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To create a world-class 

educational system that gives 

students the knowledge and 

skills to be successful in 

college and the workforce, 

and to flourish as parents 

and citizens

VISION

To provide leadership 

through the development of 

policy and accountability 

systems so that all students 

are prepared to compete in 

the global community

MISSION

Mississippi Department of Education 2



ALL Students Proficient 

and Showing Growth in All 

Assessed Areas

EVERY Student Graduates 

from High School and is Ready 

for College and Career

EVERY Child Has Access 

to a High-Quality Early 

Childhood Program

EVERY School Has Effective 

Teachers and Leaders

EVERY Community Effectively 

Uses a World-Class Data System to 

Improve Student Outcomes

EVERY School and District is 

Rated “C” or Higher

1

2

3

4

5

6

3State Board of Education  S T RATE GIC  P L A N  GOA LS



4Session Norms

Respond to prompts in the chat

Share reactions

Ask questions

Be an active participant
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REVIEW timeline for uploading data

Session Goals

EXAMINE new Staff templates and data elements

REVIEW common file upload errors
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When to 

upload data
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File 

Upload

15
AUGAPI

Employment

Assignment

Credentials

MECCA
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Course Section

Personnel

API
15
AUG

File 

Upload

15
AUG
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Course Section

Warning Teaching 

Schedule

Work Area Code is a teaching position, 

but a schedule does not exist. Ensure that 

the teacher has a schedule in the SIS.

Warning Active Teacher The teacher is not an active employee in 

the district or in the sharing district. If the 

teacher is a direct employee of the district 

or sharing district, ensure the employee's 

data has been reported in the personnel 
data collection. If the teacher is not a 

direct employee, no action is necessary.

Personnel
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File 

Upload

15
AUGAPI

Employment

Assignment

Credentials

MECCA
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Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing
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Personnel

Templates
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mdek12.org/msis/msis-filetemplate/

Personnel: Example File Layout

UPDATED!!
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Overview Employment Assignments Credentials

mdek12.org/msis/msis-filetemplate/

File Layout Example Spreadsheet

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/DomainMap/Personnel/staff_file_upload_layout_example.xlsx 

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/DomainMap/Personnel/staff_file_upload_layout_example.xlsx


16File Layout Example Spreadsheet

General overview of the file layout. 
Includes instructions for each tab and information 

about each data element. 

Overview

Three employee examples are provided for each tab.



17Data Domain Mapping

mdek12.org/msis/msis-resource-library/
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Staff.CredentialsStaff.Employment Staff.Assignments

UPDATED!!
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Files with more than 150 rows 

can now be uploaded 

and will not experience upload 

errors due to timeout issues.



20File Layout Example Spreadsheet

Replaces: 

General/Schedule Entry Screens

(Employee, Schedule, Salary tabs)

One record (row) for each employee.

Employment



21File Layout Example Spreadsheet

Collects employee demographics, 

employment dates, and salary information.

One record (row) for each employee.

Employment
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Which employees
should be reported?
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Staff Members and 
contractors 

on your payroll 
with a state 

Work Area Code 
that fits their duties. 



24Data Elements: Employment

District ID
Staff Member 

Identification System
Staff Member Identifier

First Name Middle Name
Last or 

Surname

Generation Code 

or Suffix

Other Staff Member 

Identification System

Other Staff 

Member Identifier
Email

Birthdate Hispanic or Latino Ethnicity Race Sex



25Data Elements: Employment

Employment 

Status
Employment Start Date Employment End Date

Contract Days of 

Service Per Year
Position Title

Years of Total 

Experience

Staff Compensation 

Base Salary

Salary for Teaching 

Assignment Only Indicator

Staff Compensation 

Total Salary



26Data Elements: Employment

Staff Compensation Annual 

Supplement (1-5)**

Staff Compensation Annual 

Supplement Description (1-5)**

Financial Account (1-5)
Funding Source 

Amount (1-5)

Funding Source 

Percentage (1-5)



27Data Elements: Employment

District ID
Staff Member 

Identification System
Staff Member Identifier

4 digit district 

number (include 

leading zeros)

”State" for all records Employee SSN

(Only numbers, no dashes)



