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Monthly Certification:
Organization & Discipline



To create a world-class 
educational system that gives 
students the knowledge and 
skills to be successful in 
college and the workforce, 
and to flourish as parents 
and citizens

VISION
To provide leadership 
through the development of 
policy and accountability 
systems so that all students 
are prepared to compete in 
the global community

MISSION

Mississippi Department of Education 2



ALL Students Proficient 
and Showing Growth in All 
Assessed Areas

EVERY Student Graduates 
from High School and is Ready 
for College and Career

EVERY Child Has Access 
to a High-Quality Early 
Childhood Program

EVERY School Has Effective 
Teachers and Leaders

EVERY Community Effectively 
Uses a World-Class Data System to 

Improve Student Outcomes

EVERY School and District is 
Rated “C” or Higher
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3State Board of Education  STRATEGIC  PLAN GOALS



4Session Norms

Respond to prompts in the chat

Share reactions

Ask questions

Be an active participant
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REVIEW monthly certification process

Session Goals

EXPLORE Organization data

EXPLORE Discipline data
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Monthly
Certification
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OCTOBER – JUNE*

1-10* District Approval 
Months 1-9
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JANUARY

1-15 District Approval 
Month 4
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JUNE

10 District Approval 
Month 9

days after last 
instructional day
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Certification windows

WILL NOT
be extended
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Attendance

Enrollment

Student Demographics

Organization

Course Section

Discipline
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15
AUG
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Attendance Enrollment Organization

Student
Demographics

Personnel

Course Section

Academic
Record

327

94

294
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Clear any errors 
for the reporting 
period.

Check warnings 
for the reporting 
period.

Review MSIS Reports 
for accuracy.
Compare with corresponding 
SIS reports.
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Review Reports for accuracy.

• ADA
• 5 or More Absences
• Student Attendance

• Enrollment & 
Transfers

• Net Membership
• Promotion & 

Retention

Enrollment Reports Attendance Reports

• Student Indicators 
• Gifted 

Student Demographic Reports
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Review Reports for accuracy.

• Teacher Schedules
• Student Schedules 

(Final grades, Carnegie 
units once data is populated 
from SIS)• Discipline

Discipline Reports

Course Section Reports• Calendar
Organization Reports
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Organization
STUDENT DATA
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Data Domain 
Mapping: 
Organization

mdek12.org/msis/msis-resource-library/
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• Calendar

Organization Reports

• LEA Management
• School 

Management
• Board Members
• Salary Scale

Organization Manual 
Entry Screen



20Assign permissions

PERMISSION

All active
users
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Displays each date for a school year, the event 
type, and the event descriptions, for the district* and 
each school. Report also displays total number of 
instructional days, 60% days, and holidays.

SIS (API nightly)• Attendance
• Enrollment (outside of instructional days)
• Accreditation

Calendar Report

Data SourceData Impact
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msis.mdek12.org
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Federal Programs



24Falkner City School District Jim Henson Elementary School



25Falkner City School District Jim Henson Elementary School

Falkner City School District Jim Henson Elementary School
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Calendar data must 
be entered in the SIS
so it can be transmitted to MSIS 
BEFORE other student data.

AUG
1
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Update the calendars in the 
SIS throughout the year, as 
dates may change due to 
school closings, etc.
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31Assign permissions

PERMISSION

Admin
(MDE assigned only)



32

Displays the demographic information for the LEA, 
including the LEA Type, Operational Status, 
website, physical and mailing addresses, and the 
MSIS Primary and Secondary contact information.

SIS (API nightly)
Manual input (as 
needed)

State & Federal Reporting
Student Ownership (MSIS Primary contact info)

LEA Management

Data SourceData Impact
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msis.mdek12.org

Board Members



34
Board Members
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July 29: Manual 
Input of grade 
levels required
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37Register for Access

NEW MSIS Primaries or Secondaries 

COMPLETE 
Non-Public School Contact 

Maintenance Form, Security 
Profile, and Oath of Confidentiality

SUBMIT 
forms to 

mdeapps@mdek12.org

MDE 
assigns appropriate 

permissions

REGISTER 
for access to MSIS using 
organization credentials

mailto:mdeapps@mdek12.org


38District Maintenance Form

• Complete the MSIS Contact 
Maintenance Form to change or 
update MSIS Primary or Secondary 
information.

