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Evaluation
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Review the Child Find 

Report. 
Check that any desired filters are selected, 

then review report as needed.

Remember: The report will be blank for the current school year 

until initial data is received.

1
STEP



3

Download the necessary 

files to update the 

Evaluation data. 
• Special Education: File Layout Example 

Spreadsheet (XLSX) 

• SpecEd.Evaluation Template (CSV)

2
STEP

mdek12.org/msis/msis-filetemplate/

https://mdek12.org/wp-content/uploads/sites/56/2025/09/SpecEd_file_layout_example_updated4.xlsx
https://mdek12.org/wp-content/uploads/sites/56/2025/09/SpecEd_file_layout_example_updated4.xlsx
https://mdek12.org/sites/default/files/documents/MSIS/0000_OptionalText_SpecEd.Evaluation.csv


4File Template

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

Special Education: File Layout Example Spreadsheet (XLSX) 

Example spreadsheet provides several 

rows of example data.

https://mdek12.org/wp-content/uploads/sites/56/2025/09/SpecEd_file_layout_example_updated4.xlsx
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SpecEd.Evaluation Template (CSV)

Download the Template (CSV) file and 

complete the blank template. 

mdek12.org/msis/msis-filetemplate/

https://mdek12.org/sites/default/files/documents/MSIS/0000_OptionalText_SpecEd.IEPData.csv
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Enter information on 

the spreadsheet.
Review the following slides for guidelines 

on completing the spreadsheet.

3
STEP



8Data Elements: Evaluation

School Year LEA Identifier

School Identifier Student Identifier

Consent to Evaluation Date Consent to Evaluation

Eligibility Decision Eligibility Determination Date

LEA Identification System

School Identification System

Eligibility Evaluation Date Parent Permission to Serve

IEP Authorization Document Type Timeliness Reason



9Data Elements: Evaluation

School Year

4-digit year

Last year of School 

Year 

(Ex: 2025)

LEA Identification System

SEA

For all records

LEA Identifier

4-digit LEA number 

(0000)

Include leading 0’s



10Data Elements: Evaluation

School Year

School Identifier Student Identifier

4-digit LEA number + 

3-digit school number

(0000-000)

Include leading 0’s

9-digit MSIS ID

(000000000)

Include leading 0’s

LEA Identification System LEA Identifier

School Identification System

SEA

for all records



11Data Elements: Evaluation

School YearSchool Year

School Identifier Student Identifier

LEA Identification System LEA Identifier

School Identification System

Yes

No

mm/dd/yyyy

Include any leading 0s

Consent to Evaluation Date Consent to Evaluation



12Data Elements: Evaluation

School Year

LEA Identifier

School Year

School Identifier Student Identifier

LEA Identification System LEA Identifier

School Identification System

mm/dd/yyyy

Include any leading 0s

Yes

No

Consent to Evaluation Date Consent to Evaluation

Eligibility Decision Eligibility Determination Date



13Data Elements: Evaluation

mm/dd/yyyy

Include any leading 0s

Yes

No

[Blank]

Eligibility Evaluation Date Parent Permission to Serve



14Data Elements: Evaluation

1000, 1001, 1002, 1003, 1004, 1005, 

1006, 1007, 1008, 1009, 1010, 1011, or 

9999 

Placement

*Optional

Eligibility Evaluation Date Parent Permission to Serve

IEP Authorization Document Type Timeliness Reason

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



15Data Domain Mapping

mdek12.org/msis2.0/resources
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Only enter the 

bold number 

in the 

spreadsheet.

Ex: 1001

Data Domain Mapping

p. 19

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Indicator 11 Child 

Find Timeliness 
Reason

The reason a 

student’s initial 
evaluation was or 
was not timely.

Reason evaluation was 

not completed within 
timeframe

1000 - Parent/guardian repeatedly failed to 

produce student for evaluation
1001 - Student moved during process
1002 - Specific Learning Disability written 

mutual agreement
1003 - Accepted out-of-state evaluation

1004 - Ruled in a prior school year
1005 - Timeline began in a previous district
1006 - Professionals needed to complete 

the evaluation were not available
1007 - Personnel required to be present for 

the IEP completion were not available
1008 - External reports not available
1009 - Parent/guardian withdrew or refused 

consent to evaluate
1010 - Student died

1011 - Evaluation completed in expected 
time
9999 - Other Not Timely
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mdek12.org/msis/msis-filetemplate/

Instructions for 

Formatting Cells – 

Excel and Sheets
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Upload the spreadsheet as 

a CSV file.

Files should be saved as

####SpecEd.Evaluation.csv or 

####_OptionalText_SpecEd.Evaluation.csv  

a4
STEP



19Assign permissions

PERMISSION

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

Save file as listed
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9920SpecEd.Evaluation.csv

Files with incorrect file names, file types, or file sizes will fail the initial upload. 

View the error message under the red bar to determine what needs to be changed. 

Click “Try Again” to upload a new file.
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9920SpecEd.Evaluation.csv

Files that pass the initial upload will move to the Submission Status 

page for processing. Click “View Files” to open the Submission Status page 

to see if the file contains any errors.



23

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

9920SpecEd.PartCtoB.csv

9920_test_Staff.Assignments.csv

9920_MEHS_Inactive.Enrollments.csv

9920KindergartenEntry.csv

9920_OWHS_CourseSection.Removal.csv

9920FedProg.EnglishLeaener.csv

9920SpecEd.Data.Removal.csv

9920SpecEd.Evaluation.csv

9920_month3_FedProg.H omeless.csv

9920SummerActivity.csv

9920_JES_GoodCauseExemptions.csv

9920Finance.FETS.csv

Banks, Melissa

Banks, Melissa

Banks, Melissa

10/20/2025, 10:55:28 AM

11/19/2025, 02:15:34 PM

12/09/2025, 08:42:10 AM

12/11/2025, 10:08:04 AM9920SpecEd.Evaluation.csv

Click on 

the file 

name to 

view the 

errors in 

the file.
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Row ID = 

Row on the 

spreadsheet 

with the error.
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Describes the error found in that 

row and the resolution.
(The error text provides the Column header 

where the error can be found.)
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Make necessary corrections in 

the csv file and resave. 

Upload the corrected file in MSIS.
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Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

Banks, Melissa

9920SpecEd.PartCtoB.csv

9920_test_Staff.Assignments.csv

9920_MEHS_Inactive.Enrollments.csv

9920KindergartenEntry.csv

9920_OWHS_CourseSection.Removal.csv

9920FedProg.EnglishLeaener.csv

9920SpecEd.Data.Removal.csv

9920SpecEd.Evaluation.csv

9920_month3_FedProg.H omeless.csv

9920SummerActivity.csv

9920_JES_GoodCauseExemptions.csv

9920Finance.FETS.csv

Banks, Melissa

Banks, Melissa

Banks, Melissa

10/20/2025, 10:55:28 AM

11/19/2025, 02:15:34 PM

12/09/2025, 08:42:10 AM

12/11/2025, 10:08:04 AM9920SpecEd.Evaluation.csv

Files that do not fail will display with 

a Pending status until the file is 

processed by MSIS overnight.

Files that are successfully processed 
will change to Success status and data 

should be visible on corresponding 

reports in MSIS.
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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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After the reports refresh 

overnight, review the Child Find 

Report for accuracy.

Repeat download/upload process as 

needed to add or update data. Review the 

refreshed reports the next day.

a5
STEP
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