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Introduction

This guide is intended for all authorized users of the Registry of Educational Personnel (REP)
Application. Users should also utilize 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.

Your Data Matter

The 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 on
your computer for quick reference. Users are encouraged to review all reports prior to finalizing each
submission. Data matter and the reports available within the REP application will help you to ensure
accurate reporting for your district.

Where to Begin

To access any of the REP reports, the authorized user must log in to the REP application:

. : a
| il r - - 9y, . O r - :
X X ' LENErJoTEaiCatonal kerionmnance sdniormaton; @ [[H M

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

FALL 2016

REP | Login
Educational Personnel

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

The REP and Nonpublic School Personnel Report, operated and maintained by
the Center for Educational Performance and Information, are used by the public
school districts and nonpublic schools to submit personnel information to the
state of Michigan

Authorized users of the REP and Nonpublic School Personnel Report have been
designated by the district or school superintendent/administrator. Authorized
users must have a Michigan Education Information System (MEIS) account and
have completed and submitted a signed security agreement for the REP or
Nonpublic School Personnel Report

For more information, please choose from the following options

Registry of Education Personnel

REP Data Field Descriptions EZ@
REP Record Layout EE@

REP User's Guide Kl

REP FAQs @

REP Report User's Guide IR

REP Security Agreement Form

CDX Security Agreement Form
Obtaining or Updating a MEIS Account

Nonpublic School Personnel Report

Nonpublic School Personnel Report Data Field Descriptions @
Nonpublic School Personnel Report User's Guide IR
Monpublic School Personnel Report FAQs IER

MNonpublic School Personnel Security Agreement Form
Obtaining or Updating a MEIS Account

Michigan Electronic Grants System

MEIS Login

User Name:

Password:
Log In |

Forgot your username or password?

This area will indicate the
submission dates for each
submission cycle.

Authorized Users - Itis important to
keep your email address, phone number
and district information current. Please

verify your contact information on the
MEIS User Management page.

JNorton

VeriSign
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The next step is to review the reports listed under the heading "Reports"” 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 provides a list of all staff members submitted by the district and
provides access to the individual records for the staff members.

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 |

Reports Descriptions

In addition to the Personnel Submitted Report, which provides a listing of all personnel submitted for
your district, several additional reports are available that include data regarding the current submission
cycle as well as previous submissions. "Download REP Data File" provides access to the current and
previous submission cycles' data. The REP Submission Reports provide a record of the data submitted
each submission cycle.

The following reports include data regarding the current submission cycle.

1) Summary by District

2) Complete Summary by District

3) Download REP Data File (current and previous submission data)
4) Employee Listing by District.

Summary by District
This report shows the total number of records submitted by each district in the state of Michigan during

the current submission. Individuals who are authorized users for multiple districts can obtain current
counts for each of their districts.

FALL 2016
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REP | District Submission Summary

The table below shows all of the districts in the state of Michigan that have submitted at least one record during the current
collection cycle. It also shows the number of records that each district has submitted.

District Code Current Collection Count
23080 2
23085 2
23090 22
33020 1
71080 1
81010 1

Complete Summary by District

This table shows the submission summary of all of the districts in the state of Michigan. This report
provides the status of each district's submission for the current submission cycle.

LTS 3 0 . 3
. 6.4.4 LENMErgoreaucanonal berionmance sdmormaton Michigan.gov,

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

REP | District Submission Stalus

The table below shows the submission summary of all of the districts in the state of Michigan. The "Total Count" column lists the
number of active records that have been submitted by the district, while the "Current Collection Count” column lists only the
number of active records that have been submitted/updated during the current collection cycle

You may sort the records in the table by clicking on the column headers.

Gurrent Outstanding

District Name IsD District Total Count Collection Count CucI:I:::‘l:n

Alcona Community Schools 04 01010 120 0 120
AuTrain-Onota Public Schools 52 02010 al 0 31
Burt Township School District 52 02020 22 0 22
Munising Public Schools 52 02070 150 0 150
Superior Central School District 52 02080 45 0 45
Allegan Area Educational Service Agency 03 03000 341 0 341
Plainwell Community Schools 03 03010 458 0 458
Otsego Public Schools 03 03020 405 0 405
Allegan Public Schools 03 03030 428 0 428
‘Wayland Union Schools 03 03040 506 0 506
Fennville Public Schools 03 03050 253 0 253

Download REP Data File

This selection provides a downloadable Extensible Markup Language (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 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). Users 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 allow users to retain a permanent record of the data
successfully submitted to CEPI at any given time.

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.

FALL 2016
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Reports
To view a report or download personnel data, select from the following options:

o Summary by District
s Complete Summar

by District

s Employee Listing by District
o« REF Subrmission Reports

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

Michigan goy Home CEPI Home | Main Menu | EAQ | User's Guide | Teacher Verification | Contact CEP | 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 internet browser (e.g., Intemet Explorer) or a text editor program
(e.g., Motepad). 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.

| 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
= ———
Downioad XML File

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:

File Download E3

Do you want to open or save this file?

