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MSIS PERSONNEL PROCESS

OVERVIEW

In order for the Mississippi Student Information System (MSIS) data collection effort to work, a system for
manually preparing individual employee schedules must be implemented within the district. The person
responsible for the success of this effort is the MSIS Personnel Coordinator.

This manual has been compiled by the Mississippi Department of Education (MDE) to assist the
MSIS Personnel Coordinator in securing quality data for the district. The Personnel Coordinator will
disseminate information and respond to problems encountered by those assisting in the data collection
task. The responsibility for the quality of the data should be shared with school principals and
program area supervisors who are more knowledgeable about the work assignments of staff
under their supervision.

Due to the unigueness of each district, it is likely that there may be some situations not addressed in this
set of instructions. In that event, confer with your MSIS Personnel Coordinator, who may have previously
encountered and resolved the problem you are experiencing. If the MSIS Personnel Coordinator does not
know the solution, contact the Mississippi Department of Education (MDE) Office of Technology & Strategic
Services (OTSS) Applications Help Desk at mdeapps@mde.k12.ms.us. If a topic has been overlooked
or needs clarification, document the situation on a copy of the Suggestion Form (see last page of
Reference Manual) and fax a copy to OTSS at (601) 359-2027 so the issue can be addressed in the next
revision of this manual.

WHAT IS THE PROCESS

This manual can be downloaded and printed from the MSIS Information web page at MDE’s Web Site
(http://www.mde.k12.ms.us/msis/resources.html). Look under Personnel Public and click on Personnel
Reference Manual (pdf). Course/Work Area Codes are not printed with this Reference Manual but are
essential to completing Personnel Records. The Course/Work Area Codes can be printed from the MSIS
Main Screen by clicking on REPORTS> DISTRICTS> COURSE/WORK AREA CODES. Rights in MSIS
to print the COURSE/WORK AREA CODES have been assigned to the District Personnel and the School
Personnel persons in the District (these instructions are repeated in Chapter 3, Appendix A of this
Manual). Personnel Coordinators should supply a copy of the Reference Manual and the
COURSE/WORK AREA CODES to each person in the district who assumes the responsibility for
preparation of personnel records (schedules) for any staff. Persons in this category may include
school principals, alternative school directors, Special Education supervisors, Gifted Education
supervisors, Vocational Education supervisors, Title | coordinators, School Counselors, those responsible
for entering the student’s schedules in the District's Student Package, or any other individual designated
to compile personnel records (these individuals may need only a copy of the COURSE/WORK AREA
CODES).

Personnel Coordinators will also provide the same persons a supply of computer generated
General/Schedule Employee Entry Forms, “blank forms”, used to capture data on new employees. Detail
District Employee Listings will also be provided for each employee currently in the MSIS System. If you
receive a Detall Listing for an individual no longer employed by the district, write the date of termination
and “delete” on it and return it to the Personnel Coordinator for further processing..
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Once updated records have been input into MSIS, either individual records or reports relevant to
individual schools, program areas, and district office staff should be printed by the MSIS
Personnel Coordinator for review by individuals who completed the personnel records.
Appropriate adjustments should be noted by reviewers and forwarded to the Personnel
Coordinator for further update. This process should continue until all parties are satisfied with the
integrity of the data to be submitted for the district. THE FINAL STEP THAT MUST BE TAKEN IN THE
PROCESS IS FOR THE DISTRICT PERSONNEL ADMINISTRATOR TO GIVE APPROVAL TO THE
DISTRICT'S PERSONNEL DATA BEFORE MDE BEGINS PROCESSING THE INFORMATION. TO
APPROVE THE PERSONNEL DATA, GO TO MODULES> PERSONNEL> DISTRICT PERSONNEL
APPROVAL on the MSIS Main Screen.

Any changes or adjustments must be submitted on or before the deadline mandated by the
Mississippi Department of Education for the current school year. The Superintendent in your
district will have that date for the current school year.

DISTRICT PERSONNEL APPROVAL
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The District Personnel Approval screen will allow authorized users to view the level of completion of
Employee information that is needed for funding each year. This screen will indicate with a check mark if
data exists for the following categories: District Data, Schedule, Salary, and Special Ed. These categories
correspond to the General/Schedule Employee Entry screen. Each Employee of the District must have
District Data, Schedule and Salary for the current School Year. A Sped Reqd check would mean that data
is required on the Special Ed tab on the General/Schedule Employee Entry screen.

This screen allows the District Personnel Administrator to give final approval to the District’'s Personnel
data before MDE begins processing the information. Once the District has given final approval, MDE’s
processing procedures will begin.

To access this screen click on MODULES> PERSONNEL> DISTRICT PERSONNEL APPROVAL. The

first screen will default to your district and the current school year. Click on “EMPLOYEE ROSTER”. This

screen lists the employees alphabetically, by school. The list indicates if required data has been entered

on the following personnel screens: DISTRICT DATA, SCHEDULE, SALARY and SPED. After data has
2
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been entered on all of the required screens, the “DISTRICT PERSONNEL APPROVAL DATE” tab will be
enabled. When this tab is selected, the current date will be entered as the Approval Date for the District’s
Personnel Data.

After data has been entered on all of the required screens, the “PERSONNEL APPROVAL DATE” tab will
be enabled. When this tab is selected, the current date will be entered as the Approval Date for the
District’'s Personnel Data. The “EMPLOYEE ROSTER” can be printed by clicking on the “TRAFFIC
SIGNAL” icon at the top of the “EMPLOYEE ROSTER” screen.

Queries can be run on this screen for individuals by entering the name and/or Social Security Number.

A roster of all employees at an individual school can be viewed on the screen by entering a Query using
the school number.

There are several reports that should be ran, see report section of this manual before/after your
personnel is approved.

After an approval date has been entered and new data is subsequently entered on any employee, the
date will be removed by the system. You must re-approve the data so that it can by processed again to
reflect any updates or changes.

The MDE Final Approval Date is enter by the Mississippi Department of Education (MDE)
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WHY IS THIS PROCESS IMPORTANT TO YOUR
DISTRICT

The scope of the effort goes far beyond a mere exercise in data collection. Data collected through this
system is in great demand. It is used and used frequently. It is a reflection of your district, exemplified in
the Mississippi Report Card and the Superintendent’s Annual Report. Furthermore, data for each school
and district is submitted to the National Center for Education Statistics and to the National Education
Association where it becomes a component of the national statistics reported by those entities. Data is
used within the Department for Accreditation monitoring and for monitoring within program areas.
Hundreds of requests for statistical data in terms of school personnel and courses taught are made
annually by members of the legislature, the public, and the press.

Personnel report data is of vital importance to every school district in the state because it is used

to drive the funding formula for Vocational Education, Special Education and Gifted Education.
Errors in this data can result in improper funding to the district.
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GENERAL/SCHEDULE EMPLOYEE
ENTRY FORM

The Detail Personnel Listing, referred to in this manual as the Detail Listing, is generated from MSIS. It
provides a detailed listing of data currently captured on active employee records. A replica of the
form, the General/Schedule Employee Entry Form, also known as the “blank form” can be used to
capture data on new employees. The purpose of these forms is to uniformly collect data needed on each
employee of the district. Examples of the forms are provided on the following pages.

Since the data provided on an employee may change from year to year, detail records should be verified

for accuracy. If an error is detected in the printed data, draw a line through the data in error and write the
correct response beneath or beside the field.
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General/Schedule Employee Entry Form

August 06, 2009 6120 - PEARL PUBLIC SCHOOL DIST Monday, 10:00
AM
GENERAL
First Ml Last
Name SSN
Address Phone ( )
Race
Birth Date
Sex Ethnicity
Title 1 Bilingual (Y/N)
Contract Employee PERS Check Contract Days Major School
Years of District Days Teacher Annual User
Experience Time Employed Salary Salary Defined
SCHEDULE
Term/ Period Course School Grades Carnegie Special Schedule
Sem  Number Code Minutes Number Low High Students Units Program Type Reserved
Period Course *Location
Number Description

NON-TEACHING SALARIES
Course Code  Description Salary National Board Certificate # Issue Date Expiration Date

*If c* If course is vocational, determine location: school, district center, or vocational center.
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GENERAL/SCHEDULE ENTRY

All of the following data elements are entered from the MSIS Main Screen
MODULES> PERSONNEL> GENERAL/SCHEDULE ENTRY tab.

The first set of general information is entered from the “EMPLOYEE” tab. The system
will default to this tab after GENERAL/SCHEDULE ENTRY IS SELECTED.

Employee

Name

When this screen is accessed, it is in a “QUERY MODE". You must query for the employee that you wish
to enter. To query for an employee, enter the Social Security Number (SSN) in the appropriate field and
click on the “FLASHLIGHT” icon at the top of the screen. You may query using the first and last name if
you do not have the SSN. If the employee is in the system, all of the information will appear on the
screen. The data should be verified for accuracy, and corrections made as needed. Next click on the
“DISTRICT INFQO” tab to continue data entry for the employee (see instructions below). If you get the
message “QUERY CAUSED NO RECORDS TO BE RETRIEVED. REENTER, press the F4 key to clear
the Query mode and enter data for the new employee as instructed below, beginning with the NAME field.

(Required Field) Indicate the first name, middle initial, and last name of the employee. If there is no
middle name, the middle initial may be omitted. Check the Detail Listing for correct spelling of the name.
If an error exists, or if there has been a name change due to marriage, divorce, or other circumstance,
make the appropriate adjustment.

Social Security Number

(Required field) Preferably using the Social Security Card as a reference, specify the SSN of the
employee. The SSN should correspond to the SSN used on payroll records and to the SSN on the
certificate of certified employees. Accuracy is particularly critical when the employee is certified, since the
SSN input for the Personnel Record is compared to the SSN in the Certification File. If the two numbers
do not match, it appears that the employee is not certified. Determine the valid SSN. Then check the
Personnel Record for the valid SSN.

If the SSN was incorrect, the MSIS Personnel Coordinator should change the incorrect SSN district time
and days employed to zero and change the roll employee to 'N' on the General Schedule Entry screen.
Save the transaction. This must be change first. Then change the Status for the incorrect SSN to inactive.
Save the transaction. Then enter the correct employee ssn on the General Schedule Entry screen.

If the employee with the incorrect ssn has been with your district for more than one year, then you must
send a District MSIS Record Change Documentation Form and email it to mdeapps@mdek12.orqg.

If the SSN is incorrect on the certificate, the employee should be advised to contact EDUCATOR
LICENSURE at (601) 359-3483 to request the appropriate adjustment to the Certification File.

Revision date November 2020
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Race

Ethnicity

Gender

MSIS PERSONNEL REFERENCE MANUAL

Your District funding could be affected if the problem is not resolved. It may also result in an
Accreditation audit finding.

(Required field) Verify data appearing in this field on the Detail Listing. Since many reports generated
from personnel records are run to identify the race of employees, an error could distort reports for your
district. Make adjustments as appropriate.

Ethnic data is classified in five categories:

Native American/Other Pacific Islander - A person having origins in any of the original peoples of
Hawaii, Guam, Samoa, or other Pacific Islands.

White - A person having origins in any of the original peoples of Europe, the Middle East, or North
Africa.

Black or African American - A person having origins in any of the black racial groups of Africa.
Terms such as "Haitian" or "Negro" can be used in addition to "Black or African American.”

Hispanic or Latino - A person of Mexican, Puerto Rican, Central or South American, or other
Spanish culture or origin, regardless of race. Hispanic refers to ethnic rather than race.

American Indian/Alaskan Native - A person having origins in any of the original peoples of North
and South America (including Central America), and who maintains a tribal affiliation or community
attachment.

Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the
Indian subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietham.

Enter one of the following categories for the employee.

Race

Native Hawaiian/Other Pacific Islander
White

Black or African American
Hispanic/Latino

American Indian/Alaskan Native

Asian

Yes — If of Hispanic/Latino/Spanish origin
No — If not of Hispanic/Latino/Spanish origin

Gender data is classified in two categories:

Male - A person of the male gender.
Female - A person of the female gender.

8
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Enter one of the following categories for the employee.

Gender
Male
Female

Birthdate

(Required field) Indicate the birth date of the employee. All eight digits of a birthday must be entered (for
example: 06091973). There is an edit check if employee date of birth is older than 80 years.

Years of Experience

(Required field) Specify the number of years the staff member was employed by an educational entity.
The response must range between zero and forty (0-40). There is an edit check if years of experience
are more than 40 years. MDE runs a procedure each year that adds one to the years of experience for all
employees who had 100% District Time in the previous year. However, the years of experience should
be verified by the district, and If an error exists, make appropriate adjustments to the record.

Guidelines for Determining the Years of Experience

Certified Staff - If an employee works in a certified role, report ONLY the total number of years of service
in a certified capacity. For instance, if the employee has worked in the role of a teacher, a counselor, or a
librarian, and becomes a principal, the years of experience reported for the principal position would
include the years of experience in any other certified position. The total for a certified person must not
include any years worked in a non-certified position. For example, a person who works five years as a
teacher assistant and then begins teaching as a certified instructor would begin that position with zero
years’ experience.

Non-Certified Staff - If an employee works in a non-certified role, report the number of years of service in
that or a similar position while working for an educational entity. For instance, an employee worked as a
Title | teacher aide for two years and then became an assistant reading instructor. The years of
experience for the assistant reading instructor would be reported as two. However, if a bus driver of six
years became an assistant reading instructor, the years of experience as an assistant reading instructor
would be reported as zero.

Phone Number and Address

(Optional field) If the district opts to collect phone information, enter the home number of the employee.
Place the area code in the designated area. Verify the address. If entering data in the field, provide the
complete mailing address of the employee including the street number, apartment number, post office
box, or route number, as applicable. Also specify the city, state and Zip Code.

The next set of data is entered from the “DISTRICT INFO” tab.

Major School

(Required field) This field should contain the school number of the school in which the employee
performs the majority of work or spends the majority of time. If you are unsure of the appropriate school
number to use, contact your MSIS Personnel Coordinator for the proper response.

Status
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(Required field) The Status field defaults to “Active”. Change Status to ‘Inactive’ only if an employee was
entered incorrectly or if the employee was rolled by mistake and set Roll Employee to ‘No’.

