FY26 Staftf and Course Collection

Reminder: Initial Collection closes January 28, 2026
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What IS Statt EMIS?

| * EMIS- Education Management Information System
. Four Functions of EMIS data:

* State and Federal Reporting

* Funding and Distribution of Payments

* Academic Accountability System

* Generates Statewide and District Reports

EMIS MANUAL LINK



https://education.ohio.gov/Topics/Data/EMIS/EMIS-Documentation/Current-EMIS-Manual

Who do I report?

Individuals employed for any portion of the school
year.

Individuals or companies contracted by the school

district personnel (bus drivers, food service,
therapist, etc.) “CC or CJ] Record”

Individuals who were employed during the school
year but left prior to the end of the school year.

Individuals on leave of absence
Substitutes who become ‘teacher of record’.

Individuals on supplemental contracts

EMIS Reporting

Who do I NOT report?

Daily (as needed) substitute workers
Student employees

Board of Education Members
Adult education teachers

Game officials/ticket takers
Part-time help

Volunteers serving the district




Employee Screen

Experience
Accred District Experience Authorized Experience Building Experience District Experience
| el | ] | 000, | 000,
Military Experience Mon-Chio Private Experience Mon-Chio Public Experience Ohio Private Experience
| 000 | 000
| 000, | 000,
Ohio Public Experience Principal Experience Purchased Experience Retire System Experience
| 000 | 0] | 000 | el
Total Experience Trade Experience
| | | 0.00 |
e | | S
Race
[Frimaryr s l [ American Indian Alaska Mative [ Asian | Black
w
Hispanic Latino Option ] || Native Hawaiian Pacific lslander [ White
b
h I |
Staff Demographic
Credential ID ECE Qualification Degree Type Long Term lliness
| | v/ v/ |

Mon-Certificate Employee ID




Position Screen

Pos#! Posifion Descripfion Job Status ! Building Code Department Code Pay Group * Appointment Type
1 | | v]| V]|
FTE Hire Date s Sup nial Start Date Stop Date Raise Date Retirement Code
[ ]
None
Termination Date Supervisor
srmination u | Timesheet Required ) Archived
| v
Eligibility Flags
| Eligible For Personal Leave |_| Eligible For Sick Leave |_| Eligible For Vacation Leave
EMIS Related Information
) Reportable to EMIS Paraprofessional Hire Date
Funding Source
Funding Source Code 1 Funding Source Code 2 Funding Source Code 3 Percent 1 Percent 2 Percent 3 Assignment Area
]| ]| vl ] [ ] | v
Staff Employment
Position Code State Reporting Appointment Type Posiion Type Posifon Status Full Time Equivalence *Special Education Full Time Equivalence Low Grade
| - o - ] — | -
Separaton Roason Paraprtessioni Gonract Amount ‘Contact itk Days Hows n The D2y High Groce Separaton Date
| ]| ]| | ] [ ] | MIE
Building IRM Expenence Cument Class Extended Service




Compensation

Compensation Screen

Type
Contract ——

Label

Pay Uit
-

Supplemental Tax Option
Mone

Howurs Inm Day

Contract

Code

[

Crompensation Start Dats

Unit Aamount

(e ielnl

Archived

Primany Compensation

Job Calemndar
wiv — automatically - ARCHIW

Compensation Stop Date

Retirement Hours

Contract Days Worked
(e Rula

Drescription

Pay Plan

Strs Adwvance

Condract Work Days
00D

Pay Per Period
O_oD

Pays In Contract

Calendar Date

Coontract Aamount

Retro Mext Pay

Contract Obhligation

Strefch Pay

Crondract Type

Calendar Start Date

Com pensation SAamounts

Calendar Stop Dals

Accruoed VWages
00D
Pays Paid
(0]
Salary Scheaedule

Amount Earmed
O_0D

Armount Paid
O oD

Amount Docked
OO

Salary Schedule Column

State Reporting

Salary Schedule id

Salary Schedule Step

Reportable to ERLS

Contract CThange Historny

Local Confract Code

Croniract Change/Extension Type

Condract Change/Extension Sournce




- Update EMIS Configuration Fiscal Year

e Go to System=>Configuration>EMIS Reporting Configuration.
¢ Update the Fiscal Year.
e Click Save.

