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General Information 
 
 

Forward 
 
This user guide was written to assist in using the software developed to report to the Michigan 
Registry of Educational Personnel Data Basics (REP) to the State of Michigan.  It defines the 
programs and procedures involved in maintaining the REP records.  Due to the many varied 
needs of users, this manual does not provide information regarding custom programs.  This 
manual is to assist the user with the use of our software, not to interpret the requirements of 
the State.  Also, it is important to note that the following manual is to be used in conjunction 
with the Center for Educational Performance and Information (CEPI) REP Data Field 
Descriptions manual. 
 
 

Limitation of Liability 
 
Computer Management Technologies, Inc. provides this publication ñAS ISò without warranty 
of any kind, either expressed or implied, including but not limited to, the implied warranties of 
merchantability or fitness for a particular purpose.  Some states do not allow a disclaimer of 
expressed or implied warranties in certain transactions; therefore, this statement may not be 
applicable to you. 
 
While every precaution has been taken in the preparation of this manual, CMT assumes no 
responsibility for errors or omissions or for damages resulting from the use of the information 
contained herein.  Changes are periodically made to the information; and these changes are 
incorporated in new editions of the manual.  Computer Management Technologies, Inc. may 
make improvements and/or changes in the product(s) or program(s) described in this manual 
at any time.  Characters, products and companies are fictitious, and any similarity to actual 
persons, business establishments or events is purely coincidental.   
 
In no event will Computer Management Technologies, Inc. or its developers be liable to you 
for any incidental, consequential, or indirect damages (including damages for loss of profits, 
interruption, loss of information, and the like) arising out of the use or inability to use this 
program even if Computer Management Technologies, Inc. or any authorized Computer 
Management Technologies, Inc. representative has been advised of the possibility of such 
damages. 
 
Computer Management Technologies, Inc.ôs liability to you for actual damages for any cause 
whatsoever, and regardless of the form of action, will be limited to the greater of $500 or the 
money paid for this program. 
 
 

Any Questions? 
 
If you have any questions regarding this manual or the use of this program, please call 
Computer Management Technologies, Inc. at (989) 791-4860. 
 
Thank you for your support of Computer Management Technologies, Inc. 
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Preparing for Data Submission 
 
 
The best place to start preparing for data submission is the State of Michiganôs REP website: 

http://www.michigan.gov/cepi/0,1607,7-113-986_10478---,00.html 
 
It has the latest REP Data Manuals for Data Field Descriptions, any current Addendum 
changes, and REP Help & Resources.  Be sure to review the Data Field Descriptions manual 
for the Index of Page Edits for important field edit information regarding the current REP 
submission.  
 
REP data are due to CEPI the first business day in December and June 30th of each year.  
The data must be accurate as of the submission due date.   
 
The following is a list of steps districts may take to help facilitate a successful submission. 
 

1. For EOY 2008, districts are required to report:  

¶ FIELD #1:   Change in date of count to June 30, 2008. 

¶ FIELD #10:  Clarification to Programming Edit and Definition for Admin.     
Continuing Ed.  

¶ FIELD #10:   Update to Special Education Assignment Code Descriptions.  

¶ FIELD #24:   Professional Development Hours 

¶ FIELD #25:   Verify employment status 99 against Hire Date (FIELD 9). 
 

2. A Social Security number or credential license number is required for instructional staff 
with assignment code numbers between 000AX and 00599 (excluding 00310 through 
00407), 60300 and 60400.  A Social Security Number is required for all other 
employees with assignment codes 60000 through 99900. 

 
3. An incorrect Social Security number or credential number is not accepted.  The REP is 

directly linked to the teacher certification database (License 2000).  Any record that is 
submitted with a credential number and/or Social Security number that does not 
exactly match the License 2000 database creates a fatal error.  

 
4. The accounting/function codes utilized in the REP comes from the Michigan Public 

School Accounting Manual. 
 

5. Any staff member who terminates or retires from a district must be reported. 
 
If you have a data field reporting question or for technical assistance with the State of 
Michiganôs website, please contact the Department of Information and Technology (DIT) 
Client Service Center at 517-335-0505 or Help-Desk@michigan.gov. 
 
If you have questions or concerns about the functionality of CMTôs custom state reporting 
REP software, please contact CMT at 989-791-4860 or send us an email at 
fidorsrep@cmtonline.com.  

http://www.michigan.gov/cepi/0,1607,7-113-986_10478---,00.html
mailto:fidorsrep@cmtonline.com
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REP Main Menu 
 
 

The following is a representation of the main processing menu, REP: Registry of Education 
Personnel.  Use this screen to select menu items.  The following menus are standard and are 
shipped with the software.  Menus on your system may vary in appearance depending on 
individual access. 
 