Do not change any Personnel to INACTIVE that worked during school year (old school year). Change the
Roll Employee field to NO. This is all that you have to do before you Roll Personnel Employee District
Data for School Year (new school year). If you accidently changed the status to inactive for school year
(old school year), please correct this by changing the status back to active.

For the districts that rolled personnel for school year (new school year) before making the change to
school year (old school year) and you have personnel listed that will not be working in your school district
this year (new school year), you will need to change their status from active to inactive.

You only change the status of an employee to inactive if they do not work any time (less than one day)
in the current school year.

Days Employed

(Required field) The valid range of responses to this field is 1-261. Indicate the number of days the
employee is under contract, or agrees to perform an assignment for the school district. When the
contract/agreement is stated in a period other than days, determine the actual number of working days.
Holidays and weekends are not working days and should not be included in the count.

Title | Bilingual

(Required field) This field defaults to "N". If the employee is Title | Bilingual, indicate with a "Y".

Contracted Days After-Hours

(Required Field) This field defaults to "0" and should be updated only for the number of days the Special Education
employee is contract to work after normal school hours.

PERS

(Required Field) This field defaults to "N" and must be updated if the employee is retired and is receiving a check
from Public Employees Retirement System.

District Time

(Required field) The District Time is the percentage of the year, week, and day the employee works in
the district. Valid responses to this field range between 1 and 100. Generally, persons employed during
the entire calendar or school year is considered to have 100% District Time.

All non-certified employees who work for the duration of the school year, are considered to work 100%
District Time if the job is considered full-time for that individual for the number of hours worked.

Employees who begin work after the official school-starting day must be reported with less than 100%
district.

Employees who end employment prior to the official school closing date will have less than 100% district
time.

To calculate the percentage of year / week / day worked for non-full time staff, apply the following
formula:

(PERCENT OF DAY) x (PERCENT OF WEEK) x (PERCENT OF YEAR)
10
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(Periods/Day) (School Days/Week) (Days/Year)
EXAMPLES:

Mr. A teaches six periods a day, two days a week, for the year.

School 6 5 187
Mr. A 6/6 X 2/5 X 187/187=40%

Mrs. B. teaches two periods a day, three days a week, for the year.

School 7 5 187
Mrs. B 2[7 X 35 x 187/187=17%

Mr. C teaches four periods a day, 5 days a week, for 1/2 year.

School 6 5 187
Mr. C 4/6 X 5/5 X 92/187=33%

Mr. D teaches six periods a day, 5 days a week, for 40 days.

School 6 5 187
Mr. D 6/6 X 5/5 X 40/187=22%

Give answers to the nearest whole percent.

Roll Employee

(Required field) The Roll Employee field defaults to “Yes”. This field allows the user to indicate that an
employee will be returning to the district the next school year. At the end of each school year a selection
must be made as to which employees should be rolled to the next school year. The screen is accessed
from MODULES> DISTRICT/SCHOOL> ROLL EMPLOYEE/SCHEDULE. Districts can roll starting July 1
of each new school year.

User Defined Control Indicator

(Optional field) This field has been provided for school districts to collect data useful to the district. A
series of 5 alpha or numeric characters may be designated to indicate the status of employee in any
number of situations. An MSIS report can be run to list those employees designated by the User Defined
field.

Contract Employee

(Required field) This field will default to NA. The field should be changed to “sp” for those employees
who are contracted to assist with Special Education Students and are not regular full time workers. For
example, the district may contract with a hospital to provide therapist to work with Special Education
students several days a week. The employee should be entered as any other employee with a schedule
indicating the appropriate course/work area code. THE SALARY ENTERED FOR THESE EMPLOYEES
SHOULD ALWAYS BE ZERO.

11

Revision date November 2020



MSIS PERSONNEL REFERENCE MANUAL

The following information is entered from the “SCHEDULE” tab.

Schedule

The purpose of the Schedule is to reflect the work assignments of the employee. At a minimum, the first
period block line must be completed for each staff member. Individuals in non-teaching positions may
require only one period block to show the work assignment.

All teachers, who teach three or more periods daily must have Instructional Planning Time (851001)
indicated on the schedule in addition to the courses taught. See Minutes section in this chapter for further
guidance on Instructional Planning Time.

All teachers’ schedules must indicate all of the subject areas being taught by that teacher. This includes
elementary teachers that teach a self-contained class. The course code 851002 (Self-contained
Elementary) is no longer a valid code. Subject area codes are available for these grades.

The Pre-Kindergarten code (651001) and the Kindergarten code (651002) are valid codes. The teacher’'s
schedule should be reflected in one period block for the Pre-Kindergarten or Kindergarten class and one
for the planning period.

Special Education subject area codes have also been provided for Special Education classes; however, if
you do not give individual subject area grades to these students, the disability codes are still available for
your use. Instructional Planning Time (851001) must be shown on the schedule in addition to these
courses.

The Long Term Substitute will be employed as a new employee and calculate the district time and pay for
the remainder of the school year. Please adjust the resigning employee salary to what she has received
for the school year and adjust her district time and days employed. Roll "N" but leave her active. If the
long term substitute is not licensed you cannot assign that course code to her schedule from the other
teacher you will get an error stating she is not endorsed.

Also, use LS (Long Term Substitute) in the Reserved Code field when the position is vacant because the
district has been unable to find a qualified instructor for the course and the substitute will remain in the
position until a qualified instructor is found. DO NOT USE “LS” FOR REGULAR CONTRACTED
INSTRUCTORS WHO ARE TEACHING A COURSE “OUT OF FIELD”.

Teacher schedules and student schedules must match in order for your month end files exported
from your Student Administration Package to MSIS to be successful.

Term/Semester

(Required field) The term/semester should correspond to term/semester that the course is being taught.
This field is necessary in order for MSIS to properly match student and teacher schedules. This will allow
MSIS to populate the “Student Number” field on the teacher’s schedule using the District’s student data
submitted from your school package. IT IS VERY IMPORTANT THAT THE CODING IN THE STUDENT
PACKAGE MATCH THAT ON THE TEACHER’S SCHEDULE.

The valid entries for this field are:

INDICATOR DESCRIPTION

S1 First Semester or All Year
S2 Second Semester

T1 First Term
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T2 Second Term
T3 Third Term
T4 Fourth Term

S1 should be used when the schedule type is Normal, AB, Modified Version or any other situation where
the class meets for the entire 9-month school year. If the course is a semester course that meets for 18
weeks and the students change for the second half of the year, the entries should be S1 for the 1st
semester and S2 for the 2" semester.

For example, a teacher who teaches Algebra | all year and two semester courses, Geometry and Pre-
Calculus, would have the following schedule entries:

TERM/SEM  PERIOD COURSE MINUTES, SCHOOL #, ETC.

S1 1 ALGEBRA |
S1 2 GEOMETRY
S2 2 PRE-CALCULUS

FOR A NORMAL SCHEDULE, it is never necessary to enter the periods twice, once with S1 and again
with S2, if the classes meet all year.

T1, T2, T3, and T4 are used primarily with 4 X 4 schedules.

A 4 X 4 course that is for the first 18 weeks of the year would use the T1 code and a T3 code for an 18-
week course taught the second half of the year. Semester 4 X 4 courses that are for 9 weeks would use
T1, T2, T3, and T4 for each of the semesters beginning the year with T1 and ending with T4.

For example, a teacher who teaches English | and Il for 18 weeks each and also has four-semester
courses, Debate | and Il, African-American Literature, and Creative Writing would have the following
schedule entries:

TERM/SEM PERIOD COURSE MINUTES, SCHOOL #, ETC.
T1 1 ENGLISH |
T3 1 ENGLISH Il
T1 2 DEBATE |
T2 2 DEBATE Il
T3 2 AFRICAN-AMERICAN LITERATURE
T4 2 CREATIVE WRITING

PLEASE NOTE THAT THE T1 — T4 codes may be used by a district in some other situations. That is
O.K. as long as the coding on the student’s schedule and the MSIS teacher’s schedule are the SAME.

Period Number

(Required field) The period number should correspond to the period number in the school day. There
are sufficient period blocks to enter an employee’s entire schedule.

If the employee is a teacher, the Period Number should correspond to the period number on the
student’s schedule. This may be the school period in which the course is taught or the work is
performed. In circumstances where there is no established system of periods, i.e. non-teaching work
assignments, beginning with the first block, indicate period “1”, and list the appropriate course/work area
code and required data. Follow this procedure, increasing the period number by 1 until all work is
represented.

When the teacher teaches either the same or a different subject at the same time of a day from one
semester to the next, the period number remains the same. However the Term/Semester and Carnegie
Unit field will designate the semester in which the subject is taught. Refer to the Carnegie Unit section of
this chapter for an explanation of Carnegie Unit semester designations.
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Period Numbers may be replicated if during a given period a subject is taught to two different grade
levels. For instance, if 8th and 9th graders were in the same PE class course codes 340111 and 340113,
respectively would be required. Therefore, two period block lines (one for 8th graders, the other for 9th
graders) would be required to show the teacher’s work assignment for the period. For grades 9 —12, the
same practice would apply when regular and gifted students are in the same class. Using the same
Period Number on two lines, indicate regular students and the appropriate course code on one line and
the gifted students and the appropriate course code on the next line.

(Required field) Valid responses are listed in the Course/Work Area Codes Report, which can be printed
from MSIS. In MSIS go to REPORTS> DISTRICT> COURSE/WORK AREA CODES, click on the “Traffic
Signal” icon to run the report. To print the report, click on “File” and “Print”.

The listing is organized in the following order:

District

School

Vocational Support

Gifted Education

Pre-school

Alphabetical listing by subject areas

Special Education — Non-Teaching, Pre-School, Disability, Subject Area

Within each of the categories, courses are listed alphabetically under elementary, middle, and secondary
headings.

Review the list to find the appropriate Course/Work Area Code to represent the course that is on the
student’s schedule or the work performed by the employee.

If you are unable to find an appropriate code, call the Office of Accreditation (601 359-3764) for
assistance in selecting the most appropriate code. In order to determine which course or work
area code best describes the assigned duties, it may be necessary to submit a copy of the
employee’s job description to the Office of Accreditation for evaluation.

(Required field) Valid entries for this field are 1-480. Minutes refer to the number of minutes per day
allotted to each course/work area listed on the employee schedule.

Modular Block Schedules

e 4 X 4 schedules - MSIS provides sufficient period blocks to enter all periods for both semesters
including multiple planning periods (see "Reporting Minutes of Instructional Planning Time" below).
The period number should correspond to the period humber in the school day, which means that
many schedules will properly reflect duplicate period numbers.

Note: If the school district is using a 4 X 4 Block Schedule or an A/B Block Schedule, the
instructional minutes reported must be at least 94 minutes for courses designated with one
Carnegie unit credit in order to comply with the accreditation standard for instructional time

PLEASE NOTE - THIS IS A CHANGE FROM PREVIOUS YEARS’ INSTRUCTIONS.
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e AB schedules - AB indicates an alternating schedule on a two-week cycle. Report the actual
number of minutes for each class period. It may be necessary to use a period number other than
the ACTUAL period on the teacher and student’s schedules.

Prorated Minutes

Minutes may be prorated under the following circumstances:

e When an employee changes positions during the school term.
e When an employee’s salary is divided between several funding sources.

If an employee is paid from special funds (Title | (1), Vocational Education (2), Special Education (5),
Gifted Education (6), or Other (9)) and non-special funds, use at least one period block line to represent
the work assignment paid from each of the funding sources relevant to that employee.

Prorate the Minutes per funding source, just as salaries are prorated. For instance, entries for a secretary
who works eight hours per day and whose salary is paid 50% with Title | funds, 25% from special
Education 92-142 funds, and 25% from District funds would be represented as follows:

8 hours x 60 minutes = 480 minute work day

480 minutes x .50 = 240 minutes (Title I)

480 minutes x .25 = 120 minutes (Special Education 92-142)
480 minutes x .25 = 120 minutes (District funds)

Reporting Minutes of Instructional Planning Time

e Allteachers who teach three or more periods daily must have Instructional Planning Time (851001)
indicated on the schedule in addition to the courses taught.

e For districts using modular/block scheduling, planning time for Special Education, Gifted, and
Vocational teachers will be based on the regulations of these programs.

e When using a 4x4 schedule, planning time for regular education teachers may be entered for
each semester. Use Carnegie Unit (100 or 200) to indicate the appropriate semester.

This does not preclude a vocational or regular education teacher from being involved in the Tech Prep
prescribed “teacher as advisor” (Course Code 851006 - Seminar/Advisor period) activities in a district as long
as that activity is not scheduled more than one period per week.

(Required field) Valid entries are the school numbers for your district contained in the MSIS School
Demographics File. If you do not have access to your district school numbers, contact your MSIS
Personnel Coordinator or District Attendance Coordinator.

Respond to this field in each period block line in terms of the school where the work assignment
(identified by the Course/Work Area Code) is performed. Employees may work at more than one school
site. Use school “001” for staff of the district administrative office. An itinerant teacher is defined as
a teacher who is either based at the district office and travels to various schools in the district to teach,
teaches home bound students, or is out stationed at a non-public school. If your District has itinerant
teachers, use the school number where the course is being taught or where the student would
attend if he or she were in school.

The School Code allows Accreditation to determine which courses are taught at each school in the
district.

Grade Low/Grade High
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(Calculated Field for all Course/Work Area Codes) For teachers, this field will be calculated based on
the student schedules reported to MSIS. The student and teacher schedules match on Term/Semester,
Period Number, Teacher's Social Security Number, MDE Course Code, and School Year to calculate the
low-high grade for each teaching course code on the schedule. It is very important that the student and
teacher schedules are entered correctly. For all non-teaching codes, the system will default a low-high
grade.

Students

(Calculated ONLY FOR TEACHING COURSE CODES) This field will be calculated based on the
student schedules reported to MSIS. The student and teacher schedules match on Term/Semester,
Period Number, Teacher's Social Security Number, MDE Course Code, and School Year to calculate the
student count for each teaching course code on the schedule. It is very important that the student and
teacher schedules are entered correctly. Non-teaching codes do not require a student count.