@ Name: REPDataFile.xml
= Type: XML Document, 48468
From: ga.mdoe.state.mius

’_ Open ][ Save J L Cancel J

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

@ While files from the Intemet can be useful, some files can potentially
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:

FALL 2016
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Flease select how you would like to open this file:

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

I K l[ Cancel ][ Help

Step Five: An Excel spreadsheet will open with all the fields of data as column headings:
Each column has a preset filter for your use. This is a sample of the layout:

Pic ﬂ PersonnelRecordID ﬂ Datel)f(‘.ountn Isd ﬂ District ﬂ LastName ﬂ FirstName ﬂ MiddleNameﬂ CredentialLicenseNumber n DateOfHirg

All data submitted (except the Social Security Number) for a given submission cycle will be included in
the spreadsheet.

The XML data file layout

Primarily developers and IT staff members will use the layout below to gain an understanding of how the
REP data is stored in the XML file. A brief description of the data contained in each field is given to the
right of the field. The layout is as follows:

<PersonnelRecord>

<Pic /> - Numeric
<PersonnelRecordID /> - Numeric
<DateOfCount /> - Date (mm/dd/yyyy)
<lsd /> - 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 (O or 1)
<GradeK /> - Boolean (O or 1)
<Gradel /> - Boolean (0 or 1)
<Grade2 /> - Boolean (O or 1)
<Grade3 /> - Boolean (O or 1)
<Grade4 /> - Boolean (O or 1)
<Grade5 /> - Boolean (O or 1)
<Grade6 /> - Boolean (O or 1)
<Grade7 /> - Boolean (O or 1)
<Grade8 /> - Boolean (0 or 1)
<Grade9 /> - Boolean (0 or 1)
<Gradel0 /> - Boolean (0 or 1)
<Gradell /> - Boolean (O or 1)
<Gradel? /> - Boolean (O or 1)
<AlternativeEd /> - Boolean (0 or 1)
<SpecialEd /> - Boolean (O or 1)
<AdultEd /> - Boolean (O or 1)
<ECPP /> - Boolean (O or 1)
<CareerTechEd /> - Boolean (O or 1)
FALL 2016
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<StateAgency />
<EOEI />
<AdminSupportStaff />
<Fte />
<Wage />
<AccountingCode />
<HighlyQualified />
<AcademicMajor />
<AcademicMinor />
<Administrator />
<ClassesTaught />
</SchoolAssignment>
<PartATeachers />
<EducatorEffectiveness />
<FundedPositionStatus />
<DateOfBirth />
<GenderCode />
<RacialEthnic>
<Pic />
<RacialEthnicCodel />
<RacialEthnicCode2 />
<RacialEthnicCode3 />
<RacialEthnicCode4 />
<RacialEthnicCode5 />
<RacialEthnicCode6 />
</RacialEthnic>
<HighestEducationLevel />
<TypeOfCredential />
<DateCredentiallssued />
<DateOfExpirationOfCredential />
<Educator Effectiveness />
<DaysofProfessionalDevelopment>
<Pic />
<ProvDevCodel />
<ProvDevCode2 />
</DaysofProfessionalDevelopment>
<EmploymentStatus />
<DateOfTermination />
<AnnualSalary />
<Personnel/Record>

- Boolean (O or 1)
- Boolean (O or 1)
- Boolean (O or 1)
- Numeric (N.NN)
- Numeric (NNN.NN)
- Text (NNN)

- Numeric (N)

- Numeric (N)

- Numeric (N)

- Numeric (N)

- Numeric (N)

- Text (NNN)

- Text (NN)

- Text (N)

- Date (mm/dd/yyyy)
- Text (A)

- Numeric

- Boolean (O or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (O or 1)

- Text (NN)

- Text (NN)

- Date (mm/dd/yyyy)
- Date (mm/dd/yyyy)
- Numeric (NN)

- Numeric
- Numeric (NN.NN)
- Numeric (NN.NN)

- Text (NN)
- Date (mm/dd/yyyy)
- Numeric (NNNNNN)

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

<HoursofProfessionalDevelopment>

<Pic />

<ProvDevCodel />
<ProvDevCode2 />
<ProvDevCode3 />
<ProvDevCode3 />
<ProvDevCode4 />
<ProvDevCode6 />
<ProvDevCode7 />
<ProvDevCode8 />
<ProvDevCode9 />

- Numeric

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

For files prior to the EQY 2014 REP Submission, the Michigan sponsoring and Non-Michigan

sponsoring section will be:

<Michiganlnstitution />
<NonMichiganinstitution />

FALL 2016
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Using Microsoft Access to View the XML Data File

The XML file may 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 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.

Locate the saved REP XML file on your computer, select that file and click the "Import" button.
The Import XML dialog box will appear. It should contain four tables: ProfessionalDevelopment,
RacialEthnic, EmploymentData and SchoolAssignment. Click "OK."

PO PE

oo

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, 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. You may
set up a relationship among these four tables based on the PIC field, which each table contains. You can
find complete personnel information by using this relationship. For example, to find the hours of
professional development for John Doeg, 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 successfully submitted records. This list 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 (DOB), 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 on "Employee Listing by District™:

Foulte - . . T r
XHX l LENErgorgeaucationalk erormancecaniormaton %{ 11[H1 M

- T et
Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teather Verification | Contact CEPI | Logout

REP | Employee Listing

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)
- Last Name

« First Name

+ Middle Name

- Date of Birth (DOB)
+ 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.
C Download Employee Listing |

FALL 2016
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The File Download window will appear when you click on "Download Employee Listing File."

