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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
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4Session Norms

Respond to prompts in the chat

Share reactions

Ask questions

Be an active participant
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REVIEW 

Personnel file 

upload process

Session Goals
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MSIS Resources



7MSIS Overview

mdek12.org/MSIS



8MSIS Resources - Webinar recordings and other resources!

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



9Title (No more than 1 line, font size no smaller than 20, text should not touch slide number)

msis.mdek12.org



10MSIS Resources - Webinar recordings and other resources!

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



11MSIS Resources - Webinar recordings and other resources!

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



12MSIS Resources - Webinar recordings and other resources!

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



14Title (No more than 1 line, font size no smaller than 20, text should not touch slide number)

File 

Upload
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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

3 Upload files (3)
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6 REVIEW Reports; make edits and 

reupload files as needed

REVIEW Data Quality Dashboard; 

make edits and reupload files 

as needed

5
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CERTIFY data 7
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Which employees
should be reported?
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Non-Publics: 
Employees listed 

on the 
Accreditation 
Application

IHLs: 
Employees 

reimbursed by 
CTE
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STEP

1

1 Download spreadsheet 

templates (3)
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NonPublicStaff.SchedulesNonPublicStaff.Employment NonPublicStaff.Assignments



23MSIS Resources

mdek12.org/MSIS



24MSIS Resources

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



26MSIS Resources

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



29

Overview Employment Assignments Schedules

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

File Layout Example Spreadsheet



30File Layout Example Spreadsheet

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

about each data element. 

Overview

Employee examples are provided for each tab. Each tab will be saved as a separate CSV file.



31File Layout Example Spreadsheet

Collects employee demographics and  

employment dates.

One record (row) for each employee.

Employment



32Data 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

School 

Year



33Data Elements: Employment

Employment 

Status
Employment Start Date Employment End Date

Contract Days of 

Service Per Year
Position Title Years of Total Experience



34Data Elements: Employment

District ID
Staff Member 

Identification System

4-digit district 

number (include 

leading zeros)

”State" for all records

School Year

4-digit year 

(use the last year of the 

school year; “2026”)



35Data Elements: Employment

Staff Member Identifier

Employee SSN

(9 digits, no dashes, 

Ex: 1234567890)



36Data Elements: Employment

Optional

First Name Middle Name
Last or 

Surname

Generation Code 

or Suffix

OptionalLetters only, 

no special 

characters

Letters only, 

no special 

characters
Letters only, 

no special 

characters
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License number

Data Elements: Employment

Other Staff Member 

Identification System

Other Staff 

Member Identifier
Email

Only provide for licensed 

employees; 

"ProfessionalCertificate" 

for all employees that are 

licensed

School email address; 

required for instructional 

staff and district/school 

administrators



38Data Elements: Employment

Yes or No; 

if Yes, leave race blank

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See Option 

Set

MM/DD/YYYY 

or 

MM-DD-YYYY

(include 

leading zeros)



39Major 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



40Data Elements: Employment

Yes or No; 

if Yes, leave race blank

Birthdate
Hispanic or Latino 

Ethnicity
Race Sex

See Option 

Set

Male

Female

NotSelected

MM/DD/YYYY 

or 

MM-DD-YYYY

(include 

leading zeros)



41Data Elements: Employment

5-digit number 

(include leading 

zeros)

See Option Set

Employment 

Status



42Major 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. 8

Employment Status

Use only the bold text in the 

spreadsheet



43Data Elements: Employment

The date employment started; 

MM/DD/YYYY or 

MM-DD-YYYY

(include leading zeros)

 

Leave blank if still employed; 

MM/DD/YYYY or 

MM-DD-YYYY

(include leading zeros)

 

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 

organization, regardless of the 

Assignment.
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Employment start 

and end dates can 

impact Accreditation 

and CTE Teacher 

Budget.



46Data Elements: Employment

District-specific field, does 

not need to be a work 

area code title

Numeric value

(Formerly Days 

Employed)

Contract Days of 

Service Per Year
Position Title

Years of Total 

Experience



47Data Elements: Employment

Total Years Experience Contract Days

Employment

Staff PAID on the Teacher Pay Scale 

(Teachers, Librarians, Counselors):

Spans across related employment 

history (other districts).



48Data Elements: Employment

Total Years Experience Contract Days

Employment

Staff NOT paid on the 

Teacher Pay Scale: 

Can reflect years in the position with the 

current district.



49Data Elements: Employment

Total Years Experience Contract Days

Employment

Greatest number of Contract 

Days for all Assignments if 

the Contract Days differ by 

Assignment.