  
 

Option 1 
 
Menu REPSET: REP ï Basic Required Codes contains CIMS programs and CMT custom 
programs used to set up and maintain the codes needed for REP data collection. 
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REP Main Menu  (contôd) 
 
 

Option 2 
 
Menu REPEMP: REP ï Employee Educational Setup contains CIMS programs and CMT 
custom programs used to set up and maintain the employee data required by the State for 
REP submission.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Option 3  
 
Menu REPRPT: REP ï Reporting and Maintenance contains CMT custom programs 
used to create and maintain the submission file.  Reports are generated to verify the 
submitted data for errors.   
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Planning and Implementation 
 

 

The following pages can be used as a guide when determining the preliminary setup for the 
Registry of Educational Personnel.   
 
For proper data submission, the following codes must be set up: 

 

Ç EIS.131 ï Certificate Codes 

Ç EIS.132 ï Certificate Assignment Codes 

Ç EIS.134 ï Certificate Credential Code Definitions 

Ç EIS.135 ï Certificate/Endorsement Level Codes 

Ç EIS.144 ï Institution Type Codes 

Ç EIS.141 ï Educational Institution Codes 

Ç EIS.143 ï Degree Codes 

Ç EIS.175 ï Tag Codes 

Ç EIS.205 ï Ethnic Codes  

Ç PAY.130 ï Termination/Employment Status Codes 

 

Optional: 

Ç MR.314  ï PIC File Import/Update 

Ç MR.316  ï Additional Schedule A Job Codes (Hourly Wage ï FIELD 10) 

Ç MR.318 ï Addenda Wage Inclusion (Hourly Wage ï FIELD 10) 

Ç MR.311 ï Maintain Grade Step Downs  (Title I reporting districts ï FIELD 28) 

Ç SR.147 ï Maintain Basic Administrative Unit (NON-CIMS Student districts) 

 

Employees must have records in the following programs: 
 

Ç EIS.301  ï Employee Basic Information 

Ç EIS.303H  ï Employee Academic Information 

Ç EIS.309 ï Employee Certificate Information 

Ç EIS.480 ï ñHOURSò tag must be assigned for Instructional and Administrative Staff 
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REPSET MENU: REP ï BASIC REQUIRED CODES 
 
 
Menu REPSET: Menu Items 2-10: These codes are populated when REP is initially loaded on 
the schoolôs system.  The school is responsible for verifying these codes. 
 

 
 

 

Certificate Code Definitionsï EIS.131 
 

 

Use this program to define at least one certificate code.  These codes are NOT reported to 
REP, but the standard CIMS program EIS.309 ï Employee Certificate Information requires 
this information in order for the program to process properly.  You may define one universal 
code to use for everyone or you may choose to set up various certificate codes. 
 

 
Certificate Code: Define at least one certificate code. 
 
Description: Enter a description of the certificate code. 
 
Short Title: Enter a short title of the description. 
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Certificate Assignment Codes ï EIS.132 
 
 
Use this program to enter codes that describe areas that employees are currently assigned to, 
as well as the areas of endorsement held by the instructional staff.  CMT maintains this file 
each submission. 
 

 
 
 
 
 
 
 
 
 
 

 
Assignment Code: Refer to FIELD 10 of CEPIôs REP Data Field Descriptions manual for a 

list of State mandated assignment codes.  If the mandated listed codes are NOT used, 
special modifications will need to be made to your system in order for the REP 
programs to work correctly.  

 
Description: Enter a description of the assignment code being defined.  
 
Short Title: Enter a short title of the description.  
 
 

Certificate Credential Code Definitions - EIS.134 
 
 
Use this program to define codes for instructional employeeôs teaching certificate types.   
 

 

 

 

 

 

 

 

 

Credential Code: Use CEPIôs REP Data Field Descriptions manual FIELD 17 to assign State 
mandated credential type codes.  If the CEPI codes are NOT used, special modifications to 
the REP programs will be required for your district. 
 
Description: Enter a description of the certificate type.  
 

Short Title: Enter a short title for the code. 
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Certificate/Endorsement Level Codes ï EIS.135 
 
 
Use this program to define the codes describing tests/certifications outside their major/minor 
that teachers obtain for Highly Qualified status. 

 
Level Code: Enter the codes to identify the options teachers/paraprofessionals have for 

demonstrating that they are Highly Qualified in their assignment. 
 
Description: Enter a description for the level code. 
 
Short Title: Enter a short title of the code. 
 
