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Personnel                           Personnel Reference  
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MSIS Website & Personnel Resources

http://www.mde.k12.ms.us/OTSS/MSIS

http://www.mde.k12.ms.us/OTSS/MSIS
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MSIS Personnel

STUDENT DATA – VS- TEACHER DATA
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MSIS Personnel

STEPS FOR 
PROCESSING 
PERSONNEL 

DATA IN MSIS
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MSIS Personnel    

Before the Personnel Data is process in MSIS 

you should:

Check with your HR or Payroll Department to make sure the 

employees will return the next school year
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MSIS Personnel    

Several ways to process Personnel Data in MSIS: 

1. File Submission through Student 

Administration Package (SAP)

2. Roll the District Information

District Data – must be done to update the 

SPED student data, MSIS users and 

teacher absences.

Schedules

3. Manually 
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MSIS Personnel (File Submission 

through SAP)   
District Enters 

Data into SAP

Data is 

Accurate

Data is 

InaccurateAccuracy

User Runs Detail Personnel Listing to 

Verify Accuracy of Submitted Data

Data is 

Complete

Data is 

IncompleteSubmission

Data is Submitted 

to MSIS

Correct Error

“Partial Data will appear on 

Employee Schedule”

Successful File is Written on Employee Schedule

On Employee 

District Personnel Administrator Approves Personnel
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Run the General Schedule Listing Reports for the previous school year. 

(ex. school year 2016-2017)

MSIS Personnel (Rolling/Manual Entering 

District Employee Data /Schedule)  
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MSIS Personnel (Rolling/Manual Entering 

District Employee Data /Schedule)  
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MSIS Personnel (Rolling/Manual Entering 

District Employee Data /Schedule)  
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Roll Schedule/Employee Data 

MSIS Personnel (Rolling/Manual Entering 

District Employee Data /Schedule)  
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UPDATE THE FOLLOWING TABS on those employees that has been rolled:

The following fields must be updated for each “Rolled” employee for the 

new school year.

On the District Info tab: Days Employed and District Time

On the Schedule tab: Period for each course, Vocational Location if 

Vocational course.

On the Salary tab: Teacher Salary and/or Non-Teaching Salaries: Salary.

On the Special Ed tab: Special Ed Disability and, if there is a grade 52, 

Total 3 and 4-Year Olds after Month 01 is successful and students are 

loaded into MSIS.

MSIS Personnel (Rolling/Manual Entering 

District Employee Data /Schedule)  
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Search Personnel/Employee 

MSIS Personnel - Add/Modifying 

Employees   
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MSIS Personnel - Add/Modifying 

Employees   
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Select District for Personnel/Employee 

MSIS Personnel - Add/Modifying 

Employees   
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District Info for Personnel/Employee 

MSIS Personnel - Add/Modifying 

Employees   
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MSIS Personnel – Viewing the MDE 

Course Codes   
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Course/Work Area Codes and Approved Secondary Course Codes REPORT 

MSIS Personnel – Viewing the MDE 

Course Codes   



METIS - 2017 ©MDE - OTSS/Core School Applications 20

ADDING/MODIFING AN EMPLOYEE - SCHEDULE tab

MSIS Personnel - Add/Modifying 

Employees   
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ADDING/MODIFING AN EMPLOYEE - SALARY tab

MSIS Personnel - Add/Modifying 

Employees   
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ADDING/MODIFING AN EMPLOYEE - SPECIAL EDUCATION tab 

MSIS Personnel - Add/Modifying 

Employees   
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DISTRICT APPROVAL OF PERSONNEL DATA

MSIS Personnel – District Approval
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MSIS Personnel Reports>Personnel Data    



MSIS Personnel
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• The following Accreditation Edit Reports should be run: 

– Accreditation Edit

– Class Overload. 

– Required Courses

• The following MAEP Reports should be run: 

– MAEP TU Edit

– Selected MAEP Listing

Personnel TU Edit
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MSIS Personnel Add/Modifying Employees   

Personnel TU Edit (email)

An email is sent thru the MSIS Blast giving you instruction on the Personnel TU 

Edits:

1. Deadline for making changes.

2. A check list of things that will aid the process of insuring that personnel data 

is as accurate as possible, the Teacher Unit Edit Report, your teachers 

information and to clean up their schedules as needed - especially those that 

are showing no MAEP funding. 

3. What to review after you have COMPLETE and got a SUCCESSFUL.
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MSIS Personnel Teacher Absences  
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Criteria for Timely & Accurate Reporting of Data

Data Submission Deadlines met.

Release/Transfers within a reasonable timeframe normally 24 – 48 hours 

Correct Indicators.

Absences

Enrollment – correct code & date.

Withdrawals – correct code & date.

Correct Course Code(s).

Correct Schedule

Term/Semester Code

Carnegie Unit

Period Number

Class Minutes

District & School Demographics

Start/Stop Time

Grades Taught

Contact Information

Physical Address
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Accreditation Policy 2.1 

The district superintendent and school principals are 
responsible for ensuring that all data reported to the 
Mississippi Department of Education are true and 
accurate as verified by supporting documentation on file 
in the school district. Reporting false information is a 
violation of the accreditation requirements set forth by 
the State Board of Education and may result in the 
downgrading of the district's accreditation status.
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MSIS access will be removed Friday June 30, 

2017 at 3:00 p.m.

MSIS access will be restored Monday, July 17th

MSIS Year-End Access
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MSIS Personnel    

OTSS/MSIS CONTACT INFORMATION

• Footprint ticket

• Website: http://www.mde.k12.ms.us/footprints/

• Email address: mdeapps@mde.k12.ms.us

• Sarita Donaldson, Director, Core School Applications

• sdonaldson@mde.k12.ms.us

Phone (601) 359-3487 
Fax: (601) 359-2027

http://www.mde.k12.ms.us/msis/index.html

• Dorothy Thomas-Holloway

• dholloway@mde.k12.ms.us

http://www.mde.k12.ms.us/footprints/
mailto:mdeapp@mde.k12.ms.us
mailto:sdonaldson@mde.k12.ms.us
http://www.mde.k12.ms.us/msis/index.html
mailto:dholloway@mde.k12.ms.us
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Thank you
for

Attending