, E| bentergorkducationsi feriormance & nformation

Wichigan gov Home CEPiHome | Ugin Meny | FAQ | Users Guide | Teacher Venfication | Contad CEPY | Logout

REP | Empioyee Listing

The Empioyee Listing by District allows you to download your district's employee data in a tab
~gdefimied file:

FlleDWﬂload - Security Warning E{

+ Personnel I0entifcy  po you want to open or save this file?

The file contains the follo

= Last Name

» First Name [ MName: EmployeelistByDistrict_aspx

.+ Middie Name Bl
Click 00 the "Dowmioad En I ke ate y
District. Upon the complety
for reading text fles (e.g, ([0 [ swe [ cod |

Excel

o While fles from the Intemet can be usefid, this file type can
" patertialy ham your computer. I you da nol bnus! the souce, da not
= openor save fis sodware. Whal s the rsk?

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:

ile Edit Block Search Paragraph Tools Project Configure View Window Help

O @2 B B & 92 ¢ & BB LA A g & | @6 > H © M B
New Open Save | Preview Print | Undo R=do Cut Copy Paste | Find Next Mate Replace Goto | Rec/Stop Flayvback | 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 i= as follows: PIC, Last Name, First Name, Middle Name, DOB, Gender, CLN
——-Beginning of Results—-—-—

16108  WAYNE  JOHN 11/15/1%65 M

16111  WAYNE JOHN J  11/7/1%77 M  IF0000000245072

———End of Results——-

~ e W b

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

Format i1s as follows: PIC, Last Name, First Name, Middle Name, DOB, Gender, CLN
—-——-Beginning of Results---

———End of Results———

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

A B C D E F G
1 PIC Last Mame First Name Middle Name DOB Gender CLN
2 16109 WAYNE JOHN 11/15/1969 M
3 16111 WAYNE JOHN 1 11/7/1977 M IFO000000249072
4 | --- End of Results ---
FALL 2016
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REP Submission Reports — District & School/Facility Level

The 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
will be available for review during the current submission cycle. District users may print and review
reports at any time during the submission, and we strongly encourage that they do so prior to finalizing
the submission. District- and school/facility-level reports are available. Reports are also available for
previous submissions.

Assignment Code Comparison
This report provides a district-level comparison of all assignment codes and the total full-time
equivalency (FTE) value reported for each assignment code between the EOY or Fall REP
submissions for two years. For example, EOY 2015 and EQY 2016 or Fall 2014 and Fall 2015.
The report is divided into staff groups:

e Administrative Staff

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

Day-to-Day Substitute Staff and Paraprofessionals/Aides.

Assignment Code Summary

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

Detailed Assignment Code Summary
This report lists all assignment codes reported at the school/facility level. The report includes 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 Teacher Student Data Link (TSDL) Submission.

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.

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 FALL 2015 to FALL 2016 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.

FALL 2016
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Pending Status Report
This report provides a district-level list of all the 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 (EEM) 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 will be 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 Hours
This report provides the total number of hours of professional development for teachers by
category as reported in Field 24: Professional Development (through EOY 2011).

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.

How to Select a 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.

Step One: After logging into the REP Application, select "REP Submission Reports" from the REP Main
Menu.

FALL 2016
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REP | Submission Reporis

Instructions REP Submission Reports

The reports generated by this

application are displayed in Submission Cycle: EQOY 2014 Iz‘

pop-up windows. If you are

unable to view reports, you District or SchooliFacility: | Potterville Public Schools B

may have a pop-up blocker

installed on your computer. To . -
read about how to configure Reports: — Please Select A Report - |_|
vyour software to work with this

application, please review the Format: — Please Select —- E|

Pop-up Blocker Help

document. Report Description:

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

I e '
P /D08 READER”

View Report

Step Two: Select the Submission Cycle.
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Instructions

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

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

A

Get *
Famel /OOBE" READER"

Submission Cycle:
District or School/Facility:
Reports:

Format:

Fall 2012

Report Description:
o LTI T o
reported for eac
2013 REP submiss

BRdministrative S

Core Academic Sull

blic Schools  +

EOY 2012

Fall 2011 odb Comparison

w
EOQY 2011
Fall 2010 ctl- ~ |
EOY 2010
Fall 2009
EOQY 2009 e QT veTTITy (T TOy voTo
Fall 2008 dode between the EOY 2012 and EOY

EOY 2008 orft is divided

2 Fall 2007 cthional sStaff

EOQY 2007 nstructional

Education Non-Core Academic Subject Areas,

into staff groups:

- General Education
Staff - General
Special Education Core

L3

View Report

Step Three: Select the district or school/facility from the drop down list.

| &= "S S . Yok, 3 Tt .
XH X LETILETS OO UCatonal e onmance sdniormauon

Michigan.gov Home

REP | Submission Reports

Instructions

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

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

I oo \
Famel /008 READER

REP Submission Reports

Submission Cycle:
District or School/Facility:
Reports:

Format:

Repor Description.

EQY 2014 [~|

Patterville Public Schools

Potterville Public Schools
— CAP Adult and Alternative Education |T|
- Potterville Elementary School
- Potterville High School

— Potterville Middle School

View Report

Step Four: Select the specific report you want to review. When you select a report, the Report
Description will appear in the description box below the selection window.