 

Institution Type Codes ï EIS.144 
 

 

Use this program to classify institutions by institution type, such as University, High School, 
Trade School or Community College.  An institution code needs to be set up for use in 
EIS.141 ï Educational Institution Codes Type Code:  Enter the codes to identify the 
education institution type. 
 

 
Description:  Enter a description for the type code. 
 
Short Title:  Enter a short title of the code. 
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Educational Institution Codes ï EIS.141 
 
 
Use this program to define institution codes.  These codes must be used with a REP Status 
code of R97 and R98 for teachers reporting within their first three years of teaching.  It is 
reported to REP as FIELD 29 (Michigan Sponsoring Institution) and FIELD 30 (Non-Michigan 
Sponsoring Institution).  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Educational Institution Codes:  Enter code for update. 
 
Name: Enter the name of the institution. 
 
Address: Enter a city and state or type periods in these fields.  The remaining address fields 

are optional. 
 
Country: Leave the default value of USA or enter a valid country code as defined in EIS.151. 
 
Type Code: Enter a valid type code as defined in EIS.144 ï Institution Type Codes. 
 
All remaining fields are optional. 
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Degree Codes ï EIS.143 
 
 
Use this program to define degree codes and descriptions of those codes.  
 

 

Degree Code: Use CEPIôs REP Data Field Descriptions manual FIELD 16 to define the 
highest education levels obtained by the staff person.  If the CEPI codes are not used, 
special modifications to the REP programs will be required for your district.  (Degree 
Code must be two digits.) 

 
Description: Enter a description of the code being entered.  
 
Short Title: Enter a short title of the description.  
 
 

Ethnic Code Definitions ï EIS.205 
 
Use this program to define ethnic codes and descriptions of those codes. 
 

 
 
EEOC Equivalent: Enter a value represented in the table below to map to REP values. 

Program MR320 converts the EEOC value to the equivalent REP value as follows: 
 

EEOC      REP  FIELD 15                                           
1      000010    White 
2      001000    Black or African American  
3      000001    Hispanic or Latino 
4      010000    Asian American 
5      100000    American Indian or Alaska Native 

 
 NOTE:  Currently, no EEOC (EEO-5) reporting value exists for REP FIELD 15 ethnic code 

000100 (Native Hawaiian or Other Pacific Islander).  This code along with multiple-occurrence 
values must be maintained in MR.322 - REP Maintain Reported Information. 
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Tag Codes ï EIS.175 
 

 

Use this program to define "TAGS" of user-defined information to be associated with 
employee records.  The following "TAG" code MUST be defined: HOURS. The TAG code 
ñHOURSò will be used to report State required Hours of Professional Development for REP 
FIELD 24.  Professional Development information MUST be provided to the State at the end 
of every fiscal year. 
 
If the tag code HOURS is not defined, special modifications to the REP programs will be 
required.  
 

 
Tag: Enter HOURS.  
 
Short Title: Use this field to enter a short description of the tag identifier.  
 
Description: Enter a description of the tag identifier up to 40 characters.  
 
What type of data: Enter 2 to indicate that this tag is a columnar tag.  
 
Verified: Leave the default of N.  
 
Columnar Data Headings: Enter ñDescriptionò in the first field, ñHoursò in the second field 

and ñDateò in the third field as presented above.  Other columns may be defined as 
needed for school use.  If such columns are defined, it is recommended to use the last 
column(s).  If the last column(s) is used, a period (ó.ô) must be used in the blank column 
headings as the program does not allow skipped column headings.  This is 
demonstrated in the example above. 

 
CMTôs custom program EI.480 ï Mass Assign Employee Columnar Tag allows the user to 
assign an EMS columnar tag to groups of employees, a selection of employees or an 
individual employee.  It also allows you to mass populate the EMS tag columns with values. 
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Tag Codes (Finger Printing) ï EIS.175 
 

 
FPRINT: (Optional) Use this tag code to track Finger Printing data for all employees.  

Currently, this tag code is not required to be reported to the State. 
 
 

Employee Tag Report Writer Definition ï EIS.780 
 
 
Use this program from the MENU PAY305: EMPLOYEE RECORDS LISTINGS AND 
REPORTS to create to define tag report writer formats.  A tag identifier can be up to six 
characters as defined using program EIS.175 - Tag Codes.  Only information for employees 
with tag assignment from program EIS.480 - Employee Tag Assignments will print. 
 

 
 

Employee Tag Report Writer Submittal ï EIS.580 
 
 
Use this program to submit report formats for printing defined using program EIS.780 - 
Employee Tag Report Writer Definition. 
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Termination/Employment Status Codes ï PAY.130 
 
 
Use this program to define codes for various employee status types. Each code represents a 
different employee status code according to REP Data Field Descriptions Field 25. 
 