Edit EMIS Reporting Configu... + X

@ Cance

Fiscal Year 2,026 |

Reporting Id | Credential ID




| Mass Change |



Incrementing Years of Experience

Required Fields:

Principal Years Experience — total number of years serving as a principal,
assistant principal or with the duties and responsibilities of those two

positions

Authorized Teaching Experience - total years of authorized teaching

experience

Total Years Experience — total years of authorized and non-authorized
educational service for licensed employees
- ex: elementary schools, college and universities, secondary schools




Mass

Archiving Old Contracts Mass Change

Choose mode: Load Definition @
‘= Maintenance Mode Archive w a
' Execution Mode
Script Parameters Script Definition (Normal Mode)
Name Default Walus Property Mew Value Definition Name
| |l | | archived RET [ Archive |
| | | | vl IS8 | & Downioas Denton |
I | I O
Impaort Definition

I |

Add property row |

Add Parameter row |

Switch to Advanced Mode |

Choose mode: Load Definition
@ Maintenance Mode Increment Experience v2 v
' Execution Mode

Incrementing Experience Mass Change

Clear Definition

Seript Parameters

Script Definitien (Advanced Mode)

if (customFields totalExperience) {

customFields totalExperience = customFields totalExperience.value + 1.0
telse{

customFields.totalExperience = 1

H
if (customFields.authorizedExperience) {
customFields.authorizedExperience = customFields.authorizedExperience.value + 1.0
}else{
customFields.authorizedExperience = 1
H

Add Parameter row |

Switch to Normal Mode |

Definition Name

| Increment Experience v2 |

| & Download Definition |
Import Definition
Clear Definition




Employees

+ Create = (& Mass Change

Mumber

@ [  © ANON1000
@ (@  © ANON100B

Choose mode:
= MAINTENANCE
EXECUTION

Script Parameters

MName

Add Parameter row

Long Term Illness - Clear

Load Definition

Default Value

Last Name

Hurst
Moody

First Nama Long Term liness
=0

Brent

Jimmy

Script Definition (Mormal Mode)

Property Value

Include Archived

Q, Advanced Query & Report B More | ‘D Reset

35.00
35.00

x Close

Definition Name

longTermlliness ‘ |

Add Property row

Switch to Advanced Mode

ﬁ [ Download Definition

Import Definition

Clear Definition




Verify and Update Data

* Verity and update any degree changes and semester hours

* Update non-contract EMIS override amounts
* Not all non-contracts, just EMIS reportable positions

* If an employee was reported with separation date and reason, remove all ‘Report
to EMIS’ checkboxes and change status to Terminated
* INACTIVE or ACTIVE positions will show on reports




|
|
|
|
|
|

Employees Not Reported on the Final Collection

* If an employee left last year and were not reported with a separation date

and reason (Position Screen), you must report them through the Final
Collection of FY?26.

" Position Status needs to be “U” —Employee no longer employed
" Enter a separation date and reason.

® Leave FY25 Compensation unarchived




CJ Records

Home Core ~ Payments ~ Payroll v Processing v Reports v System + Utilities ~ USAS Integration

EMIS Employee Entry | EMIS Position Entry | - EMIS Contractor (CJ) | EMIS Contracted Service (CC)

r Emis

_ I Create New L= @ Cancel
Employee * Position *

Compensation: *

Position Code

G[oje]ejefejefeleele o]




Reports to Run

EMIS Employee Report- list employees that are set to report to EMIS and will be
included when the data collector is ran. If any data related errors occur for an |
employee, there will be an error message. o

EMIS Position Report- list Positions/Compensations that are set to report to EMIS
and will be included when the data collector is ran. If any data related errors occur for
a position/compensation, there will be an error message

EMIS Data Extract Report- This report pulls data from employee, position, and
compensation records and will extract the EMIS data based on user filters OR EMIS
reporting year. Can use to verify Cl and CK information




Reports to Run, cont...

* Staff Demographic Report - This report helps verifying (CI) records.

* Active and Inactive Position Reports — Verifying (CK) records

* Active and Inactive Compensation and Non-Contract Reports —
Verifying (CK) records

EMIS Staff Report- This report can be used to verify information that will
be submitted to the Data Collector.