Carnegie Units

(Required field) The Carnegie unit is a standard measure of high school work indicating the minimum
amount of time that instruction in a subject has been provided. Awarding a Carnegie Unit indicates that
the district has provided the equivalent of 140 hours of instruction in regular and laboratory classes during
the school year.

Although Carnegie Units are only earned in grades 9-12, exceptions to Carnegie unit credit being limited
to grades 9-12 include the following courses taught in the 8" grade: Algebra I, Computer Discovery,
Geometry (pilot basis only in approved districts), Pre-Algebra, and Transition to Algebra.

The coding structure provides semester indicators. Semester indicators are represented as the first digit
of the Carnegie Unit. A zero (0) means a course is a yearlong duration. A one (1) means the course is
taught first semester. A two (2) means the course is taught second semester. This system allows non-
Carnegie Unit courses taught on a semester basis to be represented on the teacher's schedule. Use
“000” in this field for all non-teaching Work Area codes. PLANNING PERIOD, course code 851001, also
has valid Carnegie Units of 100 and 200 to indicate the semester or, in the case of AB schedules, 100 for
A days and 200 for B days. It is also acceptable to just put ONE planning period when a teacher
does not have more than one planning time in a single day.

For 4X4 schedules, a 9-week period may be equivalent to a semester and a half unit of credit. It should
be indicated on the schedule with a Carnegie Unit of 105 or 205 as appropriate. This procedure should
be repeated for the second half of the year.

The following are valid Carnegie Unit options. Select the most appropriate response.

CARNEGIE DESCRIPTION
UNITS

000 All year no units

005 All year ¥ unit

010 All year 1 unit

015 All year 1% units

020 All year 2 units

025 All year 2% units

100 1st semester no units
105 1st semester % unit
110 1st semester 1 unit
115 1st semester 1% units
125 1st semester 2% units
200 2nd semester no units

16

Revision date November 2020



MSIS PERSONNEL REFERENCE MANUAL

205 2nd semester %2 unit
210 2nd semester 1 unit
215 2nd semester 1% units
220 2nd semester 2 units
225 2nd semester 2% units

Special Program

(Required field) Special Program Codes are used to indicate that all or part of the employee’s salary is
paid from federal or special state funds.
The coding scheme is listed below.

SPECIAL DESCRIPTION

PROGRAM

CODE

0 No special funds, MAEP funded
1 Title | funds

2 Vocational Education funds

5 Special Services funds

6 Gifted Education funds

9 Other Special funds

Vocational Education funds, represented as “2”, include all vocational classes or positions approved by
the Mississippi Department of Education.

Special Education and Gifted Education funds, represented as “5” and “6” respectively, are used only for
those teachers who are approved by the Mississippi Department of Education for funding from the State.

Other Special funds, represented as “9”, include Non-teaching Special Education positions, 92-142,
JTPA, and other special programs.

When a Special Program Code is repeated in all period blocks of the schedule for courses taught, repeat
it for Instructional Planning Time (Course Code 851001).

Schedule Type

(Required field) - This field will default to the schedule type entered for the school. If the schedule type
is different from the default, select the appropriate schedule type.
Valid schedule types are:

SCHEDULE TYPE DESCRIPTION

44 4 X 4 Schedule
AB AB Type Schedule
MV Modified Version
Normal schedule 7 Periods

Normal schedule 6 Periods

Normal schedule 8 periods
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Reserved

(Optional field) This field is reserved and may vary from one school term to the next. The field is used
to indicate special situations for which any of the special indicators would apply. If none of the conditions
apply to the employee you are entering, leave the field blank.

The following are current valid entries:

RESERVED | RESERVED CODE DESCRIPTIONS
CODES
AP Alternative Program - Use this code in the Reserved
field when the course code represents a position held by
an employee associated with an Alternative Program
administered in an existing school other than an
alternative school. Do not use this code for alternative
schools.

XX Exclude from Basic Funding calculations. Use this code
exclusively for teachers on period blocks during the
normal school day when the pay is to be excluded from
basic funding. Examples are supplemental pay or when
pay is from some other special funds. It is not
necessary to use XX if other special funding codes are
allowed (i.e. 1, 2, 5, 6 or 9). For duties performed after
school hours see "AS" block below.

AS After School - Use this code for any person who works
in a certified position and has other duties outside
normal school hours. For example, a teacher who
drives a bus or a coach whose coaching duties are not
during the normal school hours.

02 Pre-Kindergarten ages 0-2 only, (Grade 52 ONLY).

This code is used exclusively for Special Education staff
that works with children from birth to two years of age.
Grade 52 must be indicated in the Grade Low or Grade
High field for this code to be valid.

LS Long Term Substitute - Use this code in the Reserved
field when the position is vacant because the district has
been unable to find a qualified instructor for the course
and the substitute will remain in the position until a
qualified instructor is found. DO NOT USE “LS” FOR
REGULAR CONTRACTED INSTRUCTORS WHO ARE
TEACHING A COURSE “OUT OF FIELD".

SW Title | School Wide - Use this code in the Reserved field
when a School Wide Program is approved for Title |
funding and a course is being taught that will not allow a
1 for Title | funding. Never put both a 1 and SW.
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Time Frame Taught

(Required field) Time Frame Taught (All Year, Fall Only or Spring Only) will be automatically populated
based on the Carnegie units on the course code (see below).

CARENGIE UNIT DESCRIPTION
RANGE

000 thru 025 All Year

100 thru 125 Fall ONLY

200 thru 225 Spring ONLY

Student Counts by Grade

This feature is for information purposes only and requires no action by the user. When a period block that
has a student count is highlighted, the grades of the students in that class will be indicated in the grade
boxes at the bottom of the screen.

Salary

The following information is entered from the “SALARY” tab.

Teacher Salary

(Required field if an employee's schedule contains any teaching codes) The only person who has
rights to this screen is the District Personnel person. School level people will not have rights to the Salary
Screen.

Valid responses to this field are 0-250000. If an employee's schedule contains any teaching codes, the
annual contracted TEACHING SALARY, before deductions, to the nearest dollar should be reported in
the "Teaching Salary" field. The salary reported does not include fringe benefits.

One group of teaching codes, namely “DISTANT LEARNING” may have a class of students monitored by
non-teaching personnel, i.e., Assistant Teacher. In this case, the Teaching Salary should be entered as
zero. The Assistant Teacher code should be on the schedule and the salary should be entered for that
code in the non-teaching salary field.

If the district does not pay an employee of the district, enter O to indicate the salary is paid by another

source (i.e. another district or private firm). Use the same procedure if the employee works for a “special
public school” or a non-public school.

An Annual Salary must be calculated for hourly employees. Apply the following formula:

Hours Worked Daily X Days Worked Per Year = Hours per Year
Hours per Year X Hourly Rate of Pay = Annual Salary

Annual Salary

(Computed field) Verify that the computation at entry time is correct. When an employee works in more
than one position, the salary for each position is reported separately. The system will calculate the total
annual salary and put that amount in the "Annual Salary" field.
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Non-Teaching Salary

(Required field if an employee's schedule contains any non-teaching codes) The salary and the
course code for each non-teaching position should be reported in the "Non-Teaching Salary" area.
Please note that if an employee's salary is being paid from more than one funding source for the same
position, the position may be listed twice on the schedule, but the code will appear only once in the "Non-
teaching Salary" area.

Special Education

ENTRIES TO THIS SCREEN CAN NOT BE MADE THEY WILL BE POPULATED AFTER the District
student data has been approved for the Month.

E Mississippi Student Information System

File Interfaces Maintenance Modules Reports Security Query Block Help

a0 %

Employee  Select District  District Info Schedule Salary Special Ed

Mississippi Student Information System
General/Schedule Employee Entry

District Name Last Name First Mame il SSM School Year

Total Mumber Regular Minutes Contract Days Im
Total Number Instructional Minutes Per Day |150

Total Number After Hours Contract Days
Total Number After Hours Instructional Minutes Per Day |0

o 0 m >

Formula for computing Instructional Time more than 100%:
Students LEA Comments [y

Total 3 and 4 Year Olds |0
Total Enroliment |0
Instructional Time More Than 100%

See a sample Special Education Employee Entry Form next.

More than 100% Instructional Time - MSIS will calculate this value for the teacher using the
following:
e Total Number of regular minutes contract days - MSIS will be pull from the Days Employed data
field on the District Info tab (A)
e Total number of instructional minutes per day - MSIS will calculate from the teacher's schedule
(B)
e Total number of after hours contract days — MSIS will pull from the data field on the District Info
tab (C)

20

Revision date November 2020



MSIS PERSONNEL REFERENCE MANUAL

e Total number of after hours instructional minutes per day - MSIS will pull minutes for the period
with AS (After School) under the reserved field (D)

EXAMPLE: ((A *B) + (C * D))/ (E + F)
180 X 330 (A & B) = 59,400 (E)
90 X 60 (C & D) = 5,400 (F)

(E+ F) / E = 64,800/59,400 = 1.09 or 109% (Instructional Time More than 100%)

Total 3 and 4 Year Olds

(Required if Grade 52 and 3-4 year olds are served) — This field is populated from your Monthly
Student Data files.

ENTRIES TO THIS FIELD CAN NOT BE MADE THEY WILL BE POPULATED AFTER the District
student data has been approved for the Month.

15. 3 and 4 year olds in grade 52:

Total Enrollment

(Required if Grade 52 is reported as the Low or High Grade for a Course Code with a Special Program
Code of '5") — This field is populated from your Monthly Student Data files.

ENTRIES TO THIS FIELD CAN NOT BE MADE THEY WILL BE POPULATED AFTER the District
student data has been approved for the Month.

Instructional Time More Than 100%

Applying the formula above, the field is automatically calculated based upon the District Info Screen
(TOTAL CONTRACTED AFTER-HOURS field) and the Schedule entries.

LEA Comments

No longer required.
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General/Schedule SPED Employee Entry Form

General/Schedule Special Education Employee Entry Form

August 6, 2009 6120 - PEARL PUBLIC SCHOOL DIST Monday 10:00 AM
GENERAL
First Ml Last
Name SSN
Address Phone ( )
Major School

SPECIAL EDUCATION

Disabilities
Total Instructional
3and 4 Total Time More
Year Olds Enrollment Than 100%

L E A Comment
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DISTRICT TEACHER SALARY
SCHEDULES

District Teacher Salary Schedules must be entered into MSIS. This function has been assigned to the MSIS Personnel
Coordinator. To access the District Teacher Salary Schedule Screen go to MODULES> DISTRICT/SCHOOL> DISTRICT
PAY SCALE. You are to enter the TOTAL SALARY paid to teachers by your district for each of the years of experience
and Certificate type (A, AA, AAA, and AAAA). Total Salary means the amount of the State salary Schedule Plus the
amount that your district adds to that total. The data from this screen will be used by MDE to calculate the average district
supplement paid by each district in the State. You must enter an amount greater than or equal to the MP Pay Scale
amount.

Mississippi Student Information System

:sippi Student Information System : District Pay Scale - Production - Enter Mode

File Interfaces Maintenance Modules Reports Security Query Block Help
CRAREET

Districts District Pay Scale |
Mississippi Student Information System
District Pay Scale

School Year
2019220200 7| (4820  [ABERDEEN SCHOOL DIST

AA ABA AAAA

|*

i:b

o
1
2
3
l4
B
l6
7
s
s
10
11
12
|13
14
l15

o|lo|lo|lo|lo|lo|o|o|lo|o|lo|a|la|la|o|o
oclo|lo|lo|lo|o|o|o|lo|oc|loc|o|jla|le|a|o
(=10 =T =T =T = =T = = = I = T = = = = =T )

o|lo|lo|o|lo|lo|o|o|lo|c|lo|la|la|e|o
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PERSONNEL REPORTS

MSIS will use Adobe Acrobat Reader to preview reports. All MSIS reports will be displayed, printed, and
saved in the .pdf (Adobe Acrobat Reader) file format. Once the user generates the report they have the
option to view, save, or print the file from Adobe Reader. The user’s security rights will determine what
reports the user can run.

Mississippi Student Information System

ppi Student Information 1M - M een - Production - Enter Mode

File Interfaces Maintenance Modules Reports Security Query Block Help
Free Lunch Eligibility 3

i Student Data y (€M

Personnel Data Blank Data Entry Forms 4
Manthly Attendance General/Schedule Listing

Career and Technical Education Data ¥ pistrict Zero Salary Report

Special Education Data

-

-

Detail Personnel Listing

Financial Data ¥ Public Personnel Request Report
District ¥ Paraprofessionals
Federal Programs * User Defined Report
MS Report Card ¥ Teacher Schedule »
Superintendents Annual ¥ Teacher Salary Schedule
_Personnel Snap Shot * National Board Personnel
I i 'ah Fal Teacher Absences 4
D l D National Board Edits
- V‘I‘ ) Mational Board Payments
Mississippi Student Empl List by Course
Information S}”S[C‘m Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees
Roll Employee Status
Summer Program 4
MAEP »

Accreditation 4

There are several Personnel reports available in MSIS for users with the District Personnel role.
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Blank Data Entry Forms

The blank Personnel forms have all of the data elements necessary for entering a personnel record into
MSIS. The District Personnel Coordinator may use these forms to collect data for the employees in the
district.

