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Period L Staff/Course Checklist  

 
Reporting Windows (tentative) –  

 First Window Second Window 

Data Dates Included 7/1/XX – 6/30/XX 7/1/XX – 6/30/XX 

Reporting Window Oct. – Jan. Feb. – Aug. 

  This window replaces 
data from first window 
for funding but not for 
HQT and Licensure 

Record Types to 
Include 

CN CN 

 CU CU 

 CM CM 

 CV CV 

 GN GN 

 

 

Each reporting 

window will include 

transactions from 

July 1 through the 

end of the reporting 

window.  Reporting 

is on-going 

meaning there is no 

cut-off date.  As 

students are 

enrolled in your 

district, their data 

will be included in 

the next transfer 

regardless of 

enrollment date.  As 

changes are made 

to the staff and 

course information 

and CTRMEMIS is 

run in update mode, 

that current data 

will be reflected in 

the transfers. 

 

 

Record Types to Include – Refer to the ODE 

EMIS Manual for further clarification on 

records reported in each ‘L’ window. 
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Task 1 – Run INVSUBJ to Verify Subject Codes Assigned to 
Courses 
 
Navigate to StudentInformation > EMIS > Staff/Course Reporting Collection (L) and run 
the Verify Subject Codes (INVSUBJ). Courses will be listed if the Report to EMIS 
checkbox on the course record is marked but the EMIS Subject Code field is blank or 
invalid. Additionally, the process will check the EMIS Subject Codes on the Course 
Section Override tabs. 
 

 
 
Edit the EMIS tab of the course in Course Maintenance to correct the Subject Code. 

 

 

 

See the EMIS Manual for an updated list of valid subject codes.  Beginning FY17 
ODE has added ‘Senior only’ subject codes for CTE Industry Credential courses.  
These are courses available only for Seniors and are tied to a specific Industry 
Credential.  These Subject Codes are 6 digits, begin with ‘38’ and the last 4 digits 
are the Assessment Area Code associated with the Industry Credential that can 
be received.  An example would be 38CA06 – Adobe Certified Expert – Acrobat XI 
Pro. 

     

/NOACSC1/SI/Default.aspx
/NOACSC1/SI/EMIS/Default.aspx
/NOACSC1/SI/EMIS/EmisMenuCollectionL.aspx
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Task 2 – Run the Wipe and New process 

 
The Wipe and New process should only be run at the beginning of the school year.  
When it is processed, it overwrites any manual changes that have been made to 
teacher history records during the school year. 
 
Running the Wipe and New is not a required process but is beneficial for districts 
beginning the school year to update their teacher history records with the most current 
information from any changes made to course sections.  When School Year Initialization 
was processed to create the new school year, last year’s teacher history records were 
copied up to this school year.  The Wipe and New process will ensure you are reporting 
the most up-to-date records.  Running the Wipe and New process at the beginning of 
the school year also assists other processes that depend on Teacher History records 
from the Teacher History Tab. 
 
Wipe and New will update Teacher History records to match the data on the Meeting 
Times tab of the course section.  It overwrites any existing data. 
 

1. On the Wipe and New tab on the Teacher History Maintenance screen, 
select the school(s) for which you want to create new teacher history 
records. Note: If a building is in context, the building is already selected. 

2. Click Wipe and New. 
3. When the Wipe and New process is completed, StudentInformation 

displays a message at the top of the page that indicates the number of 
teacher history records that were created. 
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Task 3 – Run the Add Missing process to update any Teacher 
History Records for newly added courses 

 
Add Missing will add a new teacher history record if there is no teacher history record 
matching the teacher designated on the meeting times tab or if no Teacher History 
record exists.  It does not overwrite any existing data.  Add Missing can be run 
throughout the year. 
 

1. On the Add Missing tab on the Teacher History Maintenance screen, 
select the school(s) for which you want to add missing teacher history 
records. Note: If a building is in context, the building is already selected. 

