
2024 NEW CONTRACT 
AND STAFF EMIS 

TRAINING



AGENDA
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▪ Job Calendar Review

▪ New Contracts using Copy

▪ New Contracts using Import

▪ Staff EMIS Checklist

▪ Employee Onboarding

▪ Test Instance



JOB CALENDARS

 Job Calendars
➢Job calendars for the 2024-2025 school 

year can be added to the system as 
soon as board-approved

➢Utilize Core/Job Calendars

➢Create one calendar with workdays 
and holidays

➢Tip: Use the ‘Copy’ function and then 
modify specific calendars

➢Remember to keep a Default calendar 
with no days
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JOB CALENDARS
COPY OPTION
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NEW CONTRACTS

New Contracts
➢Job calendars for the upcoming school year should be created first
➢New contracts can be entered for all stretch-paid employees.
➢Go to Processing/New Contracts. One of the following options can be used

• New Contract Maintenance 
• Mass Copy Contract Compensations
• Import New Contracts  

➢Report to EMIS flag
• FY25 Contracts with a compensation start date of 7/1/24 or after can be marked as 

Reportable to EMIS. USPS knows not to report them in the FY24 collection because of 
the compensation start date.

• If any FY25 contracts with a compensation start date on or before 6/30/24, those should 
NOT be marked as reportable or they will be included in the Final collection.

➢Don’t forget about the Calendar start date under “Historical Context” section in the 
compensation record

• The calendar start date is used for attendance day counting from the job calendar (and 
also for ODJFS reporting). If the calendar start date has not been updated on the new 
contract, the fiscal year start date (7/1/24) will be used for counting attendance.
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NON-CONTRACT COMPENSATIONS

➢Go to Reports/Report Manager and click Generate SSDT Non-Contract 
Compensation Mass Load Extract

• Filter and remove OLD Non Contracts

• Make any necessary updates and save the file in .CSV format

• Go to Utilities/Mass Load

• Click the Choose File button and find your .CSV file

• Under Importable Entities choose Compensation

• Click Load

• Mass Load can be used to update non-contract compensations OR to create 
new ones

• https://wiki.ssdt-ohio.org/display/uspsrdoc/Mass+Load#MassLoad-Compensation
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https://wiki.ssdt-ohio.org/display/uspsrdoc/Mass+Load#MassLoad-Compensation


IMPORTING NEW CONTRACTS

 You can import an Excel spreadsheet to create new contracts 
similar to Mass Load

 Run the New Contract Compensation Worksheet report to 
generate a spreadsheet of last year’s contracts
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https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts


REQUIRED FIELDS

 New Contract Import Documentation: 
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contr
acts#NewContracts-ImportNewContracts

 Spreadsheet must be saved as a csv file

 The following fields are required on the spreadsheet:
 employeeId

 jobNo

 ContractType (Enter ‘4’ for new contract)

 newCompensationLabel 

 contractAmount (only required if using stretch pay)

 equalPays (enter ‘Y’ or ‘N’ instead of TRUE or False)
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https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts


NON-CONTRACT IMPORTS

 To import a spreadsheet of Non-Contracts, use Mass Load

 Documentation: 
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load
#MassLoad-Compensation

 Required Fields:
 Code

 Position.number (Position record must already be created)

 Position.employee.number

 Type (NonContract

 payUnit (Daily/Hourly)

 payPlan (Biweekly, Semimonthly, or Monthly)
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https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load#MassLoad-Compensation
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load#MassLoad-Compensation


SALARY NOTICES

 You can create/schedule Salary Notices for contracts sitting in the New 
Contract Maintenance grid

 Do NOT activate new contracts before the salary notice emails are sent

 The form for Salary Notices can be customized to include additional 
information from their contracts such as their pay rates and years of 
experience.
 Please contact us if you need help customizing a salary notice form
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EMIS STAFF DATA

 Be sure to follow the checklist! The Period L Final Checklist is 
located on our website.
 Services/Fiscal Services/Fiscal Documentation
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EMIS – WHAT IS IT?

 Education Management Information System
 EMIS is a collaboration between Payroll, EMIS Coordinator , and 

treasurer to verify information is correct.