 

Termination Code (Employment Status): Enter code to define employment status changes.  
Codes maintained within this program are used for both REP and ORS.  REP codes 
listed must be preceded with R.  If the CEPI codes are not used, special modifications 
to the REP programs will be required for your district.  

 
Description: Enter a description of the employee status code.  
 
Termination Code Detail: Enter up to five lines of the descriptive detail.  For examples of 

each type of code, refer to the CEPI REP Data Field Descriptions manual. 
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REP PIC File Import/Update ï MR.314 
 

 

Use this program to load the PIC number from CEPI into EIS.309 - Employee Certificate 
Information.  FIRST, the file MUST be obtained from the CEPI website and transferred to your 
PC as a .txt file. The PIC file must then be uploaded to the iSeries/AS400. 
 
The first time the file is uploaded to the iSeries/AS400, you MUST use the file transfer FTP or 
WS FTP (refer to page 51).  Subsequent uploads may be done with Client Access by 
downloading the file once and saving the .txt to your hard drive.  CMT can provide assistance 
with file transfers at your hourly billable rate. 
 
Switch Setting: Review the Y/N switch settings in ACS.310 - Menu Item Definition.  

¶ Print SSN instead of Employee Number on Listings? 
 

 
File Name: Enter the name of the file that was uploaded to the iSeries/AS400. 
 
Member Name: Enter the name of the file member.  If you only have one member, you can 

use the default of *FIRST. 
 
Library Name: Enter the name of the library that the file was saved in. 
 
Update Files?: (Y/N) 
 Y  (YES) updates the PIC # in the EIS.309 and generates edit report.   
 N  (NO) default generates the edit report ONLY, without updating the PIC #  
 
Replace Data?: (1/2) 
 1  (DEFAULT) replaces all PIC #s found within EIS.309.  
 2  Adds PIC #s for those that are blank, NOT replacing existing PIC #. 
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REP Additional óSchedule Aô Job Codes ï MR.316 
 
 
If you use multiple assignments to pay employees their Schedule A wages, use this program 
to enter the employeeôs primary job code and the additional assignment(s) that are 
considered as part of the Schedule A hourly wages for optional FIELD 10 subset.    

 

 

Schd A Job: Enter the job code(s) considered to be the employeeôs primary job.  F4 Indexing 
is available. 

 
Addôl Schd A Job: Enter the job code(s) used to pay employees additional Schedule A 

wages.  F4 Indexing is available. 
 

NOTE:  You only need to enter data here if your district is required to report for Title I 
Comparability.  This would also be true for MR.318 - Addenda Wage Inclusion Setup and 
MR.311 - Maintain Grade Step Downs. 
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REP Addenda Wage Inclusion Setup ï MR.318 
 
 
Use this program to enter addenda codes that are to be included as part of the hourly wages 
for optional FIELD 10 subset calculation for REP.  ONLY those wages specified on your 
Schedule A should be included. 
 

 
Addenda: Enter the addenda code(s) that are to be included as part of the hourly wage 

calculation for REP Field 10.  Addenda codes must have been previously defined in 
PAY.127 ï Addenda Codes.  See the EMS-200 manual for more information on setting 
up addenda codes.  

 
F4 indexing available to PAY.127W.02 reference screen. 

 
Description: This is a display only field containing the description of Addenda. 
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REP Maintain Grade Step Downs ï MR.311 
 
 
Use this program to maintain salary reporting for FIELD 28.   
 
When the switch setting for MR.320 - REP Create Registry of Educational Personnel Title I 
Comparability? Y/N is set to Y ïYES, this program is operational.  This program is only 
necessary for districts that must report Title I Comparability to MEGS.   
 
On the command screen, select the Pay Table Code to maintain.  
 

 
Grade:  Enter the grade to maintain.  F4 Indexing is available.  Individual steps within a grade 

automatically are reduced to the lowest base salary.  Only map the grades as specified 
by the Title I Comparability Report procedure.   

 
Step Down Grade:  Enter the lowest grade for the table to be maintained.  F4 Indexing is 

available. 
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Menu REPEMP: REP ï Employee Educational Setup contains CIMS programs and CMT 
custom programs used to set up and maintain the employee data required by the State for 
REP submission.   
 

