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HOW IS STAFF DATAUSED

Used by Area Coordinators when comparing like size districts
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HOW IS STAFF DATA USED

Secure Data Center(sDC) Lo
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STAFF DEMOGRAPHICS - CI
USPS BIOGRAPHICAL RECORD

Employee: 1D (C1050)

Prefix Name (C1280), First Name (C1290), Mlddle Name (CI300) Last
‘Name (C1310) and Sufflx Name (CI320)

State Staff 1D (C1270)
Birth:Date (CI070)
;Gender (C1090). - :

STAFF DEOI\/IGRAPHICS CI
BIOSCN/DEMSCN

B SSN: 111-11- J]j Employee ID 111 11111 Conceal:
B State Assigned ID: EMIS ID:
B st Name: DEFAULT Suffix: BIOSCN
: : { — i

Middle: Phone /Unlist:
Dist Phone :{

Dist Exten
State: __ Zip: - 0SDI code:
Ctry: __ Prov: PosT:

Direct deposit: ¥ Report to EMIS : ¥
Email dirdep notice: N Long term 1l1l:
: DO/0OO/0000 Check distrib.: _ Part-time (benefits): _
Hire date: 00/00/0000 Eligible retire: _
Last paid: 00/00/0000 ODHS New hire: _  00/00/0000

ID: 111111111 State Assigned ID: EMIS ID: Conceal: N
DEFAULT

MIDDLE LAST DEMSCN SUFFIX

Handicap status: _ Multilingual:
. Black: Asian: _ AL/AN:

Length of Experience:

Eligible retire: N o Accre: 0OH Pub

Semester hrs : Authori: __ Milit: OH Priv
Education 1vl: 0 In Dist: Trade: MNonOH Prv:

ECE Qualif. : _ Bldg : 1 MNonOH Pub:
Other credent: _ User Defined Fields:
Hire date : DO/00/0000 % Amount 2:
Last eval. : 00/00/0000 : __ Code 2: __ Date: 00
Long Term Ill:
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| STAFFDEMOGRAPHICS -G =
USPSZBZI'OGRAPHI.CAL RZECQRD e
: Emploi/eélD%Not the ﬂistrictaSSighed I;EMPLOiYEEE_IDE :
» Defined in USPS in USPSDAT/USPCON screen 30f3 .~
: Aw@ays‘cﬁoo'sé'c.:fc:rqugm'ai :|; Do 'n;,;ugegsni L

 This identifier-must be:the same fo types ~ including
coocourses it '

Shift Premiums :
2nd Shift Hourly :
= 2nd Shift Daily :
B 2nd Shift Percent:
3rd Shift Hourly :
S 3rd Shift Daily
3rd Shift Percent:

 STAFF DEMOGRAPHICS—CI
USPS BIOGRAPHICAL RECORD

::‘::"’:i“ni;!'
g Find: | !
SSN/ID Last nane First nane  Skip Concealed

SN 111-11-1110 Enployee I0: 119111111 Conceal: N
B State Assigned 10: EMIS 1D:
fl Lot Nane: default Suffin
i First Nane: Middle: PhanefUnlist:(__) - /.
B Street: Dist Phone () -
Dist Exten
City - State:  Zip: - 080D code:
Foreign Adrs: _ Ctry: _ Prov: Post:
Enail :
Gender: _ Direct deposit: Y Report to EMIS : Y
Mapital: 0 Erail dirden notice: N Long term ill:
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 STAFF DEMOGRAPHICS - CI
USPS BIOGRAPHICAL RECORD

State Staff ID

A unique: stateW|de ID: used to match a staf'f member S data to EMIS data from
- previous reporting periods andto the state certification and licensure:database

< - Leave blank:for cIassrfled staff not holding a certificate or license (a:Z-1D will be
assigned during:data collection).: ‘If certified state staff ID: fields are:left blank,
- they, too will be assigned a Z:1D: : Best ax:trce is to have aII certlfled state staff
- field entered prior:to your first collection : : :

For:any staff. member. ever issued a credentlal by ODE the State Staff ID will be
the 1D number/PIN found na certificate, license, permtt or-other.credential -

: https//coreprodmtode at;
mographrcDrspIayaspx

 STAFF DEMOGRAPHICS — Cl
USPS BIOGRAPHICAL RECORD

Semester Hours
» The total number of semester hou from any institution from WhICh