Mississippi Student Information System

screen - Production - Enter Mode

File Interfaces Maintenance Modules Reports Security Query Block Help
.| Free Lunch Eligibility 3

Missi, Student Data » (5N
Personnel Data Blank Data Entry Forms .generalfSchedule .
Manthly Attendance * GeneraliSchedule Listing Special Education
Career and Technical Education Data ¥ District Zero Salary Report T
| Special Education Data * Detail Personnel Listing
Einancial Data * Public Personnel Request Report
District ¥ Paraprofessionals
Eederal Programs ¥ User Defined Report
WS Report Card * Teacher Schedule 4
Superintendents Annual ¥ Teacher Salary Schedule
_Personnel Snap Shot * National Board Personnel
} ) 3 NTN Teacher Absences 4
MNational Board Edits
S v-l- Dl D ) Mational Board Payments
Mississippi Student Empl List by Course
Information Sysrcm Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees
Roll Employee Status
Summer Program L4
MAEP 4
Accreditation L4 )

There are two Blank Data Entry Forms, General/Schedule and Special Education. Examples of these two
reports are in the Personnel Reference Manual on pages 5 and 21. These reports can be used to collect
data on new employees.
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General Schedule Listing Report

This report can only be run for one school at a time. The user can choose whether to print the Employee
SSN and/or Employee Salary on the report.

n - Prod on - Enter Mode

File Interfaces Maintenance Modules Reports Security Query Block Help
- .| Free Lunch Eligibility »
Missi Student Data » e
Personnel Data Blank Data Entry Forms
Monthly Attendance
Career and Technical Education Data
Special Education Data
Financial Data
District
Federal Programs
MS Report Card
Superintendents Annual
Personnel Snap Shot

Gene edule

District Zero Salary Report
Detail Personnel Listing

Public Personnel Request Report
Paraprofessionals

User Defined Report

Teacher Schedule L3
Teacher Salary Schedule

Mational Board Personnel

} "‘ AT Teacher Absences »
Mational Board Edits
- "'l' D J‘ D ) Mational Board Payments
MISSBSIP]'N Studem Empl List by Course
Information S}’Sﬂ?ﬂ‘l Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees
Roll Employee Status

¥ ¥ v ww v vy

Summer Program 3
MAEP 4

Accreditation 4

en - Production - Enter Mode

File Interfaces Maintenance Modules Reports Security Query Block Help

= % Fa g
Mississippi Student Information System
Report Selection Criteria Screen

==

General/Schedule Employee Listing Report

District MName School Mame

[4820  |ABERDEEN SCHOOL DIST [oo4a  [ABERDEEN ELEMENTARY SCHOOL
™ All Districts ™ All Schools
MSIS ID Last Mame First Name MI
Reporting Period School Year

2018:2019..
Start Month End Month
™ Gifted Type Indicator ™ Titleielig Indicatar
Start Year End Year | Vocatigna\ Indicator ; I™ Titleifoster Indicator
™ Technical Program Indicator ™ Titleiread Indicator
] (R I” Special Ed Indicator I™ Titleilang Indicator
School Type I LE Indicator [ I” Titleimath Indicator
™ |E Indicator I™ Titleihome Indicator
| CRegular £ Vocational CSPED | ™ Migrant Indicator I” Titleinegdel Indicator
™ Immigrant Indicator ™ Titleisocial Indicator

District Record Type I Display User Name

. I” CEIS Indicator ™ Titl Indicat
I Display Employee SSN itleiscience Indicator
(o} [ [ i
2 L Ol I Display Employee Salary o ezt F;wtlasupplorslnrilcator
datnway Indicator

Click in the box to print Employee SSN or Employee Salary on report.
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Gensral fScheduls Esploywes Listing Bepszt HEIS\
Z2008-200% J
Bugust 3, 2009 Pags & of 42
Monday ., 01:08 P.M.
4220 - 004 ABERLDEEN ELEM

GENERAL

First MI Last EENH X¥X-XXX-0687
Hams SUSAN EUREE Phcne (6621 2E7-15E2
Address 52462 Hwy 278 Racs White

Birthdate 04/15/6%

Caledonia, MZ 38740 Sex Female Ethnicity _n

Title I Bilingual _N /N
Contract Days

TPERS Check _H @ Major School _ 4820-004

Contract Employee For After Hours

Years of District Days Teacher Ennual User Employ=e
Experience Tim= Enplaoyad Lalary Salary Defined Etatus
1 __lE__ 127 XXX XYY c Active
SCHEDULE
Term/ Peried Couras Ech Grades Carnegie Epecial Echeduls
Sem Humber Code Minutes Hum Low High  Etudsnts Tnits Program Type Regerved
£l 1 651002 45 oo &4 &4 a ano 4] il ]
Z1 2 2329801 a0 ood &4 &4 a and 1] 1M
Z1 3 851001 45 oo &2 o1 a and 0 1M
£1 s 681002 45 aod a4 &4 a ano 1] 1M
£l 3 651002 45 oo &4 &4 a ano 0 1M
£l 7 279801 45 oo &4 &4 a ano 4] il ]
£l a 651002 45 004 &4 &4 a ano 4] 1M
Pericd
Humber Course Descripticn *Location
1 EINDERGARTEN
2 LANGUAGE ARTS- GRADEE K-6
3 INSTRUCTICOHAL ELANNING TIME
5 EINDERGARTEN
3 EINDERGARTEN
7 MATHEMATICS- GRADES K-6
a EINDERGARTEN

NON-TEACHING SALARIES
Couras National Board Expiraticn
Code Description Salary Certificate § Issus Date Date

This report is a replication of the Blank General/Schedule Employee Entry Form, but with the data filled
in. The report prints at least one page per employee. If the employee has more than 8 periods on their
schedule, the schedule will continue on to a second page. If the report generates more than 200 pages
you may heed to print 100 pages at a time. If an Inactive employee is in the file, the employee status on
the report will be “Inactive”.
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District Zero Salary Report

tudent Information System

- Enter Mode

File

Interfaces  Maintenance Modules Repors Security Query Block

Free Lunch Eligibility

Missi Student Data

Maonthly Attendance

Career and Technical Education Data

Special Education Data
Financial Data

District

Federal Programs

MS Report Card
Superintendents Annual
Personnel Snap Shot

Help
3
> em

Blank Data Entry Forms 4 |
General/Schedule Listing

 Report
Listing
Public Personnel Request Report
Paraprofessionals

User Defined Report

Teacher Schedule »
Teacher Salary Schedule

Mational Board Personnel

* ¥ ¥ *r ¥ r r ¥ ¥

I Eah e
Mississippi Studem
Information System

Teacher Absences 4
Mational Board Edits

Mational Board Payments

Empl List by Course

Empl List by Race/Gender

Assistant Reading Instructor

Cerified Employees

Roll Employee Status

Summer Program 4
MAEP L4

Accreditation »

This report can be ran for one school or all schools in the selected district.

This report prints all employees for the district with a zero salary where applicable.

udent Information System

reen - Production - Enter Mode

Eile Interfaces Maintenance Modules Reports Security Query Block

; | = — =
| == =20
Mississippi Student Information System

Report Selection Criteria Screen

Help

District Zero Salary Report

Revision date November 2020

District  Name School Name
‘UEUD |AMITE CO SCHOOL DIST All Schools
™ All Districts R All Schools
MSIS ID Last Name First Mame M
Reporting Period School Year
Start Month End Month
‘ | | | I~ Gifted Type Indicator I~ Titleielig Indicator
Start Year End Year ~ Vucatignal Indicator ; ™ Titleifoster Indicator
‘ | | | ™ Technical Program Indicator ™ Titleiread Indicator
™ Special Ed Indicator ™ Titleilang Indicator
SrmE T ™ LE Indicator I™ Titleimath Indicator
I |E Indicator I” Titleihorme Indicator
| CRegular  CVocational  © SPED | I~ Migrant Indicator I Titleinegdel Indicator
District Record Type W Display User Name ™ Immigrant Indicator r T\tle?su_cial Indicgtur
- I Display Employee SSN 'ECEIS \n_dlcator ’_T\UE!SCIEHCE Ind.lr,amr
I Display Employee Salary 504 Indicator ™ Titleisupport Indicator
™ Pathway Indicator
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I(;JI-'IOLLIC.’W\I'}'-\Y

District Zero Salary Report

MSI%J

Decembey 11, 2018

Tuesday , 08:12 A.M.
Distriet 4420
SSN Firstname

Revision date November 2020

COLUMEUS MUNICIPAL SCHOOL DIST

Lastname Teacher Annual
Salary Salary
Q 15580
0 0
Q 0
Q 0
29

Contract
Employee

DC
SP

DC

Page 1 of 1

District
Time

100

100

100

100

Days
Employed

187
187
187

187
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Detail Personnel Listing Report

een - Production - Enter Mode

Interfaces Maintenance Modules Reports Security Query Block

Eile Help
. _| Free Lunch Eligibility 3
T Student Data » [EM

Personnel D Blank Data Entry Forms 4

Monthly Attendance ¥ General/Schedule Listing
Career and Technical Education Data  * District Zero Salary Report
| Special Education Data 4l Detail Personnel Listing
Einancial Data ¥ Public Personnel Request Report
District ¥ Paraprofessionals
FEederal Programs ¥ User Defined Report
M= Report Card ¥ Teacher Schedule 4
Superintendents Annual ¥ Teacher Salary Schedule
_Personnel Snap Shot * Mational Board Personnel
) 5 'l & @ Teacher Absences 4
Mational Board Edits
-4 "-I— D J- D ) Mational Board Payments
Mississippi Studlent Empl List by Course
Information S}’Sﬂ.‘ﬂ‘l Empl List by Race/Gender

Assistant Reading Instructor
Certified Employees
Roll Employee Status

Summer Program »
MAEP 4

Accreditation »

This report is run for all schools in the selected district.

The report prints all employees for the district with all personnel data and certification data where
applicable. If the report generates more than 200 pages you may need to print 100 pages at a time.

Student Information System

udent Information ection Criteri reen - Production - Enter Mode

Eile Interfaces WMaintenance Modules Reporis

= =l 2| — '
‘ | :' clf;‘;’ 2 | —5¢ g
Mississippi Student Information System

Report Selection Criteria Screen

Security Query Block Help

Detail Personnel Listing Report

District Mame School MName

[4820  |[ABERDEEN SCHOOL DIST

I All Districts ™ All Schools
MSIS ID Last Name First Name Ml

Reporting Period

=

School Year

2018-2019
Start Month End Month
I:l I:I I~ Gifted Type Indicator ™ Titleielig Indicator
Start Year End Year ™ Vocational Indicator ™ Titleifoster Indicator
l:l l:l ™ Technical Program Indicator ™ Titleiread Indicator
™ Special Ed Indicator ™ Titleilang Indicator
S e ™ LE Indicator ™ Titleimath Indicator

| CRegular  C\oecational CISPED

¥ Display User Name
™ Display Employee SSM
™ Display Employee Salary

District Record Type

™ |IE Indicator

™ Migrant Indicator

™ Immigrant Indicator
™ CEIS Indicator

™ 504 Indicator

Click in the box to print Employee SSN or Employee Salary on report.
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™ Titleihome Indicator
™ Titleinegde! Indicator
™ Titleisocial Indicator
™ Titleiscience Indicator
™ Titleisupport Indicator
™ Pathway Indicator
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MIDSSES Detail Persconsl Listing Report L]
2005 - 2006
9036 - AGEPLEEN GCROCL DIST Page 2 of &7
R OYR DT 8 A ] P o3 GR €D M 5 R
A BX I M B8 e ® o I T RA AN O P B —
LAsT FIRST WL GSW C AP DM YP V3 MODAL gy R D T% AW RI I B O [ p—
L noa ® R TE Sk EI SALMT oo 1 R ¥ D D3 WY % C B
;8 0o W "0 o s r ®E @r ® o® ®
s T u L r ® Tor WE g e v
® e s T 1 roe
x ] ] @ o
CERTIFICATE INFORANATION
cmTIFIOTR cumms  Treg AFRAS OF QIDORSDENT VALID FROM  VALID TO  CATE [OOWED
e
Ddskrict: $CR0OL DIOT
XXX X000 w11 100 194 ZXX 091 1 TSIO2S 430 © 0T34 000 A24 O CAPETEAIA MOAXEN
5 XXX-XXX w38 100 187 mxx em 1 480 © €112 000 001 # BOME - GCEDOL LIAZSOM
=387 1 eT 115 000 000 000 00O o1/01/971  06/38/07  03/36/0%
1 ar 192 000 DO DD DOD or/enfer  os/fiejer  e3f16/es
XXX- XX P & 109 1M IXX 091 1 T3S 300 © 3912 000 008 9 CAFETEAIA MOAXEN
L XXX- XXX M 14 109 23s mxx " 3 211094 iic © 6312 200 901 © DILPCTOR/COOMDINATOR- FIDEMAL FROGIAMS
142327 H AD 4B6 000 000 OO 000 03/14/00  O6/30/o4  a/a3/ea
H AD 486 00O DOD D00 00O o1/erfos  Oc/3e/es  13/23/e3
| D 456 000 000 000 000 o1/e1/o8  06/30/e3  ea/23/02
] AD 486 000 DO DOD DOD or/erfeT  o&/ie/ee  ea/anfen
2 AD 456 000 000 000 000 13/0/98  06/30/e3  03/23/02
1 T 102 000 OO0 000 000 07/81/97T  oc/ie/es  eafz3/e2
H i 192 000 OO0 000 000 01/01/97 O6/30/e3  ea/23/e2
1 aT 102 000 000 00O 000 o1/e1/04  Oc/ae/es  13/an/ea
7 XXX~ XX P 12 100 194 XXX 991 1 T03S 420  © 0T34 000 024 O CAFETIAIA MOAXEN
xxx- X0 B 10 100 184 XXX 691 1 TIG2S 426 © 3611 900 008 O CAFETRAIA MOAXEY
XXX- XXX L 14 199 11 XX LY 1 T199¢ L ¢ 9811 000 0% ¢ CAFETINIA WANAGEM
A XXX-XXX w22 104 223 mXX @91 1 THIOM 3 ¢ %00 001 © SRCATTARY /CLENICAL
XXX- XX ® 17 100 1 IXX 001 1 THOQ 240 © 6212 000 001 © Sus DAIVEM
XXX- XX P 5 100 184 IXX 001 1 TIG2S 300 © 0T34 000 924 © CAFETZAIA MOAXEN
XXX- XXX = S 1M la4 mxx " 1 731028 ie0 ¢ 5603 000 N2 ¢ CAFTTRAIA MOAXae
L XXX- XXX w7 109 1M XXX 991 3 TIigas © 2912 000 008 © CAFETEAIA MOAXEN
o XXX- XXX 5P & 100 14 BXX 091 1 T3S 300 0 3812 000 908 © CAFETZAIA MOAXEN
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User Defined Report

reen - Prod

on - Enter Mode

File |nterfaces MWaintenance Modules Reports Security Query Block Help
Free Lunch Eligibility

M|55|. Student Data

Monthly Attendance

Career and Technical Education Data
Special Education Data

Financial Data

District

Eederal Programs

MS Report Card

Superintendents Annual

F'ersonnel Snap Shot

3
> em

Blank Data Entry Forms
General’Schedule Listing

District Zero Salary Report

Detail Personnel Listing

Public Personnel Request Repaort
Paraprofessionals

r ¥ ¥ ¥ ¥

»
¥ Teacher Schedule

¥ Teacher Salary Schedule
4 Mational Board Personnel

[r"l“rn

,JLDID

Mississippi Stud.ml
Information System

If the district is entering something in the User Define Field on the District Info screen then the district run
this report to list the employees with the specified characters in this field.

udent Information System

tudent Information lem : Report Selection Criteri reen - Production - Enter Mode

pp

Eile |nterfaces Maintenance WModules Reports Security Query Block Help

Teacher Absences
Mational Board Edits
Mational Board Payments
Empl List by Course

Empl List by Race/Gender
Assistant Reading Instructor
Cerified Employees

Roll Employee Status
Summer Program

MAEP

Accreditation

[ T ~ S — ;
‘ = 3 -‘59 }/ ®| ﬂ
Mississippi Student Information System
Report Selection Criteria Screen

User Defined Personnel Report

District MName School MName

[4820  |[ABERDEEN SCHOOL DIST [ |a1l Schools

™ All Districts User Defined CERT| ¥ All Schools

MSIS 1D Last Name First Name I

| | | O

Reporting Period Schoaol Year l}

Start Month End Month

| | \ \ ™ Gifted Type Indicator ™ Titleielig Indicator

Start Year End Yiear ™ Vocational Indicator I™ Titleifoster Indicator

| | ‘ ‘ ™ Technical Pragram Indicator rT?lle?read Imd.\calcr
I” Special Ed Indicator I™ Titleilang Indicator

Schaol Type I LE Indicator I~ Titleimath Indicator

|(“F{egular CVocational

12 5 EL |

District Record Type

P @5 ®N

In this example the district has entered CERT in the User Define field on all of their certified employees.