 
 
Basic Submission Checklist: 
 

Ç Verify current submission changes and edits 
 

Ç Add/update employee records    EIS.301, EIS.303H, EIS.309, 
 EIS.480, PAY.305, MR.315 

 

Ç Add/update contract non-employee records  MR.312 
 

Ç Create Registry      MR.320  
 

Ç Run Edit Report for Errors    MR.321 and MR.309 
 

Ç Maintain Reported Information    MR.322 and MR.312 
 

Ç Run Edit Report for Errors    MR.321 and MR.309 
 

Ç Print Registry      MR.323 and MR.313 
 

Ç Create Download Reporting File    MR.328 
 

Ç Send file to State 
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Employee Basic Information ï EIS.301 
 
 
Use this program to enter basic demographic information for district employees.  For 
additional information on entering required fields, refer to the EMS-300 user guide or CEPIôs 
REP Data Field Descriptions Guide.  The REP program uses basic record information for 
required State reporting. 
 

 
 

Other Records: Enter Y into the REP Asgn and Academic record fields for the system to 
automatically toggle you into the EIS.303H ï Employee Academic Information and 
EIS.309C ï Employee Certificate Information programs.  Both programs contain 
information required for REP reporting FIELD 16 and FIELD 17.  

 
REP Asgn: (Y/N) 

N (NO) the default. The system will NOT display the Employee REP Assignment 
screen.  

 
Y (YES) system displays EIS.309C - Employee Certificate Information programs for 

REP FIELD 17 ï Type of Credential and FIELD 10 ï School Assignment Data. 
 
Academic:  (Y/N)  

N (NO) is the default.  The system will NOT display the Employee Academic 
Information screens.  

 
Y (YES) the system displays EIS.303H - Employee Academic Information programs for 

REP FIELD 16 ï Highest Education Level.  
 
The remaining fields are not used for REP State reporting. 
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Employee Basic Information ï EIS.301  (contôd) 
 

 

 

The REP program uses the following information from EIS.301 ï Employee Basic Information 
records as part of the required reporting:  
 

¶ Employee Number 

¶ Social Security Number 

¶ First, Middle, & Last Name 

¶ Birth Date 

¶ Gender 

¶ Race/Ethnicity 

¶ Hire Date 

¶ Date of Termination, if applicable 

 
Active: Field denotes employee status for payroll.  REP programming generates records for 

Active = Y and Active = N.  REP records are flagged in EIS.309 ï Employee Certificate 
Information. 

 
  NOTE:  Employee SSN may not be viewable on this screen depending on the switch settings 

controlled by program ACS.310, or depending on the EMS release level installed on your 
system. 
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Employee Basic Information ï EIS.301  (contôd) 
 
 

 
Current Hire Date: This field can be used to report the employeeôs current hire date.  If 

selected, this date is required information for REP State reporting FIELD 9 ï Date of 
Hire. 

 
Original Hire Date: This field can be used to report the employeeôs original hire date.  If 

selected, this date is required information for REP State reporting FIELD 9 ï Date of 
Hire. 

 
Termination Date: This field is automatically updated from PAY.305.  This date should 

represent the date the employee left the district due to retirement or some other type of 
termination. 

 
This is required for REP State reporting FIELD 26 ï Date of Termination. 

 
NOTE:  To specify which date to use for the REP FIELD 9 ï Date of Hire, access program 
ACS.310 Menu Item Definition.  Edit switch setting for MR.320 ï REP Create Registry of 
Educational Personnel.  On the screen reference ACS.310.13 that displays available switches, 
for ñUse Original Hire Dateò, specify N to use current hire date or Y to use original hire date. 
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Employee Academic Information ï EIS.303H 
 

 

Enter the degree(s) that the employee has earned.  The REP programs read this file and 
choose the Highest Degree Level entered here for FIELD 16 of the State required REP report.   
 
On the command screen, enter the employee number. 
 

 
Employee: Displays only the employee number being accessed. 
 
Institution Code: Enter the code of the institution where the employee earned the degree.  

Institution codes must be previously set up in EIS.141 ï Educational Institution Codes.  
(Not reported for REP.) 
 

 NOTE:  F4 Indexing is available with the óPosition toô function by code or description which is 
 case sensitive. 

 
Degree Code: Enter the two-digit code of the degree being recorded.  REP Degree Codes for 

FIELD 16 must be set up in EIS.143 ï Degree Codes.  F4 Indexing is available.   
 
All remaining fields are optional. 
 
 NOTE: Degree codes 09 and 10 are considered to be lower degree codes than 02.  The REP 

programs are designed to take this into account when determining the highest education level 
to report.  F4 Indexing is available. 

 
Major/Minor Code: F4 Indexing is available on these fields as well. 
 
The REP software does not require non-certified personnel to have a record in this 
program.  Any employee not specified in this program will default to 01 High School 
Diploma for REP Field 16 Highest Education Level when the MR.320 Create Registry of 
Educational Personnel is processed. 
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Employee Certificate Information ï EIS.309 
 
 
Use this screen to enter employee certificate, assignment, school, grade level, and FTE 
information.   
 