FALL 2016
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Instructions

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

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

REP Submission Reports

EOY 2013 v

Submission Cycle:

District or . "

SchoolFacility: |Grand Rapids Public Schools +

Reports: |Assignment Code Comparison b
Format: Assignment Code Comparison

i Assignment Code Surnmary

Thi - _|Detailed Assignment Code Summary

s IEPDE p;mu Exiting, Current and New Staff Report =
2331gmment Cofes o by Accounting/Function Code
value reported fo . . .

FTE by Accounting/Function Code Comparison
and Fall 2012 REF T
. Bdminiar Overall Summary of Data Submission

gromps: nas IF’ending Status Report b
Personnel Assigned to School/Facility in Another District
Personnel Headcount by School/Facility Within District
Professional Development Days

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

Instructions

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

To property review the POF
reports in thiz application, the
latest verzion of Adobe®
Reader® iz required.

& :

et
MDD E" READER"

REP Submission Reports

EQY 2013 v

Submission Cycle:

gﬁ:ﬁgﬁmw: |Grand Rapids Public Schools +

Reports: |Assignment Code Comparisan A
Format: — Please Select - v

Report Description: Eleslase Select -

This report provi
assignment codes

evel comparison of all -~
11-time equivalency (FIE)

wvalue reported for each assignment code between the Fall 2011
and Fall 2012 REP submission. The report is diwvided into staff

groups: Administrative 5taff, Instructional 5taff - General w

View Report

Step Six: Click on "View Report," which is located under the Report Description box as illustrated

below:

FALL 2016
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REP Submission Reports

The reports generated by this s
appication are disglaved in Submission Cycle EQY 2013 &

pop-up windows. If you are

District or i
unabie to view nepors, you = Grand Rapids Public Schools »
may have a pop-up blocker School Facility

taled U
:-‘:,.“d :::::;f:: e Reports: Assignment Code Comparison
configure your software 1o -
work with this appbcation, Format: !
please review the Pap-up :
Blocker Help document Riaport Description

This report provides a districtc-level comparison of all

To properly review the PDF azsignment codes and the total full-time sgquivalency (FIE)

repons in this appbcation, the value reported for each assignment code betwesn the Fall 201
Iateat varsion of Adobed

Reader® @ required.

et ’
MDA A

groups: Adminiscrative Scaff, Instructional Staff - General

After you click on "View Report" the format selected will appear.

Formats for Reports

PDF Format

This report opens in a pop-up window.

Assignment Summary Report EOY 2012

Happy Valley Schools (xxxxx)

Total Number of

Assignment Assignments Total FTE
Staff Group Assignments Code Assignment Description Submitted Submitted
General Education Core Academic
Subject Areas
000Bx Languags Ars 1 a.70
ooooc Chemistry 1 060
Qoo Integrated Science 2 1.30
000EX Mathematics 2 140
000U Music Education 2 1.00
Q002G General EL K-5 all, K-8 seli-contained 2 200
0o0zz Altemnative Education 1 1.00
0018z Spesch/Language Impaired (SB) 1 0.50
Classroom - Al Subjects
""""""" Total General Education Core 12 850
Academic Subject Areas
Instructicnal Staff
000MNF Junior ROTC 1 1.00
QDOMNR Computer Science 1 0.50

Excel Format

1

and Fall 2012 REP submismsion. The report is divided into scaff

b

Note: The steps below are designed for Microsoft Excel 2010. For older versions of Excel, refer to the
Microsoft Help resources or contact your local technical support for assistance.

FALL 2016
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The report will appear as an Excel Spreadsheet as illustrated below. The report opens in read-only format
by default. Click on "Enable Editing" button to make the spreadsheet editable.

Hiado-o-is REP_AssignmentSummary [02-21-2012 03-18-59-819][1].xls [Protected View] [Comp.
“ Home Insert F‘ag:Layqut Fo-nmalas Diata Review View Add-Ins GAS Team

0 Protected View  This file was opened from a potentsally unsafe lacation. Click for mnredemk‘ Enable Editing "

13 - (= A
| A B ] C D E F . & [ H_
il Assignment Summary Report EOY 2012
2 Happy Valley Schools (XXXXX])
Total Number of

Assignment Assignments Total FTE

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

& Subject Areas
B 000Ex Language Ars 1 07

0000C Chermistry 1 06

Reports with Detailed Data

These following reports provide employee information in more specific detail. You may select the level
of detail you want to review and then print all or part of the data. The reports will have three or four
layers of detail.

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

The following screen shots demonstate 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.

2|34 IG D] E{F G 1 J Kl M N O F |

2
S Detailed Assignment Summary Report EOY 2012
; Page 10of 1 et

Happy Valley Schools (XXXXX) Total Total
e B8 Assignments FTE
& 3 Central Administrate Unit (00000) 5 5.00
I+ 28 Happy Valley Elementany School (xxoood) 23 235
+! 33 Happy Valley Middle Schoal (00 15 14.75
+| 41 Happy Valley High Schoal {xooocc) 20 185
FALL 2016
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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.

