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Personnel Reports 

& Certification



To create a world-class 

educational system that gives 

students the knowledge and 

skills to be successful in 

college and the workforce, 

and to flourish as parents 

and citizens

VISION

To provide leadership 

through the development of 

policy and accountability 

systems so that all students 

are prepared to compete in 

the global community

MISSION
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ALL Students Proficient 

and Showing Growth in All 

Assessed Areas

EVERY Student Graduates 

from High School and is Ready 

for College and Career

EVERY Child Has Access 

to a High-Quality Early 

Childhood Program

EVERY School Has Effective 

Teachers and Leaders

EVERY Community Effectively 

Uses a World-Class Data System to 

Improve Student Outcomes

EVERY School and District is 

Rated “C” or Higher
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4Session Norms

Respond to prompts in the chat

Share reactions

Ask questions

Be an active participant
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DISCUSS Data Quality & Accreditation Dashboards

Session Goals

EXPLORE Personnel Reports

REVIEW the process for certifying data
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1

2

Download spreadsheet templates (3)

Format spreadsheets and 

enter required data

Personnel Data Collection Process
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4

5

REVIEW Submission Status page; 

make edits and reupload files as needed

REVIEW Data Quality Dashboard; 

make edits and reupload files as needed

3 Upload files (3)
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CERTIFY data (January 13 – 31)7

6 REVIEW Reports; make edits and 

reupload files as needed
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STEP

1

3 Upload files (3)



10Personnel File Upload

File 

Upload
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STEP

1

4 REVIEW Submission Status 

page; make edits and 

reupload files as needed
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Staff.Credentials
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14
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Make necessary corrections in 

the csv file and resave.



16

STEP

1

5 REVIEW Data Quality 

Dashboard; make edits and 

reupload files as needed



17Data Quality: Personnel

File 

Upload



18Reviewing Personnel Data

MSIS Staff reviews dashboards and reports daily to check for errors
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94

Course Section

12

Personnel

12
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21Data Quality: Personnel

File 

Upload
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94

Course Section

12

Staff

12
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Errors: data CANNOT be certified until errors 

are resolved by uploading new data

Data Quality Dashboard

Warnings: data CAN be certified, but proceed 

with caution and verify information

• After certification with warnings, a 

request to change data would have to 

be submitted to MDE.
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Q&A
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STEP

6 REVIEW Reports; 

make edits and 

reupload files as needed
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Personnel Reports:
• Personnel Listing

• Teacher Schedules
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Reports
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28

Teacher Schedule 

Report
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12345

12355

12485

20043

30078

30056

Melissa Banks

Barbara Young

Faulkner School 

District - 9920
Archie Manning 

Elementary School -

9920-008

Local course section number. 
(Number may not be visible in your SIS. 

This is necessary for submitting 

inactive course files.)

State Course Code 

and Course Title

May see “Non-employed Staff”
These are SSNs in the SIS that do not match an 

employee in the personnel data.



31

31

Personnel Listing 

Report
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Last Name, First Name XXX-XX-0000 Male mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

Faulkner County School District

Archie Manning Elementary School

XXX-XX-0000

XXX-XX-0000

XXX-XX-0000

XXX-XX-0000

XXX-XX-0000

XXX-XX-0000

XXX-XX-0000

Yes

Black Or African American

JANITOR/MAID

COUNSELOR – NON-CTE ELEMENTARY

TEACHER - ELEMENTARY

TEACHER ASSISTANT

TEACHER - SECONDARY

TEACHER - GIFTED

TEACHER ASSISTANT

TEACHER - UNGRADED

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name
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Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

mm/dd/yyyy

Faulkner County School District

Archie Manning Elementary School

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name



35

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

#####

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

$00,000 $00,000

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

000000 – Assignment name

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000

$00,000
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Q&A
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STEP

6 CERTIFY data 

(January 13 – 31)
7
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Certifying Data
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31
CERTIFY PersonnelJAN

• Certification will open on January 13 and 

close January 31.

• Clear all Personnel errors.

• Carefully review the Teacher Schedule Report 

and Personnel Listing Report for accuracy 

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

Select Reports in the 

left-hand navigation. 

Select Data Analytics.

Select Certification 

Reports from the 

available report tabs at 

the top.
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Select the school year 

you want to view from the 

School Year drop-down. 

Note: Past school years will be 

available as view only. Changes 
cannot be made to prior 

certifications.

Select the data 

certification you want to 

view from the Data 

Collection drop-down. 
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LEA cannot be certified 

because it is outside of 

the certification window

No action available

LEA cannot certify 

due to errors
View Data Quality Dashboard



44



45



46

Accreditation 
Dashboard
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31 Clear Accreditation 
Edits

JAN

• Review any edits on the Accreditation 

Dashboard.

• Update Personnel or Course Section 

data as needed to clear any edits.
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49



50

Faulkner  
County 
School 

District

Archie 
Manning 
School
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mdek12.org/msis/msis-resource-library/

Non-Public Schools > Data Domain Mapping
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https://conta.cc/4gYxpqe 

• Work to correct edit 

checks (as possible) by 

January 28. 

• Be mindful of possible 

Accreditation standard  

suspensions. 

https://conta.cc/4gYxpqe
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Q&A
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Resources



55MSIS Resources

mdek12.org/MSIS



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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