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1
STEP

Review Part C to B 

Report. 
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Download the Part C to B 

Report. 
Check that any desired filters are selected, 

then export the report to provide additional 

information.

2
STEP
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Data Entry Downloads > Part C to B

Faulkner City School District 2024-2025
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File will save as an Excel spreadsheet
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EXPAND COLUMNS BEFORE YOU BEGIN! 

LEA is Faulkner City School District – 9920 School Year is 2026
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LEA is Faulkner City School District – 9920 School Year is 2026

Rows are prepopulated with information 

from the Health Department

DO NOT EDIT THESE CELLS!
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District staff complete remaining fields and upload file to MSIS

LEA is Faulkner City School District – 9920 School Year is 2026
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Enter additional 

information on the 

spreadsheet.
Review the following slides for guidelines 

on completing the spreadsheet.

3
STEP



19

mm/dd/yyyy

Ensure leading 0’s are present for 

the month and day. 

LEA Id Birthdate

Received from Part C

4-digit number

Ensure leading 0’s are 

present.

mm/dd/yyyy

Ensure leading 0’s are present for 

the month and day. 

Only ensure 

columns are 

formatted 

correctly 

(ensure leading 
0’s are present)! 

Do not edit data.
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mdek12.org/msis/msis-filetemplate/

Instructions for 

Formatting Cells – 

Excel and Sheets
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School ID

OPTIONAL

0000-000

4-digit LEA ID – 3-digit 

school ID
Ensure leading 0’s are 

present.

MSIS ID

000000000

9-digit number

Ensure leading 0’s are 

present.

*Required if the 

student received 

an IEP and is being 

served.
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Not Eligible Date

MM/DD/YYYY

Ensure leading 0’s are 

present.

*Required if Removal 
Reason is 1011
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1000 - Parent/guardian refused services

1001 - No permission to test

1002 - Parent/guardian did not respond

1003 - Parent/guardian did not show up

1004 - Parent/guardian deferred to later school 

year

1005 - Student died

1006 - Service discontinued

1007 - Student moved out of state

1008 - Student enrolled in a University based 

program

1009 - Student unknown to district

1010 - Referred to Part C after 33 months

1011 - Not eligible

1012 - Timeline began in previous district

1013 - Late notification from Part C to Part B

Use bold portion only in the 

spreadsheet! Ex: 1005

Reason for Removal *Required for EVERY student not being served.
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Data Domain 

Mapping > 

Special Education > 

Part C to B Removal 

Reason Codes
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Delete the last rows that 

contain “Applied filter” 

information. 

This row is manually added to any file 

export. Remove the row before uploading 

the spreadsheet to MSIS.

4
STEP
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Upload the spreadsheet as 

a CSV file.

Files should be saved as

####SpecEd.PartCtoB.csv or 

####_OptionalText_SpecEd.PartCtoB.csv  

a5
STEP



27Assign permissions

PERMISSION

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

Save file as listed
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9920_SpecEd.PartCtoB.csv
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9920_SpecEd.PartCtoB.csv
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9920_SpecEd.PartCtoB.csv
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mdek12.org/msis/msis-filetemplate/

Instructions for 

Formatting Cells – 

Excel and Sheets
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Make necessary corrections in 

the csv file and resave.
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File 

Upload
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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 Part C to 

B Report for accuracy.

Repeat download/upload process as 

needed to add or update data. Review the 

refreshed reports the next day.

a7
STEP
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Data Entry Downloads > Part C to B

mm/dd/yyyy 1011

1007

1001
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Data Entry Downloads > Part C to B

mm/dd/yyyy 1011

1007

1001

Repeat as necessary to provide 

information or update prior uploads



40

40

Part C to B
2024-25 SY19

DEC



41

41

Part C to B
Current School Year30

MONTHLY*

*Beginning in 
January 2025



42

Resources



43MSIS Resources

mdek12.org/MSIS



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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