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To create a world-class 

educational system that gives 

students the knowledge and 

skills to be successful in 

college and the workforce, 

and to flourish as parents 

and citizens

VISION

To provide leadership 

through the development of 

policy and accountability 

systems so that all students 

are prepared to compete in 

the global community

MISSION
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ALL Students Proficient 

and Showing Growth in All 

Assessed Areas

EVERY Student Graduates 

from High School and is Ready 

for College and Career

EVERY Child Has Access 

to a High-Quality Early 

Childhood Program

EVERY School Has Effective 

Teachers and Leaders

EVERY Community Effectively 

Uses a World-Class Data System to 

Improve Student Outcomes

EVERY School and District is 

Rated “C” or Higher
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4Session Norms

Respond to prompts in the chat

Share reactions

Ask questions

Be an active participant
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REVIEW how to register for access to MSIS

EXPLORE Personnel data collection process

EXAMINE Data Quality and Accreditation dashboards

Session Goals
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msis.mdek12.org
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File 

Upload

Manual 

Entry
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Access to MSIS



10MSIS Accounts

Users register for MSIS using their organization credentials.

Legacy MSIS users 

are NOT automatically 

transferred to the 

new system.



11MSIS Accounts

Users register for MSIS using their organization credentials.

Do NOT register with 

both a Microsoft and 

Google account.
Reach out to your Technology 

Director if you are unsure if your 
district is Microsoft or Google. 



12MSIS Accounts

Users register for MSIS using their organization credentials.

Disabling a user’s 

account in the 

DISTRICT TENANT 

means they can no 

longer access MSIS.
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Before you can register 

for access to MSIS, 

we need some 

information from you!

forms.office.com/r/jterDfUYFk 

https://forms.office.com/r/jterDfUYFk


14Register for Access

NEW MSIS Primaries or Secondaries 

COMPLETE 
Non-Public School Contact 

Maintenance Form and 

Oath of Confidentiality

SUBMIT 
forms to 

mdeapps@mdek12.org

MDE 
assigns appropriate 

permissions

REGISTER 
for access to MSIS using 

organization credentials

mailto:mdeapps@mdek12.org


15District Maintenance Form

• Complete the Non-Public School 

Contact Maintenance Form to 

change or update MSIS Primary or 

Secondary information.

• Complete the Oath of 

Confidentiality.

• Submit both forms to 

mdeapps@mdek12.org. 

mdek12.org/OTSS/MSIS/security-documents

mailto:mdeapps@mdek12.org


16Register for Access

NEW District Users 

COMPLETE 
any organization 

required security forms

MSIS Primary 
assigns appropriate 

permissions

REGISTER 
for access to MSIS using 

organization credentials

Primaries/
Secondaries 
are not notified 
of new user 
registration by 
the system.
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Q&A
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Basic Navigation
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Upcoming 

deadlines

Actions needed

Upload files

User name 

and log out

Navigation*

*Options may differ 

based on permissions

   
mdek12.org/msis2.0/resources
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Personnel 
Data Collection
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File 

Upload

Manual 

Entry
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mdek12.org/msis2.0/resources
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mdek12.org/msis2.0/resources

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/NonPublic/non-public_data_upload_file_template.xlsx 

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/NonPublic/non-public_data_upload_file_template.xlsx
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Overview Employment Assignments Schedules

mdek12.org/msis2.0/resources

File Layout Example Spreadsheet

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/NonPublic/non-public_data_upload_file_template.xlsx 

https://www.mdek12.org/sites/default/files/Offices/MDE/OTSS/MSIS2/NonPublic/non-public_data_upload_file_template.xlsx


26File Layout Example Spreadsheet

General overview of the file layout. 
Includes instructions for each tab and information 

about each data element. 

Overview

Three employee examples are provided for each tab. Each tab will be saved as a separate CSV file.



27Data Domain Mapping

mdek12.org/msis2.0/resources



28File Layout Example Spreadsheet

Replaces: 

General/Schedule Entry Screens

(Employee & District tabs)

One record (row) for each employee.

Employment



29File Layout Example Spreadsheet

Collects employee demographics and  

employment dates.

One record (row) for each employee.

Employment



30Major Changes to Personnel Data Collection

Element 

Name Definition

MDE Definition/

Additional Information MDE Option Set

Electronic

Mail Address

The numbers, letters, 

and symbols used to 

identify an electronic 

mail (e-mail) user 

within the network to 

which the person or 

organization belongs.

School/District Email address

Collected for Instructional Staff 

and District/School 

Administrative Staff only

None

Data Domain Mapping, p. 3

Email



31

Q&A



32File Layout Example Spreadsheet

Replaces: General/Schedule 

Entry Screen 

(District Info tab)

Assignments

One record (row) for each employee assignment. Multiple rows per employee are possible.



33File Layout Example Spreadsheet

Collects Work Area 

Codes/Assignments and FTEs.

Assignments

One record (row) for each employee assignment. Multiple rows per employee are possible.



34Major Changes to Personnel Data Collection

Work Area Codes

24-25SY

• Spreadsheet format 

for easy filtering 

and sorting

• Blue text indicates 

updates or changes

• Tab for deactivated 

codes

mdek12.org/msis2.0/resources



35Major Changes to Personnel Data Collection

Reported in decimals (ex: 50% = .5 FTEs)

Staff Full Time Equivalencies

Employee FTEs should not be more than 1



36Major Changes to Personnel Data Collection

Work Area Codes/Assignments

Local Job Category

Now available for teachers

Revised Work Area Codes for 24-25SY

Report 0 FTEs for After-School Assignments



37File Layout Example Spreadsheet

Replaces: General/Schedule 

Entry Screen 

(Parts of Schedule tab)

One record for every class on a teacher's schedule

Schedules

*



38File Layout Example Spreadsheet

Collects teacher schedules and 

student counts.

One record for every class on a teacher's schedule.

Credentials



39Major Changes to Personnel Data Collection

Schedules are not required 

for non-instructional staff

Schedules



40Major Changes to Course Section (Teacher Schedules)

mdek12.org/msis2.0/resources
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Q&A
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Data Quality



43Data Quality: Personnel

File 

Upload



44Reviewing Personnel Data

MSIS Staff reviews dashboards and reports daily to check for errors
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94

Course Section

12

Staff

12



46Data Quality: Personnel

File 

Upload
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94

Course Section

12

Staff

12
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Errors: data CANNOT be certified until errors 

are resolved by uploading new data

Data Quality Dashboard

Warnings: data CAN be certified, but proceed 

with caution and verify information

• After certification with warnings, a 

request to change data would have to 

be submitted to MDE.
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DEC
6

Personnel Reports:
• Personnel Summary 

• Personnel Listing

• Teacher Schedules
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Q&A
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Accreditation



52Data Quality: Personnel

File 

Upload
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94



54Data Quality: Personnel

File 

Upload
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Enrollment Organization

Student

Demographics

Staff

Course Section

Academic

Record

327

94You currently have no edits
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Q&A



mdek12.org

msis2@mdek12.org 

MSIS Team

mailto:msis2@mdek12.org
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