50

Q&A



51File Layout Example Spreadsheet

Collects Work Area 

Codes/Assignments and FTEs.

Assignments

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



52Data Elements: Assignment

School Identification System School Identifier

Staff Member Identification System Staff Member Identifier

School 

Year

LEA Agency 

Identification System

LEA Agency 

Identifier
District ID



53Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

Primary Assignment Indicator
Assignment Start 

Date

Assignment 

End Date



54Data Elements: Assignment

4-digit district 

number (include 

leading zeros)

"SEA" for all records

District ID
LEA Agency 

Identification System
School Year

4-digit year 

(use the last year of the 

school year; “2026”)



55Data Elements: Assignment

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.

LEA Agency Identifier

4-digit district number 

(include leading zeros)



56Data Elements: Assignment

”State" for all records Employee SSN

(Only numbers, no dashes)

Staff Member Identification System Staff Member Identifier



57Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

”SEA" for all records Work area code/Assignment 
(https://mdek12.org/accreditation/approved-

work-area-codes-for-elementary-and-

secondary-schools-of-mississippi/) 

https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
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https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/


58Personnel Data Collection

Work Area Codes

25-26SY

• Spreadsheet format 

for easy filtering 

and sorting

• Blue text indicates 

updates or changes

• Tab for deactivated 

codes

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



59Major Changes to Personnel Data Collection

Work Area Codes/Assignments describe

an employee’s workday  duties

Local Job Category

Now available for teachers

Report 0 FTEs for afterschool Assignments



60Data Elements: Assignment

Coding System 

Organization Type
Local Job Category

Staff Full Time 

Equivalency

”SEA" for all records Work area code/Assignment 
(https://mdek12.org/accreditation/approved-

work-area-codes-for-elementary-and-

secondary-schools-of-mississippi/) 

https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
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https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
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https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
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https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/


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/accreditation/approved-

work-area-codes-for-elementary-and-

secondary-schools-of-mississippi/) 

FTE amount for 

assignment 

(between 0 and 1)

https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/
https://mdek12.org/accreditation/approved-work-area-codes-for-elementary-and-secondary-schools-of-mississippi/


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



63f

CTE Teachers with extended 

contracts should have a Teacher 

Work Area Code + Extended 

Contract Work Area Code 

(000951)

CTE Teacher Budget



64Data Elements: Assignment

Primary Assignment Indicator
Assignment Start 

Date

Assignment 

End Date

Yes or No

Indication that the assignment is 

the primary (aligned to job title)

MM/DD/YYYY

(include leading 

zeros)

Assignment dates 

for year unless 
different

MM/DD/YYYY

(include leading 

zeros)

Assignment dates 

for year unless 
different



65

Assignments

Work Area Code Assignment Start Date

Assignment End DateSchool Location

Update the Assignment End Date 

if the employee changes jobs within 

the school year.
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Work Area Codes

+ Assignment dates 

+ school locations 

+ FTEs impact
Accreditation edits 

(Non-Public Schools)
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Work Area Codes

+ Assignment dates 

+ FTEs impact
CTE Teacher Budget

(IHLs)
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Q&A



69File Layout Example Spreadsheet

Collects teacher schedules and 

student counts.

One record for every class on a teacher's schedule.

Schedules



70f

Schedules are 

NOT required 

for non-instructional staff



71Major Changes to Course Section (Teacher Schedules)

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



72Data Elements: Schedules

Course Section Identifier

Staff Member 

Identification System

Staff Member 

Identifier
Course Identifier

Course Code 

System

Available Carnegie 

Unit Credit
Class Period

Instructional Minutes Session Type

School

Year



73Data Elements: Schedules

Classroom Position Type

Low Grade High Grade Student Count

Session Sequence Number District

School Identifier



74Data Elements: Schedules

Staff Member Identifier

Employee SSN

(9 digits, no dashes, 

Ex: 1234567890)

Staff Member 

Identification System

“State”

for all records

School Year

4-digit year 

(use the last year of the 

school year; “2026”)



75Data Elements: Schedules

Course Identifier

Active MDE 6-digit Course Code

See Course Code Report in MSIS 

or the MSIS Course Codes 

Search Portal

https://app.powerbi.com/view?r=eyJrIjoiNTdhYzRiYzUtZGYzNS00NzY5LTg4MTAtOTJiMjllNDc0MGYyIiwidCI6IjdlMzViMzQ0LTcxMDYtNDk4Yi05OTgwLTA1MTBhMTMyYjc3NyIsImMiOjF9
https://app.powerbi.com/view?r=eyJrIjoiNTdhYzRiYzUtZGYzNS00NzY5LTg4MTAtOTJiMjllNDc0MGYyIiwidCI6IjdlMzViMzQ0LTcxMDYtNDk4Yi05OTgwLTA1MTBhMTMyYjc3NyIsImMiOjF9