2. Click Add Missing. 
3. When the Add Missing process is complete, StudentInformation displays a 

message at the top of the page that indicates the number of teacher 
history records created, or if none, the message indicates that no teacher 
history records were created. 

 
 

 
 



 

FY17 Period L Staff/Course Checklist                     7 of 24                       Version 16.1.2, Rev. 9/20/2016  
StudentInformation © 

 
 

Task 4 – Run the Start and Stop Dates option to update 
Teacher History Records (Optional) 

 
If your semester start/stop dates change during the school year due to calamity days, 
use the Start and Stop Dates tab option to update existing Teacher History Records.  
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Task 5 – Verify Courses and Course Sections 
 
 
CCP Courses – Be certain to check the ‘dual credit’ checkbox on the Courses General 
Tab when adding College Credit Plus courses.  When setting up courses, districts 
should set up separate courses for CCP and non-CCP courses.  A course should not 
have some course sections that are CCP and some that are non-CCP. 
 

 
 
Curriculum Code – VM Career Technical Education Middle Grade Course 
Establishes a class as a middle grade Career-Technical Education class.  Middle grade 
CTE courses are 30-120 hour introductory level courses linked to business, industry, 
and labor that ensure a seamless pathway from middle school to college careers.  CTE 
middle grade courses may be offered for any pathway with an approved CTE-26 on file.  
VM courses do not count towards a student’s CTE concentrator status and students in 
VM courses are not subject to CTE technical testing.  See the CTE Program Matrix for a 
complete list of subject codes that may be used in conjunction with the VM curriculum 
code. 
 
Credit Flex element on EMIS tab of Course record: 

 N – Course is not a credit flexibility course (default) 

 R – Yes, the course is a credit flex course used for credit recovery work 

 Y – Yes, the course is a credit flex course not used for credit recovery 
 
The EMIS Override tab on the course section allows different values in the following 
fields: 
 



 

FY17 Period L Staff/Course Checklist                     9 of 24                       Version 16.1.2, Rev. 9/20/2016  
StudentInformation © 

 
 

 
 
If either of the following values is different on the EMIS tab of the course you will need 
to set up separate courses. Simply adding a separate course section will not work.  

 Educational Option 

 Credit Flex 
 
1. All Courses K-12 must be broken out into courses by subject. 
2. Each of the courses that have been broken out, except for homerooms and other 

special classes created for the grade book package, needs to be reported in EMIS.   
3. Homerooms should not be marked as reportable to EMIS on the Course record.   
4. You must report all year long courses and any other courses offered during the 

school year, such as courses offered second semester only or courses that span five 
or six week periods. 

a. Preschool courses - Are to be reported as self-contained courses.  Only one 
course is reported for each preschool student.  

b. Students receiving preschool itinerant services – Do not report course 
records and subject records for itinerant services.   

c. Gifted courses – Students taught by the Gifted Intervention Specialist (GIS) 
who is considered the “Teacher of Record” should be reported but 
Supplemental Gifted services/programs provided by the GIS or other staff 
members are not considered courses and do not need student subject 
records.   

d. If the ESC is a contracted agency - The resident district needs to report the 
courses and class lists taught by ESC contracted staff.   The ESC instructor 
should be set up using their credential ID.   The ESC will report the staff 
demographic, employment, and contractor staff records.  Be sure to mark 
these ESC courses as EMIS reportable, the ESC’s IRN is used for the 
Program Provider IRN, and the proper building IRN is used for the location 
IRN. 

e. Home Instruction: School age students with disabilities who are receiving 
home instruction are to have one course record per course, reported for 
each teacher.  The course should be reported with the appropriate EMIS 
Subject Code, Delivery Method, Curriculum, Educational Option, and 
Student Population in Course Maintenance. 
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f. College Credit Plus courses (fka Post-Secondary) must be set up as a class 
on the student’s schedule.  State Staff ID of the staff member should be 
reported for Employee ID if the staff is employed by the district.  Employee 
ID of all 9s is reported if the staff is employed by the college.  A generic 
CCP teacher should be set up in your district with a State Staff ID of all 9s.  