- STAFF DEMOGRAPHICS - ClI
USPS BIOGRAPHICAL RECORD

What is the difference between Authorlzed and Total years
of teaching: expernence” :

Authorized = total years bf authonzed teachlng experience

as a regular or substitute in an relementary or: secondary
: mstructlon for at ea

g, atacoliegei'f

e less than total years

_ STAFF DEMOGRAPHICS - CI
USPS BIOGRAPHICAL RECORD

USPS has many flelds for Length of Expenence G
- Total and Authorlzed are the only2 EMIS elements A TR
Al expenence ﬁelds can be mcremented by MASCHG/MASINC |

nnnnn

o
y_n_m_aru_u se: - Handicap stotus: _ K 1ul: o nl
Latino White: _ Blm

A Total: Aoare:
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 STAFF DEMOGRAPHICS - CI
USPS BIOGRAPHICAL RECORD

Early Chlldhood Educatlon Quallficatlon oo
- Repertmg instrictions from EMIS Manual © :

- - This element is requrred to be reported for: Early Childhood Education teachers who have a degres
. - but not:a certificate or. license. See ODE’s Office of Early. Leammg and School Readmess Teacher
- - Credentials Policy for: complete list: approved related fields.: - -+ - -

» - 0Non- degree
- - 1 Associate - : -
ZBacheIoré : i
3 Masters. :

» 9 GED Diploma

STAFF EMPLOYMENT CK
USPS JOB RECORD

Employee 1D'~'same‘as‘on:the Der’rtographlc Record (CK050)
Local Contract Code = Job Number (CK250)
Position Code (CKOGO)

‘Posmon Type (CK140)

: Burldlng IRN (CK090)

Grade LevelsAssngned ngh
> Pay Type (CK180) 3
: jPay Amount/Rate (

Length of Work Day

11/10/2014
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- STAFF EMPLOYMENT - CK =

USPS JOB | RECORD

Posm n FTE (CKlOO) i
Position Fund Source (CKlBO)/Percen (C
Position Start Date (CKOSO) B
Position Status (CK070 :

: Specual Educatlon FTE; (CK 1

jType of Appomtment (CKl 0)

STAFF EMPLOYEI\/IENT CK
JOBSCN ID: 111111111 ‘ Job: 01 Name:

Position/Title :

DEFAULT

i Check stub desc:
§ Position code
# Position type
& Type of appt.
S EMIS appt type :
28 Contract type
{Report to EMIS :
B Low/High grade : **/**
il Separation reas: *
Building IRN : 046375
S Building/Dept : 002/000

Pos. start:
Cont start:
Cont stop :
Terminated:
Last raise:

Retire code:

Job status

00/00/0000 Assign Area

000000

ID: 111111111 Jb: D Name: B .4

Position:

Obligation : Equal pays e
Amount ] Hours per day : 7.00
Amount paid: Retire hours
Amount due : Pay unit
Amt. earned: Pay per Period:
Amt docked : Daily rate 2

Dock next pay :

Retro next pay:
Extended service 5
# of pays/Pays paid : 24/
Work days/Days worked: ____/__

/

Spec. Ed FTE: _|

EMIS Contract Info:
Hours per day:
Contract amt :
Work days
FTE

: Salary Schedule:
Io :

Column: 0
Step : 1]
FTE

11/10/2014
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 STAFF EMPLOYI\/IENT CK
POSSCN

ID: 111111111 Job: 01 Mame: DEFAULT
Position:
Salary Schedule Info: Position Information:
ID - Start: 00/00/0000 Status: C Code: _ .
Column: 1] Type: B FTE: _1.00000 Low/High grade: *=*/**
Step 0 Spec. Ed FTE:
FTE 3 Qualified Paraprofessional: *
Building IRN : HQPD: *
Appointment type 3 Separation: Reason: * Date:00/00/0000
Exper. curr. class : Position Funding:
Extended service - Assign Area Code Percent
Report to EMIS
Contract type

STAFF EMPLOYMENT —CK
USPSWEB/JOBWEB

11/10/2014
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STAFF EMPLOYI\/IENT _ CK

STAFF EMPLOYMENT CK
"USPS JOB RECORD &

Asmgnment Area= One p per Job/employment record
. :999050 Art Educatlon K:8::iiiiit SR