28Data Elements: Employment

District ID
Staff Member 

Identification System
Staff Member Identifier

Optional

First Name Middle Name
Last or 

Surname

Generation Code 

or Suffix

Optional
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License number

Data Elements: Employment

District ID
Staff Member 

Identification System
Staff Member Identifier

First Name Middle Name
Last or 

Surname

Generation Code 

or Suffix

Other Staff Member 

Identification System

Other Staff 

Member Identifier
Email

Only provide for licensed 

employees; 

"ProfessionalCertificate" 

for all records

District email address; 

required for instructional 

staff and district/school 

administrators



30Major Changes to Personnel Data Collection

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Electronic

Mail Address

The numbers, letters, 

and symbols used to 

identify an electronic 

mail (e-mail) user 

within the network to 

which the person or 

organization belongs.

School/District Email address

Collected for Instructional Staff 

and District/School 

Administrative Staff only

None

Data Domain Mapping, p. 4

Email
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Employment

Email Address

School/District Email Address

NOT A PERSONAL EMAIL!

Collected for Instructional Staff and 

District/School Administrative Staff only.



32Data Elements: Employment

Yes / No; 

if Yes, leave race blank

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See Option 

Set

Male, Female,

NotSelected

MM/DD/YYYY

(include 

leading zeros)



33Major Changes to Personnel Data Collection

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Race The origins of a person. AmericanIndianOrAlaskaNative - American Indian or 

Alaska Native

Asian - Asian

BlackOrAfricanAmerican - Black or African American 

DemographicRaceTwoOrMoreRaces - Demographic 

Race Two or More Races 

NativeHawaiianOrOtherPacificIslander - Native 

Hawaiian or Other Pacific Islander 

RaceAndEthnicityUnknown - Race and Ethnicity 

Unknown

White – White

Data Domain Mapping, p. 4

Race

Use only the bold text in the spreadsheet



34Data Elements: Employment

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See Option Set

Employment 

Status



35Major Changes to Personnel Data Collection

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Employment 

Status

The condition under 

which a person has 

agreed to serve as an 

employee.

Contractual - Employed through 

external contractual service 

Non-contractual - Employed through 

the district (includes teachers with 

contracts directly with the district)

Substitute/temporary - Use for long-

term substitutes. Short- term 

substitutes do not need to be reported.

01379 - Contractual

01385 - Non-contractual

01380 - Substitute/temporary

Data Domain Mapping, p. 4

Employment Status

Use only the bold text in the 

spreadsheet



36Data Elements: Employment

The date employment started; 

MM/DD/YYYY

(include leading zeros)

 

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

Leave blank if still employed; 

MM/DD/YYYY

(include leading zeros)

 

See Option Set

Employment 

Status
Employment Start Date Employment End Date
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Employment

Employment Start Date Employment End Date

Keep updated throughout the school year 

for Employees who have passed away or 

employment has been terminated. 

First Employment date with the district, 

regardless of the Assignment.



38Data Elements: Employment

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

Formerly Days Employed

Employment 

Status
Employment Start Date Employment End Date

Contract Days of 

Service Per Year



39Data Elements: Employment

Contract Days

Employment

Greatest number of Contract Days for 

all Assignments if the Contract Days 

differ by Assignment.



40Data Elements: Employment

District-specific field, does 

not need to be a work 

area code title

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See legacy MSIS 

years of experience 

guidance

Formerly Days Employed

Employment 

Status
Employment Start Date Employment End Date

Contract Days of 

Service Per Year
Position Title

Years of Total 

Experience
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Employment

Position Title

Free text to describe the 

local position.