76

MSIS Course Codes Search Portal

https://app.powerbi.com/view?r=eyJrIjoiNTdhYzRiYzUtZGYzNS00NzY5LTg4MTAtOTJiMjllNDc0MGYyIiwidCI6IjdlMzViMzQ0LTcxMDYtNDk4Yi05OTgwLTA1MTBhMTMyYjc3NyIsImMiOjF9
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Course Codes

+ Teacher License

impact
Accreditation edits 

(Non-Public Schools)
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Course Codes

+ Teacher License

impact
CTE Teacher Budget

(IHLs)



79Data Elements: Schedules

Course Identifier

Active MDE 6-digit Course Code

See Course Code Report in MSIS 

or the MSIS Course Codes 

Search Portal

https://app.powerbi.com/view?r=eyJrIjoiNTdhYzRiYzUtZGYzNS00NzY5LTg4MTAtOTJiMjllNDc0MGYyIiwidCI6IjdlMzViMzQ0LTcxMDYtNDk4Yi05OTgwLTA1MTBhMTMyYjc3NyIsImMiOjF9
https://app.powerbi.com/view?r=eyJrIjoiNTdhYzRiYzUtZGYzNS00NzY5LTg4MTAtOTJiMjllNDc0MGYyIiwidCI6IjdlMzViMzQ0LTcxMDYtNDk4Yi05OTgwLTA1MTBhMTMyYjc3NyIsImMiOjF9


80Data Elements: Schedules

Numeric value“State”

for all records

Value of 0-2

See Course Code Report 

in MSIS

Course Code 

System

Available Carnegie 

Unit Credit
Class Period



81Data Elements: Schedules

FullSchoolYear

Quarter

Semester

Locally defined, unique course 

section number. 

Numeric value

Course Section Identifier Instructional Minutes Session Type



82Data Elements: Schedules

All Year, Semester 1, or Quarter 1 = 1

Semester 2 or Quarter 2 = 2

Quarter 3 = 3

Quarter 4 = 4

Session Sequence Number District School Identifier

4-digit district 

number (include 

leading zeros)

4-digit district 

number and 

3-digit school 

number separated 

by a hyphen (include 
leading zeros)



83Data Elements: Schedules

“05973”

Instructor of record for all records 

(include leading zero)

Classroom Position Type



84Data Elements: Schedules

Lowest grade level served 

IT, PK, KG, 01, 02, 03, 04, 05, 

06, 07, 08, 09, 10, 11, 12, 13, 

or AE (include leading zeros)

Numeric value

Low Grade High Grade Student Count

Highest grade level served 

IT, PK, KG, 01, 02, 03, 04, 05, 

06, 07, 08, 09, 10, 11, 12, 13, 

or AE (include leading zeros)



85

Q&A



86

STEP

1

2 Format spreadsheets and 

enter required data



87MSIS Resources

mdek12.org/MSIS



88Formatting Spreadsheets – Video Tutorials

Google Sheets

Video Tutorial

Microsoft Excel

Video Tutorial

https://app.screencast.com/aCIUkqRQ97fPx
https://app.screencast.com/aCIUkqRQ97fPx
https://app.screencast.com/TF4b4THbK4WEW
https://app.screencast.com/TF4b4THbK4WEW


89Format File

• Open 
NonPublicStaff.Employment.csv 
in Excel (or Google Sheets).

• If prompted, do not convert data.

• Do not change the content of the 
header rows. (Column widths can 
be adjusted.

NonPublicStaff.Employment



90Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Column B

• Format > Format Cells



91Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)



92Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Text

• Select OK

• Repeat for Columns J and P



93Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Column L

• Format > Format Cells



94Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)



95Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “mm/dd/yyyy”

• Select OK

• Repeat for Columns Q and R



96Format Spreadsheets (NonPublicStaff.Employment)

Google Sheets (Format > Number)

• Select Column B

• Format

• Select Number

• Select Plain Text

• Repeat for Columns J and P



97Format Spreadsheets (NonPublicStaff.Employment)

Google Sheets (Format > Number)

• Select Column L

• Format 

• Select Number

• Select Custom date and time



98Format Spreadsheets (NonPublicStaff.Employment)

Google Sheets (Format > Number)

• Select 08-05-1930

• Select OK

• Repeat for Columns Q and R



99Format File

• Open 
NonPublicStaff.Assignments.csv 
in Excel (or Google Sheets).