Errors

Examples of CI and CK Level 1 Errors.
CK.0007 Fatal Element value cannot be blank (CK230) Missing value for Position Separation Reason
: CK.0014 Fatal Teachers must have a valid assignment area (CK220) Invalid value '999140" in the field ‘Assignment Area’
' CE.0007 Fatal Element valus cannot be blank {CKO70) Missing value for Position Status
| CE.0007 Fatal Element value cannot be blank {CK230) Missing value for Position Separation Reason %
CK.0007 Fatal Element value cannot be blank {CKZ290) Missing value for Qualified Paraprofessional S
CK.0012 Fatal Separation Reason required for Position Status Check Position Separation Date (CK300) and Position Separation Reason (CK23...
CLO01S (4)  Fatal Principal Experience and/or Authorized Experience too high Either element is incomrectly greater than Total Experience.... CI Errors- Employee Record
CLOD15 (A)  Fatal Principal Experience and/or Authorized Experience too high Either element is incorrectly greater than Total Exparience.... CK Errors-
C1.0007 Fatal Element value cannot be blank {C1225) Missing value for Early Childhood Education Qualification Position/ Compensation ‘
C1.0007 Fatal Element valuzs cannot be blank {C1225) Missing value for Early Childhood Education Qualification
C1.0007 Fatal Element value cannot be blank {C1100) Missing value for Education Level
C1.0007 Fatal Element value cannot be blank {C1225) Missing value for Early Childhood Education Qualification
C1.0007 Fatal Element value cannot be blank {C1225) Missing value for Early Childhood Education Qualification
C1.0007 Fatal Element value cannot be blank {CI0DB0) Missing walue for Racial/Ethnic Group
C1.0007 Fatal Element valuz cannot be blank {C1225) Missing value for Early Childhood Education Qualification
C1.0007 Fatal Element value cannot be blank {C1225) Missing value for Early Childhood Education Qualification
C1.0007 Fatal Element value cannot be blank {CI090) Missing value for Gender
C1.0007 Fatal Element valuzs cannot be blank {C1225) Missing value for Early Childhood Education Qualification




Redps

Location

Type (Absence] + Job calendars

Core/Attendance/Job Calendars

Absence DaysfLong-term lliness Element

Long Term Niness

Employee/State Reporting

Attendance Days Element

Type (kttendance) + Job Calendars +
Adjustment days

Core/Attendance/Job Calendars +
Adjustment days

High Grade

Authorized Teaching Experience Years Element

Authorized

Employee/Fxperience

High Quality Professional Development

Date of Birth Element

Birth Date

Employee/Dates

Early Childhood Education Quslification Element

ECE Qualification

Employee/State Reporting

Education Level Element

Degree Type

Employee/State Reporting

First Name

First Mame

Employee/Name

Gender Elemant

Gender

Employee/General

fEmployee/EMIS Related Information

Last Mame

Last Name

Employee/iane

Position/Funding Source

Middle Name

Middle Name

Position/Funding Source

Prefix Name

A

Employee/Nane
A

Pasition/EMIS Related Information

Principal Experience Years

Principal Experience

Employee/Experience

Ratial/Ethnic Group Element

Primary Race

Employee/Race

semester Hours Element

Semester HOUFS

Employee/State Reporting

State Staff 1D Element

Credential |0 (Certified) or

Employee/|dentification or State Reporting

Non-Certficate Employée ID (dlassified)

Suffix Hame

Suffi

Employee/Name

Special Education Full Time Equivalence

Total Experience

Employee/Name

State Reporting Appointment Type




Errors- Missing Report

Possible Reasons:

* Missing a plece of the triangle
| ¢ Did they switch from ZID to Credential ID? (Please send us a spreadsheet like the
- example below. We will submit an override request into DEW).

