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STAFF EMIS 
REPORTING 16L

Deb Dinnen

Agenda
• How is staff data reported to ODE used?

• Change from multiple reporting periods for staff to a 
single “L” reporting period

• Staff EMIS Reporting Elements
• Staff Demographics
• Staff Employment
• Summer Separation
• Contracted Staff
• Contract Only

• Adding staff in the FLAT FILE EDITOR (FFE)

• USPS Checklist
• Data Collector

• Correcting Errors

• Reports
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How is staff data used
• Used by Area Coordinators when comparing like size districts

• iLRC
http://reportcard.education.ohio.gov/Pages/default.aspx

• GO TO ADVANCE REPORTS

• SDC

HOW IS STAFF DATA USED

■ Secure Data Center (SDC)-
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Secure data center

Secure data center
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How is staff data used?

• School District Profile,  (Cupp Report) 
http://education.ohio.gov/Topics/Finance-and-
Funding/Finance-Related-Data/District-Profile-
Reports/FY2014-District-Profile-Report

OLD NEW
2 staff reporting periods : K and N One reporting period (L) with a break 

at the semester
Staff reported as of October Count 
Week

Report all staff changes as they occur 
throughout the period

Supplementals only reported at 
yearend

Best available information about 
Supplementals reported as they are 
hired

If staff are reported as separated in 
October; flag N to EMIS for yearend

Staff will need to be reported the 
entire year: ‘Y’ to report to EMIS with 
a separation reason and date

Supplementals were determined by 
the position code 8xx

Supplementals will be determined by 
the position type ‘S’

When purging NEWCNT, moved old 
job info for October count week to 
the EMIS Contract Info fields

Report the new values to ODE
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Clear EMIS fields if 
the new contract 
fields should be 
reported

STAFF EMIS Reporting 
elements
• Best resource is the ODE EMIS manual

• http://education.ohio.gov/Topics/Data/EMIS/EMIS-
Documentation/Current-EMIS-Manual
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Staff Demographics – CI
USPS Biographical record

• Employee ID (CI050) 

• Prefix Name (CI280), First Name (CI290), Middle Name (CI300), Last 
Name (CI310) and Suffix Name (CI320)

• State Staff ID (CI270)

• Birth Date (CI070)

• Gender (CI090)

• Race/Ethnicity (CI080)

• Education Level (CI100)

• Semester Hours (CI110)

• Authorized Teaching Experience Years (CI200)

• Total Experience Years (CI210)

• Early Childhood Education Qualification (CI225)

STAFF DEOMGRAPHICS –CI
BIOSCN/DEMSCN

BIOSCN

DEMSCN
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Staff Demographics –CI
USPSWEB BIOWEB

Staff Demographics – CI
USPSWEB/EMIS Entry Screens
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Staff Demographics – CU
USPS Biographical Record

• Employee ID – Not the district assigned EMPLOYEE_ID

• Defined in USPS in USPSDAT/USPCON screen 3 of 3 

• Always choose C- Credential ID.  Do not use SSN

• This identifier must be the same for all staff reporting record 
types – including courses

Staff Demographics – CI
USPS Biographical Record

• USPS has 4 ID fields:  SSN, EMPLOYEE_ID,  STATE_ASSIGNED_ID 
and EMIS_ID  - EMIS ID FIELD SHOULD BE BLANK!
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Staff Demographics – CI
USPS Biographical Record

• State Staff ID 
• A unique statewide ID used to match a staff member’s data to EMIS data 

from previous reporting periods and to the state certification and licensure 
database

• Enter Credential ID or leave blank.   If left blank a pop up box will appear 
asking if you would like to assign a Z-ID.
• If left blank, Z-IDs can be added later using BIOSCN or DEMSCN.  
• A data collection will automatically assign a Z-ID if left blank.   

• Preferrably, before the first collection, for any staff member ever issued a 
credential by ODE; the State Staff ID will be the ID number/PIN found on a 
certificate, license, permit, or other credential issued by the ODE Office of 
Educator Licensure.