42Data Elements: Employment

District-specific field, does 

not need to be a work 

area code title

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See legacy MSIS 

years of experience 

guidance

Formerly Days Employed

Employment 

Status
Employment Start Date Employment End Date

Contract Days of 

Service Per Year
Position Title

Years of Total 

Experience



43Data Elements: Employment

Years of Total Experience

Employment

Staff PAID on the Teacher Pay Scale 

(Teachers, Librarians, Counselors):

Spans across related employment 

history (other districts).
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Numbers and a decimal; 

Ex: 1234.56

Yes / No;

teacher's base salary includes pay 

for teaching assignments alone

Data Elements: Employment

Salary for Teaching 

Assignment Only Indicator

Staff Compensation 

Total Salary
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Numbers and a decimal; 

Ex: 1234.56

Data Elements: Employment

Staff Compensation 

Base Salary

Salary for Teaching 

Assignment Only Indicator

Staff Compensation 

Total Salary
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Local District-specific field, does not need to 

be a work area code title

Numbers and a decimal; 

Ex: 1234.56

Data Elements: Employment

Staff Compensation 

Base Salary

Salary for Teaching 

Assignment Only Indicator

Staff Compensation 

Total Salary

Staff Compensation Annual 

Supplement (1-5)**

Staff Compensation Annual 

Supplement Description (1-5)**
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Major Changes to Personnel Data Collection
Staff Compensation Annual 

Supplement (up to 5)

Staff Compensation Annual 

Supplement Description (up to 5)

No funding code or work area code required

REQUIRED for 25-26SY



48Major Changes to Personnel Data Collection

Staff Compensation Annual Supplement Staff Compensation Annual Supplement Description 

Amount of supplement Description of supplement

2000.00 Cheerleading sponsor

Staff Compensation Annual 

Supplement (up to 5)

Staff Compensation Annual 

Supplement Description (up to 5)



49Major Changes to Personnel Data Collection

Staff Compensation Annual Supplement Staff Compensation Annual Supplement Description 

2,000 Tutor

Teacher with Tutoring Stipend ($2,000), Cheer Sponsor ($2,000), & Assistant Dance Sponsor ($1,000)

2,000 Cheer Sponsor

1,000 Assistant Dance Sponsor

Staff Compensation Annual Supplement Staff Compensation Annual Supplement Description 

2,000 Tutor

3,000 Team Sponsor

OR report supplement categories together (i.e., ”coaching”)

Report all supplements separately 
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51File Layout Example Spreadsheet

Replaces: General/Schedule 

Entry Screen 

(District Info tab)

Assignments

One record (row) for each employee assignment. Multiple rows per employee are possible.



52File Layout Example Spreadsheet

Collects Work Area 

Codes/Assignments and FTEs.

Assignments

One record (row) for each employee assignment. Multiple rows per employee are possible.



53

Which 
assignments 
should be
reported?

Corresponding 

Work Area 

Code that fits 

their duties 



54Data Elements: Assignment

School Identification System School Identifier

Staff Member Identification System Staff Member Identifier

District ID
LEA Agency 

Identification System
LEA Agency Identifier



55Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

Primary Assignment Indicator
Assignment Start 

Date

Assignment 

End Date

Financial Account (1-5)
Funding Source 

Amount (1-5)

Funding Source 

Percentage (1-5)

Financial Expenditure Local Function Code (1-5)



56Data Elements: Assignment

4 digit district 

number (include 

leading zeros)

"SEA" for all records

District ID
LEA Agency 

Identification System
LEA Agency Identifier

4 digit district number 

(include leading zeros)



57Data Elements: Assignment

District ID
LEA Agency 

Identification System
LEA Agency Identifier

School Identification System School Identifier

"SEA" for all records 4-digit district number and 3-digit 

school number separated by a 

hyphen. Include leading zeros.



58Data Elements: Assignment

District ID
LEA Agency 

Identification System
LEA Agency Identifier

School Identification System School Identifier

”State" for all records Employee SSN

(Only numbers, no dashes)

Staff Member Identification System Staff Member Identifier



59Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

”SEA" for all records Work area code/Assignment 

(https://mdek12.org/sites/def

ault/files/Offices/MDE/OTSS/

MSIS/work_area_codes.xlsx) 

https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx
https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx
https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx


60Major Changes to Personnel Data Collection

Work Area Codes

24-25SY

• Spreadsheet format 

for easy filtering 

and sorting

• Blue text indicates 

updates or changes

• Tab for deactivated 

codes

mdek12.org/msis2.0/resources



61Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

”SEA" for all records Work area code/Assignment 

(https://mdek12.org/sites/def

ault/files/Offices/MDE/OTSS/

MSIS/work_area_codes.xlsx) 

