SIT00

Toial number of parsonned separating from employment with the destrict
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|
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Tokal numier of personnel Meconds. submiied where the schoolTaoity code {repored as densled in the School Code
Relaradiesr s i Bl the schanolTaciity B o nonpubie snity
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lkargptinr ) i Ncl Basigred 1S B Meportng dittc
Tetal mumber of schestsaciltes T pahng pRrsonmel records o

Tokal ramie of sohooietacides. Fad were reported Wi gersonned reconds

DATE CREATED: 8/152011

Validation Details Report

The Validation Details report was added to provide users with a list of errors and
warnings that correspond to the personnel data they have submitted. Recent
changes from the REP On-Demand system enhancements allow these records to be
saved, and the user can view the fields where errors or warnings occurred and the
corresponding details. The drop-down menu allows the user to 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 Available 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

= Are the counts

Happ.f.-' Valley School District (X3000K) I accurate? Did our
Instructional Staff FTE FTE [;h.,mf district have a 54.76%
111 Elementary Schoal 23.49 B35 £4.45 % drop in Special

112 Middie!Junior High School 15.85 B.30 4763 % Education

113 High Schoo 2011 1270 -%6.85 % / instructional staff?

122 Specinl Education 21.00 850

125 Compensatony Educaton 0.00 300 300,00 %

135 Occupational Training or Upgrading Retraining 0.00 1.00 100.00 %

Total Instructional Staff 80.45 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 (XOOCK)

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

Assignment codes submitted by the
district.

Assignment Description

Description of subject area taught or
position held.

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

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

EOQY 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
assignment 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 assigned to each classroom. To access both
of these reports, an individual must be an authorized user of MSDS. This is critical
for student achievement. 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 reports in MSDS,
you can also view the MSDS Reports List. To access these reports, select 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

Teacher Credential Verification Report

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

REP Teacher Credential Verification Report

x |

= Required
“Submitting Entity: | |
“Collection: [----Select A Collection--—- ~ |
“Report Format:

Local Course Crosswalk Report

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

Local Course Crosswalk Report

“ = Required
“Submitting Entity: | |

*“Collection: General/Migrant Teacher Student Data Link
“Report Format: Excel
View Report
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Obtain Credential Data for Teachers and
Administrators

Michigan Online Educator Certification System

The MOECS is a web-based application that enables a local district user to 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

g
O Certification Guidance Documents

Michigan Online Educator

2 " SCECH Catalog for Professional Learning Opportunities
Certification System

MOECS Features
Frequently Asked Questions

Educator Credential Loockup

Michigan Online Educator Certification System (MOECS) >

Most certifica

tes expire on June 30 of the year of expiration. Applications are processed as received and expediting services are not available
Processing time is impacted when the application, including

supporting documentation, 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.
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Michigan.gov Home

REP | Main Menu

Data submitted by school
districts via the Registry
of Educational Personnel
(REP) are used to produce
reports for the U.5.
Department of Education
and for the state of
Michigan regarding school
personnel. Additionally,
REP data are provided to
the Michigan Department
of Education (MDE) for
MDE"s teacher certification
audit.

Lenerdorkducational Ferformance Sdnformationy . 5/ Michigan. got

REP Reports User Guide

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

Welcome to the Registry of Educational Personnel

Mo Entity Selected

SetiChange Entity: Set

Go to Nenpublic Schoel Personnel Report

Data Submissicn
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:
+ Personnel Search

Reports
To view a report or download personnel data, select from the following options:

+ Summary by District

+ Complete Summary by District Click here
+ Download REP Data File toaccess
+ Employee Listing by District MOECS.

+ 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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