• Populate this field with the ID even if they are not working in a position 
that requires a license.  For example:  A teacher working as an 
instructional aide

• Search for licenses 
https://coreprodint.ode.state.oh.us/CORE2.3/ODE.CORE.EducatorProfile.
UI/DemographicDisplay.aspx 

Staff Demographics – CI
USPS Biographical Record

• Semester Hours
• The total number of semester hours from any institution from 

which credit is accepted for certification by the Ohio 
Department of Education, Center for the Teaching Profession.

• Report the total number of semester hours achieved by the 
staff member. The total includes the number of semester 
hours earned with a college degree plus any semester hours 
taken with no degree yet earned. 

• To convert quarter hours to semester hours, multiply the 
number of quarter hours by 2/3 and round to the nearest 
whole number.
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Staff Demographics – CI
USPS Biographical Record

What is the difference between Authorized and Total years 
of teaching experience?

Authorized = total years of authorized teaching 
experience as a regular or substitute in an elementary 
or secondary instruction for at least 120 days in a 
regular school year (ending June 30).  Does not include 
teaching at a college, university, or related institution. 
Must be less than total years of experience

Total = total number of years of all certificated 
educational service (authorized and non-authorized). 
Maximum is 40 total years. Must be greater than or 
equal to the authorized years of experienc

Staff Demographics – CI
USPS Biographical record

• USPS has many fields for Length of Experience

• Total and Authorized are the only 2 EMIS elements

• All experience fields can be incremented by MASCHG/MASINC
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Staff Demographics – CI
USPS Biographical record
• Early Childhood Education Qualification

• Reporting instructions from EMIS Manual

• This element is required to be reported for Early Childhood Education teachers who have a 
degree but not a certificate or license. See ODE’s Office of Early Learning and School 
Readiness Teacher Credentials Policy for complete list of approved related fields.

• 0 Non-degree 

• 1 Associate 

• 2 Bachelors 

• 3 Masters 

• 4 Education Specialist 

• 5 Doctorate 

• 6 Other 

• 7 Less than High School Diploma 

• 8 High School Diploma 

• 9 GED Diploma 

Staff Employment – CK
USPS job record
• Employee ID – same as on the Demographic Record (CK050)

• Local Contract Code – Job Number (CK250)

• Position Code (CK060)

• Assignment Area (CK220)

• Position Type (CK140)

• Building IRN (CK090)

• Grade Levels Assigned High (CK270)/Low (CK260)

• Pay Type (CK180)

• Pay Amount/Rate (CK190)

• Length of Work Day (CK160)

• Scheduled Work Days (CK170)
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Staff Employment – CK
USPS job record
• Position FTE (CK100)

• Position Fund Source (CK130)/Percent (CK120)

• Position Start Date (CK080)

• Position Status (CK070)

• Special Education FTE (CK310)

• Type of Appointment (CK150)

• Qualified Paraprofessional (CK290)

• High Quality Professional Development (CK280)

• Extended Service – ESC Only (CK210)

• Position Separation Date (CK300)/Reason (CK230)

Staff Employment – CK
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Staff Employment – CK
POSSCN

Staff Employment –CK
USPSWEB/JOBWEB
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Staff Employment – CK
USPSWEB/EMIS Entry Screen

Staff Employment – CK
USPS job record

• Assignment Area – One per job/employment record
• 999050- Art Education K-8
• 999140 - Title I Programs
• 999270 - Preschool General Education
• 999350 - Food Service
• 999365 - LEP Instructional Program
• 999370 - General Education
• 999380 - Gifted and Talented
• 999412 - Preschool Special Education
• 999414 - Special Education K-12
• 999418 - Physical Education K-8
• 999520 - Maintenance/Construction/Grounds
• 999570 - Music Education K-8
• 999725 - Vocational Special Education Coordinator Services
• 999790 - Transportation Services
• 999800 - Career-Technical Programs/Career Pathways
• 999805 - Career-Technical Education-Apprenticeship Program
• 999895 - Career Assessment Specialist Service
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• Assignment Area (cont’d)

• An assignment area must always be reported with the following position code.
• o 230 Teacher (999050, 999365, 999370, 999380, 999412, 999414, 999418, 

999570, or 999800 only)

• An assignment area is required for the following position codes only in certain situations.
• o 108 Principal, assignment area required when individual is also teaching a class 

(the principal must have proper certification to teach the class)
• o 109 Superintendent, assignment area required when individual is also teaching a 

class (the superintendent must have proper certification to teach the class)
• o 110 Supervisor/Manager, assignment area required for gifted and talented, 

maintenance/ construction/grounds, for transportation services, and food services
• o 113 Coordinator, area assignment required for gifted and talented, career-technical 

education-apprenticeship program, vocational special education coordinator services, 
and career assessment specialist services.