WEES EALH]

+

{1 {1 =1 —
+

+ ]

+ [+

W2l E 5] 1 J i

2
Detailed Assignment Summary Report

10

3
b ]
4
1
kT
a1
2
a5

Page 10f1

Happy Valley Schoaols [RIOOCX)

Honinstructional Staf

I

Level Three: Specific Assignment Codes within Assignment Group

i)

)

Total

ASssgniments

s R B s o KR

F

EOY 2012

a0z

040

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

RIETEITI

—i =i —i
+

0nr 1 —Ir
— =

i

*| #| *++

+ 4+

+

+

&

EE]
kT ]
5
k]
41
42
43
6
4T

ICDIEIF G | J Kl M

= Detailed Assignment Summary Report

Page 1of 1
Happy Valley Schools [X000)
Central Administrative Unit (00000
Instructional

Siafl
00310 - School Social Work (incleding non-special aducation)
00320 - School Psychologist (SG)
Q0370 - Physical Therapist
Paraprofossional/Aide Staff
00412 - MEP Insiructional ParaprodessionallAide - Summaer anly (Titke 1C)
Adrinestratve Stafl
T9115 - 150 Assestant Director (Businesa/Finance)
Happy Valley Elementary School {oooo)
Instructional Stall
00370 - Physical Therapist
Happy Valley Middie School (xoood)
General Education Core Academic Subject Areas
QOGEA, - English
QOOEX - Mathematics
Happy Valley High Schoal (aooo)
General Education Core Academic Subject Areas
OOGEX - Mathematica
MNorinstructional Staf
E2100 - Athlatic Coach

Level Four: Assignment Code and FTE for by Assignment Group

Assignmenits

s ol i R i s BN i ot ] i ot ik Y

EOY 2012

w02

5.00
3.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

1.50
L]
0.80

040
040
0.25
0.25

This layer provides the employee's name, 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.

FALL 2016
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SNFAEIL] ICD)EF G [ R M H 1} p

2
- Detalled Assignment Summary Report

ot Ty Lk )

Page

T

- 3 Central Administraive Ut (00000
- 0 Instroctional Siaff 3 300
- 11 00310 - School Social Work (includng non-special sducation i .03
Lz Nigmes First Mame P Grade orGeting  FTE | Fuscsd Postion | Employmen
12 Sigta LT
|- [ 13 Srrnth Betty FEeEEs 9. 10,11, 12 1 8 )
= L] 00320 - School Paychalogist (5G] 1 100
Lt ket Firat Mame P Grade o Seting ~ FTE | Fusoed Pesdion | Employment
Lt} G Hatup
L« | 16 Jacipn Kathy aieieiE K, 1,2 1.4 1 ] E:
= 1T 00370 - Physical Therapist 1 1.06
Lt Haere First Mame P GrasecrSeting | FTL | Fusded Poslion  Empioyment
i Sinted Sty
L |18 Hiafaon ity e K 1.2 3.4 1 ) 9
- 20 Parapolyspionaliade Siaf 1 1.00
= 21 00212 « MEP Instructional Paraprofesssonal’de « Summer ony (Tithe IC) 1 1.00
Lt Hame Firnt Mame P g o Sting FTL | Fusded Posdion | [[mploymend
22 AT Sinrg
23 BEEZ JANET SIB0TIE Magrant 1 8 9

Expanding and Collapsing Rows of the Report to Obtain Various Levels of Detail

You can also expand or collapse to a specific level of detail by using the "+" and "-" symbols located on
the left side of the spreadsheet. This can be a time-saving feature if you only want to view a specific type
of assignment codes such as Instructional Staff.

Click on the "+" sign to expand the building level to the assignment group.

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

Natailad Accinnment Summary Report

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

3M9/2012

Total
FTE

Assignments

n Central Administrative Unit (00000} = 5.00
23 Happy Valley Elementary School (xoowx) 1 1
33 Happy Valley Middle School (o) 2 15
41 Happy Valley High Schoal (xxoox) 2 0.65
[+] 50

1)2]3)4 IGU] E |F 5 I J KL vl I U =

Detailed Assignment Summary Report

Page 1 of 1 392012
6

Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
9 ini ' I 5 5.00
10 Instructional Staff 3 3.00
20 Paraprofessional/Aide Staff 1 1.00
24 Administrative Staff 1 1.00
28 appy EN HOOOK) 1 1
33 Happy Valley Middle School {xsooo) 2 15
41 Happy Valley High School (3cooor) 2 0.65
50
55
60
95
163
4072

FALL 2016
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Next click on the "+" sign for Level Two to expand to the assignment code level.

1]12]3]4 G| E | 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
8 Assignments FTE

9 Central Administrative Unit (00000} 5 5.00

Instructional Staff 3 3.00
00310 - School Social Work (including non-special education 1 1.00
00320 - School Psychologist (SG) 1 1.00
00370 - Physical Therapist 1 1.00
Paraprofessional/Aide Staff 1 1.00
Administrative Staff 1 1.00
+] Happy Valley Elementary School (xoocod) 1 1
+| Happy Valley Middle School (xoox) 2 15
+| Happy Valley High School (xoooo) 2 0.65
+| 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 on the "+" or "-" to obtain the level of detail you want to view.
1]2]3]4 IC|D| E |F G | J Kl ] I () =