Revision date November 2020

™ Display User Name
™ Display Employee SSN
™ Display Employee Salary

32

™ |E Indicator

™ Migrant Indicator

™ Immigrant Indicator
™ CEIS Indicator

™ 504 Indicator

I™ Titleihome Indicator
™ Titleinegdel Indicator
I™ Titleisocial Indicator
™ Titleiscience Indicator
™ Titleisupport Indicator
™ Pathway Indicator
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The report lists all employees that meet the criteria entered in the User Defined box.

UEER DEFINED REFORT

-

20058 - 2006
Pevduy, 13120 A0 P
: ™ oT oE
o = I AmM
ar oM TE
_— sem : : T ® : ANOAL n'
@ T
u =
»
SOROOL DIST
SomOoL DIST
AEX-X wr s 100 7 pe=ed Cert
x2X-X w13 100 160 pe-2d Qert
XEX-X w31 100 187 TIXX Cert
XAX-X wF 12 100 160 oy cmrt
XXX-X wr 30 100 187 XXX Cert
KEX-X . 4 100 187 pS =Y Cert
xEX-X wr 17 100 187 === Oert
XXX-X wr 4 a0 +13 A Qazxt
xXX-X wF 13 100 187 o0 Cert
AXX-X wr 1 20 3¢ FIL Qert
x2X-X wF 24 100 187 ooy Cart
REX-X wr 3 100 187 XX Cert
XEX-X WM 13 100 160 o Q=rt
XXX-X () 2 100 187 XXX Cert
XXX-X wr 4 100 240 X Cmrk
XEX-X wF 13 100 1e0 22X QCert
XXX-X wr 4 a0 +13 AL Qazxt
xXX-X w22 100 240 XK cmrt
XXX-X wr 18 100 187 XAXX QCerxt
x2X-X w32 100 240 o0 Qart
XAX-X w18 a0 74 oy Cart
KEX-X o 27 100 7 Tox Cert
XAX-X wF ] 100 187 oy omrt
XXX-X wr ? 100 187 === Oert
XEX-X w23 100 207 XX Q=rt
SOBOOL TOTAL as
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Employee Race/Gender Report

udent Infor [ - Produc
Eile
Free Lunch Eligibility

e Student Data

Personnel Data

Monthly Attendance

Career and Technical Education Data

Special Education Data
Financial Data

District

Federal Programs

MS Report Card
Superintendents Annual
Personnel Snap Shot

Interfaces Maintenance WModules Reports Security Query Block Help

n - Enter Mode

3
5 em

Blank Diata Entry Forms
General/Schedule Listing

Detail Personnel Listing

Paraprofessionals

User Defined Report
Teacher Schedule
Teacher Salary Schedule
Mational Board Personnel

¥ v YT YT w wv.wy vy

I ah@a
NISIS
Mississippi Student
Information System

)

Teacher Absences
Mational Board Edits
Mational Board Payments
Empl List by Course

Empl List by Ra
Assistant Reading Instructor
Cerified Employees

Roll Employee Status

Summer Program
MAEP
Accreditation

District Zero Salary Report

Public Personnel Reguest Report

This report shows the race/gender breakdown of all employees for each school selected
be run for one school or all schools in a district.

Eile Interfaces Maintenance Modules Reports Security Query Block

Help

reen - Production - Enter Mode

(lstak =il

Mississippi Student Information System

Report Selection Criteria Screen

Employee by Race/Gender

District  Mame School  Mame

|4820 |ABERDEEN SCHOOL DIST All Schools

™ All Districts W All Schools
MSIS ID Last Name First Name Ml
Reporting Period School Year

Start Month End Month

| | ‘ | I Gifted Type Indicator

Start Year End Year rVUcatlgnaI Indicator i

| _| ‘ v| I” Technical Program Indicator
2018 2018 I Special Ed Indicator

S e ™ LE Indicator

| C'Regular © \ocational CISPED |

I Display User Name
I~ Display Employee SSN
I™ Display Employee Salary

District Record Type
S o5s SN
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™ IE Indicator

I~ Migrant Indicator

I Immigrant Indicator
™ CEIS Indicator

I” 504 Indicator

I” Titleielig Indicator

I™ Titleifoster Indicator
I” Titleiread Indicator

I™ Titleilang Indicator

I” Titleimath Indicator
I” Titleihome Indicator
I™ Titleinegde! Indicator
I~ Titleisocial Indicator
I~ Titleiscience Indicator
I~ Titleisupport Indicator
I Pathway Indicator

. The report can
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Employees Race/Gender Report

August 2, 2009

4820 ABERDEEN SCHOOL DIST
Race Code:

Gender

001 ABERDEEN SCHOOL DIST

004 ABERDEEN ELEMENTARY SCHOOL

008  ABERDEEN HIGH SCHOOL

012 ABERDEEN MIDCDLE SCHOOL

020 PRAIRIE ELEMENTARY SCHOOL

024 SHIVERS JUNIOR HIGH SCHOOL

028 BELLE ELEMENTARY

082 ABERDEEN LEARNING CENTER
Total

Race Code Descriptiom:

AS - Asian
B - Black or African American
H - Hispanic or Latino

[ 2008 - [200s |
B w B H W School
Pemals Pemals Mala Male Mala Total
34 14 8 o & &4
18 18 3 o (] 40
20 18 11 1 L] 56
13 11 2 o 3 z8
7 5 0 o 1 13
11 k] T 0 L3 33
6 20 1 o 1 a8
5 1 0 o z 8
115 94 a2 1 29 271
NA - Asian
PI - Native Hawaiian or Pacific Islandsr
W - White

35
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Summer Program Detail Personnel Listing Report

Eile

Special Education Data
Financial Data

District

Eederal Programs

M= Report Card
Superintendents Annual
Personnel Snap Shot

- Enter Mode

Interfaces Maintenance Modules Repors Security Query Block Help
Free Lunch Eligibility

Student Data

Personnel Data

Monthly Attendance

Career and Technical Education Data

N
’em

Blank Data Entry Forms
General/Schedule Listing

District Zero Salary Report

Detail Personnel Listing

Public Personnel Request Report
Paraprofessionals

User Defined Report

¥ Teacher Schedule

¥ Teacher Salary Schedule

U Mational Board Personnel

L
L
L
L
L
L

Ny oo
NI
Mississippi Student
Information System

)

Teacher Absences

Mational Board Edits
Mational Board Payments
Empl List by Course

Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees

Roll Employee Status

MAEP
Accreditation

Detail Personnel Listing
Y Personnel Edit

'.J

If a school in your district teaches Summer School then data must be entered on the Summer Program
Entry screen by June 30" for the Office of Accreditation.

BA Mississippi Student Information System

udent Information m : Report Selection Crite

Eile Interfaces Maintenance Modules Reports Security Query Block Help

reen - Production - Enter Mode

=g

=

& )

]

Mississippi Student Information System

Report Selection Criteria Screen

Summer Program Detail Personnel Listing Report

District MName School  Mame

[4820 |ABERDEEN SCHOOL DIST | [All Schools

™ All Districts R All Schools
MSIS ID Last Mame First Mame W)

Reporting Period

School Year

2018201
Start Month End Month
Start Year End Year
School Type

| C'Regular T Wocational CISPED

R Display User Name
™ Display Employee SSN
™ Display Employee Salary

District Record Type

-

™ Gifted Type Indicator

™ Vocational Indicator

™ Technical Program Indicator
™ Special Ed Indicator

™ LE Indicator

™ |E Indicator

™ Migrant Indicator

™ Immigrant Indicator

™ CEIS Indicator

™ 504 Indicator

The report can be run for one school or all schools in a district.
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™ Titleielig Indicator

™ Titleifoster Indicator
™ Titleiread Indicator

™ Titleilang Indicator

™ Titleimath Indicator
™ Titleihome Indicator
™ Titleinegdel Indicator
™ Titleisocial Indicator
™ Titleiscience Indicator
™ Titleisupport Indicator
™ Pathway Indicator
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MIEESRT Oumser Progres Boployss Destil Report MEIE
2008 - 2008
Aogues 18, 2004 FIZ - JACKSON PURLIC SCWOOL DIST Fage I o 44
Friday, 12:46 ¥
moo @ w1 om
o oy LR am » 0 e m 0 an SFECIAL somm
mue nue 0 ® o8 ™ o 0o RO TR tescRIFTICN
] 5 om i ] ]
® = w " w o
s ™
CERTYIFICATE INFORNATION
TIeR chss ARDS P DHDCRSDMENT TAMD PROM VAMD TO TATR 1350
Cdetrict: PORLIC OTBOOL DIGT
AscIeoN 3 ama 47 4s T 02 02 CVER FCHOOL LANGUAGE ANTS- GRADES K-¢
-7 43 % 0z o AER §TH0CL BZADI®G- GAALEE K-¢
7ma M7 4s 1 02 2 SDOER SCROOL MATHIMATICN - GRADES X-€
Fy ELMENTARY TEACESR 131 000 000 000 000 o4/38/390¢ o4/39/2023  o4/30/2004
A EMENTARY TEACKER 133 049 000 000 000 03 /ea/3004 oe/39/z008  01/20/2004
A SLIMENTARY TEACKER 132 099 000 000 000 0T/03/299 *4/39/2023  ©4/10/2008
prEy 1 unw 24 120 . =2 0% GPED EXTESDED YIAR SPECIAL IDTCATION LANGUAGE AMTE -
SLEMIYFTANY
132149 =1 10 L 2 = SFED EXTENDIT YEAR SPRECIAL IDOUCATION NATH - ELEMINTANY
Iy ELIGENTARY TEACEER 114 117 000 000 000 0T/03/2997 o4/30/2002  o4/20/2003
a EIVENTARY TIACEER 134 137 000 029 000 o1/e3/30e2 ot/ae/z00T o4/z0/3002
A TEACHER 114 117 000 099 000 0T/03/2997 o8/39/2032  °4/20/3003
A SFPECIAL SURJECTS 221 999 000 000 00O oT/03/1997 o4/39/2002  o4/20/3002
kY SFICIAL SURIRCTS 221 044 000 000 00O oT/e1/2992 o8/39/200T o4/20/2002
A SPECIAL SURIRCTS 221 090 000 000 00O oT/e3/2047 o4/30/2012  o4/20/2008
ALLIEON 13 unw %% 120 7 =2 0% GIED EXTENDED YEAR SPECIAL TDUCATION LANGUAGE ANTE -
SLEMIVFTANY
133149 a1z 7 =2 % GPED EXTESDED YZAR SPECIAL IDUCATION MATH - ELEMENTANY
AMA  ELIMENTARY TEACHSR 130 114 000 000 000 oT/e3/20e8 e4/30/2024  03/27/2008
ErEY EPECIAL GURIDCTS 220 090 000 000 00O oT/03/1997 oe/39/2008  ©3/30/2004
ARA SPECIAL GURIECTS 220 999 000 000 00O 0T/03/2999 o8/39/2034  ©3/30/2004
AR ADHINIGTRATON 497 496 000 000 00O 07/03/2997 ©4/39/2000  ©3/10/2004
AR ASNINISTRATON 494 487 000 020 00O oT/e1/2909 oe/39/2024 es/10/2004
A SPECIAL SURIRCTS 203 210 000 000 000 oT/03/2997 o4/30/2000  ©3/10/2004
A SRCONDARY TEACHEN 191 094 000 000 000 oT/e3/2997 o8/39/z008 es/10/2004
A SRCONTARY TEACHER 132 009 000 000 00O oT/01/2909 ©4/30/2024  03/10/2004
a SECONTARY TEACEREN 119 999 000 000 000 oe/2a/30es oe/ae/z024 se/za/ze0e
A SECONTARY TEACHER 134 090 000 000 00O os/29/2998 o8/39/2034  oa/an/3003

The report lists the employees entered on the Summer Program screen along with their certification data.
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MAEP Reports

E Mississippi Student Information System

ippi Student Information 2m : Ma reen - Production - Enter Mode

File Interfaces Maintenance Modules Repors Security Query Block Help

.. Free Lunch Eligibility
—T Student Data

Personnel Data

Manthly Attendance
Career and Technical Education Data
Special Education Data

Financial Data

District

Federal Programs

MS Report Card
Superintendents Annual
Personnel Snap Shot

3
’em

I Eah@a
WIRIN
Mississippi Student
Information System

)

Blank Data Entry Forms
General/Schedule Listing
District Zero Salary Report
Detail Personnel Listing

Public Personnel Request Report

Paraprofessionals

User Defined Report
Teacher Schedule
Teacher Salary Schedule
Mational Board Personnel
Teacher Absences
Mational Board Edits
MNational Board Payments
Empl List by Course
Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees

Roll Employee Status
Summer Program

MAEP

Accreditation

TU Error List
¥ TU Edit

Selected MAEP Listing
Approval Dates by Date

Approval Dates by Name

There are several MAEP reports in MSIS. These reports should be run once the district has cleared
Month 01 and the district has approved their personnel using the District Personnel Approval screen. The
MAEP procedure will run each night until the Personnel cutoff in December. The district should run these
reports after the MAEP procedure has been run to check that the data submitted for MAEP is correct.