• o 115 Director, assignment area required for gifted and talented
• o 318 Psychologist, assignment area required for preschool special education
• o 325 Physical Therapist, assignment area required for preschool special education
• o 326 Speech and Language Therapist, assignment area required for preschool 

special education
• o 327 Occupational Therapist, assignment area required for preschool special 

education
• o 328 Mobility Therapist, assignment area required for preschool special education
• o 333 Adapted Physical Education Therapist, assignment area required for preschool 

special education
• o 415 Instructional Paraprofessional, assignment area required for Title I programs

Staff Employment – CK
USPS job record
• Pay Type and Pay Amount

• Pay Type= A or H – this fields is a calculated field and is 
not displayed on the demo_job_cert report; but is listed 
on demo_job_class
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Pay type/Pay amount

• Calculated using multiple fields 
• If the EMIS Contract Amount field > 0 Or the regular USPS Contract amount field > 

0 Pay type = A 
• If neither of the contract Amount fields are > 0, the USPS pay unit field (Hourly or 

Daily) is used to try and calculate both the Pay Type and Pay amount 
• If the USPS Pay_Unit= Hourly then Pay Type = H and the USPS hourly rate is used for the 

EMIS Pay  Amount 

• If the EMIS hours in day field > 0, this Hours in day value is used, otherwise it uses the 
regular USPS hours in day field. 

• If the EMIS work days > 0, that value is used, otherwise the regular USPS work days is 
used. 

• If hours in day > 0 Pay Type = H and Pay Amount is calculated by dividing the daily/hourly 
rate by the hours in day

• If work days in contract > 0 Salary type = A and Pay Amount is calculated by multiplying the 
daily/hourly rate by work days on contract. 

• Review the information in the job and position record for the following fields for staff that 
do not have a contract amount value entered either in the Contract Amount field or the 
EMIS Contract Info: Contract amt field:

• Pay unit (Hourly or Daily), Hourly/Daily rate,  and Hours per day. 

• PERDET would have also flagged these fields with the "!" to note there was an error 
with the data. 

Staff Employment – CK
USPS job record

• Position FTE
• Full-time equivalency (FTE) is the ratio between 

the amount of time normally required to 
perform a part-time assignment and the time 
normally required to perform the same 
assignment full-time. The number 1.00 
represents one full-time assignment. One (1.0) 
FTE is equal to the number of hours in a 
regular working day for that position, as 
defined by the district.
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Position FTE
• A full-time teacher who instructs students for six hours a day (as 

defined by the district) has a 1.0 FTE reported as 100. In this case, 
a teacher who instructs students for three hours a day in that 
district would have a position FTE of.50 reported as 050.

Cooks FTE
A district employs eight cooks. Three cooks work three hours per day, two work four 
hours per day, and three work five hours per day. The district has defined that 5 
hours is equal to one (1.0) FTE for a cook’s position. Therefore, the FTE for a cook 
who works five hours a day is 1.0. The FTE for a cook who works 4 hours a day 
is.80 FTE, and the FTE for a cook who works three hours a day is.60.

Position FTE
Bus Driver and Transportation Supervisor FTE
A district employs an individual to drive a bus half time and to supervise the 
transportation system half time. The district has defined that four hours is equal to 1.0 
FTE for a bus driver and 8 hours is equal to 1.0 FTE for a transportation supervisor. In 
this case, if the employee drives a bus for two hours, then he/she is reported with.50 
FTE
for the bus driver position. If he/she supervises for six hours, then he/she is reported
with.75 in the Position FTE Element on the Staff Employment Record for the 
transportation
supervisor.