• Complete the Oath of 
Confidentiality.

• Submit all forms to 
mdeapps@mdek12.org. 

mdek12.org/msis/msis-security-documents/

mailto:mdeapps@mdek12.org
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JUL

31
Review LEA 
Management screen
• Update MSIS Primary & 

Secondary and grade levels 
as needed

• Ensure other data is accurate 
in the SIS
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Displays the demographic information for the school, 
including the School Type, Grades Offered, Operational 
Status, website, physical and mailing addresses, 
Schedule Type*, and the school MSIS Contact 
information*.

School Management

*Coming Soon

SIS (API nightly)
Manual input (as 
needed)

State & Federal Reporting
Student Ownership (MSIS Primary contact info)

Data SourceData Impact
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Only MDE Staff can 
Create or Close schools 
on the School 
Management screen.
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Detailed Manual, Guidance, 
and FAQs: School Updates 
(New, Close, Reconfigure)

mdek12.org/msis/msis-resource-library/
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msis.mdek12.org

Board Members



47
Board Members
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July 29: 
Manual Input 

of grade 
levels 

required
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50

JUL

31

Review School 
Management screen

• Update MSIS School contacts and grade levels
as needed

• Ensure other data is accurate 
in the SIS

• If schools do not exist in the SIS, 
submit a ticket to mdeapps@mdek12.org 
to update school information.

mailto:mdeapps@mdek12.org
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Records the LEA's salary scale for employees paid 
on the state-approved salary scale. Minimum pay 
scale values are prepopulated.

Manual Input (as 
needed)

Personnel
Finance

Salary Scale

Data SourceData Impact
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msis.mdek12.org

Board Members



53
Board Members



54
Board Members



55
Board Members
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Board Members

Double click in cell to edit 
individual amount
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Board Members



58
Board Members
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JUL

31
Salary Scale
• Salary Scale must be entered 

each year
• Select 2025-2026 from the drop-down 

(beginning July 1) to enter new 
school year data.
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Records active Board Members and their contact 
information for each school year.

Manual input (as 
needed)

Accreditation

Board Members

Data SourceData Impact
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msis.mdek12.org

Board Members
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Board Members



64
Board Members



65
Board Members



66
Board Members
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JUL

31
Board Members
• Board Members must be entered 

each year
• Select 2025-2026 from the drop-down 

(beginning July 1) to enter new 
school year data.
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Check Reports & 
Screens for accuracy

CERTIFICATION PROCESS
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Clear any errors 
for the reporting 
period.

Check warnings 
for the reporting 
period.

Review MSIS Reports & 
Manual Input screens 
for accuracy.
Compare with any corresponding 
SIS reports.
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• Calendar
Organization Reports

• LEA Management
• School Management

Organization 
Manual Entry Screen
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Clear Errors, 
Check Warnings

CERTIFICATION PROCESS
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Clear any errors 
for the reporting 
period.

Check warnings 
for the reporting 
period.

Review MSIS Reports & 
Manual Input screens for 
accuracy.
Compare with any corresponding 
SIS reports.
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Attendance Enrollment Organization

Student
Demographics

Personnel

Course Section

Academic
Record

327

94

294
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Data Quality 
Dashboard: 
Organization

mdek12.org/msis/msis-resource-library/
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New errors/warnings 
for 25-26SY

Warning Instructional Day occurs on a weekend.
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Review all columns in the 
Data Quality Dashboard. 
Compare the information provided – 

or what is missing - with what 
is in the SIS.

Compare data in the SIS 
with data sources in MSIS.
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Review all columns in the 
Data Quality Dashboard. 
Compare the information provided – 

or what is missing - with what 
is in the SIS.
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Does this match what 
is in the SIS?
Yes. Schools were closed for two 
days due to weather.
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Compare data in the 
SIS with data 

sources in MSIS.



82Falkner City School District Morgan Freeman Elementary Schoola Does this match what 
is in the SIS?



83Falkner City School District Morgan Freeman Elementary Schoola Does this match what 
is in the SIS?

The data has been 
verified, and it is correct. 

The warning will 
remain in MSIS.