g. ESP Classes – A staff class master record is required to be reported with 
the appropriate art, music or PE subject code for courses taught in grades 
K-8 for each ESP teacher.  ODE does not require student subject records to 
be reported for each student in an ESP class, however StudentInformation 
will not include the course without at least one student assigned. You must 
assign students to ESP classes. 

h. Credit Flex Courses – A course master record is required to be reported for 
any course which is considered to be a credit recovery course. To qualify, a 
course must meet the district’s board approved credit flexibility policy that 
provides opportunities for students to earn credits in non-traditional ways. A 
new field has been added to the course record as well as manual course 
history to indicate a course is credit flex course. Report the course with the 
appropriate delivery method. If the delivery method is ‘TO’, the staff member 
may have an ID of all 9s. 

 
 
Update EMIS values in Course Section Maintenance 
Team Teaching – If a course section is taught by more than one teacher, both teachers 
should be marked as the Teacher of Record on the course section Meeting Times tab 
and as CT - Co-Teacher on the Teacher History tab since both teachers are required to 
have a Staff Class Master Record reported.  

 

 
 
StudentInformation allows course codes up to 15 characters and the first 10 characters 
must be unique. However, for EMIS reporting no more than 10 character course codes 
should be used. 
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Task 6 – Verify Reportable Courses  

 

Navigate to StudentInformation > EMIS > Staff/Course Reporting Collection (L) and 
choose Verify - Reportable Courses to confirm courses being reported to EMIS.  
Manually update any courses as needed. 
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Task 7 – Verify course information using the CRSE Report 
and make any  necessary changes 

  
 

 The CRSE Course report allows the user to select the types of courses they wish 
to validate as well as pick which fields they want to display on the report.   

 All EMIS fields on the Course record and Course Section EMIS Override values 
are available to be printed on the report.   

 Select the fields you wish to print on the report by moving them to the right in the 
Fields to Display filter. 

 Team Teaching: If a course section is taught by more than one teacher, each 
teacher should be marked as the Teacher of Record on the course section 
Meeting Times tab. Each teacher should also have a Teacher History record 
marked as Co-Teacher since each teacher is required to have a Staff Class 
Master Record reported. CLISEMIS/CTRMEMIS creates a Staff Course Record 
for each teacher of record. 
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Task 8 – Verify All Staff Members have a Credential ID 

 

 
 
 
The Credential ID is used by Pre-Ident as well as on Staff Class Master records and 
Program records for contracted staff. 
 
For CCP teachers employed by the college, enter all 9s in the State Staff ID field.  For 
CCP teachers employed by the district, enter their Credential ID in the State Staff ID 
field.  Credit flex teachers may have all 9s in the State Staff ID field if the Delivery 
Method is ‘TO’.  Credit flex teachers will have a credential ID in the State Staff ID field if 
the Delivery Method is not ‘TO’.  The SSN is no longer used for a Staff EMIS ID. 
 
More than one staff member can have all 9s for the State Staff ID field. 

Teacher History records must exist before CTRMEMIS is processed in update mode. 
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Task 9 – Verify and Update the HQT Field Value for each 
subject for a teacher 
 
A course section must have a record on the Teacher History tab to create an HQT 
record.  HQT records are not dependent upon CTRMEMIS/CLISEMIS having been run.  
The courses available to have an HQT value for a teacher are based upon the teacher 
being marked as teacher of record on the teacher history tab, the subject code, 
curriculum element, delivery method and student population fields on the course record 
and on the EMIS overrides tab of the section. 

 
The Highly Qualified Teacher element is required to be reported for all teachers who 
teach core academic subjects. 

 
A. Print the Highly Qualified Teacher Worksheets and hand out to teachers so 

teachers can verify and update their HQT status for each subject code they 
teach. 

