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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



5Session Goals

DISCUSS Data Quality & Accreditation Dashboards

EXPLORE Personnel & Teacher Schedule Reports

REVIEW the process for certifying data
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Personnel 
Data Collection



7Title (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 15
NOV



Review!

Steps 3 & 4
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NonPublicStaff.SchedulesNonPublicStaff.Employment NonPublicStaff.Assignments
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STEP

1

3 Upload files (3)



15Personnel File Upload

File 

Upload
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msis.mdek12.org



17Assign 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.
Correct file name? 

Correct file format?

File too large?
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9920_NonPublicStaff.Employment.csv
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9920_NonPublicStaff.Employment.csv
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STEP

1

4 REVIEW Submission Status 

page; make edits and 

reupload files as needed
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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_NonPublicStaff.Employment.csv
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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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9920_NonPublicStaff.Employment.csv
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+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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32Formatting 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
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Format column to ensure 

leading 0’s or proper date 

format.
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Make necessary corrections in 

the csv file and reupload.
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9920_NonPublicStaff.Employment.csv



36

File 

Upload
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Data Quality 
Dashboard
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REVIEW Data Quality 

Dashboard; make edits and 

reupload files as needed

5
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9920_NonPublicStaff.Employment.csv



40



41Reviewing 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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Update existing information

Data 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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Delete information

Data Quality: Personnel

Staff.Removal.csv CourseSection.Removal.csv
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mdek12.org/msis/msis-filetemplate/
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Employee SSN

(9 digits, no dashes, 

Ex: 1234567890)

4-digit district 

number (include 

leading zeros)

4-digit year 

(use the last year 

of the school year; 

“2026”)

Staff.Removal.csv

School Year LEA ID
Staff Member 

Identifier

Removes employee from Employment and Assignment data 

(Removed from Personnel Listing Report)
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4-digit district 

number and 

3-digit school 

number 

separated by a 
hyphen (include 

leading zeros)

Locally defined, 

unique course 

section number. 

CourseSection.Removal.csv

School Year LEA ID School ID
Course Section 

Identifier

Removes course(s) from Schedule data 

(Removes courses from Teacher Schedule Report)

4-digit district 

number (include 

leading zeros)

4-digit year 

(use the last year 

of the school 

year; “2026”)
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Upload 

removal 

file(s) in 

MSIS.

The day after a 

successful file 

upload… the 

data should 

be removed 

from MSIS.Pay attention to the 

school year! Use 

“2026” for the 2025-

2026 SY.

Upload 

new 

personnel 

file(s) in 

MSIS as 

needed.
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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



54

Reports
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6 REVIEW Reports; 

make edits and reupload 

files as needed
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Personnel

Listing

Certified 

Personnel
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NonPublicStaff.Employment NonPublicStaff.Assignments



58Assign permissions

PERMISSION

Personnel



59

Displays the active employees for a district for the 

current school year. Report includes employment 

start and end dates, assignments, and FTEs.

• Accreditation

• Course Section

• National Board

• State Reporting

• CTE Teacher Budget

Personnel Listing

Data Impact
Personnel API (nightly)

File Upload (as 

needed)

Data Source
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msis.mdek12.org
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Data Entry Download

Federal Programs
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0.25



63



64

Local description 
0.25
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Start Date with 

the District 

(regardless of the 

Assignment)

End date can be blank 
if still employed.

Accreditation

0.25
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Different 

Assignments will 

appear on 

separate lines.

Accreditation

CTE Teacher 

Budget

0.25
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Displays the active employees for a district for the 

current school year and their salaries. Report 

includes base salary, total salary, and supplements.

Personnel Salary Listing

Non-Public Schools DO NOT report salary 

information. This report will be visible but will 

contain no salary information for your employees.
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Displays the active employees for a district and their 
state educator license and endorsement information. 