If there are changes on the personnel schedules, the district needs to re-approve their personnel data at
the end of the day and the MAEP submission status will change to PENDING for re-run of the MAEP
procedure at night. Once the procedure runs again then these reports can be run again to check the data.
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TU Error List Report

pi Student Information

& ppi Student Information em : Report S reen

File Interfaces Maintenance Modules Reports Security Query Block

- Production - Enter Mode

Help

[FAEFEEZE TR

Mississippi Student Information System
Report Selection Criteria Screen

Error List for Allocation of MAEP Teacher Units

I Titleielig Indicator
I Titleifoster Indicator
I~ Titleiread Indicator
I~ Titleilang Indicator
I~ Titleimath Indicator

District  MName School  Mame

l4820  |ABERDEEN SCHOOL DIST { | | |

I All Districts = All Schools

MSIS ID Last Name First Name %

[ J | I | I

Reporting Period Schoaol Year Program Type

20182019 ~ (Al ~

Start Month End Month

[ ] [ | Vocational b I” Gifted Type Indicator

Start Year End Year SPED rVocatipnaI Indicator _

[ ] [ ] Gifted I—Techmcal\ F‘rogram Indicator
I~ Special Ed Indicator

Schoal Type I” LE Indicator

| CRegular CVocational C/SPED |

¥ Display User Name
I Display Employee SSN
I Display Employee Salary

District Record Type

The user can run the report for All programs, or select to run for Vocational, Sped, or Gifted only.

™ |E Indicator

I~ Migrant Indicator

™ Immigrant Indicator
I” CEIS Indicator

I” 504 Indicator

I Titleihome Indicator

I Titleinegdel Indicator
I Titleisocial Indicator

I Titleiscience Indicator
I~ Titleisupport Indicator
I~ Pathway Indicator

— 0z , " i - = |
ERROR LIST FOR ALLOCATION OF M.A.E.P. TEACHER UNITS
T 2005 - 2006 MSIS
Fmguet 18, 2006 Page 1 of 1
Friday, 09:27 AM
1 SCHOOL DIST
NOT ENOUGH TEACHER UNITS
PROGRAM TIPE TEACHING UNITS (T.U.) ACTUAL T.U. T.U. REMAINING T.U. CHECK
REGULAR 0.00 86.93 -86.93 NOT ENOUGH T.U.
VOCATIONAL 2.28 2.25 0.00 ENOUGH T.U.
SPECIAL ED. 21.45 21.45 0.00 ENOUGK T.U.
GIFTED 2.89 2.68 0.00 ENCUGH T.U.
- INTBLLECTUALLY a.00
- ACADEMICALLY 0.00
- ARTIETICALLY 0.e8
- CREATIVELY 0.00
END OF REPORT
<itin__4|
I 14 A A A | [}
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Teacher Units Edit Report

This report prints each employee with all their personnel information and certificate information where
applicable, and error messages.

B i

File Interfaces Maintenance Modules Reports Security Query Block Help

issippi Student Information System

tem : Report Selection Criteria

reen - Production - Enter Mode

L]

2E L (w2

Mississippi Student Information System

Report Selection Criteria Screen

Teacher Units Edit Report

District  MName School

|4820  |[ABERDEEN SCHOOL DIST | |All Schools

™ All Districts W All Schools
MSIS ID Last Name First Name Mi
Reporting Period School Year Program Type Selection

- 20182019 = Al -
Start Month End Maonth

!
!

Vocational
SPED
Gifted

Start Year End Year

!
!

School Type

CRegular C\Vocational ©SPED ‘

W Display User Name
I Display Employee SSN
I Display Employee Salary

District Record Type
®#p €5 N

I~ Gifted Type Indicator

I~ Vocational Indicator

I” Technical Program Indicator
I” Special Ed Indicator

I” LE Indicator

™ |E Indicator

I~ Migrant Indicator

= Immigrant Indicator

I” CEIS Indicator

I7 504 Indicator

I” Titleielig Indicator

I~ Titleifoster Indicator
I™ Titleiread Indicator

I” Titleilang Indicator

I~ Titleimath Indicator
I” Titleihome Indicator
I~ Titleinegde! Indicator
I” Titleizocial Indicator
I” Titleiscience Indicator
I” Titleisupport Indicator
I= Pathway Indicator

The user can select to run for All program types, or select to run for Vocational, Sped, or Gifted programs
only. The user can also select whether to run for All, Selected, Not Selected, Error, or Voc Mismatched.

Selection

Al -
Selected

3 Mot Selected

Vi Error

11 Voc Mismatched

S

ical

L5

LE
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MIESEET

PERSONNEL MISSISSIPPI ADEBQUATE EDUCATION PROGRAM REPORT - ALL PROGRAMS

2005 - 2006

MEIE

Fuguet 18,

2006

Friday, 01:15 PM

1 BCHOOL DIST

Page 51 of 177

vea © TTEMENTARY 2CHOOT

2EMi ¢ NEME: JENWIFER FOUNDERS

YEARE e = mTeTETeT TIME, 100 DAYS EMFLOYED: 174 ANNUAL SALARY:

ADDRES €1 CITY: Hanilton ETATE/ZIF1 M3 39746 PHON

EPECIAL EDUCATION TOTAL 3 AND 4 YEAR OLDE: 11 TOTAL ENROLLMENT: 24 INSTRUCTIONAL TIME MORE THAN 1vusi

VOCATICHAL WO, OF STUDENTS
TERM/ PRD GIFTED BFED LO HI FED BCHE BY GRADE LEVEL
SEM NO. COURSE MIN MIN STUD STUD GRADE GRADE UNITS FROG RES TYPE COURSE TITLE 7 & & 10 11 12 SHOOL
a1 1 132002 £ 1 1 oz € 000 s M LANZUACE/SDEECH (L/S) THERADY o o ] o 0 004 ABERDEEN ELEM
a1 2 132002 €% & & 6z & aoo 5 HM  LANCUACE/SDEECH (L/S) THERADY o o o ] o 0 004 AEERDEEN ELEM
81 3 132002 2 3 5 64 &4 000 5 WM LANCUAGE/SPEECH (L/S) THERAPT ] ] o ] 0 0 004 ABERDEEN ELEM
51 4 132002 55 4 5 6z &4 000 H HM  LANZUAGE/SPEECH (L/S) THERAPT ] ] 0 0 004 AEERDEEN ELEM
a1 5 132002 €% 4 £ 6z & ooo B HM  LANCUACE/SDEECH (L/S) THERADY o o ] o 0 004 AEERDEEN ELEM
81 6 851001 a5 0 [ 01 000 L] WM INSTRUCTICHAL PLANKING TINE o o ] 0 0 004 ABERDEEN ELEM
81 7 132002 £5 £ £ &2 4 000 13 MM LANJUACE/SPEECH (L/S) THERAPY L] 0 L] 0 004 ABERDEEN ELEM
CERTIFICATION
CERTITICATE WO CLASS  TYPE ENDORSEMENT AREAS TALID FROM TALID TO SSUED
2 5] ns 000 000 000 o000 07/19/08 06/30/10 07/18/08
2 88 s 000 000 000 ono 07/01/00 06/30/08 06/20/00
MAEP CLASS 2 MAEF PERCENT 90 MAEP SALARY 31680 MAEF SELECTED - SPECIAL EDUCATION.

BCHEDULE HAS BEEN UPDATED. MAEP NLEDE TO BE RE-RUN. EE-AFPROVE PERZONNEL DATA.
STUDENT MONTH $ DATA HAE BEEN APPROVED. MABF NEEDS TO BE EE-RUN. RE-AFPROVE FERESONNEL DATA.

The report will show the errors on each employee.

Revision date November 2020
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Selected MAEP Listing Report

ppi Student Inform:

udent Informatio lection Criteri en - Production - Enter Mode

File Interfaces Maintenance Wodules Reports Security Query Block Help

I - =@ =
[FRARFEEZE =R
Mississippi Student Information System

Report Selection Criteria Screen

Listing of School Personnel Selected Mississippi Adequate Education Program Report

District  Name School  MName
l4820  |ABERDEEN SCHOOL DIST [ N |
™ All Districts ™ State Total Only ™ All Schools
MSIS ID Last Name First Name MI
Reporting Period School Year Program Type

2018-2019 ~
Start Month End Manth

H
H

ocational
SPED
Gifted

™ Gifted Type Indicator

™ Vocational Indicator

I” Technical Program Indicator
™ Special Ed Indicator

™ LE Indicator

™ |E Indicator

™ Migrant Indicator

™ Immigrant Indicator

I” CEIS Indicator

™ 504 Indicator

Start Year End Year

H
H

School Type

CRegular © Vocational CISPED |

 Display User Name
I” Display Employee SSN
™ Display Employee Salary

District Record Type
&P ®5 ®N

I™ Titleielig Indicator

I~ Titleifoster Indicator
I” Titleiread Indicator

I™ Titleilang Indicator

I~ Titleimath Indicator
I” Titleihome Indicator
I Titleinegdel Indicator
I” Titleisocial Indicator
I™ Titleiscience Indicator
I Titleisupport Indicator
™ Pathway Indicator

The user can select to run for All program types, or select to run for Vocational, Sped, or Gifted programs
only. The report shows the MAEP percent and MAEP Salary for each MAEP selected Special Education,

Vocational, and Gifted employee.

LISTING OF SCHOOL PERSONNEL SELECTED MISSISSIPPI ADEQUATE EDUCATION PROGRAM REPORT
MIESSET 2005 - 2006 MEIS
August 18, 2008
Friday, 10:05 AM Page 3 o &
B8CHOOL DIST
HIGH SCHOOL
] WAME M.A.E.P. CLASS M.A.E.P. PERCENT M.A.E.P. SALARY
i —
MYRA o H 100 20
GAIL B 2 100 eo
save ] 2 100 oo
DORCTHY ] 2 100 20
KRYSTR 7 2 100 10
PRISCILLA c 2 100 20
. MARCIA ] 1 € oo
‘TI01
E PATRICIA o 1 az 0z
b AIGELR 1 50 00
1 LEBORIAN L 2 50 &0
“TED
E VALERIE g 1 = 18
o] 1xszmin__4| 2

|14 4 30f7 P PO Ol

QFJF

[
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MAEP Approval Dates by MAEP Submission Date Report

issippi Student Information System

ippi Student Information Systemn : Report Selection Criteria Screen - Production - Enter Mode
File Interfaces Maintenance Modules Reports Security Query Block Help

[FREFE P4 G

Mississippi Student Information System
Report Selection Criteria Screen

1

o

#

Mississippi Adequate Education Program Approval Dates (By MAEP Submission Date)

District  Name School  Name
[4820  |ABERDEEN SCHOOL DIST | | | |
[ All Districts [T All Schools

MSIS ID Last Mame First Name

il
[ | | | | | 8

Reporting Period School Year
] 20162019

Start Manth End Month

:] E I~ Gifted Type Indicator [ Titleielig Indicator
Start Year End Year I~ Vocational Indicator I Titleifoster Indicator
:] :] ™ Technical Program Indicator I Titleiread Indicator

I™ Special Ed Indicator I™ Titleilang Indicator
School Type [©LE Indicator I Titleimath Indicator

™ |E Indicator I™ Titleihome Indicator
‘ C'Regular  CWocational ~ ©/SPED ‘ ™ Migrant Indicator ™ Titleinegde! Indicator
District Recard Type ¥ Display User Name ,':'mmigraﬂ_t Indicator ":TiHEiSO_cial Indicator
I” Display Employee SSN = (535? Ig_dlcator - T!tle!smence Ind_lcator

™ Display Employee Salary ndicator Titleisupport Indicator

= Pathway Indicator

The report shows the Personnel Approval Date, MAEP Submission Date and Approval Dates for
Vocational, SPED, and Gifted. If run for more than one district, the districts are listed in submission date
order.