 
 

 
 

The HQT Report is available in Excel format which can be downloaded and used to 
create a Principal’s Recording Sheet in a format desired by the user. 

       
 

B. Updating the Highly Qualified Definition for existing HQT records:  
 

1. Navigate to StudentInformation  » Management  » School Administration 
 » Scheduling Administration  » Highly Qualified Teacher Update. 

2. Select a teacher from the  dropdown. 
3. Courses the teacher instructs will be displayed based on the combination of Subject 

Code, Curriculum element, Delivery Method, and Student Population fields on the 
course record and on the EMIS Overrides tab of the section. 

4. Pay careful attention to all four values before editing a record to ensure you are 
updating the correct one. 

5. Click on the  next to the Subject Area to edit the HQT value. 
6. Select the appropriate value from the 

 dropdown. 

7. Click . 

http://dev-web1.noacsc.org/Future/Default.aspx
http://dev-web1.noacsc.org/Future/Management/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/HighlyQualifiedTeacherUpdate.aspx
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C. Removing Highly Qualified Definitions for courses the teacher no longer 

instructs. (optional) 
 
1. Navigate to StudentInformation  » Management  » School Administration 

 » Scheduling Administration  » Highly Qualified Teacher Update. 

2. Select a teacher from the  dropdown. 
3. Courses the teacher instructs will be displayed. 
4. Ensure you are deleting the correct record for the Subject Code combination. 

5. Click the  next to the obsolete value. 
 
 
D. Adding missing Highly Qualified Definitions: 
 
1. Navigate to StudentInformation  » Management  » School Administration 

 » Scheduling Administration  » Highly Qualified Teacher Update. 

2. Select a teacher from the  dropdown. 
3. Courses the teacher instructs will be displayed. 

4. Click . 

5. Select the appropriate value in the  dropdown. NOTE: Values in the 
dropdown are populated from EMIS tab of the course record in Course 
Maintenance and on the EMIS Overrides tab of the section based on the Subject 
Code, Curriculum element, Delivery Method, and Student Population fields. 

6. Fill in the  field. 

7. Click . 
 
 
E. Run the HQT report to verify the values or use the report as a checklist to see 

which values are missing. 
 

 
 
Non-core courses are not evaluated for HQT.  
 

Report option  whenever one or 
more of the following is true: 

 Curriculum Element is PS, PI, OC or 

 Delivery Method is CC, ET, OL and Ed Option = YS or 

 Delivery Method is ID, IM, TO, or CI or 

 Student Population is D8, DP, or PR 

http://dev-web1.noacsc.org/Future/Default.aspx
http://dev-web1.noacsc.org/Future/Management/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/HighlyQualifiedTeacherUpdate.aspx
http://dev-web1.noacsc.org/Future/Default.aspx
http://dev-web1.noacsc.org/Future/Management/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/Default.aspx
http://dev-web1.noacsc.org/Future/SIS/Maintenance/Scheduling/HighlyQualifiedTeacherUpdate.aspx
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Task 10 – Verify and Update Student Schedules 

 
Verify student schedules by running the Class List Formatter 

 
 
 

 
Student Subject records reported to EMIS are created based off the student’s course 
section assignments.  
 
Make any necessary changes to schedules using the Course Section Assignments 
page or Request Assignments page.  
 

 
 

Refer to the Student Schedule Changes Procedural Checklist 
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Task 11 – Process CLISEMIS/CTRMEMIS in Verify Mode and 
correct errors 
 
 

1. Change your context to the district level and the current year. 
2. Navigate to StudentInformation > EMIS > Staff/Course Transfer – 

Collection (L).  

3. On the  tab choose the  option. 

4. Click . 

5. On the  tab 

choose .   

6. Click . 
7. Choose the buildings in the district you would like to run 

CLISEMIS/CTRMEMIS for. 
8. Choose the run type you wish to perform.  If you’re verifying the data, choose  

 
9. Next, select how many errors you would like to be displayed per page: 

 

10. Click  
11. Once the process is complete the CLISEMIS/CTRMEMIS errors will display on 

the page.   