Retain local documentation noting 
why the school has less than 180 

days for auditing purposes.
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Discipline
DISCIPLINE DATA
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Data Domain Mapping: 
Discipline

mdek12.org/msis/msis-resource-library/
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Data Domain Mapping: 
Legacy Incident & 
Dispositions Mapping

mdek12.org/msis/msis-resource-library/
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• Discipline
Discipline Reports



89Assign permissions

PERMISSION

Discipline
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Displays state-reportable incidents for enrolled 
students. 

SIS (API nightly)• State Reporting/
Persistently Dangerous 
Schools

• Federal Reporting/MSRC
• Special Education

• Federal Programs 
(Delinquent indicator)

• Alternative Education
• Student Intervention (20-

day students)

Discipline Report

Data SourceData Impact
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msis.mdek12.org
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Federal Programs
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Multiple Listings
The same student may be listed multiple times on the 

report for the same incident if multiple disciplinary 
actions are assigned.
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Special Education indicator 
is helpful when reviewing your special education 

Indicator 4 and CEIS data (to compare the discipline 
rates of special education students and other students)
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Incident Identifier assigned 
by SIS package. 

(Number may not be visible in your SIS. This will be 
necessary for submitting Incident Removal files.)
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Incident Identifier may be repeated for 
incidents that involve multiple students or 

disciplinary actions.
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Sort the Report by Incident 
Identifier to track the number 
of unique incidents.
Incidents may display with multiple 
rows on the Discipline Report if they 
involve multiple students or multiple 
disciplinary actions.



102
Multiple students can be assigned to 
one incident.
The Report displays each student on a separate row, 
but the Incident Identifiers will match.

INCIDENT

Student

Disciplinary 
Action Taken

Student

Disciplinary 
Action Taken
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Multiple disciplinary actions can be assigned 
to one student within a single incident.
The Report displays the same student on multiple rows. 
The Incident Identifiers will match, but the disciplinary 
action and duration will vary.

INCIDENT

Student

Disciplinary Action Taken

Disciplinary Action Taken



104

Students placed in a JDC should have 
their Delinquent student indicator set 
to “Yes” and have a corresponding 
incident in the Discipline data.
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Once a student has entered a Juvenile Detention Center (JDC), the Delinquent 
indicator must be marked “Yes.” An incident identifying the student's action is 
created in the SIS within 72 hours. The incident information should include a 
disciplinary action of “75000 – Placed in juvenile detention center” with the 
duration of days of stay at the facility. 

• The delinquent indicator must remain “Yes” until the student returns to the home 
school. 

• If a student has served a weekend in the JDC, immediately mark the delinquent 
indicator as “Yes” and leave it as “Yes” for 24 hrs so the indicator is reported to MSIS. 
The next day, change the delinquent student indicator to “No” in the SIS. 

• A student must remain enrolled at the home school and marked present everyday 
while in the JDC until they return to the home school.

Student Indicator
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Enter an incident in SIS within 72 hours of the incident 
(or notification the student was placed in JDC).

JDCs

Incident Behavior
If unknown, use Violation of School Rules

If the incident happened outside of school, enter required data elements 
as accurately as possible:

Incident location 
Off-campus

Incident date

Incident Description
Describe if known, or indicate the incident took place outside of school

Disciplinary Action
75000 – Placed in juvenile detention center

Organization Identifier
MSIS JDC Codes (see Legacy Incident & Dispositions Mapping)
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Enter an incident in SIS within 72 hours of the incident 
(or notification the student was placed in JDC).

Disciplinary Action Dates & Duration
If unknown how long the student will be at the JDC:
• Enter the Disciplinary Action Start and End Dates as the same date
• Set the Duration to 1
• Update dates and duration once the true dates are known (temporary solution until stronger 

communication exists between the JDCs and the schools).