Mississippi Adequate Education Program Approval Dates (By MAEP Submission Date) Report »

MIESSEJ 2005 - 2006 Ma12
Rugust 18, 2006
Friday, 10:17 AM Pags 1 o 1

ALLOW  PERSONNEL MAEP MAEP

FERUN APPROVAL SURHISSION SUBMISSION APPROVAL DATE

MAEP  DATE DATE STATUS REGULAR VoD spED GIFTED PINAL MARP
920 ABRROEEN scwoo rasT Y mbruary 1, 2008 samary 17, 2006 peNpmE Iecener 13, 2008

END OF REPORT
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MAEP Approval Dates by District Name Report

Mississippi Student Information 5

pi Student Information :m : Report Selection Criteriz een - Production - Enter Mode
File Interfaces WMaintenance Modules Reports Security Query Block Help

2 - [ & )| B
| |_|_J D M&j—’ 7 %‘ ’3@‘ g
Mississippi Student Information System
Report Selection Criteria Screen

- |

Mississippi Adequate Education Program Approval Dates (By District Name) Report

District  MName School  MName
[4820  |ABERDEEN SCHOOL DIST | | | |
[ All Districts I” All Schools

MSIS ID Last Name First Name

il
[ | | | | B

Reporting Period School Year

018-2019..
Start Month End Manth
| | I” Gifted Type Indicator I Titleielig Indicator
Start Year End Year I” Vocational Indicator I™ Titleifoster Indicator
I” Technical Program Indicator I Titleiread Indicator
(] [ I" Special Ed Indicator ™ Titleilang Indicator
School Type [T LE Indicator I™ Titleimath Indicatar
_ I™ |E Indicator I™ Titleihome Indicator
‘ CRegular  CWocational CSPED ‘ I™ Migrant Indicator ™ Titleinegde! Indicator
District Record Type ¥ Display User Name rlmmigrarjt Indicator ™ Titleisocial Indicator
I Display Employee SSN I CEIS Indicator I™ Titleiscience Indicator
Ofizgkiv il Sal I™ 504 Indicator ™ Titleisupport Indicator
play Employee Salary

= Pathway Indicator

The report shows the Personnel Approval Date, MAEP Submission Date and Approval Dates for
Vocational, SPED, and Gifted. If run for more than one district, the districts are listed in alphabetical

Mimsissippl Adequate Education Program ADDIoval Dates (By District Name) Report
MIESSET e usIe
Suguet 15, 5008
Tricay, 16.23 am ags 1 or 2
Aniow  FERsOmNEL e anr
RERUN APPROVAL FUBMEGEEION FUBMISITON APPROVAL DATE
WAKF  DATE paTE sTATUS sacuLAn o spEn crrran prnaL mame
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Accreditation Reports

Mississippi Student Information System

pi Student Information Systemn : Main Screen - Production - Enter Mode
File Interfaces Maintenance WModules Reports Security Query Block Help
. .| Free Lunch Eligibility 4
— Student Data » (€M

Personnel Data Blank Data Entry Forms s

Monthly Attendance * GeneraliSchedule Listing
Career and Technical Education Data ¥ District Zero Salary Report
| Special Education Data ¥ Detail Personnel Listing
Einancial Data ¥ Public Personnel Request Report
District ¥ Paraprofessionals
Eederal Programs ¥ User Defined Report
M5 Report Card ¥ Teacher Schedule 4
Superintendents Annual * Teacher Salary Schedule
 Personnel Snap Shot * National Board Personnel
} I 'ah ¥al Teacher Absences »
D l D National Board Edits
Es ”‘l‘ ) Mational Board Payments
Mississippi Scudent Empl List by Course
Information Sys:cm Empl List by Race/Gender
Assistant Reading Instructor
Certified Employees
Roll Employee Status
Summer Program 4
MAEP s

| Accredation Accreditation Edit |
Class Overload
Required Courses

There are several Accreditation reports in MSIS. In October (after submission of Month 01 data), these
reports will be open to the school districts to run error edit checks. The reports allow the district to verify
the accuracy of the data, to identify reporting errors and any possible accreditation issues, and to correct
any inaccurate data prior to the Personnel Snap Shot, which will be taken in December.

If there are changes on the personnel schedules, the district needs to re-approve their personnel data at

the end of the day so the Accreditation procedure will rerun that night and reports can be run the next
day.
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Accreditation Edit Report

2 Mississippi Student Information 5

ippi Student Infor

Eile Interfaces Maintenance Modules Reports Security Query Block Help

een - Prod

on - Enter Mode

EEE=E =zl =R

Mississippi Student Information System

Report Selection Criteria Screen

Accreditation Edit Live Data Report

District  Mame School Mame

|4820 |ABERDEEN SCHOOL DIST All Schools

I All Districts W All Schools
MSIS 1D Last Name First Name M
Reporting Period School Year

2018201
End Month

Start Month
Start Year End Year
School Type

|f‘ReguIar C Waocational CISBEDR |

District Record Type

& p ©35 ON

F# Display User Name
™ Display Employee SSN
™ Display Employee Salary

I~ Gifted Type Indicator

™ Vocational Indicator

™ Technical Program Indicator
I~ Special Ed Indicator

™ LE Indicator

™ |E Indicator

I~ Migrant Indicator

™ Immigrant Indicator

I” CEIS Indicator

™ 504 Indicator

I~ Titleielig Indicator

I™ Titleifoster Indicator
I Titleiread Indicator

I™ Titleilang Indicator

I Titleimath Indicator
I” Titlethorme Indicator
I~ Titleinegdel Indicator
™ Titleisocial Indicator
™ Titleiscience Indicator
I Titleisupport Indicator
I Pathway Indicator

The report can be run for one school or all schools in a district. This report addresses most standards,
including some overloads.

2005 -

2006

s

ACCREDITATION EDIT LIVE DATA REPORT ]

HEIS

-

DISTRICT TINR:

TLENENIANY

INCTROCTIONAL TIME MORE THAN 100%:
T

GTANDARD 6.1 MO OPED OTODENTO - CANNOT PERFOMM ENDOROENENT CERON. 01 FERIOD 2 -
WORE NG 00T OF AREA OF ROOROEBMENT

COCROR 132032 GCEOOL 004. FTE DORS NOT INCLUDE IN 5\ PROFESOIONAL OTAFF

OTANDARD 6.1 OPED STUDENTS CONTAIN MO FRIMARY DICASILITY. §1 FERIOD 3 - COURSE 132024 OMCOL 004 CAMIOT PERFCAN BUORIBENT EDIT . FIE DORS NOT INCLUDER

IN 5% FROFROSICHAL STRAFF WORKING OUT OF AREA OF BMDOROEMENT
CERTIFICATION DATA HAS HEEN UFDATED. WEED TO RE-FON ACCREDITATION.

The report will show employee level, school level and district level deficiencies.
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Class Overload Report

dent Information System

udent Information em : Report Selection Crite een - Production - Enter Mode

File Interfaces Waintenance Modules Repors Security Query Block Help

- - = = [2 [
FREFEEZEEE =R
Mississippi Student Information System

Report Selection Criteria Screen

[

o

Class Overload Live Data Report

District  Name School  MName

|4820 |ABERDEEN SCHOOL DIST All Schools

™ All Districts & All Schools
MSIS ID Last Name First Mame

[ I | I

o

Reporting Period

School Year

0182019,
Start Month End Month
Start Year End Year

!

School Type

CRegular C\ocational

CISPED |

W Display User Name
™ Display Employee SSN
™ Display Employee Salary

District Record Type
WP S5 @GN

This report can be run for one school or all schools in a district. The report only addresses enroliment in

I™ Gifted Type Indicator

™ Vocational Indicator

I” Technical Program Indicator
™ Special Ed Indicator

™ LE Indicator

™ |E Indicator [

™ Migrant Indicator

I Immigrant Indicator

I” CEIS Indicator

™ 504 Indicator

I~ Titleielig Indicator

I” Titleifoster Indicator
I~ Titleiread Indicator

I~ Titleilang Indicator

I” Titleimath Indicator
I” Titleihome Indicator
I Titleinegde! Indicator
I~ Titleisocial Indicator
I~ Titleiscience Indicator
I™ Titleisupport Indicator
™ Pathway Indicator

grades 01-04 (Standard 34.2). The report will show employee level, school level and district level

deficiencies.
ACCREDITATION EDIT (CLAS2 OVERLOAD2) LIVE DATA REPORT
MSIS
MIESSEJ
2005 - 2006 DATA LAST UPDATED JUNE 30, 200§
Rugust 18, 2006 N
Friday, 10:47 AM Fagi 27 of 2637
| 8CB0OL DIST
| CENTRAL ELEMENTARY SCHOOL
BEN. HAME., B RACE GENDER. wF
YRARS OF EXDERIENCE. 3 DISTRICT TIMRE. 100 DATS EMPLOTRD: 187 LEVEL ASSICHMENT. AHWNUAL BALART.
ADDER2S . CITY. Tuka STATR/IIP. NE 38852 PHONE.
SPECIAL EDUCATION TOTAL 3 AND 4 YRAR OLDS. TOTAL EWNROLLMENT. INBTROCTIONAL TIME MORE THAW 100%.
VOCATIOHAL NO. OF STUDEMTE
TERM/ PRD GIFTED EPED 1O HI FED SCHE EY CRALE LEVEL
SEM NO. COURSE  MIN NIN STUD STUD GRADE GRALDE UNITS PROC RES TYPE COURSE TITLE 7 L) 2 12 SCHOOL
[ 1 W 4 w 2 4 (o] L
[ H a el - oo 3 L oot

SLIGENT APEAS

. - - - 08/08 /o4

BTANTARD 34.1 GRADES 1-4 ENROLLMENT EXCEEDE 27. &1 PERIOD 2 - QOURSE 270131
SCHEDOLE HA2 EEEN UPDATED. WEED TO RE-RUN ACCEEDITATION.
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Required Courses Report

Mississippi Student Information System

pi Student Information xm : Report Selection Criteri reen - Production - Enter Mode
File Interfaces Maintenance Modules Reports Security Query Block Help

1 D ;,_— o g
B X
Mississippi Student Information System
Report Selection Criteria Screen

.

# .4

Required Courses in the Curriculum for Secondary School Standard 26 Live Data Report

District  MName School MName
[4820 |ABERDEEN SCHOOL DIST | Al Schools
I™ All Districts W All Schools

MSIS ID Last Mame First Name

il
[ ] | J | | B

Reporting Period School Year

018-2019 .
Start Manth End Month
| | I™ Gifted Type Indicator I” Titleielig Indicator
Start Year End Year l_VocatignaI Indicator . I~ Titleifoster Indicator
™ Technical Program Indicator = Titleiread Indicator
[ (] [ Special Ed Indicator I” Titleilang Indicator
School Type FLE Indicator I~ Titleimath Indicator
_ ™ |E Indicator I” Titlethome Indicator
‘ CRegular CWocational CISPED | ™ Migrant Indicator I~ Titleinegdel Indicator
Dismrct R e W Display User Name I—Imrmgrarjt Indicator rT?tIe?so.ciaI Indicator
™ CEIS Indicator I” Titleiscience Indicator

I~ Display Employee SSN

@ ( (-
F E ! [” Display Employee Salary

7504 Indicator I” Titleisupport Indicator
I” Pathway Indicator

The report can be run for one school or all schools in a district.

This report outlines the required 33 units in each high school (Standard 26 and Appendix B).

REQUIRED COURSES IN THE CURRICULUM OF EACH SECONDARY SCHOOL LIVE DATA REPORT - STANDARD 26 MEIC
DHOLLOWAY 2018 - 2019 DATA LAST UPDATED DECEMEER 10, 2018
December 12, 2018
Wednesday, 11:50 AM Page 1 of 4
48

Revision date November 2020



MSIS PERSONNEL REFERENCE MANUAL

Required Courses Report

ssippi Student Information System

L | P[] o ] A ][] ] ] ]

Cowrse/Work Area Codes Report

Al Districts Al Schools

[ Nl ] [ ] [
— Schoal Yaar

l:] M iSifted Trrpe [ndicator [ Titleielis Indicator,
I Wocationa Indicator Tt ire sl Indicator
:] I Technical Program Indicetor | Titleilang Indic ator
I Epecial BEd Indicator [ Title fmath Indicator,
School Type | T Regular © rocations! C SPED | ™ LE Indicator [ Titleitorme [adicator
D T IE Indicator [ Titleine gdel Indicator
District Record Type — gjzii:i ;i::‘;::;SN I Liligrant Indicator 504 Indicatar

[ Displasy BEmployee &alarsy
The report can be run for one school or all schools in a district.

This report outlines the required 33 units in each high school (Standard 32 and Appendix B).

2011-2012 Course / Work Area Codes Report MSIS )

July 25, 2011
Monday, 01:59 PM

Page 1 of 237

Course Courae Endersements Carnegie Special cIp
Title
District Office
All Grades
801045  218T CENTURY GRANT SITE COORDINATOR 486 - 489 000 0, 9

A licensed administrator whe coordinates and
puperviges the Zlet Century Grant program.

751001 RACCOUNTANT/ BOCKEEEFER HONE Q00 0, 1, 9
Responsible for keeping an accurate account of
income and expenditures.

701001 ADULT EDUCATICN TEACHER Valid License Q00 0, 1, 9
A person who teaches an adult education class
during the regular school day.

801041 RSSISTANT COORDINATOR SPECIAL GRANTS NCNE 000 0, 9

511027 ASSISTANT DIRECTOR OF TRANSPORTATION NCNE a00 a

511031 ASSISTANT DIRECTOR PERSONNEL NCNE a00

£11005 ASSISTANT DIRECTOR- FEDERAL PROGRAMS 486, 487, 487 & 200 2, 1, 9 ooo11z
Resists the director in administration of :gi' 488, 489,

federal programa.
751031 ASSISTANT DIRECTOR- FOOD SERVICE HONE Q00 0, 9

Resiat the food mervice director in

implementing the food service program in the

district.

511007 RSSISTANT DIRECTOR- VOCATIONAL PROGRAMS 4310, 480, 488, 000 a, 2 ooo011z
Resists the director in administration of 494
vocational programe of the district.

751039 RSSISTANT DORMITORY SUPERVISOR NONE 000 a, 8

Resists the supervisor of dormitories in
carrying out position respensibilitiss.
131002 RSSISTANT SPECIAL EDUCATION SUPERVISOR 202, 205, 208, 000 a, 8
208, 210 - 213,
215, 216, 218,
220 - 224, 451,
494

RAesists in the administration of the special

education program in the district.

* RAdded in 2011-2012
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COURSE/WORK AREA CODES

The Course/Work Area Codes can be printed from the MSIS Main Screen by clicking on REPORTS> DISTRICTS>
COURSE/WORK AREA CODES. Rights in MSIS to print the COURSE/WORK AREA CODES have been assigned to the

District Personnel and the School Personnel persons in the District.

Work Area Codes
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COURSE CODE ADJUSTMENTS

Please print the Course/Work Area Codes report, REPORTS> DISTRICTS> COURSE/WORK AREA CODES.
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PRORATING SALARY AND MINUTE

This appendix contains an explanation for the prorating of salaries and of minutes. Worksheets should be
duplicated so duplicated copies can be used to calculate proper responses.

PRORATING PROCEDURES FOR SALARY AND MINUTE FIELDS
Both, the employee’s salary and minutes must be prorated under the following circumstances:

e The employee’s salary is paid from more than one funding source, or
e The employee changes positions during the year

The process is described on the next two pages. Use the Multiple Salary Source Worksheet or the
change of position Worksheet when these situations occur in your district.