FTE amount for 

assignment 

(between 0 and 1)

https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx
https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx
https://mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS/work_area_codes.xlsx


62Major Changes to Personnel Data Collection

Reported in decimals (ex: 50% = .5 FTEs)

Full Time Equivalencies (FTEs)

Report FTEs for workday duties only

Report 0 FTEs for afterschool duties

Employee FTEs should not be more than 1



63Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

Primary Assignment Indicator
Assignment Start 

Date

Assignment 

End Date

Yes / No

Indication that the assignment is 

the primary (aligned to job title)

MM/DD/YYYY

(include leading 

zeros)

Employment dates 

for the SY unless 
different

MM/DD/YYYY

(include leading 

zeros)

Employment dates 

for the SY unless 
different



64

Amount of salary 

funded from Fund 

Number 1

Fund Number (FETS) Percentage of salary 

funded from Fund 

Number 1

Data Elements: Assignments

Financial Account 1
Funding Source 

Amount 1

Funding Source 

Percentage 1



65Data Elements: Assignments

Financial Account 1
Funding Source 

Amount 1

Funding Source 

Percentage 1

Can identify up to 5 Fund numbers/Function Codes for each assignment.

Financial Expenditure Local Function Code (1-5)

Local Expenditure Function Code
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67File Layout Example Spreadsheet

Replaces: General/Schedule 

Entry Screen 

(Parts of Schedule tab)

One record (row) for every National Board Certification. Multiple rows per employee are possible.

Credentials

*



68File Layout Example Spreadsheet

Collects National Board 

credential information. 
(Administrator and Teacher Mississippi Licensure 

information will be collected via API from MECCA.)

One record (row) for every National Board Certification. Multiple rows per employee are possible.

Credentials



69Data Elements: Credentials

District ID
Staff Member 

Identification System
Staff Member Identifier

Credential Award Start Date Credential Award End Date

Credential Definition Identifier
Professional Certificate or 

License Number



70Data Elements: Credentials

District ID
Staff Member 

Identification System
Staff Member Identifier

4-digit LEA number “State” for all records Employee SSN

(Only numbers, no dashes)



71Data Elements: Credentials

District ID
Staff Member 

Identification System
Staff Member Identifier

Credential Award Start Date Credential Award End Date

MM/DD/YYYY

(include leading zeros)

MM/DD/YYYY

(include leading zeros)



72Data Elements: Credentials

District ID
Staff Member 

Identification System
Staff Member Identifier

Credential Award Start Date Credential Award End Date

Credential Definition Identifier
Professional Certificate or 

License Number

NBPTS,  CCC, NCSC, 

NCSN, CAT, or CALT

National Board Certification 

Number



73Major Changes to Personnel Data Collection

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Credential 

Definition 

Identifier

A globally unique 

identifier by which the 

creator/owner/provider 

of a credential 

recognizes the 
qualification, 

achievement, personal 

or organizational quality, 

or aspect of an identity 

in transactions with the 
external environment.

National Board 

Certification Type

NBPTS - National Board for Professional 

Teaching Standards

CCC  - Certificate of Clinical Competence 

(issued by American Speech & Hearing 

Association)

NCSC - National Certified School Counselor

NCSN - National Certified School Nurse

CALT - Certified Academic Language 

Therapist

CAT – Certified Athletic Trainer

Data Domain Mapping, p. 3

Credential Definition Identifier
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For National Board Certified 

employees, you should have 

a minimum of 2 assignments 

(Work Area Codes) per 

employee.
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For National Board Certified employees, you 

should have a minimum of 2 assignments (work 

area code) per employee:

The second work area code should be their National Board 

Certification code (Ex: 902010 for CALT – see the following 

slides for all appropriate codes). 

FTEs for these codes should be zero.

The first work area code should be the one that best 

describes their job duties, such as Elementary Teacher Single-

Cohort (700003) or Dyslexia Therapist (131070). 

This assignment would have an FTE value assigned 

(1 for full-time). If the employee has more than one of these 

types of assignments, all should be listed with the corresponding 

FTE amount.