Food Service :
LEP lnstructronal Prog

11/10/2014
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Assignment Area:(cont'd)

An assignment area must always be reported with the following position code.
0:230 Teacher (999050, 999365, 999370,999380; 999412, 9994 14,999418,999570; or 999800 only)
An assignmentarea 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 |nd|V|dua| is also teachmg a class (the super‘lntendent
must have proper certification to teach the: class) ;

o: | 10 Supervi I/Manager,asmgnment ar quired for gifted and talented maintel
constructlon/grounds for transportation ices,and food services e

o: [ I3 Coordinator, area-assignment requt for gifted and talented; career-technlcal educatlon-
apprenticeship program, vocational specia educatlon coordinator services, and career assessment speuallst
services, : ;

o: | I'5 Director, ass:gnment area requ:re glfted and talenoed
o318 Psychologist; assignmentarea required for preschool speC|aI educatlon

o 325 F’hystcal Theraplst assrgnment area requtred for preschool specml educatlon

STAFF EMPLOYMENT CK
USPS JOB RECORD

Pay Type and Pay Amount

PayType -Aor H = this ﬂelds isa calculated field and is:not d|splayed on the
demo_;ob cert repo 'ut is:listed on: demo_job class

14
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PAY T Y PEIRAE AI\/IOU NT

Calculated using multiple:fields
If the EMIS: Contract Amount field >:0 Or the regular USPS Contract amaunt:field:> 0 Pay type

If: nerther -of the: contract: Amount frelds are >0, :the:USPS pay unit field (Hourly or:Daily) -is
used ta try and calculate hath the Pay. Type and: Pay-amount - - -

I thé USPS: Pay Unit= Hourly then Pay Type = H and the USPS hourly rate is used for the EMIS Pay
- - Amount

* If:the EMIS:houts in day field >0, this Hours'in day value is used otherwrse it uses the regular USPS
- - hours in day field: : -

> - If:the EMIS:work:days >0,

- - If-hours in'day > 0 Pay Typ
hours in day feae

STAFF EMPLOYMENT CK
USPS JOB RECORD

Posmon FTE

ired: o_perform G part -time
: ,ally required to perform
- the same assrgnmen‘ ll-time, The number 1,00
represents one fuII
: equal to the ]

15
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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. Inthis case, a teacher who
instructs students for three hours a day in'that drstrrct would have a position
FTE of 50: reported as 050 3

CooksFTE L MRS
: urs per day, two:work four: :

hours per: day, and three:work frve ‘hours per day. The:district has defined that 5 hours is
equal to-one: (1. O) FTE for a:cook’s position. Therefore, the FTE for a cook who:works
rs a day rs 80 FTE and the

POSITION FTE

Bus:Driver and Transportation Supervisor. FTE : : : e
Adistrict:employs an individual to drive a bus:half time:and:to supervrse the transportatron
system half time. The district has defined that four hours'is.equal to 1.0 FTE :
driver-and-8 haours is equal to-1.0 FTE for a transportation-supervisor. 1 ase, if the- :
employee drivesa 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/sheis reported:
with.75 inthe Position FTE El.ement on.the Staff Employment Record for the i
transportation : :
Supervisor. : : ::

16
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POSITION FTE

Al |_R = Position Type
R only (doesn’t include
Temporary or

STAFF EMPLOYMENT CK
USPS JOB RECORD

Spemal Educatlon FTE ,
+ Time mcluded for these calculatlons should NOT mclude actlvmes

; thatmdlcatesmstructlo to
; code 999412 or9 9414)

17



SPECIALEDFTE

110:Supervisor/Manager Assignment
120:ESC Supervisor/Manager: : - :
202: Counseling:Assignment : - : : :

212 Supplemental Service Teaching
Assignment (Seryes Students With
Disability : : :

Conditions Only)

include the followmg aSS|gnment areas

999412 (Preschool Speaal
 Education)

9994 14 (Specral Educatlon)
304 Audlologlst Asmgnment
318 Psychologist Assngnment
320:Registered Nursm
323 Social Work Assign

1325 Phy5|calTheraplstASS|gnment
:326 Speech and Language TheraplstASS|gnment

327 Occupational Therapist ASS|gnment

: - : 328 Mobility Therapist Assignment :
© 11329 Educational: Interpreter :