On the command screen, enter the employee number and specific certificate code. 
  

 
 
Certificate: This field is not used for the REP; however information needs to be entered into 

this field for the standard CIMS program to function.  Applicable certificate codes are 
defined in EIS.131 ï Certificate Codes.  

 
Credential Code: This field reports REP FIELD 17 the type of credential attached to the 

employeeôs certificate that matches their assignment.  Credential codes must be 
defined in EIS.134 ï Credential Codes.  F4 Indexing is available with the óPosition toô 
function by code or name.   

 
PIC#: Enter the Personal Identification Code assigned by the State to each employee for REP 

 FIELD 27.  
 
REP License Number: Enter the State issued license number for REP FIELD 8.  License 

numbers can be obtained through the Credential Data Exchange (CDX).  The CDX can 
be accessed from the Stateôs web site. 
 
NOTE: Either the employeeôs social security number OR license number MUST be entered. 

 
Expiration Date: Enter the expiration date on the personôs license for REP FIELD 19.  This 

field can be left blank under specific conditions outlined by CEPI in the REP Data Field 
Descriptions.  For details refer to that manual. 
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Employee Certificate Information ï EIS.309  (contôd) 
 
 

Issue Date: Enter the date that the personôs license was issued for REP FIELD 18.  This field 
can be left blank under specific conditions outlined by CEPI in the REP Data Field 
Descriptions.  For details refer to that manual. 

 
Optional: 
The following fields are available to allow the entry of the license date and License number for  
individuals who hold licences in other areas. 
 
Other License Dte:  / Other License Number: 
 
Initial Institution Sponsor: Enter the number of the institution that originally issued the 

employeesô license.  For REP, this field is only required for teachers in their first three 
years of teaching with employment status of R97 or R98 for FIELD 25.  The REP field 
is FIELD 29 for Michigan Sponsoring Institution and FIELD 30 for Non-Michigan 
Sponsoring Institutions.  F4 Indexing is available with the óPosition toô function by code 
or by description. 

 
Title I/ Title II: Enter the three digit code identifying teachers with assignment codes AX 

through 00599 who teach core academic subjects in Title I or Title II programs as 
defined by CEPI and the State of Michigan.  Valid Title I & Title II Values are defined in 
the index MR.327 maintained by CMT.  F4 Indexing is available. 

 
Use this Certificate for REP?: This field determines the recordôs REP reporting status. Enter 

Y to report the record to REP. Enter N for the record not to be reported.   
 

If separate lines are used to list the employee's assignment(s), be sure to enter N 
for REP in assignments with 0 FTE. 

 
Funded Position Status: Enter a 1, 2 or 5 to report a VACANT FUNDED position reportable 

for REP.  For employees on LEAVE, enter 3, 4, or 6.  All others leave blank.   
 
 The REP software does not require an entry in this field.  Any employee not 

specified in this field will default to 9 Filled position, regular for REP Field 12 
Funded Position Status when the MR.320 Create Registry of Educational 
Personnel is processed. 

 
REP Status Date:  This field overrides all other fields for REP FIELD 9: Date of Hire.  Edit as 

necessary to identify the initial date of hire.  The fields for Current and Original Hire 
dates display the switch setting date specification in MR.320 by reverse image 
formatting. 

 
All remaining fields are optional. 
 
Press ENTER for screen MR.319L .01 to appear. 
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Employee Certificate Information ï EIS.309  (contôd) 
 

 

Enter the COMMAND on the line of the Assignment you wish to edit and the following screen 
appears: 
 

 
 
The entries made to this program are submitted to REP for FIELD 10.  Refer to the CEPI REP 
Data Field Description Guide for details on specific reporting requirements for FIELD 10. 
 

REP: Enter Y, if the assignment being added or changed is to be reported for REP.  Enter N, 
if the assignment is not to be reported for REP.   

 

If separate lines are used to list the employeeôs assignment(s), enter N for REP in 
assignments with 0 FTE. 

 

Assignment: Enter the code that defines the employeeôs job assignment or subject area to 
which the employee has been assigned.  Use the codes previously defined in EIS.132 
ï Certificate Assignment Codes.  Up to 9 codes may be reported for REP.  F4 Indexing 
is available. 

 

 List the primary assignment first when multiple subject area assignments are being 
reported for one individual.  In general education, the subject area assignments usually 
match the subject area endorsements appearing on the teaching certificate.  It is 
important to select the subject area assignment code that most accurately identifies the 
subject area being taught by the individual teacher.   

 

NOTE:  F4 Indexing is available.  The user may use the óPosition toô function by description 
(case sensitive) or by code. 