• If prompted, do not convert data.

• Do not change the content of the 
header rows. (Column widths can 
be adjusted.

NonPublicStaff.Assignments



100Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Column B

• Format > Format Cells



101Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)



102Format Spreadsheets (NonPublicStaff.Assignments)

Excel (Format > Format Cells)

• Select Text

• Select OK

• Repeat for Columns D, F, J



103Format Spreadsheets (NonPublicStaff.Assignments)

Excel (Format > Format Cells)

• Select Column M

• Format > Format Cells



104Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)



105Format Spreadsheets (NonPublicStaff.Assignments)

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “mm/dd/yyyy”

• Select OK

• Repeat for Column N



106Format Spreadsheets (NonPublicStaff.Assignments)

Google Sheets (Format > Number)

• Select Column B

• Format

• Select Number

• Select Plain Text

• Repeat for Columns D, F, J



107Format Spreadsheets (NonPublicStaff.Assignments)

Google Sheets (Format > Number)

• Select Column M

• Format 

• Select Number

• Select Custom date and time



108Format Spreadsheets (NonPublicStaff.Assignments)

Google Sheets (Format > Number)

• Select 08-05-1930

• Select OK

• Repeat for Column N



109Format File

• Open 
NonPublicStaff.Schedules.csv 
in Excel (or Google Sheets).

• If prompted, do not convert data.

• Do not change the content of the 
header rows. (Column widths can 
be adjusted.

NonPublicStaff.Schedules



110Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)

• Select Column D

• Format > Format Cells



111Format Spreadsheets (NonPublicStaff.Employment)

Excel (Format > Format Cells)



112Format Spreadsheets (NonPublicStaff.Schedules)

Excel (Format > Cells)

• Select Text

• Select OK

• Repeat for Columns F, H, L, 

M, P, and Q



113Format Spreadsheets (NonPublicStaff.Schedules)

Google Sheets (Format > Number)

• Select Column D

• Format 

• Select Number

• Select Plain Text

• Repeat for Columns F, H, L, 

M, P, and Q



114

Q&A



115

STEP

1

3 Upload files (3)



116Personnel File Upload

File 

Upload



117Title (No more than 1 line, font size no smaller than 20, text should not touch slide number)

msis.mdek12.org



118Assign permissions

PERMISSION

Personnel



119

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

Save file as listed



120

Staff.Credentials

Save file as 

####_OptionalText_NonPublicStaff.Employment.csv



121

Staff.Credentials

Save file as 

####_OptionalText_NonPublicStaff.Assignments.csv



122

Staff.Credentials

Save file as 

####_OptionalText_NonPublicStaff.Schedules.csv



123

File Upload process 

runs a first set of 

initial data checks.
Correct file name? 

Correct file format?

File too large?



124

9920_NonPublicStaff.Employment.csv



125

9920_NonPublicStaff.Employment.csv



126

STEP

1

4 REVIEW Submission Status 

page; make edits and 

reupload files as needed



127

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? 



128

9920_NonPublicStaff.Employment.csv



129

9920_xtrasp_Staff.Employment.csv



130

9920_NonPublicStaff.Employment.csv



131



132

+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.



133



134Formatting Spreadsheets – Video Tutorials

Google Sheets

Video Tutorial

Microsoft Excel

Video Tutorial

https://app.screencast.com/aCIUkqRQ97fPx
https://app.screencast.com/aCIUkqRQ97fPx
https://app.screencast.com/TF4b4THbK4WEW
https://app.screencast.com/TF4b4THbK4WEW


135

Format column to ensure 

leading 0’s or proper date 

format.



136

9920_NonPublicStaff.Employment.csv



137

Pending

DO NOT upload more than one file that 

contains the same information while 

the first file is in Pending status.



138

Success

Once the file transitions to Success 

status, users can upload another 

file (on the same day) that contains 

the same information.

Melissa Banks



139

Make necessary corrections in 

the csv file and resave.



140

File 

Upload



141

Personnel

Listing

Certified 

Personnel

Personnel 

Salary Listing



142

Struggling to get files

to successfully upload?

mdeapps@mdek12.org 



143

Want to schedule a time

to come to MDE for

1:1 support?

msis2@mdek12.org 



144

Q&A



145

Next Week!



146

6 REVIEW Reports; make edits and 

reupload files as needed

REVIEW Data Quality Dashboard; 

make edits and reupload files 

as needed

5



147

CERTIFY data 7



148

Q&A



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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