331 Occupatlonal Therapy A55|stant (OTA)

.- Assignment. . - :
1332 Phy5|caITherapy Assmant (PTA) Assignment
.- 1333 Adapted:Physical: Educatlon Therapist
.- Assignment: -
:334 Intern PsychologlstA55|gnment

15 Instructional Paraprofe55|ona| A55|gnment =

: '909AttendantASS|gnment ;

STAFF EMPLOYMENT CK

USPS JOB RECORD

Length of Work Day Do not lncIude Iunch tlme

- Scheduled Work Days — Include Parent/Teacher Conferences and paid :
“-vacation days.: Manual states “Do not include holidays.” : :
; ‘assumptlon that this:means do not mclude unpaid holrday LR A

Posmon Fund Source/Percent

- Up to 3 allowed per employmen ec
g Percent must add up o 100 perjob

is a positioncode
‘position:and start.a new: :

11/10/2014
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 STAFF EMPLOYI\/IENT CK
USPS JOB RECORD

Position Status: : :
» - C- Current posmonlnthe dlstrlct e
- A- Contracted personnel.- Agency. - . - -
B Contracted personnel Ind|V|duaI
» - P-:Leave of absence |
- U= No: Iongeremployed by distri
Usedonly : eflrstse !
- 1dentifies:a

Posrtron Type'
» R Regular :
%2 e Temporary

> S- Supplemental -
activities

SUMMER SEPARATION
Only dates after the last day of school for:the prlor year may: be: reported:as
the separation date.: If a staff: member:is not-assigned toa specific:building:
within a district, then the reported date must be after the latest last day of ::
::school: forall-buildings Wlthln the dlstrlct RN :
- If reporting a. summe ; p' Vi 3 annot have even a :
:single day of attendance:in th piriiiii
If Summer. Separation Records (CL) are bemg reported through EMISFFE
-:then:the C1:(BIOSCN) and CK (JOBSCN) records must all have the Report
to EMIS Flag setto *
If the Summer S |
- »  Criterianeeded
Separatlon date ¢ a
Position status on P
.+ Calendar stop dat

19
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STAFF EMPLOYMENT RECORD

When to use the EMIS Contract Info fields on the job record

I the employee works in multiple buildings
and you want the FTE_§ it
-bUIIdlngs 3,[ e

EMIS CONTRACT INFO

Options for reporting Teachers and Building: Managers to mult|ple bmldmgs
Report One Staff: Employment Record:: i

The district may. report one: Staff Employment Record for the staff
- member: Report the district IRN: in the Building IRN Element; and report e
s all other employment elements to reflect the posmon s :

Report Multlple Staff Employment Records aii

_ The drstrlct may report multlple St 'mployment In this reportmg
" method, each record is ported wi ifferen building IRN in‘the - -
-- Building IRN: Element i i sfwhere he/she is
ooo-assigned s

7 Reporttng Staff W|th

Employment Record-for this

Element. In this case, the Bulldlng RN Element may be either the IRN of the district or tf
IRN of a specific building where he/she is assigned for payroll or other-purpo «/

20



11/10/2014

PAYING FROM MULTIPLE JOBS FOR THE
SAME POSITION

ODE only Wants one employment record/posrtron code a53|gnment area
comblnatron :
If paying from multrple ]obs for extra duty, Iongevrty educatron etc that
-are really the same position; use the EMIS Contract fields for the:total

: berng pard and onIy ﬂag one:employment record:as:Y: to:Report to

PAYING FROM A JOB RECOD THAT
DOESN’T HAVE A CONTRACT AMOUNT,
- HOURS/DAY HRLY RATE WORK DAYS
ORETE: i
Use the EMIS contract frelds |f there are no defau[tvalues for the data '
collector to collect. -

Supplemental contracts may be pald from a prlmary job as aMIS pay type: This type
‘of paymentis acceptable but cri ' =MIS job Iagged Y to re' rt to EMIS
usmg the EMIS Contract 1nf . L

If any one of the followmg f Is is £ | e the EMIS,contract pos
- fields to supply the -need

Hourly Rate
Work days :

23.73(hourly) * 26l{days per year) * B.00(hours per day) = 49,548 {annual)

21



- '| Who reports what recods?

| What position code 101-199
describes the work 201-299

§ being done? (see sec 304,

g entity contracts with...