 

School: Enter the State assigned School Code Master number for the school where the staff 
person is employed.  

 

 NOTE:  F4 Indexing is available.  Only those schools belonging to your district should be 
displayed in the screen. 
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Employee Certificate Information ï EIS.309  (contôd) 
 
 
Hr Wage Ovr C/S: (Optional Field) Enter an hourly wage for a contracted service employee 

who has not been paid through the payroll processor but through Accounts Payable.  
 
Job Code: Enter the job code assignment used in CIMS to pay the employee.  The job code 

assignment need NOT be active. 
 

 NOTE:  F4 Indexing is available with the óPosition toô function by Employee# or Job Code.   

 
FTE: Enter the amount of time, as a percentage, required to perform the job reported for REP 

FIELD 10 ï FTE (Full Time Equivalency).  This percentage should be stated as a 
proportion of a full-time position and computed by dividing the amount of time employed 
by the time normally required for a full-time position.  (ex. 80% would be entered as .80)   

 
Function: The system uses the function code, as designated within your account structure, 

from the first account number listed on the employeeôs assignment in PAY.345.  If a 
different function code should be used, enter that code here.  

 

NOTE:  F4 Indexing is available with the óPosition toô function by Code or Description which is 
case sensitive. 

 
HQCri: Enter the codes to identify the options teachers have for demonstrating their Highly 

Qualified status that they are assigned to teach.  These codes must be defined in 
EIS.135 - Certificate/Endorsement Level Codes.  F4 Indexing is available.  

 
Class:  Enter the one digit number of classes taught for this specified assignment. 
 
Highly Qualified: Enter the code designating the employeeôs Highly Qualified Status level 

(0=Not Applicable, 1=Yes or 2=No). 
 
Major/Minor: Enter the code representing the employeeôs qualifying major or minor for Highly 

Qualified Status (0=Not Applicable, 1=Yes or 2=No).  
 
Admin: Enter the code representing the Administratorôs Continuing Education requirement 

(0=Not Applicable, 1=Yes or 2=No). 
 
Grade Level: Enter 1 below the grade level(s) or educational setting(s) for the assignment.  

Refer to the CEPI REP Application User Guide for a list of specific grade level and 
educational setting codes. 

 

AE ï Alternative Education 
SE ï Special Education  (1, 2, 3, 4) 
AD ï Adult Education 
EC ï Early Childhood and Parenting Programs 
CE ï Career/Tech Education 
SA ï State Agency 
EI ï Early On/ Early Intervention (Part of IDEA) 
AS ï Administrative or Support Staff (1-all levels, 5-English as a Second Language ï Title III only, 6 & 7 for 

Bilingual Education/ELL, and 8 & 9 for Migrant Educational Program) 
 

All remaining fields are optional. 
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Employee Tag Assignments ï EIS.480 
 
 
This program associates employee records with TAG identifiers as defined in program 
EIS.175 - Tag Codes.  The program will route through successive TAG identifier screens.  
 
The "HOURS" tag must be attached to employees that are required to report Professional 
Development Hours that the employee has engaged in from JULY 1 - JUNE 30.  Professional 
Development information is reported to CEPI at the end of each fiscal year for REP FIELD 24.  
Refer to the CEPI REP Data Field Descriptions Guide for details on specific reporting 
requirements for FIELD 24. 
 
Enter the employee number on screen EIS.480.01 - Employee Tag Assignments and the TAG 
code HOURS.  F4 indexing is available for the Employee Field and Tag Field.  The employee 
entered here will display throughout the successive screens. 
 

 
Date: This screen displays the date the tag was created.  For adding new TAGS, it 

automatically fills the current date for new TAGS. 
 
If Professional Development hours have been entered, a line screen reference 

EIS.480D.01 - Employee Tag Assignments Columns will appear.  Enter a line 
command in the CMD column to add/change line and press ENTER to display the next 
screen reference EIS.480D.11. 

 
If Professional Development hours have NOT been entered, the screen reference 

EIS.480D.01 - Employee Tag Assignments Columns will display with the field empty. 
Enter A in the CMD column to add professional development hours and press ENTER 
to display the next screen reference EIS.480D.11. 
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Employee Tag Assignments ï EIS.480  (contôd) 
 
 

 

Description: Enter the description of the professional development in which the employee 
participated in over the past fiscal year for REP FIELD 24.  The following description codes 
must be used or special modifications to the REP programs will be required.  F4 Indexing is 
available. 
 

SIP ï School Improvement Plan.  Information study and analysis in small groups of professional 
colleagues that relates to student achievement. 