If the incident happened outside of school, enter required data elements 
as accurately as possible:

JDCs
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MSIS only captures Alternative School 
placements that are related to 
discipline incidents/disciplinary 
actions. 
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Disciplinary Action Taken
Use the appropriate Disciplinary Action Taken code to indicate the student was 
placed in an Alternative Education Program as a result of the incident. 
NOTE: Students can be assigned MULTIPLE Disciplinary Actions.
• 03072 – Change of placement (long-term), placement in which the student is 

placed in the location for greater than 90 days 
• 03075 – Change of placement (reassignment), temporary placement in which 

upon entry there is an expectation the student will be placed in the location for 
up to 90 days

• 03074 – Change of placement (reassignment), resulting from an expulsion 
hearing 

• 03073 – Change of placement (reassignment), pending an expulsion hearing

Disciplinary Action Taken codes for students assigned to 
alternative education programs due to a discipline incident:

Alternative Education

Disciplinary Action 
Dates & Duration
Specify the start and end 
dates and the duration. If the 
length of placement changes, 
update the end date and 
duration in the original 
incident.
If the length of placement is 
extended due to a new 
incident behavior, create a 
new incident that captures the 
data for the new incident.
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111

Check Reports 
for accuracy

CERTIFICATION PROCESS
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Clear any errors 
for the reporting 
period.

Check warnings 
for the reporting 
period.

Review MSIS Reports 
for accuracy.
Compare with corresponding 
SIS reports.
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• Discipline
Discipline Reports
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Students placed in a JDC should have 
their Delinquent student indicator set 
to “Yes” and have a corresponding 
incident in the Discipline data.
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Title (No more than 1 line, font size no smaller than 20, text should not touch slide number)

APISIS

Discipline 
Data

72
HRS
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MS Code Ann. 37-15-6 (amended in
2013) references a central reporting
system for expulsions.
The 72-hour reporting is believed to have been set as a reasonable 
time frame for reporting the expulsion of a student. If an expelled 
student from one district tries to transfer to another district, the 
receiving district could look in the “central reporting system” to know 
to contact the “exporting” district to see what the reason for the 
expulsion was related to the safety of the receiving school. 
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What should 
be reported
within 72-hours?
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Incidents that result in a 
Disciplinary Action of 

EXPULSION
72
HRS
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Discipline 
Data

SIS

Disciplinary Action Taken

Expulsion with Services 
Expulsion without Services 
Change of placement (reassignment), 
resulting from an expulsion hearing 
Change of placement (reassignment), 
pending an expulsion hearing

72
HRS
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Disciplinary Action Taken
Depending on expulsion placement, this may 
also include:

Change of placement (long-term), placement 
in which the student is placed in the location 
for greater than 90 days
Change of placement (reassignment), 
temporary placement in which upon entry 
there is an expectation the student be placed 
there less than 90 days

Discipline 
Data

SIS

72
HRS
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Title (No more than 1 line, font size no smaller than 20, text should not touch slide number)

APISIS

Discipline 
Data

ALL incidents should 
be reported in your SIS 
in a timely manner.
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Incidents that include certain incident 
behaviors also have a secondary 
reporting requirement, regardless of 
the disciplinary action taken. 

Incidents that involve the following incident behaviors 
should be reported to schoolsafety@mdek12.org as 
soon as possible, in addition to entering the incident in 
your SIS:

• Homicide
• Kidnapping

• School Threat
• Arson

mailto:schoolsafety@mdek12.org
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Clear Errors, 
Check Warnings

CERTIFICATION PROCESS
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Clear any errors 
for the reporting 
period.

Check warnings 
for the reporting 
period.

Review MSIS Reports 
for accuracy.
Compare with corresponding 
SIS reports.
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Attendance Enrollment Organization

Student
Demographics

Personnel

Course Section

Academic
Record

327

94

294
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Data Quality 
Dashboard: 
Discipline

mdek12.org/msis/msis-resource-library/
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Other missing discipline data values 
[incident behavior, incident date, 
incident description, incident 
location, disciplinary action taken, 
disciplinary action start dates and 
end dates, and full-year expulsion] 
will result in schema errors, and your 
district’s discipline data will not transfer 
to MSIS. 
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Invalid incident behavior and 
disciplinary action taken 
codes will result in schema 
errors, and your district’s 
discipline data will not transfer 
to MSIS.
See the Assessment & Graduation Data Collection Virtual 
Bootcamp Webinar on August 8 for more info on the Schema Report.
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New errors/warnings 
for 25-26SY

Warning Full Year Expulsion marked Yes for disciplinary 
action other than Expulsion.

Error Weapon or Firearm type is entered for an incident 
other than Weapon Possession.