Another EMIS Reporting
Entity (i.e. ESC)
Employing entity reports
Staff Demo and
Employment Record (CI

A Non-EMIS Reporting
Entity (i.e. custodial service)

Contracting entity reports a
staff demo and employment
record (Cl & CK) with a

An Individual

Contracting entity reports
a staff demo and
employment record (Cl &

§ 3.9 of ODE EMIS 318,320,32 & CK) and a Contractor Position status =A CK) with a Position status
§ manual) 3,325- Staff Employment Record =l
328,330- (C)) if required by
334 and categories and situations
399 415,
509,510
All others Contracting Entity reports a ~ Contracting Entity reports
Contract Only Staff Record a
(CC) (see sec 3.6 of ODE Staff Demo and
EMIS Manual) Employment

11/10/2014

record (Cl & CK) with a
Position Status of |.The
05 contracting entity could use

..... the Contract Only Staff
Record (CC) in this
situation, but since the CC
record requires the federal
tax ID and the federal tax
ID for an individual is a
social security number, we
do not recommend use of
the CC record in this
situation. Reporting as
indicated will ensure that
the individual will have a
state staff ID assigned in
place of the social security
number.

RECORD (Cl)
USPSWEB/EMIS ENTRY'SCRE N

22
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' CONTRACT ONLY RECORD

Contractlng W|th an agency to prowde a typical school job

Add a smgle record |n USPSW 2 for t e;total amount of the contract

'ENTERING STAFF IN THE FFE

Thlngs to: remember s
The FFE is just : a holdlng plage;:

'ere are very few validatior

.- Collector

23



- ENTERING STAFF INTHE FFE

- Loginto'the FFE =+

Lagin
Lo
[rre—

i Login

Authorization

The EMISFTE apphration reures. & kagen 13 the *OECN 1M (ldentsty Kanagement|” syshem wih fhe approprate role. if you need socess

sgn
1 oo papmmmie] i experied o yins s S gitten yous paveword, iy car

uten v [
erEann o o 13 MANage yOuE STTOURE G301 b DECaE from pous lo<al DECH [TC par

Documaentation
Informaton for the EMISFFE apoéicanon may e Ssund on the BSDT's Public Wik,

EMIESTE sppbostion, [ieass Contact i Socsl OECN IFC
Asbtiorna

District:  ooorss|-| ©, search

Export data
Import data
Flve Year Forecast Spreadshest Tmpart
Pre Td Fxport
Student Demographic (GT)
graphic Race Detail (G1)

utes No Date (FN)

g (F5)
Student Assessment (FA)
Student Acceleration (FR)
Student Special Education Graduation Requirement (F
Student Discipline (GDY) /
Student Special Fducation (GE)
Student Gifted Education (GG)
Student Course (GN)
Student Program (GQ)
Student Graduation CORE Summal
Graduation Only (GP)
CTE Workforce P
staff Demographic (CT)
staff Employment [CK)

a i wh toree iz

. 'YOl;I;Wi”. be tho@sihg ECK :
and Cl records

11/10/2014
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- ENTERING STAFFINTHEFFE

: Once'you élick on éithér thé Cl:or: CK Iiznkzyou will be taken ﬁo the entry
SCreen:

ﬁumuz (\Seardl | New StefDemogrephic el ALL SafiDemogrephic

StaffDemographic List

il Employee [d Prefix Name First Name: Niddle Name State Staff 14

319 (0oconses IS17010%
s S5
000002503 (3030081
Ot ORI
[ TS
00000845 51705000

000536 ) i Sy

ENTERING STAFF IN THE FFE

You have the option to: ‘edit a record, or:create a hew record

ﬁ Home (\Search { New i ;Delete ALL

StaffDemographic List
Employee Id Prefix Name

00000859

w Staff Demographic.