1 If the employee’s salary is paid from more than one funding source, determine the salary amount paid
from each source. Then divide the “salary source” by the total to determine the percentage of the salary paid
from each source. For example, if a secretary (course code 751016) worked a seven hour (420 minute) day
and earned $19,000 annually paid from Title I ($5,000), Special Education ($8,000), and local funds ($6,000),
one must perform the following calculations:

Salary Source 1 amount = $5,000 = 26% of Total Salary from Salary Source 1
Total Salary amount= $19,000

Salary Source 2 amount = $8,000 = 42% of Total Salary from Salary Source 2
Total Salary amount= $19,000

Salary Source 3 amount = $6,000 = 32% of Total Salary from Salary Source 3
Total Salary amount= $19,000 of salary prorated

Multiply the “Minutes of Instruction” times the percentage for each salary source as illustrated below:

Salary Source 1 420 Minutes * .26 = 109 minutes for Salary Source 1

Salary Source 2 420 Minutes * .42 = 177 minutes for Salary Source 2

Salary Source 3 420 Minutes * .32 = 134 minutes for Salary Source 3
100 420  Total Minutes

THIS PRORATING WILL NOT NECESSARILY REPRESENT THE ACTUAL MINUTES SPENT DAILY
PERFORMING THE JOB FOR EACH OF THE SALARY SOURCES.

SCHEDULE FOR EMPLOYEE USED AS AN ILLUSTRATION:

LOW  HIGH SPECIAL
PD COURSE/JOB TITLE MIN STUDENTS GRADEGRADEUNITS SCH PROG RES
751016/SECRETARY 109 000 64 12 0 01 1 00
751016/SECRETARY 177 000 64 12 0 01 5 00
751016/SECRETARY 134 000 64 12 0 01 O 00
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2 If, during the year, an employee moves from one teaching position to another in the prorating of minutes
reported. First, determine the amount of the total annual salary.

“First Position Days + Second Position Days = Total Days”

If the employee went from a non-certified position to a certified position represent the entire schedule for the
certified position (including exact Minutes of Instruction) starting with period block 1 and using as many period
blocks as necessary. Show the non-certified position on the first line following the certified position, after the
formula illustrated below has been applied to determine the number of prorated “minutes” to be indicated.

The employee in this situation was first employed as a Teacher Aide. When a position became available for a
Social Studies Teacher, the employee, who was properly certified, applied and was hired to assume the new
position. At the point of transfer she had worked 50 days as a Teacher Aide. The remaining 137 days were
worked in a Social Studies Teaching position. The total days employed was 187.for the employee. The revised
schedule is represented below the formula.

For the purposes of this formula, exclude the minutes for the Planning Period (851001).

Minutes in certified position  (275)=_Days for certified position (137)
Minutes in non-certified position X  Days for non-certified position (50)

Cross-multiply to get: (137 * X) = (275 * 50)
137 X = 13,750

Divide each side by 137 to solve FOR X. X = 13,750
137

X =100.36 (round to nearest whole number)

THIS PRORATING WILL NOT NECESSARILY REPRESENT THE ACTUAL MINUTES SPENT DAILY ON THE
FIRST POSITION, BUT REPRESENTS THE PERCENT OF THE YEAR PERFORMING EACH DUTY. THE
APPROPRIATE SALARIES SHOULD BE ENTERED IN THE TEACHING AND NON-TEACHING SALARY
FIELDS ON THE SALARY SCREEN.

SCHEDULE FOR EMPLOYEE MOVING FROM NON-CERTIFIED TO CERTIFIED POSITION

LOW HIGH SPECIAL
PD COURSE/JOB TITLE MIN  STU GRADEGRADEUNITS SCH PROG RES
1 050114/WORLD HIS 055 021 07 07 0 04 0 00
2 050114/WORLD HIS 055 022 07 07 0 04 0 00
3 851001/PLAN PER 055 07 08 04 0 00
4 050114/WORLD HIS 055 019 07 07 0 04 0 00
5 050114/WORLD HIS 055 025 07 07 0 04 0 00
6 450114/US HIS 1877 055 026 08 08 0 04 0 00
7 801003/TEACH AIDE 100 03 03 0 04 0 00
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MULTIPLE SALARY SOURCE WORKSHEET

USE THIS WORKSHEET TO PRORATE THE MINUTES OF INSTRUCTION REPORTED FOR EMPLOYEES
WHO'S SALARIES ARE PROVIDED BY MORE THAN ONE FUNDING SOURCE.

EMPLOYEE NAME: SCHOOL:

Divide the part of the salary funded by each salary source by the total salary to determine the % of total salary
that is paid by that fund. If there are only two sources, use only two lines. If there are more than three sources,
apply the same technique equivalent to the number of salary sources used. When the percentages are calculated
and totaled, they should equal 100%.

Salary Source 1 amount $ = % of Total Salary from Salary Source 1

Total Salary amount  $

Salary Source 2 amount $ = % of Total Salary from Salary Source 2

Total Salary amount $

Salary Source 3 amount $ = % of Total Salary from Salary Source 3

Total Salary amount $
100% of salary prorated

Multiply the “minutes of instruction” times the percentage calculated for each salary. To determine the number of
minutes worked in the day (inserted in the first blank) multiply the number of hours worked daily by 60. If the
hours worked daily is inconsistent, average the hours over a period of a week to determine the average daily
hours, and then multiply by 60.

Salary Source 1 Minutes *. = minutes for Salary Source 1
Salary Source 2 Minutes *, = minutes for Salary Source 2
Salary Source 3 Minutes *, = minutes for Salary Source 3

Total Minutes Worked Daily
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CHANGE OF POSITION OR SALARY SUPPLEMENT PRORATING WORKSHEET

This worksheet is used to prorate the Minutes of Instruction when an employee moves from a non-certified
position to a certified position. This worksheet may also be used when an employee moves from one certified
position to another except for teaching positions. When two teaching positions are involved, call the OTSS if
assistance is desired.

EMPLOYEE NAME: SCHOOL:
1ST Position Days +
2ND Position Days = Days Employed

If the employee went from a non-certified position to a certified position, represent the entire schedule for a
certified position (including exact Minutes of Instruction) starting with period block 1 and using as many period
blocks as necessary. Show the non-certified position on the first line following the certified position, after the
formula illustrated below has been applied to determine the number of prorated “Minutes” to be indicated.

For the purposes of this formula, exclude the minutes for the Planning Period (851001).

Formula: A = B where X represents the number of minutes in the non-certified position.

X D
(A) Minutes in certified position ( ) =(B) Days for certified position _ ( )
(X) Minutes in non-certified position (D) Days for non-certified position )
Cross multiply to get (B) *(X) = ((A) * (D) )

(B*X) = (A'D)

Divide each side by B to solve for X. X = (A*D result)
(B)

X= (Round to the nearest whole number)
Minutes in non -certified position

THIS PRORATING WILL NOT NECESSARILY REPRESENT THE ACTUAL MINUTES SPENT DAILY ON THE
FIRST POSITION, BUT REPRESENTS THE PERCENT OF THE YEAR PERFORMING EACH DUTY. THE
APPROPRIATE SALARIES SHOULD BE ENTERED IN THE TEACHING AND NON-TEACHING SALARY
FIELDS ON THE SALARY SCREEN.
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MULTIPLE NON-CERTIFIED POSITIONS FROM SAME FUNDING SOURCE WORKSHEET

USE THIS WORKSHEET TO PRORATE THE MINUTES OF INSTRUCTION REPORTED FOR NON-CERTIFIED
EMPLOYEES WHO WORK MORE THAN ONE POSITION.

EMPLOYEE NAME: SCHOOL:

Determine the Total Minutes of Instruction:

Hours Per Day - Position 1 * 60 (minutes per hour) = ___ Minutes Per Day Position 1
Hours Per Day - Position 2 * 60 (minutes per hour) = __ Minutes Per Day Position 2
Minutes Per Day - Position1 __ *DaysperYr____=__ Minutes Per Day Position 1
Minutes Per Day - Position2 __ *DaysperYr____ =___ Minutes Per Day Position 2

Total Min. Per Yr

Total Min. Per Yr / Max. Work Days Per Yr. = Prorated Min. Per Day

Divide the part of the salary paid for each position by the total salary to determine the % of total salary paid for
that position. If there are only two positions worked, use both lines. If there are move than two positions, apply
the same technique equivalent to the number of positions worked. When the percentages are calculated and
totaled, they should equal 100%.

Position 1 amount  $ % of Position 1 (Round to nearest whole number)

Total Salary amount $

Position 2 amount  $ % of Position 2 (Round to nearest whole number)

Total Salary amount $ 100 % of salary prorated

Multiply the Total “Prorated Minutes” times the percentage calculated for each position.

Prorated Min. Per Day * 0% of Position 1. = Reported Min 1
Prorated Min. Per Day * 0% of Position 2 . = Reported Min 2
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QUESTIONS AND ANSWERS

Since problems encountered by one school district may also occur in other districts, this appendix has
been set up to address issues either not contained in other sections of the manual or requiring more
explicit instructions. If you would like your questions included in this section of the manual, please
contact the OTSS MSIS Director.

General Questions

1.

What impact does the personnel data collection have on the School Report Card?

Data provided through the MSIS Personnel data collection system is used in several categories on the

2.

School Report Card and can have a significant impact on the standings of your district. Items on the
Report Card using data from the personnel records include: Number of Carnegie Units Taught,
Classroom Teacher/Pupil Ratio, Number of Teachers, Number of Vocational Teachers, and Number
of AP Courses Offered.

What if new staff quit before the end of the school year? Must we report them?

That depends. If the new staff were paid during the current school term, they must be reported even

3.

though they are no longer employed with the district. If they were hired but did not show up for work,
or worked but were not paid out of this year’s budget, they should not be shown with personnel for the
current school term.

Can | use one period to show a teacher’s schedule if the same subject is taught all day?

The answer is yes for some circumstances.

4.

One period block can be used for Pre-K (651001) and Kindergarten (651002) course codes. One
period block can also be used to show the caseload of a special education teacher when that
teacher works with one disability group all day long. Of course, if the SPED teacher works with both
elementary and secondary students with the same disability, two period blocks would be required,
one for the appropriate course code for each of those education levels. In addition to the period block
showing the class, the planning period for the teacher must be indicated on the schedule in addition
to the teaching course.

Do we need to show both semesters for a secondary teacher (grades 07-12) on the schedule?

Yes. MSIS allows ample period blocks to reflect all subjects taught in both semesters. The period

number should reflect the period in the school day and the Carnegie Unit should reflect the semester
the course is being taught.
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ALTERNATIVE PROGRAMS

5. How do | show the director of an alternative school/program?
Use course code 609901- ALTERNATIVE PROGRAM DIRECTOR/ADMINISTRATOR.

6. If a teacher teaches in an alternative consortium, which district reports the teacher as an employee?
Individuals working for an alternative consortium are employees of the “lead” district.

ASSISTANT READING INSTRUCTOR

7. Why can't this code be used for any grade?

The Assistant Reading Instructor, 801001, position is restricted, by State law, to use with grades
Kindergarten - Grade 03.

TITLE |

8. How do | show School Wide Title | teachers when “1” is not a valid special program code for the
course they teach?

To indicate Title | funding for courses taught in a School Wide program, enter “SW” in the reserved
field. Doing so will designate Title | funding. SW should be used ONLY WHEN A 1 IS NOT AN
ACCEPTABLE ENTRY. You should never use "SW" and "1" in the same period block.

9. How do | know whether to show Compensatory Reading or Compensatory Math or the regular
reading or math course as Title 1?

Courses approved for Title | funding should be noted in your plan approved by the Title | Office. If
you are unsure of the status, contact the Director of Innovative Support at 359-3499.

10. What course code do | use to show the Home-School Liaison?
The Home-School Liaison work area code is 551023. This code is used to report staff employed to
coordinate parental involvement and other school activities relating to parents, students, and the school.
The required endorsement code is Any Valid License, which includes licensed teachers, counselors,
administrators, etc.
The Home-School Liaison Aide (work area code 751050) is an aide who is employed to assist the
Home-School Liaison.

CONTRACTS WITH TWO DISTRICTS AT THE SAME TIME

11. If a person contracts with more than one school district, should that person be reported in personnel
for each respective district?

Yes. Report the employee in each district with which the individual has a contract.
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SEMINAR/ADVISOR

12. How do | show the Seminar/Advisor period for a teacher’'s modular block schedule?
Course Code 851006 has been established to identify the position.

GIFTED PROGRAMS
13. What if a gifted class in the secondary school is made up of both regular and gifted students?

Use two period blocks. On the first line of the two period blocks, indicate the academic course code
for the regular students, the number of regular students, low/high grade range, Carnegie Units, and
the school number. On the second of the two period blocks, indicate the appropriate course code for
the category of gifted students. All Gifted courses have a unique number that can be found in the
Course/Work Area Code listing under the Category “Gifted”. The course titles are preceded by "G-".
On the second line, continue to specify the number of gifted students, the low/high grade range,
Carnegie Units, the school number, and Special Program Code of “6".

LEAD TEACHERS
14. What code do | use to show a lead teacher in a regular program?
Use 601013 to show a lead teacher. Leave the Special Program field blank if the employee is a lead

teacher in a regular program. If the employee was a Title | lead teacher, “1” would be entered in the
Special Program field.

RESERVED FIELD

15. When do we need to put AS in the reserved field?
On any period block that is after normal school hours. For example, a teacher that drives a bus or
coaches after school would have AS in the reserved field for the period that has bus driver or coach
on it.

SPECIAL PROGRAM CODE

16. Should the Special Program Code field always remain blank for Instructional Planning Time, 8510017
No. Leaving the field blank in some instances can adversely affect funding. If all courses taught
during the 330 minutes instructional day indicate the Special Program Code (i.e. 1 for Title I, 2 for
Vocational Education, 5 for Special Education, 6 for Gifted Education, or 9 for Other), then duplicate
that Special Program Code for the Instructional Planning Period on the schedule.
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SUGGESTION FORM

While processing Personnel Data our district encountered the problem listed below. Please address it in future
revisions of the Reference Manual.

District:

Contact Person: Phone Number:

Mail your suggestion to:
Mississippi Department of Education
OTSS — MSIS Director
P.O.Box 771
Jackson, Mississippi 39205

Or FAX it to (601) 359-2027
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