 
Correcting errors: 

1. CLISEMIS/CTRMEMIS errors are interactive links which allow you to navigate 
to the screen needing to be corrected without leaving the 
CLISEMIS/CTRMEMIS page. 

2. To correct errors, click on the Link in each error message. 
 
 
 
 

3. Depending on the error message, you will be taken to the Course screen, the 
course section or the staff HQT page for corrective action.  Links display in 
blue on the error.   

4. Correct the errors and save your changes. 
5. After resolving the errors run CLISEMIS/CTRMEMIS again to verify the errors 

are no longer there. 
 
Refer to the CTRMEMIS Error Resolution Guide for detailed instructions on how to 
correct each error. 

http://daslplay.noacsc.org/DASLPlay/Default.aspx
http://daslplay.noacsc.org/DASLPlay/EMIS/DefaultMenu.aspx
http://daslplay.noacsc.org/DASLPlay/EMIS/EMISMenu.aspx
http://daslplay.noacsc.org/DASLPlay/EMIS/EMISMenu.aspx
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Task 12 – Run CLISEMIS/CTRMEMIS in Update Mode 

 
Vocational Course sections (Curriculum value begins with V) with zero students 
assigned will have Student Staff Classroom records created automatically.  
 
CTRMEMIS should be processed in update mode each time you are submitting 
your data to ODE to catch any schedule changes made since the last submission.  
This is now an on-going process.   
 

 
 
Run AFTER final corrections are made to the CLISEMIS/CTRMEMIS verification report. 
 
Once CLISEMIS/CTRMEMIS has been run in update mode the records may be viewed 
by going to the following pages: 
 
StudentInformation  » EMIS  » Maintenance  » Student Staff Classroom 
StudentInformation  » EMIS  » Maintenance  » Student Subject Record 
StudentInformation  » EMIS  » Maintenance  » Student Subject Record By Class 

 
CTRMEMIS looks at the Staff record for the Staff ID for the CN or CU records. 
 
If multiple teachers are considered the teacher of record for a course section, then a CU 
record will be created for each teacher of record. 
 
Each teacher record (CU) for a course section will have an indicator of either Lead 
Teacher or Co-Teacher. If two teachers are assigned to a course section as teacher of 
record, both teachers must be reported as Co-Teachers. You cannot report one teacher 
as the lead and the other as the Co-Teacher. Highly Qualified Teacher data will also be 
reported on the CU records. 
 

http://dev-web1.noacsc.org/StateTrain/Default.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/DefaultMenu.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/Maintenance/Default.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/Maintenance/StudentStaffClassroom.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/DefaultMenu.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/Maintenance/Default.aspx
http://dev-web1.noacsc.org/StateTrain/Default.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/DefaultMenu.aspx
http://dev-web1.noacsc.org/StateTrain/EMIS/Maintenance/Default.aspx
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The course section Teacher History tab must be updated if a teacher starts or stops 
teaching on a day other than the course term start or stop date. If a teacher’s start and 
stop dates overlap with another teacher for the same course section, both teachers 
would be considered Co-Teachers. If both teachers did not teach the course section at 
the same time, make sure there is no overlap with their dates. Both teachers would be 
considered Lead Teachers. 

 
Start and Stop Dates: 
Start dates on the student subject records (GN) will only be reported for students who 
entered the course after the course term start date of the course section. 

Example: If the course term start date was September 1, 2016 but the student 
started the course on February 27, 2017, a start date of February 27th will get 
reported for that student. No start date will be reported for students who have 
been in the course since day one.  

Stop dates on the student subject records (GN) will only be reported for students who 
withdrew prior to the course term end date. 
 
If the student drops a course before the course term stop date, a drop date will be 
reported. 
 