25
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ENTERING STAFF IN THE FFE

Edlt

update and the ecord W|I| be saved

 If you: choose 1o delete the recort

: created and when it was: Iast uj dated

ENTERING STAFF IN THE FFE

£ vome O Search |

Show StaffDemographic
o Edit . Delete

Employes Id
Prefix Name
First Name:
Middie Name
Last Name
Suffix Name
State Staff 1d 251701035
Education Level
Semester Hours
Date Of Birth
Racial Ethnic
Gender
Early Childhood £d Qual
Artendance Days
Absence Days
Absence Days Long Term liness
Authorized Teaching Exp Years
Total Exp Years In Education
District IRN
Date created  2013-05-17 13:07:46 EC
Last updated 20130517 13:07:46 E

s

26



ENTERING STAFF IN THE FFE

»: Once you have: Completed entry in:both the:Cl and :.CK fields, you: :
- will:need to exportryour data. Return to the home page -and click :
s export

EMIS/FFE Version: 2.0-3
EMIS Flat File Editor: This application allows importing of EMIS Detail .
adding or updating records and extraction to Detall format compatiblegs

Hello Karen [logout]
District:  ooorss[-]

Export data

Impaort data

Five Year Forecast Spreadsheet Import
Pre 1d Export

Student Demographic (GT)

Student Demographic Race Detail (G3)
Student Effective Date Record (FDY)
Student Attributes No Date (FN)

ENTERING STAFF ;IN&THE EEE

Fiscal Year:
Reporting Pariod:
Records to Export:

mn T When exporting make sure:
Koounter = : ! : You change the Fiscal year to

Studert Demographec
Student Demograghic Kace Decad

-~ Student Attributes - Effective Date
- Student Antributes - Na Date
- Student Standing

Student Assessment

- Sxudent Arcelerstion

Student Course

- Student Program
- Student Specisl Education

Student Specal Educarion Graduateon Requirement

- Student Gifted Education

Studert Disogpine

- Gradustion Dnly

‘Student Graduation CORE Summary

SV - ETE Werklorc Development foliow-up

Sl Demogrmphic
Stalt Empioymant

- Contractor Staff Employment

‘Staff Course Master

- Saalf Course

Local Classroom Code Maggsng

- - Contract Cedy Stall

Staff Summer Emgloyment Separation

- Carees Techocsl Education Corelated Class
- Drganization General Information
- Grade Schedue

Yewrend District Testing

Wearend Destrict CTE Tech Prep Consorum Migging
Financial Data

Five-Year Forecaat

- Frve-Year Forecest Motes/ Assumplions.

Exportrite | | umecheck an

2014:: :
. The: reportmg per‘lod says L
.. Goito:the bottom and :
- ‘uncheckall: - -
- Click:just the Cl 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.

11/10/2014
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Count Week
yearend

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

Supplementals were determined by
the position code 8xx

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

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, special educati i

Individuals who were employed durrng the current school year but:who
“left prior to:the ‘end of the school year

- Have attendance days in the 2014-2015 school year - -
Individuals who:are on:leaves of absence. :
Substitutes who become the *“teacher of record v

See:manual -for optrons for reportrng Iong term subs

Individuals employed durlng the previous reportrng period, who are no
longer employed mcludlng individuals Who have resrgned over the

11/10/2014
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USPS CHECKLIST

DON T REPORT :
- daily (as needed) substrtutes i
: student employees - L i
£ board of educatron memb

USPS CHECKLIST

Optronel Run USPCHG to mass change any jOb with a separatron date
to:N to: report to EMIS - : :

MASCHG/MASINC = [ncrement Authorlzed and Total Years by1

: CLRATD:is on the fisc al yearend checklist: Chec USPSWEB to: ‘see if
‘attendance:is cleared. :Check someone reported with: LTI and:see:if that
value is 0. - If itis not, then run: CLRATD. T
Run USPEMS, select PERDET. The report can:be generated to only

j i ate the eport to show aII :
employees; : 7 gy :

»Ifany errors carrect th

:Rerun: PERDET'
needed: until all:

29



USPS CHECKLIST

Update summer separations -CL:: :
Add Contract Only Records cc

Update/add Contractor Staff Employment Records (Usually
:ESCS):+:CJ '

>:Run USPEMS/USPEMX |f 'you have CcC: (Contract Only) orCJ:
(Contractor Staff Employment) records to create a file to load
into the Data Collector (USPEMX will assign Z- IDs to any blank
- STATE . ASSIGNED 1D : RN

DATA COLLECTOR

Collections will be SIF - -
“USPEMX is:not: required for Cl and CK records ‘
- Decide who will be collecting and submlttmg data Pliiriiiiiiiiii

- Save pay and-Data Collector issues - :
if Savepay: is:running Data Collector should wait for it:to. flnrsh
- if Data Collector is runnlng Savepay will .not flnlsh

