
PERSONNEL REPORTS 
 

MSIS will use Adobe Acrobat Reader to preview reports.  All MSIS reports will be displayed, printed, and 
saved in the .pdf (Adobe Acrobat Reader) file format.  Once the user generates the report they have the 
option to view, save, or print the file from Adobe Reader.  The user’s security rights will determine what 
reports the user can run.  Adobe and Internet Explorer do NOT work well together.  It is best to use Netscape 
4.7 when running reports. 

 

 
 
There are several Personnel reports available in MSIS for users with the District 
Personnel role. 
 



 Blank Data Entry Forms 

 
The blank Personnel forms have all of the data elements necessary for entering a personnel record into MSIS.  The 
District Personnel Coordinator may use these forms to collect data for the employees in the district. 

 

 
 

There are two Blank Data Entry Forms, General/Schedule and Special Education.  Examples of these two reports are 
in the Personnel Reference Manual on pages 4 and 20.  These reports can be used to collect data on new employees. 



 General Schedule Listing Report 

 
This report can only be run for one school at a time.  The user can choose whether to print the Employee SSN and/or 
Employee Salary on the report. 

 

 
 

 
 

Click in the box to print Employee SSN or Employee Salary on report. 
 



 
 

This report is a replication of the Blank General/Schedule Employee Entry Form, but with the data filled in. The report 
prints at least one page per employee.  If the employee has more than 8 periods on their schedule, the schedule will 
continue on to a second page.  If the report generates more than 200 pages you may need to print 100 pages at a time.  
If an Inactive employee is in the file, the employee status on the report will be “Inactive”. 

 

   

  
   

  
   

   



 Detail Personnel Listing Report 

 

 
 
This report is run for all schools in the selected district. 
 
The report prints all employees for the district with all personnel data and certification 
data where applicable.  If the report generates more than 200 pages you may need to 
print 100 pages at a time. 
 

 
 
Click in the box to print Employee SSN or Employee Salary on report. 
 



 

 
 



 User Defined Report 

 

 
 

If the district is entering something in the User Define Field on the District Info screen then the district run this report to list the employees with the specified characters in 
this field. 

 

 
 

In this example the district has entered CERT in the User Define field on all of their certified employees. 



The report lists all employees that meet the criteria entered in the User Defined box. 
 

 

 



 Employee Race/Gender Report 

 

 
 

This report shows the race/gender breakdown of all employees for each school selected.  The report can be run for one school or all schools in a district. 

 

 
 



 
 