IRN Old staff ID Mew Staff ID Employee

085639 Za0KX OHXXXXXX  Aundrea Fricke
085639 LXK OHXO0000 Mindy Troyer
085639 ZaKX OHXXXXXX  Erika George




Scenario 1: Employee working 2 different positions at 2 separate buildings

Staff Scenario

EMIS Related Information

*  EMIS Related Information: Include contract amount, contract work days, hours in the day, FTE, and Building IRN for Position 1

» Reportable to EMIS

Low Grade
** (Mot Applicable)
Separation Date

EMIS Related Information

Position Code Stale Reporting Appointment Type Position Type Posifion Status Full Time Equivalence
230 (Teacher Assignment) w | | 1(Certificated) “ | | R (Regular) “ | | C (Active/Continuing employee in s 0.500
Separafion Reason Paraprofessional Confract Amount Confract Work Days Haours In The Day

* (Mot Applicable) “ | | * (NA (not valid for PosCode = 415) « 34 117.50 184.000 3.50
Paraprofessional Hire Date Building IRN Experience Cumrent Class

= 054854

*  EMIS Related Information: Include contract amount, contract work days, hours in the day, FTE, and Building IRN for Position 2

Special Education Full Time B

High Grade
** (Mot Applicable)

« Reportable to EMIS

Low Grade
** (Not Applicable)
| Separation Date

Position Code State Reporting Appointment Type Position Type Position Status Full Time Equivalence
230 (Teacher Assignment) w1 (Cerfificated) “ | | R (Regular) w || G (Active/Continuing employee in 5i w 0.500
Separalion Reason Paraprofessional Contract Amount Contract Work Days Hours In The Day
* (Mot Applicable) “ | | * (NA (not valid for PosCode = 415), 34 17.50 184.000 4.00
Paraprofessional Hire Date Building IRN Experience Cument Class

15486

Special Education Full Ti

High Grade
** (Not Applicable)



Employee: Doe, Jane
Employee Number: DOEDDOOTT

Compensation Records

Each position needs a compensation record

Posilion Number: 1
Position Description: Music Teacher

Employee: Doe, Jane
Employee Number: DOEDDOOT7

Position Mumber: 3
Position Description: High School Music

Compensation
Type Code Job Calendar Description Calendar Date
Contract w 5132025 Aides - Aides (182) Teacher
Calendar Start Date Calendar Stop Date
Label Compensation Start Date Compensation Stop Date Pay Plan
on
FY26 = a5 £ 7131126 Semi-monthly v =
Pay Unit Unit Amount Retirement Hours Compensation
Sirs Advance
Daily 370.842 7.00
Type Code Job Calendar Description
Supplemental Tax Option . Contract Days Worked Contract Work Days — - =
Archived e Mon Contract w 2025 | Default - Default | | Music High School
Mone 0.000 184.00
Hours In Day Label Compensation Start Date Compengation Stop Date Pay Plan
Primary Compensation
o o .
7.00 e = Semi-monthly v
Contract
Pay Unit Unit Amount Retirement Hours
Pay Per Period CGonfract Amount Confract Obligation Confract Type ; 0.000 Strs Advance
284313 68,235.00 ES,BS.OD Daly v .
Pays In Contract Retro Mext Pay Supplemental Tax Option . Hours In Day 3 .
21 Sirefch Pay Archived Primary Compensation
None
Calendar Date
Calendar Start Date Calendar Stop Date Compensation Amounts
= 8ni2s B 731126
Amount Earned Amount Paid Amount Docked Pays Paid
Compensation Amounts
0.00 0.00 0.00 0
Accrued Wages Amount Eamed Amount Paid Amount Docked
0.00 0.00 0.00 0.00 Pay Group
Pays Paid
0 Pay Group Code Pay Group Description
Salary Schedule 1 Wisteria 2
Salary Schedule Column Salary Schedule Id Salary Schedule Step State Reporting
) Local Contract Code
State Reporting » Reportable to EMIS

' Reportable to EMIS

Local Confract Code

Compensation Adjustments



Substitute Teacher Becomes Teacher of Record

| * Add a new position that is Reportable to EMIS.
. * il out all required EMIS Fields on Employee and Position Screen

* Create new compensation record that 1s Reportable to EMIS

* If you create a non-contract compensation, EMIS Override boxes are required




Position Status

Current position in the district
Contracted personnel - Agency
When the resident/educating district 15 contracting with a non-EMIS reporting
agency (not an individual) for staff to provide services or teach a course.
Contracted personnel - Individual

When the resident/educating district 1s contracting with a non-EMIS reporting in-
dividual (not an agency) to provide services or teach a course.

Leave of absence

The individual was employed by the current district during the previous year but
was granted a leave of absence. It does not matter if the employee is being paid
while on leave.

No longer emploved by district in this position




(Questions?

419-228-7417

Fiscal.support@noacsc.org
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