Detailed Assignment Summary Report

Page 1 of 1 3/19/2012
Happy Valley Schools (XXXXX) Total Total
Assignments FTE
[=] 9 Central Administrative Unit {00000) i 5.00
10 Instructional Staff 3 3.00
11 00310 - School Social Work {including non-special education) 1 1.00
14 00320 - School Psychologist (SG) 1 1.00
17 00370 - Physical Therapist 1 1.00
20 Paraprofessional/Aide Staff 1 1.00
I_l:_| 21 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
Last Name Firzt Name PIC Grade or Setting FTE Funded Position = Employment
22 Status Status
|_ |_ - | 23 BEEZ JANET 9080709 | Migrant 1 9 99
| 24 Administrative Staff 1 1.00
+ 286 Happy Valley Elementary School (zoooo) 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: Listing of all Schools/Facilities Reported with Staff Members

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

FALL 2016
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1 Iz 3la Al B | C| D E F G H |

, Assignment Summary Report

2 Page 1 of 1 20222012 4:02 PM
4 Central Administrative Unit (00000) 4 275
20 Happy Valley Elementary (11111) 1 0.10
25 Happy Valley Middle Schaol (22222) 2 0.65
34 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

44 of1 b bl @ [100% w [find | net B @
Assignment Summary Report

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

Total FTE

Potterville Public Schools (23090) Total Assignments

4 275
All schoolffacilities reported with

Bl staff members are listed. 1 010

2 065
Click on the "+" to expand each

schoolffacility to see the staff ] 3.80

members reported. 7 945

[ 3 200

L 1 1.00

1 1.00
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Level Two: Expands to Assignment Code Groups

34 A

—

B | C[D E F

Assignment Summary Report

EOY 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
% 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

Ara

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

FALL 2016

e |3 |4 Al B|C|D E F H |
; Assignment Summary Report EOY 2012
2 Page 1 of 1 2/22/2012 4:02 PM
[=] 4 Central Administrative Unit (00000) 4 275
% 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/Mon-Home Visitor 1 1.00
17 85000 - Child Care 1 0.75
- 20 Happy Valley Elementary (11111) 1 0.10
? 21 Noninstructional Staff 1 0.10
2 99900 - Other 1 0.10
[=] 25 Happy Valley Middle Schoal (22222) 2 0.65
I%‘ 26 ‘General Education Core Academic Subject Areas 1 0.40
27 000EX - Mathematics 1 0.40
30 Noninstructional Staff 1 0.25
N 82100 - Athletic Coach 1 0.25
= 34 Happy Valley High School (33333) 8 3.80
35 General Education Core Academic Subject Areas 4 2,50
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
55 00PAR - Day-to-Day Substitute Paraprofessional/aide 2 0.00
- 59 Happy Valley Adult Education Center (44444) T 3.45
60 ‘General Education Core Academic Subject Areas Bl 2.60
61 000DC - Chemistry 1 0.60
64 000D! - Integrated Science 1 1.00
67 000EX - Mathematics 1 1.00
70 Instructional Staff 1 0.20
7 60400 - Elementary Certified Teacher with a Child Development 1 0.20
74 Noninstructional Staff 3} 0.65
75 62100 - Athletic Coach 3 0.65
- 80 Happy Valley Bus Garage (55555) 3 2.00
—_ a4 Panaeal Edunntion Caen Acadamin Quhinet Arnoe 2 aAn
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Level Four: Expands to the individual employees within each assignment code and group.

i]z]3 ICID| E |F G | J Kl M N o] P

Detailed Assignment Summary Report EOY 2012

Page 1of 1 3M5/2012
6
Happy Valley School District Schools (23090) Total Total
8 Assignments FTE
[=] 9 Central Administrative Unit (00000) 5 5.00
[=] 10 Instructional Staff 3 3.00
[=] 1 00370 - Physical Therapist 1 1.00
) Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
12 Status Status
| L - 13 Smith Betty 9090909 K. 1.2, 3. 4 1 9 99
[=] 14 Day-to-Day Substitute Staff 1 1.00
=] |15 00SUB - Day-to-Day Substitute Teacher 1 0
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
16 Status Status
| L - |17 Mattson Evelyn 909012 0 99
=] 18 Moninstructional Staff 2 175
=] [19 60700 - Parent Educator/Non-Home Visitor 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
20 Status Status
| 21 Jackson Jack 90913 3. 4 1 9 99
=] [22 85000 - Child Care 1 0.75
Last Name Firzt 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
’ g Status Status
L 29 Smith Janice 9099999 21 9 98

Formats Available for Downloading Data

Several options are available to download the report. The steps below are designed for Microsoft Excel
2010.

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

/.

X

|x¢?'

ik

@ &
1L file with report data

| Find | Next

]

Detailed Assignment Summary Report ‘2012

CSY (comma delimited)

Acrobat (PDF) file

Page 1 of 1 0/2012

LIS (b sechie)

Potterville Public Schools (23090) Excel

TIFF tile
@ Central Administrative Unit (00000) i .00

FALL 2016
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2. When prompted, choose "Open" or "Save." If "Save" is chosen, select a location to save the file.

File Download

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.mius

Open ] [ Save ] [ Cancel l

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

|g) While files from the Intemet can be useful, some files can potentially
b
- save this file. What's the risk?

3. If you selected "Open," the report will automatically open in Excel. If you selected "Save," you
will need to open Excel and then locate the file to access the report.