 Provides  standards for reporting data to ODE

 EMIS has 4 functions
 1. State and Federal Reporting

 2. Funding and Distribution of Payments to districts

 3. Academic Accountability Program

 4. Generates Statewide and District Reports

12



EMIS REPORTING TIPS

 Do not wait until the end of the reporting period to review your 
district’s data

 Verify your districts EMIS data multiple times throughout the 
collection

 Make sure you have the EMIS 

 Credential ID – If an employee changes from a Z-ID to a 
Credential ID, you need to request a Staff Override to ODE 
EMIS. Send us an email and we can put that request in for you.
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EMPLOYEE RECORD
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EMPLOYEE RECORD CONT.

➢ Clear any Long-Term Illness data from prior fiscal year 
(2022-2023)                  *Step 2 on the checklist*
• Go to Core/Employees – On the grid under More/State Reporting check 

Long Term Illness
• Filter on the grid for any Long-Term Illness Days >0
• Mass Change Option – Contact fiscal.support@noacsc.org for this option

• Under Load Definitions click on Clear Employee Long Term Illness
• Click the Execution Mode option
• Click on the Submit Mass Change button

➢Enter any long term illness data on the Employee record for 
the 2023-2024 school year
➢15 or more consecutive absences

➢Use SSDT Attendance Journal Report to review Long Term 
Illness
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mailto:fiscal@noacsc.org


EMPLOYEE RECORD CONT..

 Verify Years of Experience – Should have been completed on the initial 
collection, but verify it is accurate *Step 3 of EMIS Checklist*

 Run Employee EMIS Reports *Step 1 on EMIS checklist*
 Check for errors on the reports

 Verify to make sure everyone is being reported that should be.

16



POSITION RECORD
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Ex: An employee leaves the district in January, can you stop reporting them to EMIS right 
away?

Ex. If you are aware of an employee leaving the district, but will be paid through the 
summer, can you report them with a separation date and reason on the position screen 
before they are finished being paid.



POSITION RECORD CONT..

 EMIS Override Fields

 Only using these fields if you need to override what is on the 
compensation screen OR if you have non-contract compensations that 
need to be reported. Ex. Coaches on non-contract. You will need to fill in 
the override boxes because they don’t have a contract for the 
information to pull from.
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▪ Run Position EMIS Reports
Check for errors on the reports
Verify to make sure everyone is being reported that should be and that the 
information is accurate



POSITION STATUS
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Status C – If an employee has worked any days in the 23-24 school year (even if they 
have left the district)

Status U – If an employee left last year and has not worked any days in 23-24 school year



COMPENSATION RECORD
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CC AND CJ RECORDS
STEPS 6-8
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Create/update EMIS Contractor (CJ) records and/or EMIS Contracted Service (CC) records if applicable. Go 
to Core/EMIS Entry and click on the appropriate tab(s) and click the Extract CJ Data button or the Extract 
CC Data button. Upload Extract file into Data Collector.  Check Level 1 error reports from EMIS and make 
any corrections to staff data and then reload using SIF Data Collector.



EMIS COMMON ERRORS

 Data Collector Errors

 A “fatal” error will appear when data is submitted by the district but 
is unable to come through because inaccurate or invalid data has 
been reported for the employee. Check the Level 1 Validation 
reports.

 The “missing data” status message will appear when Staff 
Employment (CK) or Staff Demographic (CI) records have not been 
reported for the employee for the current reporting period.
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TEST INSTANCES

➢ When unsure, try it out in your test instance first!
➢ Anything you test in these test instances will not affect your live USPS or USAS sites or data.

➢ Test sites do not allow you to add/edit workflows, print anything or send actual emails
➢ Are backed up every Saturday.

To get to your district’s test instance, use the following address (replace XX with your district’s 2 
letter code):

USPS 

https://usps-test-XX.noacsc.org/

USAS  

https://usas-test-XX.noacsc.org/

❖ Use your USPS or USAS username and password to log in.

If you’d like further help with this, please reach out at any time  
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https://usps-test-xx.noacsc.org/
https://usas-test-xx.noacsc.org/


QUESTIONS??

Reminder– ALWAYS check with any employee who sends an email to change their account 
for Direct Deposit.  A common scam is to change DD through email request to a scammer’s 

account.  

Have a policy on how to change bank accounts for DD that properly identifies the requester.
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