
 REPORTING EMPLOYEE SEPARATIONS FOR EMIS PURPOSES 

Scenario #1 

 Employee works a partial year or resigns/retires on or after the last day of current school year 
 No attendance in the next fiscal year (school year) 
 L reporting period is still open 

o L Reporting 
 Employee’s Position Status stays “C” (continuing) 
 Add separation date (last day of work) and separation reason 

o After final submission of “L” data and before the new year “L” manifest 
 Change demographic and all employment records “N” to report to EMIS in USPS 

Scenario #2 

 Employee leaves the district after the last day of school (district was unaware that the employee was 
not going to return the next school year).  

 No attendance in the next fiscal year (school year) 
 Separation was not reported in the Final L reporting period of the past school year 

o Initial L – Option 1 – report through SIF collection 
 Employee Position Status is changed to “U” (summer separation) 
 Add a separation date equal to or after 7/1/xx (xx= new fiscal year) and before the 

first day of the next school year  

OR  

o Option 2 – report through Data Source collection 
 Change the demographic and all employment records to “N” to report to EMIS in 

USPS 
 Create a CL record in the Flat File Editor (FFE) (see end of document for FFE 

instructions) 
 Separation date equal to or after 7/1/xx (xx= new fiscal year) and before the 

first day of the next school year   
 Export the L – CL record from the FFE 
 Upload the CL flat file to the Other Data Sources in the Data Collector (DC) 

o Final L 
 Continue to report the summer separation 
 If Option 1 was used for the Initial L reporting; after the final submission of Final L, 

change the demographic and all employment records to “N” to report to EMIS in 
USPS. 

Scenario #3 

 Employee left the district prior to the last day of school LAST year and they have not been reported 
as separated 

o Initial L  
 Create a Staff Missing Override, CP record, in the FFE (see instructions for FFE 

below) 



 Separation Date must be prior to 7/1/xx (xx=new fiscal year) and before the 
last day of school; actual last day of work.  

 Export the “L” CP record from the FFE 
 Upload the file to the DC Other Data Sources 
 Change the demographic and employment records to “N” to report to EMIS in USPS 

 

o Final L 
 Continue to report the CP record 

 

Flat File Editor Instructions 

1. Request a login to the FFE by emailing helpfiscal@mveca.org.  
2. Go to www.mveca.org.  Select the EMIS tab and then the Flat File Editor to login. 

 

 

 

 

3.  Select the record type you want to add (either CL or CP) 



 

4.  At the top of the page, select New SummerEmploymentSeparation 

 

5.  Complete the fields as defined on page 1.   

 



 

6.  Go to the Home page and select Export data 

 

7.  Select the correct reporting fiscal year and the Data Set = L- Staff/Student Course 

 

 

 

 

 

 

2019 



8.  Click Uncheck All at the bottom and then select the record types that you created:  CL, CP or both  

 

9.  Depending on your browser, you will either SAVE AS and save it to a local drive or it will, automatically, go 
to the downloads.  If you don’t have a login to the DC, save the export file in a shared drive and let someone 
with a DC login know where to find it.    

10. Login to the DC and go to Data Sources/Other Data sources.  Upload the flat file and continue with the 
data collection. 

 

1st 

2nd 

1st 

2nd 

3rd 



 

 

 

 

 