MECCA (API nightly)

Personnel API (nightly)

File Upload (as needed)

• Accreditation

• Course Section

• National Board

• State Reporting

• CTE Teacher 

Budget

Certified Personnel

Data SourceData Impact



69

Data Entry Download

Federal Programs
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033053731

033053731

033053731

033053731

033053731
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033053731

033053731

033053731

033053731

033053731
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One credential per row
(Employees can have multiple rows.)

033053731

033053731

033053731

033053731

033053731
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Populated from Personnel Data
(Employees can have multiple rows.)

033053731

033053731

033053731

033053731

033053731
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Accreditation

CTE Teacher Budget
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Teacher 

Schedule Report
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NonPublicStaff.SchedulesNonPublicStaff.Employment
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Displays teachers’ schedules for state-reported courses. 

Report includes Classroom Position Type, Term, Period, 

Course Section Identifier, Minutes, Grades, and number 

of students enrolled in each course.

SIS (API nightly)

File upload (as 

needed)

• Accreditation

• Accountability 

(Advanced Courses)

• CTE (Teacher 

Budget/MSFF)

• Assessment Rosters

Teacher Schedules

Data SourceData Impact



79Assign permissions

PERMISSION

Student
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msis.mdek12.org
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12345

12355

12485

20043

30078

30056

Melissa Banks

Barbara Young

Faulkner School 

District - 9920
Archie Manning 

Elementary School -

9920-008
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12345

12355

12485

20043

30078

30056

Melissa Banks

Barbara Young

Faulkner School 

District - 9920
Archie Manning 

Elementary School -

9920-008
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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. 
(Unique number assigned in the 

Schedules spreadsheet.)

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.
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12345

12355

12485

20043

30078

30056

Melissa Banks

Barbara Young

Faulkner School 

District - 9920
Archie Manning 

Elementary School -

9920-008

Linked to Accreditation 

Standards



86f

Teacher Schedules 

should accurately reflect what is 

happening in each classroom



87Update Data on MSIS Reports

File 

Upload
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Accreditation

Non-Public Schools
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Work Area Codes

+ Assignment dates 

+ school locations 

+ FTEs impact
Accreditation edits 

(Non-Public Schools)
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Course Codes

+ Teacher License

impact
Accreditation edits 

(Non-Public Schools)
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msis.mdek12.org
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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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Accreditation edits
will be turned on for

the 25-26SY in October

Edits that can be cleared should be cleared 

BEFORE data is certified. 
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Certification



97

CERTIFY data 7 15
NOV
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File 

Upload
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Clear any errors for 

the reporting period.

Check warnings for 

the reporting period.

Clear Accreditation 

edits as possible.

Review MSIS Reports 

for accuracy.



100Assign permissions

PERMISSION

Personnel
+ Certify
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msis.mdek12.org
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mdek12.org/msis/msis-resource-library/
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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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Relevant Reports will be linked for 

easy review.

Public Schools must certify by 

December 10. Non-Publics must 

certify by November 15.

11/01/2025 12//10/2025
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Relevant Reports will be linked for 

easy review.

11/01/2025 12//10/2025
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Non-Publics do not provide Salary 

information, so no need to review 

this report.

11/01/2025 12//10/2025
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11/01/2025 12//10/2025
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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
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Click the check mark to certify.

11/01/2025 12//10/2025



110



111

Personnel Certification

15
• Ensure accuracy of Personnel 

Listing Report and Teacher 

Schedule Report

• Clear Personnel and Course 

Section Errors

• Clear Accreditation edits as possible

NOV
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Q&A



113

MSIS Resources



114

Struggling to get files

to successfully upload?

mdeapps@mdek12.org 
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Want to schedule a time

to come to MDE for

1:1 support?

msis2@mdek12.org 



116MSIS Overview

mdek12.org/MSIS



117MSIS Resources - Webinar recordings and other resources!

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



118MSIS Resources - Webinar recordings and other resources!

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



119MSIS Resources - Webinar recordings and other resources!

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



120MSIS Resources - Webinar recordings and other resources!

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



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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