If a student was in a course section multiple times, a record will be reported for each 
time the student was in the course.  
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Task 13 – Verify Vocational Correlated Records have been 
entered  

 
Once CTRMEMIS has been processed in Update mode, the Local Classroom Codes for 
all course sections being reported exist in EMIS Maintenance and are available for use 
on the Correlated Records page.  

  
 

1. At the building level, navigate to: StudentInformation > EMIS 
 > Maintenance >  Vocational Correlated Records. 

2. Click on Add Vocational Correlated Records button to add a new record. 
3. Choose the proper local classroom code from the dropdown for each of the 

three fields as applicable. 
4. Save the record. 

 
 

 
 

http://dev-web1.noacsc.org/Preview/Default.aspx
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Task 14 – Verify Vocational Mapping Records have been 
entered 

 
The mapped local classroom code record allows a district to map (combine) the 
students from a specific class into another class.  Mapping means combining (merging) 
students from two or more classes in EMIS to look like a single class.  The students that 
are reported in the “Mapped from Local Classroom Code” will be mapped (moved) to 
the “Mapped to Local Classroom Code” and for EMIS reporting, will no longer exist in 
the “Mapped From Local Classroom Code” in the EMIS flat files. 
 
In order to map classes together, both classes must have the same values in the 
following elements: 

 Subject Code 

 Curriculum Element 

 Employee ID 

 Delivery Method 

 Educational Option 

 Student Population 
 
 
Only classes with a Semester Code of ‘1’, ‘2’, or 3 will be eligible to be included in the 
mapping process.  Trimester courses can’t be mapped.  
 

 
 

This process should only be used for Career Technical Courses. 
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Task 15 – Run CHECK_EMIS for Period L to ensure all 
updates have been performed before transfers are performed 

  
Run CHECK_EMIS to get an audit trail of what processes have been performed, what 
hasn’t been performed and what processes were performed too early for each building 
in your district. The CHECK_EMIS page lists which EMIS Verify, Update, and Transfer 
processes have been run. The CHECK_EMIS report will provide you with a listing of 
when each process was run, what time, and which user completed the process for each 
building in the district.   

 
At this point in the checklist, it is important to verify the following has been completed: 

 
1. Make sure all processes have been run in Verify mode for each building. 
2. Make sure all updating processes have been run in Update mode at least 

one time for the district. 
3. Make sure all the necessary transfers were performed after the update 

processes were run. 
4. If updates were rerun, also make sure that transfers were rerun as 

well. 
5. Make sure that no process was run too early. 

 
CHECK_EMIS can be processed at anytime during the reporting period for a status 
report. 
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Task 16 – Period L Transfer  

 
Once you have completed the data updates, transfer your data to the Data Collector.   
Navigate to the Staff/Course Reporting Collection (L) menu and choose Select All 
Transfers.   
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Task 17 – Run the Collection 

 
Before running the Data Collector make sure the most recent version of the manifest is 
downloaded.  
 

1. While logged into the Data Collector, click on the  tab. 
2. Begin the collection. 
3. Mark all boxes in the SIF Zone and Data Sources section.  This allows the 

collection to pull data from both the flat files and the SIF Sources (USPS and 
USAS). 
 

 
 

4. Once the collection has been completed, proceed to the Prepare step. 
5. Once the Prepare has completed, review the Level 1 Validation errors.   
6. Return to StudentInformation to make corrections and updates resolving the 

Level 1 Validation errors. 
7. After creating a new transfer file in StudentInformation and submitting it to the 

Data Collector, begin a new collection. 
8. If satisfied with the results, go ahead and submit the collection to ODE for 

processing. 
9. Once the collection has been processed by ODE, you should receive Level 2 

Validations errors.  Review the Level 2 Validation errors and make corrections 
in StudentInformation.   

 
 
 

 
Don’t forget – once you correct errors and rerun any required updates in 
StudentInformation, a new transfer to the Data Collector must be performed. Once the 
transfer is complete rerun your collection.  
 