 

MENTOR ï Mentoring.  Professional development for the purpose of advancing mentoring skills or 
classroom skills for the teacher in the first three years in the profession.  

 

WORK ï Workshops or Conferences.  The number of hours of participation in one-day or short-term 
professional development provided by LEAs, ISDs, IEH or CENTERS. 

 

COURSE ï Coursework.  Continuing education courses taken for credit at an institution of higher 
education. 

 

HQS ï Highly Qualified Status.  Professional development of content-specific for the purpose of attaining 
Highly Qualified Status. 

 

HIED - Higher Education.  Professional development acquired through state-level or institution of higher 
education content-specific service or committee. 

 

VRTLRN - Virtual Learning.  Professional development acquired through online learning. 
 

ACE ï Administrator Continuing Education.  Professional development acquired for leadership 
development for Administrators continuing education requirement.  

 

INTECH - Professional development acquired to plan, design, use and evaluate technology-enhanced 
methods and strategies to maximize student learning. 

 
Hours: Enter the number of hours the employee participated in the various categories of 

professional development during the school year.  The hour must be entered as a 
whole number.  CEPI does not allow for fractions of an hour. 

 
Date: Enter the date the employee participated in the professional development.  The date is 

used to determine if the workshop/seminar should be included in the current yearôs 
REP submission for REP FIELD 24.  The date must be entered as MMDDYY.  Do not 
enter dashes. 
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Termination/Employment Status Information ï PAY.305 
 
 
Use this program to enter/change employment status information.  Any staff member who 
terminates or retires from a district MUST be reported in the next REP submission with the 
reason of termination for FIELD 25 and termination date for FIELD 26.  Employment status for 
teachers completing their first three years of teaching experience is also recorded here.  
 
On the command screen, enter the employee number and date to be reported. 
 

 
P/R Termination Code: Do not enter information in this field for tracking teacherôs within their 

first three years of experience employment status.  Enter termination status code 
(according to MPSERS/ORS) as defined in PAY.130 ï Termination Codes.   

 
REP Employee Status: Enter the status code that begins with R for REP FIELD 25 that 

identifies the change in the employeeôs status as defined in PAY.130ï Termination 
Codes.  The REP programs search for a status code beginning with R.  If a teacher is 
in their first three years of experience, enter R97 or R98 and leave P/R Termination 
Code field blank.  F4 Indexing available. 

 
REP Status Date:  If the REP Employee Status Code is R97 or R98 for REP FIELD 25, enter 

the beginning date of the employee's teaching experience.  After 3 years, the REP 
Status record will automatically be deleted. 

 
Employee Status: Active?: Default is the EIS.301 field entry.  Edit if desired.  Any changes 

here also change the employeeôs status in the EIS.301 permanent records. 
Y-YES, employee is an active employee in the EIS.301.  
N-NO, employee is NOT an active employee in the EIS.301. 

 
Change Termination Date in Employee Basic?:  Default is N.  Edit if desired.  Any 

changes here affect the employeeôs termination date in the EIS.301 permanent 
records. 
N-NO, do NOT change the employee's Termination Date in the EIS.301.  

 Y-YES, change the employeeôs Termination Date in the EIS.301. 
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REP Access REP Information ï MR.315 
 

 
Use this program to access only the employeeôs REP information.  This program will route 
the user through successive REP employee information programs.  Switch settings in 
ACS.310 ï Menu Item Definitions determine the information that the user has access to. 
 
Switch Settings: Review the Y/N switch settings in ACS.310 - Menu Item Definition.  
 

Access to Basic Information ?                 Allow changes to Birth Date ? 
Access to Academic Information ?              Allow changes to Sex ? 
Access to Certificate Information ?            Allow changes to Ethnic Code ?                
Access to Prof. Development Hours Tag ?       Allow changes to Hire Date ? 
Access to Employment Status ?                 Allow changes to Primary Assignment ? 
Access to Finger Print Tag ?                   Use Original Hire Date ? 

 

On the command screen, enter the employee number to maintain.  
 

 

Basic, Academic, Certificate, Prof Dev Tag, and Employee Status: Screen field options 
indicated with Y, specify the programs the user has authority to process.  Screen field 
options indicated with N, specify the programs the user does NOT have authority to 
process.  If screen field options are marked N, the user does not have the authority to 
change it to Y. 

 
Auto Next Record?  Use this field to access employee information in a sequential order. 
 I ï lndex, displays the employees in sequential order of the Index specified. 
 Y ï Yes, displays the employees by employee number. 
 N ï No, default, does not allow sequencing of the screens by employee. 
 

NOTE:  Any information entered/changed in these programs will update the employee's 
EIS.301 - Employee Basic Information. 