_Who WI|| be reV|e mg report
Issues can be avoided by co

11/10/2014
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DATA COLLECTOR

Collections;cah o]} fun’ nﬁultiplejtimes dLJring the day

'W|Il come back on a dally

DATA COLLECTOR

Manlfest for L: WI|| be released sometlme soon. We got an emall that:it
WES publlshed

: Data submlssmn reqmreme rocessing:schedule not yet released
.- Cl'and CK submlssmn reqmr I haVé béeh 100%: very early in th
jperlod : : saiaad e :

Check for mlssmg i ]\
i Looklng far aII staff repoﬂed with C status' ng

11/10/2014
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DATA COLLEC] OR

Finokiog Paiai Zone Controls
porting:Fes ik the link m the Zane Statis coburmn ta
i connect and disconnest o zone. Click the fink

n the Avadalshty Lﬂulml o view the non-SIF
“To start data collection, choose the data sources from which to collect data. You may data source avail

exclude some of the data sources now and resume data collection later, by clicking - Oither Data 5

the Start/Stop Collectlon action on the Collaction Requests Summary page. -

Click the link below to manage the ather data
sources (#.9. uplond or remave files from a
Flat Files data source).

anage Other Datn Sources

Collection Status

s Collertion Status
There will be
a‘“L” for
course data
submission in
the Data
Source area

CORRECT,IENG ERRORS

Most errors: WI|| come: back as 1eve| l valldatlons

» Missing staff and Gen mlssmg C : d'strlct checks WI|| come: back as
- level 2:validations: :

.- Make correctlons in USPS for CI and
- - Start-or: restart SIF collectlon only
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CORRECTING ERHORS

Mlssmg Staff add a Unlcenter request for an overrlde |f

- Staff with a separatlon date eq I:to or before the iast day of school Iast year require
:-an:ODE Override: : - : - 35 1 D o H : ek : :

.- > Didhave Z-1D, now has state certrfrcate 50 has a'state staff ID Need Override
- Unit Reports P ;I o e L
. Gifted Staff -
- Verify all Staffar

CORRECTING ERRORS

Contracted Staff Errors o R
- Compares Data Between Reportlng Entmes A T lr
> Arebothentltlesrepo _ngsamestaffID i G0 i e e

.- Does Contractor have CJ:record for staff
ol provrder IRN correct on course
Invalld Certrfrcatro :
. Compare subject
-~ Job errors may. be: mlssrng /low grade te\rels
- Check Emplayee IC : '
il [taZldo
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S USPS CHANGE EE

> NEWCNT purge:of mid-year:-contract:change:
- Option to move the “old” contract values:to EMIS Gontract Info
- No longer required: If: the new contract amount is all reportable, then-clear
- EMIS contract info fields: : = ;@0 cioc it T

0 MVECAD.r 2w - WRI Re: for LINIX and Digital
Fle Edt Connection Setup Moo Window Help

DR & a Ble D »ves BOE R
NEHCGNT - Purge New Contracts

Purge Options:

Contract start date: I_I_.F_ Appointment Type:

Reset Hew Hire date: N

Clear EMIS fields:

Hours per day: Contract amount: Work days: FTE:
Update JOBSCN EMIS contract Tields with values from old contract: [
contract Type:
Calendar Types:
Fay Groups:

Clear EMIS fields if the

EMPMST Reporting Options: N hew contract fields
Generate EMPHST report? (Y,N)

EMPHST Output file should be reported
Print options page? (Y,N)
Optional heading line:
Print one employee per page? (Y,H)
Sort options (S,H,B,P)

Execute F8 Cancel
First Screen F10 Reset
Help F11 Save/Recall
Exit "F¥  Prev Screen

34



11/10/2014

ODE réport ekplanétioné,

:Check all reports that come back from: ODE each time they are posted
» - You will-receive ah email when the d to the EMIS Réporfé Wébpage

Al Aand AR = 8 BT 11 R,

 ChekallFTE e e

: : )

S d e . broico S - 204 R 1.00 64,046

+“Invalid_cer R
- 5 3 » M R 1.00 39,172

: 5 . . MR 204
MISSIHQ_taff 204 R 1.00 42,727
y . . b 204 R 1.00 65,823
- $ = 4 4 5 212 R 1.00 48,057
R 1.00 49,832
R 1.00 39,172

g 2.007

QUESTIONS?
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