Error Single suspension event is more than 15 days. 
Check for accuracy.
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Review all columns in the 
Data Quality Dashboard. 
Compare the information provided – 

or what is missing - with what 
is in the SIS.

Compare data in the SIS 
with data sources in MSIS.
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Review all columns in the 
Data Quality Dashboard. 
Compare the information provided – 

or what is missing - with what 
is in the SIS.
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Does this match what 
is in the SIS?
The incident does not have a 
weapon or firearm type entered.



134
Does this match what 
is in the SIS?
The incident does not have a 
weapon or firearm type entered.

Update the SIS to 
include the weapon or 

firearm type



135
Does this match what 
is in the SIS?
The incident does include a 
weapon type.
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Compare data in the 
SIS with data 

sources in MSIS.
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999999933 Bonnie Parker 11

Does this match what 
is in the SIS?

Female
999999933 Bonnie Parker 11 Female
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999999933 Bonnie brought a weapon to school and kept it in her backpack.

Does this match what 
is in the SIS?

999999933 Weapons Possession Bonnie brought a weapon to school and kept it in her backpack.
Weapons Possession
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Knife

Does this match what 
is in the SIS?

02/19/2025Suspension, out-of-school
Suspension, out-of-school

02/20/2025
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Knife

Does this match what 
is in the SIS?

02/19/2025Suspension, out-of-school
Suspension, out-of-school

02/20/2025Complete an Incident 
Removal file for the 
erroneous incident. 

Use the School ID and 
Incident ID from the report.
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mdek12.org/msis/msis-filetemplate/
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999999933 Bonnie Parker
999999933 Bonnie

999999933
999999933 Weapons Possession

Weapons Possession
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999999933 Bonnie Parker
999999933 Bonnie

999999933
999999933 Weapons Possession

Weapons Possession

4 digits
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mdek12.org/msis/msis-filetemplate/

Instructions for 
Formatting Cells – 
Excel and Sheets
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999999933 Bonnie Parker
999999933 Bonnie

999999933
999999933 Weapons Possession

Weapons Possession

####-###
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999999933 Bonnie Parker
999999933 Bonnie

999999933
999999933 Weapons Possession

Weapons Possession
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mdek12.org/msis/msis-resource-library/

Save file as ####_OptionalText_IncidentRemoval.csv
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150

Faulkner 
City School 
District

Archie 
Manning 
Elementary 
School

Goldie Slattery 993348312 9920-
008-
457832
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Faulkner 
City School 
District

Archie 
Manning 
Elementary 
School

Goldie Slattery 993348312 9920-
008-
457832

Review all columns in the 
Data Quality Dashboard. 
Compare the information provided – 

or what is missing - with what 
is in the SIS.
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Faulkner 
City School 
District

Archie 
Manning 
Elementary 
School

Goldie Slattery 993348312 9920-
008-
457832

Does this match what 
is in the SIS?
The student’s enrollment date at 
the school is 10/04/2024.
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Faulkner 
City School 
District

Archie 
Manning 
Elementary 
School

Goldie Slattery 993348312 9920-
008-
457832

Compare data in the 
SIS with data 

sources in MSIS.
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Archie Manning Elementary School

Does this match what 
is in the SIS?

9920-008 993348312 Slattery, Goldie T
Archie Manning Elementary School9920-008 02/07/2025 Third grade

10/04/2024
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Archie Manning Elementary School

Does this match what 
is in the SIS?

9920-008 993348312 Slattery, Goldie T
Archie Manning Elementary School9920-008 02/07/2025 Third grade

10/04/2024

Complete an Inactive 
Enrollment file for the 
erroneous enrollment. 

Use the School ID, MSIS ID, 
enrollment date, and grade 

level from the report.
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mdek12.org/msis/msis-filetemplate/
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Archie Manning Elementary School9920-008 993348312 Slattery, Goldie T
Archie Manning Elementary School9920-008 02/07/2025 Third grade

a
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mdek12.org/msis/msis-filetemplate/

Instructions for 
Formatting Cells – 
Excel and Sheets
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mdek12.org/msis/msis-resource-library/

Save file as ####_OptionalText_InactiveEnrollment.csv
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163MSIS Overview

mdek12.org/MSIS



mdek12.org

msis2@mdek12.org 
MSIS Team

mailto:msis2@mdek12.org