76National Board Certifications Validations

NBPTS (National Board-Certified Teacher)

902001 - National Board-Certified Teacher 801035 - Teacher Support Team Member

700001 - Pre-kindergarten Teacher 131004 - Psychometrist

700002 - Kindergarten Teacher 131054 - Special Education Counselor

700003 – Elementary Teacher (Single-Cohort 26-27**) 601005 - Counselor- Non-CTE- Elementary

700004 – Secondary Teacher (Departmentalized 26-27**) 601006 - Counselor- CTE

700005 - Ungraded Teacher 601007 - Librarian/Media Specialist

700006** – Elementary Teacher Departmentalized (26-27**) 601013 - Lead Teacher

700007** – Secondary Teacher Single-Cohort (26-27**) 601017 - Counselor- Non-CTE- Secondary

000234 - Special Populations Personnel 902006 – Intervention Specialist



77National Board Certifications Validations

CCC (National Board-Certified (AHSA) Speech Therapist/Audiologist)

902002 - CCC (AHSA) - Speech Therapist/Audiologist 700006** – Elementary Teacher Departmentalized (26-27**)

700001 - Pre-kindergarten Teacher 700007** – Secondary Teacher Single-Cohort (26-27**)

700002 - Kindergarten Teacher 131012 - Audiologist

700003 – Elementary Teacher (Single-Cohort 26-27**) 132021 - Special Educator/Assessment Team Member

700004 – Secondary Teacher (Departmentalized 26-27**) 131080 – Speech-Language Pathologist

700005 - Ungraded Teacher



78National Board Certifications Validations

NCSC (National Board-Certified Guidance Counselor)

902003 - NCSC (National Board-Certified) Guidance Counselor

000234 - Special Populations Personnel

131054 - Special Education Counselor

601005 - Counselor- Non-CTE- Elementary

601006 - Counselor- CTE

601017 - Counselor- Non-CTE- Secondary

NCSN (National Board-Certified School Nurse)

902004 - School Nurse (RN) NCSN (National Board-Certified)

751012 - School Nurse (RN)

CAT (Certified Athletic Trainer)

902008 - Certified Athletic Trainer

CALT (National Board-Certified Academic 

Language Therapist)

902010 - National Board-Certified Academic 

Language Therapist
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80

File Upload



81Assign permissions

PERMISSION

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

Save file as listed
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File Upload process 

runs a first set of 

initial data checks.
File saved correctly? Are the data 

formatted correctly? Is required 

information provided? Etc.
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9920_Staff.Credentials.csv
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9920_ Staff.Credentials.csv



86

2nd check: Once the 

file is uploaded, MSIS 

will review the data in 

the file to ensure it 

can be ingested.
Are the data formatted correctly? 
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9920_ Staff.Credentials.csv
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9920_Staff.Credentials.csv



89p

mdek12.org/msis/msis-filetemplate/

Instructions for 

Formatting Cells – 

Excel and Sheets
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9920_xtrasp_Staff.Employment.csv
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Pending

DO NOT upload more than one file that 

contains the same information while 

the first file is in Pending status.
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Success

Once the file transitions to Success 

status, users can upload another 

file (on the same day) that contains 

the same information.

Melissa Banks
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Make necessary corrections in 

the csv file and resave.



94

File 

Upload



95

Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing
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Find a system 

that works for you!
Employees can be upload in batches 

(multiple files across multiple days)! 
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• Personnel Listing 

• Personnel Salary 

Listing

• Certified 

Personnel

Personnel Reports
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Personnel

package

• Personnel Listing 

• Personnel 

Salary Listing

Personnel Reports
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File 

Upload



100

Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing
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Hacks to Common 

Upload Errors
FILE UPLOAD PROCESS
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Incorrect file type/name

Incorrect data format (leading 0’s, dates)

Extra spaces in cells
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Incorrect file type/name

####_OptionalText_Staff.Employment.csv

####_Staff.Employment.csv
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9920_name_KindergartenEntry.csv9920_filename_Staff.Employment.csv
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Incorrect file type/name

####_OptionalText_Staff.Employment.csv

####_Staff.Employment.csv
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Right-click on the file name 

in your file list.