Hld9-o-|= REP_AssignmentSummary DrillDown (03-19-2012 03-54-05-028)(1).xls [Compatibility Mode] - Microsoft Excel I e
File Home | Insert  Pagelayout  Formulas  Data  Review  View  Add-Ins  SAS  Team o @ o & =
= .- o= = ) = b Bh T
By ‘li ) Arial Cw- g = =[] e =¥ Wrap Text General " ijﬁl ﬁ;% gﬂ g § ’E &- % Eﬁ

Paste B S U- M- A == = i 55 | EdMageBCenter | § - % 3 | %0 ;09 | Conditional Format Cel Insert Delete Format Sort& Find &

- — Formatting = as Table ~ Styles - T Filter v Select ~

Clipboard 1z Font G Alignment G Number G Styles Cells Editing

| J Kl M N 0 P

o]

1]2]3]4 ICID| E [F

EOY 2012
Page 1 of 1 3M9/2012
6
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 (xoooo) 2 1.5
E 41 Happy Valley High School (xxooo) 2 065
4. The report will function as described previously with the four layers of data.

Points to remember when using the REP Submission Reports

e Your data matter — use these reports to help ensure accurate reporting of your school 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 help assure the quality of your data submission.
e Reports serve as records of your data submission.

FALL 2016
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Using the Reports to Improve Your Data Quality
The following examples illustrate questions to ask when reviewing your reports.

Are the FTESs accurate for the accounting/function codes?

Total FTE by Accounting/Function Code Report Fall 2011
Happy Valley School District (3XHXX)
Instructional Staff Total FTE
111 Elementary School 8.35
112 Middle/Junior High School 8.30
113 High School 12.70
118 Preschool 0.00
119 Sumimer 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 Vocational 0.00
135 Occupational Training or Upgrading Retraining 1.00
Total Instructional Staff 42.85

Avre the counts accurate? Do you have three vacant teaching positions?

Position Status By Staff Group Report Fall 2011

Happy Valley School District (X0CK)

Administrators Teachers Paraprofessional Noninstructional Total
Funded Position Status Count Count Count Count Count
1 Vacant, funded, cpen pestion. no [1] @ a o 3
one assigned
2 Vaczant, fended, open 3 o o a o a
outshde contracior assigned
3 Funded. employes o0 loan o o 0 0 0 0
leave, nE Ghe JSLgned
4  Funded. employes on loan or 1] 0 o o 1}
leave, filled by tamporany
employee
§  Vazant, funded, epen pesaien, o v} a o a
filled by temporary employee
8  Funded. employes on loan or o 1 o o 1
leave, oulside sontracior assigned
7 Contracted senvices provider, non- [1] [1] 1] 0 1}
insbructional staff
@ Filled position, regular 3 a7 § g M
Total: 3 51 ] f L

DATE CREATED: 8152011

How many assignments of English or Math are taught? Do you have five elementary
assignments?
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Assignment Summary Report Fall 2011

Happy Valley School District (XXXXX)

Total Mumber of
Stat Group Assigrments * Cods. | Adalgnrment Deserption
Genenil Education Core Arademic
Subect Arsan.
- (0
Histery
Poiteal Sesrizs 1
Chemisiry 1
Geoiogy - Earth Scienos ]
1

BHHIRT
E
{

Data Quality Matters.

FALL 2016

Check your final submission counts. Are they accurate?
Do you have nine day-to-day substitute staff members?
Do you really have staff members reported at two schools/facilities outside your district?
Do you really have seven schools/facilities that should have staff reported?

20

Overall Summary of Data Submission Report Fall 2011

Happy Valley School Distnct (KX00)

Total rumiber of all pemonnes records submstod
Tioksl rermier of prrsoness (esoniy wismfed nouderg Boae periorre win have 5 Sa dningd

Total rumber of records. with an adminisiratlor assgnment code

Total numites of personne reconds submiSed Wi sssgnment codes 70D heough. TESER. incuing ose penones who

Faree el e davin

Teital number of records with a teacher assgnment code

Tioknl P of Ppcorts sulrmlfied wilh sadesrrment cooes ID0AK vough 00504, SHMNC, e 0800 | exciukng D040
0404, O040%5, D007, S0SLE and COPAR). Tha ttasht inckded cursern i afmnaied noohdi.

Total number of records with a paraprofesssonal’aide assgnment code
Tota! mumis of necords wih o poraprofssoraisade asugneerd oode Tota! rumces of necords susmied weh

mnpgrumert pockesy SO0 Bhwough 00 1. ingluding RSO0, S0ER09, D003, D040, O0SLEE: and DOE0T Th cownd inchades
LTS Bl LEPPnSleS TEDoIO

Totad pumber of records with 3 day-io-day subaiihte ssegnment code

Toksl rumtaw of records sobmified W an sesigremend coc of QUESUES and DDSAR, Thes courd ngiudes. oument srd
SewTriraried renGe

Total number of recocds with a non-instructional assignment codes

Tods! purnber of Fecoids Wil B FRoP-Pairoionsl ssesgneenl code. Tolel rmiser of reoons suleTiles Sil ESSQRment
eocies 01500 Swough SOE00 anel G000, BID00, BOGD0 s SOTD

Total mumber of personnel separsting from employment with the district
Total numtsy of porscrnnes ecordy. where Fieid 2% Empioymiend 52ston code o equal o /08 Teough 19 mcuwes
Tmmmmmmmawmnmmm

Tkl rumbey of personnel reconds. submiies whene Te schoolTacisy code (reooned Bs dentiled in the School Code
arstes | ndioaies that the schooifedsy @ & o ensiy

Total mumbar of parscnned records. assigned 1o a school in another destnct

Total rurmtes of povacrns Mscdids st whists T schoaolTashty o508 (poried il dentied n B Schodl Code
kst i il SamgraEe G B porng dialngt

Tatal rumber of schoolsAacites repatng personnel recoeds

Tiodal purmies of potoo sfaciies Tl sen reporied wih cerponned reconds

DATE CREATED: BM&2011

[c)

18
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Reports available for Year-to-Year Comparisons
(These reports will be updated each submission.)