ODE no longer produces the All_A and All_R
report that lists the FTE by position code.  
You can run a Safari query of all staff 
reportable to EMIS or do a staff collection 
and use the employment record preview 
report to check staff FTE.
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Staff Employment – CK
USPS job record

• Special Education FTE

• Time included for these calculations should include activities and 
services that are not routinely provided to all students. For example, a 
school counselor who provides college admission assistance to all 
students would not include the time providing the same assistance to 
students with disabilities as part of this FTE. The administrator who 
coordinates district-wide testing would NOT include time assigned to 
administration of an ability test that is taken by most students; however, 
the staff member WOULD in-clude administration of the same kind of 
test when it is being used only as part of the special education multi-
factored evaluation. 

• Staff responsible for identifying the need for developing and/or 
implementing IEPs would report the time associated with such. A special 
ed teacher who teaches fulltime would report an FTE of 1.0 as would a 
fulltime special ed director. If a position FTE is 0.5, and half of the staff 
person’s time is as-signed to special education, then the special 
education FTE would be 0.25. 

• Nearly all teachers (position code 230) without an assignment area that 
indicates instruction to students with disabilities (assignment code 
999412 or 999414) will have 0.00 reported in this element.

Special Ed FTE

110 Supervisor/Manager Assignment

120 ESC Supervisor/Manager

202 Counseling Assignment

212 Supplemental Service Teaching 
Assignment (Serves Students With 
Disability

Conditions Only)

230 Intervention Specialist that only 
include the following assignment areas:

■ 999412 (Preschool Special 
Education)

■ 999414 (Special Education)

304 Audiologist Assignment

318 Psychologist Assignment

320 Registered Nursing Assignment

323 Social Work Assignment

325 Physical Therapist Assignment
326 Speech and Language Therapist 
Assignment
327 Occupational Therapist Assignment
328 Mobility Therapist Assignment
329 Educational Interpreter
331 Occupational Therapy Assistant (OTA) 
Assignment
332 Physical Therapy Assistant (PTA) 
Assignment
333 Adapted Physical Education Therapist 
Assignment
334 Intern Psychologist Assignment
415 Instructional Paraprofessional Assignment
909 Attendant Assignment

This table lists the position codes that will frequently report a Special 
Ed FTE greater than 0.00.
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Staff Employment – CK
USPS job record
• Length of Work Day – Do not include lunch time

• Scheduled Work Days – Include Parent/Teacher Conferences 
and paid vacation days.  Manual states “Do not include 
holidays.”   It’s my assumption that this means do not include 
unpaid holidays.  

• Position Fund Source/Percent
• Up to 3 allowed per employment record
• Percent must add up to 100 per job

• Position Start Date – Don’t change unless there is a position 
code  change,  (In these cases, you need to end one position 
and start a new one.

Staff Employment – CK
USPS job record

• Position Status
• C- Current position in the district
• A- Contracted personnel - Agency
• I- Contracted personnel - Individual
• P- Leave of absence
• U- No longer employed by district in this position

• Used only in the first semester L reporting 
• Identifies a summer separation

• Position Type
• R- Regular
• T- Temporary – different than someone holding a temporary 

license.  They are temporary postions
• S- Supplemental – hired to provide a services such as 

coaching, advising and student activities
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Summer Separation
• Only dates after the last day of school for the prior year may be reported 

as the separation date. If a staff member is not assigned to a specific 
building within a district, then the reported date must be after the latest 
last day of school for all buildings within the district.

• If reporting a summer separation record the employee cannot have even 
a single day of attendance in the current year on any job.

• If Summer Separation Records (CL) are being reported through EMISFFE 
then the CI (BIOSCN) and CK (JOBSCN) records must all have the Report 
to EMIS Flag set to “N” in USPS.

• If the Summer Separation is reported through the SIF data collector

• Criteria needed:

• Separation date and Separation reason on all jobs in USPS

• Position status on POSSCN screen set to U

• Calendar stop date on all jobs

Staff Employment Record

• If the employee works in multiple 
buildings and you want the FTE split 
between the buildings

• If you pay from multiple jobs for the same 
position code

• If you do not have an obligation, hourly 
rate, hours/day, or FTE in the job fields

When to use the EMIS Contract Info fields on the job record
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EMIS Contract info
Options for reporting Teachers and Building Managers to multiple 
buildings.

• Report One Staff Employment Record
• The district may report one Staff Employment Record for the staff 

member. Report the district IRN in the Building IRN Element, and 
report all other employment elements to reflect the position.