Select Rename.

Delete the extra space.



108

9920_name_KindergartenEntry.csv9920_filename_Staff.Employment.csv
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Incorrect file type/name

####_OptionalText_Staff.Employment.csv

####_Staff.Employment.csv
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File > Save As.

Select CSV from the file 

format menu.

Ensure file name is correct.
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9920_name_KindergartenEntry.csv9920_filename_Staff.Employment.csv
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Incorrect data format (leading 0’s, dates, etc.)

9920_filename_Staff.Employment.csv
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Incorrect data format (leading 0’s, dates)



115



116

+1 to the Row ID to find the 

corresponding row in your spreadsheet.

The system counts the header row as”0” 

but on the spreadsheet the header row is 1.
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Format column to ensure 

leading 0’s or proper date 

format.
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mdek12.org/msis/msis-filetemplate/

Instructions for 

Formatting Cells – 

Excel and Sheets
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9920_filename_Staff.Employment.csv



121
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Extra spaces in cells

9920_xtrasp_Staff.Employment.csv
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Extra spaces in cells



124



125

+1 to the Row ID to find the 

corresponding row in your spreadsheet.

This system counts the header row as”0” but 

on the spreadsheet the header row is 1.
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When the error is not related to formatting, and the user has 

double-checked the options for the data element, open the file in 

NotePad (Windows) or TextEdit (Mac) to check for empty spaces
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Search (Edit > Find) for 

extra spaces.



128

Delete unnecessary spaces 

at the end of the values.
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9920_xtrasp_Staff.Employment.csv
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Extra spaces in cells

9920_xtrarow_Staff.Employment.csv
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Extra spaces in cells
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133

+1 to the Row ID to find the 

corresponding row in your spreadsheet.

The system counts the header row as”0” 

but on the spreadsheet the header row is 1.
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When the error is not related to formatting, and the user has 

double-checked the options for the data element, open the file in 

NotePad (Windows) or TextEdit (Mac) to check for empty spaces
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Notice any commas that are out 

of place – at the end of rows or 

create additional rows. These 

commas represents “empty” 

data cells. 
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Delete the empty area (extra 

commas will disappear). 
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9920_xtrarow_Staff.Employment.csv
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139

Data Quality

Dashboard



140

Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing
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A final set of checks 
occurs once data has 
been uploaded.
Once the data has been ingested, 

MSIS begins checking the data 

against business rules.
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Data Quality 

Dashboard: 

Staff

mdek12.org/msis/msis-resource-library/
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Attendance Enrollment Organization

Student

Demographics

Personnel

Course Section

Academic

Record

327

94

294
Errors in the Personnel bubble will 

show these errors and will prevent 

certification of data.



144Assign permissions

PERMISSION

Personnel
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Make necessary corrections in 

the csv file and reupload.
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File 

Upload
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Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing
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149

AUGUST – NOVEMBER

30 Monthly Data 

Check



150

Clear any errors 
for the reporting 

period.

Check warnings 
for the reporting 

period.

Review MSIS Reports 

for accuracy.

Compare with corresponding 

Personnel package reports.
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Personnel

package

• Personnel Listing 

• Personnel 

Salary Listing

Personnel Reports
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153

OCTOBER

1-15 National Board 

Certification (Finance)

OCT



154

DECEMBER

1-10 Personnel 

Certification

DEC
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Certification windows

WILL NOT
be extended
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Clear any errors 
for the reporting 

period.

Check warnings 
for the reporting 

period.

Review MSIS Reports 

for accuracy.

Compare with corresponding 

Personnel package reports.
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Personnel

package

• Personnel Listing 

• Personnel 

Salary Listing

Personnel Reports
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Course Section

Personnel

API

File 

Upload
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JANUARY - MAY

30 Monthly Data 

Check
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Keep data updated 
throughout the year as 
employees change 
employment dates, 
assignments, etc.
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Staff.CredentialsStaff.Employment Staff.Assignments



162

File 

Upload



163

Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing



164

FEBRUARY

1-15 National Board 

Certification (Finance)

FEB



165



166MSIS Overview

mdek12.org/MSIS



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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