FTE by Accounting/Function Code Comparison Report
This report provides a district-level comparison of the total FTE reported for staff members'
accounting/function codes between the year-to-year REP submissions. The total FTE submitted for each

accounting/function code is listed by specific categories: Instructional Staff, Instructional Support Staff,
Instructional Staff Services, Non-Instructional Support Staff and Facilities Acquisition.

Total FTE by Accounting/Function Code Comparison Report Fall 2011

o Are the counts
Happ.f.l' Valley School District (22000K) I accurate? Did our
N FTE FTE district have a 54.76%
111 Elementary School 2348 B35 dmp in S]:I'EETIBI.
112 MiddliefJunior High Schoel 15.85 8.30 FEducation
113 High School 20.11 12.70 instructional staff?
122 Speipd Education 21.00 9.50
125 Compensatory Educaton 0.00 3.00
135 Oecupational Training or Upgrading Retraining 0.00 1.00
Total Instructional Staff B0.45 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 (XXXXX)

Administrative Staff
Parcantage
Fall 2010 Total Fall 2011 Total Change In Parcentage
Humber of Fall 2010 Humbsar of Fall 2011 Humbar of Changa In
Agzlgnment aAggignments  Toftal FTE  Aselgnmentz  Tofal FTE  asslgnments FTE
Code Lzslgnment Description Submittad Submitied Submittad Submitted Submitted Submittad

70100 15D Superintendent 1] 0.00 1 1.00 100.00%  100.00 %
{Chief Administrative
Officer)

TO200 District Superintendent 1 1.00 0 0.00 -100.00% -100.00 %
{Chief Administrative
Officer)

TOI74 District Superintendent 1 010 0 0.00 -100.00% -100.00 %
{Title I Gemnder Equity
Coordinator)

FALL 2016
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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 | Total number of assignments reported for each
Fall 20XX Total Number of Assignments individual assignment code submitted by the
Submitted (One year comparison) district for each submission in EOY or Fall

comparisons.

EOY 20XX and EOY 20XX or Fall 20XX and | Total FTE reported by the district for each
Fall 20XX Total FTE Submitted (One year assignment code.

comparison)
Percentage Change in Number of Assignments | Percentage of change in the number of assignment
Submitted codes between EQY or Fall comparisons.
Percentage Change in the FTE Submitted Percentage of change in the total FTE submitted
for each assignment code between EQY or Fall
comparisons.

Michigan Online Educator Certification System (MOECS)

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 at http://www.michigan.gov/mde/0,1607,7-140-

6530_5683_57223---,00.html and click on "Click Here to go to the MOECS Login Page."

MICHIGAN 2

riEducation

State Board of
Education MDE

Administrators Feedback or issues

Help us to improve our certification system by telling us what we can do to help you!
Career & College
Like us on Facebook for information and updates!

EDUCATOR SERVICES =~ MICHIGAM ONLINE EDUCATOR CERTIFICATION SYSTEM

Early Learners and
Care

Click Here to go to the
Obtain/Renew MOECS Logiﬂ pOQe

ElelogesNicalion Michigan Oniine Educator Certification System

Educator Learning &
Professional

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

You may also access the application from the REP Main Menu page.

FALL 2016
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Ll
Michigan.gov Home CEPI Home | Main Menu | EAQ | User's Guide | Teacher Verification | Contact CEPI | Logout

REP | Main Menu

Welcome to the Registry of Educational Personnel

Mo Entity Selected

SetiChange Enfity: Set

Go to Nenpublic School Perzonnel Report

Data Submission

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

Data submitted by school + Personnel Submitted
districts via the Registry
of Educational Personnel Personnel Search
(REP) are used to produce To search for a PIC or to request a new PIC, select the following function:
reports for the U.S. + Personnel Search
Department of Education
and for the state of Reports
Michigan regarding school To view a report or download personnel data, select from the following options:
E:g‘;“'ﬁ'l‘ Add'ﬂ'::a‘:ly* - Summary by District

ta are provided to o -
the Michigan Department Complete Summary b\,rl District Click here
of Education (MDE) for + Download REP Data File toaccess
MDE’s teacher certification + Employee Listing by District MOECS.

audit. + REP Submission Reports

Credential Data Exchange

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

To obtain information about accessing MOECS, contact the Michigan Department of Education Office of
Professional Preparation Services at 517-373-3310.

Need Additional Help?

For questions regarding REP content or assistance with the REP Application, please send an email
message to CEPI@michigan.gov or call 517-335-0505 x3. Please provide your name, district code and
district name, the CEPI application name, your telephone number (including area code and extension),
email address and specific questions.
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