• Report Multiple Staff Employment Records
• The district may report multiple Staff Employment. In this 

reporting method, each record is reported with a different 
building IRN in the Building IRN Element. This reflects the 
buildings where he/she is assigned

• Reporting Staff with Non-Teaching Assignments. 
• A staff member not in a teaching or Building Manager 

assignment who has district-wide responsibilities or is assigned 
to multiple buildings is reported with one Staff Employment 
Record per position. For example, a staff member with a position 
code of “328” (Mobility Specialist) may be assigned to several 
buildings within the district. Report only one Staff Employment 
Record for this staff member with a “328” reported in the 
Position Code Element. In this case, the Building IRN Element 
may be either the IRN of the district or the IRN of a specific 
building where he/she is assigned for payroll or other purposes

Paying from multiple jobs for 
the same position
• ODE only wants one employment record/position 

code.assignment area combination

• If paying from multiple jobs for extra duty, longevity, 
education, etc that are really the same position; use the EMIS 
Contract fields for the total being paid and only flag one 
employment record as Y to Report to EMIS.
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Paying from a job record that 
doesn’t have a contract amount, 
hours/day, hrly rate work days or fte

• Use the EMIS contract fields if there are no default values for the 
data collector to collect.

• Supplemental contracts may be paid from a primary job  as a 
MIS pay type.    This type of payment is acceptable but create a 
“dummy” EMIS job flagged  Y to report to EMIS  using the EMIS 
Contract Info

• If any one of the following fields is blank on the job record, use 
the EMIS contract fields to supply the  needed information for 
the amount to be calculated.  
• Hourly Rate
• Work days
• Hours per day

• FTE

Contractor Staff Employment 
Record (CJ)

• See EMIS Manual section 3.2
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Contractor Staff Employment 
Record (CJ)
USPSWEB/EMIS Entry Screen

Contract Only Record
• Contracting with an agency to provide a typical school job

• Add a single record in USPSWEB for the total amount of the contract
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Entering Staff in the FFE

• Things to remember

• The FFE is just a holding place.

• There are very few validations in the FFE.  Mostly 
tolerance levels indicated by ODE.

• The only way something is ever deleted from the FFE is if you 
delete it.

• You have the option to delete the complete file(not 
recommended) or to delete those recordsyou no longer 
need

• There are no automatic processes that transfer data from the 
FFE.  You will need to export your data and import it into the 
Data Collector

Entering Staff in the FFE

• Log into the FFE 

• https://ssdt.esu.k12.oh.us/emisffe2/ffeUser/login
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Entering Staff in the FFE

• You will be choosing 
CK and CI records 

Entering Staff in the FFE
■ Once you click on either the CI or CK link you will be taken to the entry 

screen.
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Entering Staff in the FFE

• You have the option to  edit a record, or create a new record 

• To Edit you will click on the ID number

• To Create a new record you will click on New Staff 
Demographic.

Entering Staff in the FFE

• Edit 

• When you click on the id number it opens the record 
and you will need to click edit to be able to modify any 
data. Once complete you will click on update and the 
record will be saved.

• If you choose to delete the record click delete instead of 
edit.  

• You will notice at the bottom of the screen it lists when 
the record was created and when it was last updated.
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Entering Staff in the FFE 

Entering Staff in the FFE

• Once you have completed entry in both the CI and CK fields, 
you will need to export your data.  Return to the home page 
and click export
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Entering Staff in the FFE
• When exporting make sure

• You change the Fiscal year to 
2014

• The reporting period says L
• Go to the bottom and 

uncheck all
• Click just the CI and CK boxes
• Click export and save the file 

to your local drive.  The 
default name of the file will 
be your FFE_YOURIRN.seq.  
You may change the name.

USPS CHECKLIST
• Who to report?

• Individuals employed by the district 

• Individuals or companies contracted by the school district for 
duties normally performed by school district personnel (e.g., bus 
drivers, food service staff, and special education therapists).

• Individuals who were employed during the current school year but 
who left prior to the end of the school year  

• Have attendance days in the 2015-2016 school year  

• Individuals who are on leaves of absence.

• Substitutes who become the “teacher of record.” 
• See manual for options for reporting long term subs

• Individuals employed during the previous reporting period, who are 
no longer employed, including individuals who have resigned over 
the summer.

• Supplement contracts
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USPS CHECKLIST

• DON’T REPORT

• daily (as needed) substitutes

• student employees

• board of education members

• adult education teachers 

• game officials, ticket takers

• part-time help

• volunteers serving in the district

USPS CHECKLIST
• Change staff reported as separated last reporting period to N to 

REPORT TO EMIS flag.  Run USPCHG to mass change any job with 
a separation date to N to report to EMIS- Use this option only if 
you are certain that the separations were reported.

• MASCHG/MASINC – Increment Authorized and Total Years by 1

• Optional - Run AUDRPT to see if State Assigned ID changed

• CLRATD is on the fiscal yearend checklist.  Check USPSWEB to 
see if attendance is cleared.  Check someone reported with LTI 
and see if that value is 0.  If it is not, then run CLRATD.

• Run USPEMS, select  PERDET. The report can be generated to 
only show EMIS jobs with errors or you can create the report to 
show all employees.

• If any errors, correct them in the appropriate USPSCN program.

• Rerun PERDET and verify information. This can be ran as may 
times as needed until all errors have been cleaned up.
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USPS CHECKLIST

• Update summer separations -CL

• Add Contract Only Records - CC

• Update/add Contractor Staff Employment Records 
(Usually ESCs) - CJ

• Run USPEMS/USPEMX if you have CC (Contract Only) or 
CJ (Contractor Staff Employment) records to create a file 
to load into the Data Collector (USPEMX will assign Z-IDs 
to any blank STATE_ASSIGNED_ID field for records flagged 
“Y” to report to EMIS)
• Then run EMISRSTAFF to transfer this file to the DC

Data Collector 
 Collections will be SIF

 USPEMX is not required for CI and CK records

 Decide who will be collecting and submitting data

 Save pay and Data Collector issues

 If Savepay is running Data Collector should wait for it to 
finish

 If Data Collector is running Savepay will not finish

 Who will be reviewing reports created in DC
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Data Collector
• Collections can be run multiple times during the day

• Level 1 validations will be returned with each collection

• Overrides for missing staff will be uploaded into the Data Collector.

• Able to submit file to ODE on a daily basis

• Submission must be complete before 5 pm

• ODE will begin processing at 5 pm daily.  

• Level 2 validations- cross district checks will come back on a 
daily basis.  

DATA COLLECTOR

Select any 
staff data 
source for 
course/stud
ent data
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Correcting errors

• Most errors will come back as level 1 vaildations. 

• Missing staff and Gen_missing Cross district checks will come 
back as level 2 validations

• Make corrections in USPS for CI and CK errors 

• Start or restart SIF collection only 

• Can start both SIF and data source collection

• Don’t have to retransfer a student file if only USPS 
corrections 

Correcting Errors

• Missing staff- ODE compares your active roster from the previous 
reporting period to see if they are all reported in the current 
period. 

• Any employee/job reported with no separation date last 
year, 15L, must be flagged “Y” to report to EMIS this year.

• Missing Staff – send email to helpfiscal@mveca.org for an 
override if:

• Staff separated prior to the last day of school last year but 
was reported as active in the prior period

• Did have Z-ID, now has state certificate so has a state staff 
ID 

• Unit Reports 
• Gifted Staff

• Verify all Staff are on report as should be
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Correcting Errors 

• Contracted Staff Errors
• Compares Data Between Reporting Entities
• Are both entities reporting same staff ID
• Does Contractor have CJ record for staff
• Is provider IRN correct on course

• Invalid Certification
• Compare subject code with valid subjects per certification

• http://webapp1.ode.state.oh.us/emis/certification/jobSearch
.asp

• Job errors may be missing high/low grade levels
• Check Employee ID 

• Is it a Zid or Credential ID

• Check excluded records in the preview list.

Reports
• ODE report explanation for STAFF MISSING 

http://education.ohio.gov/Topics/Data/EMIS/EMIS-
Documentation/FY14-EMIS-Validation-and-Report-Explanation-Do-1

• Check all reports that come back from ODE each time they are 
posted

• You will receive an email when they are added to the EMIS 
Reports webpage

• Invalid_cert_crse_date.csv

• Gen_Issues_Detail
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Questions?


