
EMIS STAFF AND COURSE 
COLLECTION



WHAT IS 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


WHY IS IT IMPORTANT

Community – Ultimately, reporting accurate data provides the community 
with a complete picture of how the district is serving its children.

Legal – EMIS reporting is essential, superintendents, treasurers, and 
districts have specific legal obligations concerning reporting 
responsibilities.



STAFF AND COURSE COLLECTION

Required for all EMIS reporting entities

This collection uses information from USPS and pulls information from 
Student Information



COLLECTIONS 

Two collections per school year

• Initial Collection (Estimated time frame end of August – 
January)

• Final Collection (Estimate mid February – early August)



EMIS STAFF REPORTING 

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

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



STAFF LEVEL RECORDS
CI – Staff Demographic Record (employee screen)
CK – Staff Employment Record (position and compensation screens)
CJ – Contractor Staff Employment Record (EMIS Entry screen)
CC – Contract Only Staff Records (EMIS Entry screen)
CR – Staff Vacancy Record



SUBSTITUTE TEACHERS
Full-time substitute teachers (Reported)

▪ Hired as a full time (permanent) substitute 
teacher. 

• These individuals have a contract with the 
district and on the salary schedule. They 
report daily and are subject to different daily 
teaching assignments.

• Reported with a 225-position code

Daily (as needed) substitutes (NOT 
Reported)
 Come to the district on an as needed basis who are 

not on the district’s salary schedule. Paid a daily sub 
rate

Teacher of Record (Reported)
 Licensed staff member who is responsible for 

developing or reviewing the course’s curriculum, 
providing or supervising instruction, and evaluating 
student performance. These teachers are reported to 
EMIS with a 230-position code



EMIS CONFIGURATION FISCAL 
YEAR

Go to System > Configuration > Emis Reporting Configuration



REPORT TO EMIS FLAGS

“Triangle Reporting”- All 3 records 
need to have the Report to EMIS box 
checked.



EMPLOYEE SCREEN (CI RECORD)



YEARS OF EXPERIENCE
Authorized: Authorized Years of teaching experience (prior to the current year)
 Public schools, nonpublic schools, ESCs, Community Schools, Special Education Programs

 Total: Total Years of authorized and non-authorized educational service (prior to the current 
year)
 Elementary schools, secondary schools, colleges and universities, any other public or 

nonpublic, peace corps, active military services years (up to the maximum allowable 5 years)

 Principal: Total number of years serving as a principal or assistant principal (prior to current 
year)
 Public schools, Vocational schools, state-supported schools, STEM schools, Community 

Schools, Licensed preschools, chartered nonpublic schools. 



LONG TERM ILLNESS

Long term illness is at least 15 consecutive days (paid or unpaid) absent due to an 
illness of the staff member or the staff member’s spouse, child, or parent. 

The long term illness is reported during the final collection



Override Fields Required Fields

POSITION SCREEN (CK RECORD)



EMIS OVERRIDE FIELDS

•Non-Contract Compensation data will need updated EACH YEAR on the Position Screen to 
report the current Fiscal Year’s wages, work days, full time equivalence, and hours in a day.

•These fields would also need filled out if you are reporting an employee with one compensation 
but working in different buildings. Example to follow in a few slides



ASSIGNMENT AREA

EMIS Manual Assignment Areas

Start at the bottom of page 5

https://education.ohio.gov/getattachment/Topics/Data/EMIS/EMIS-Documentation/Current-EMIS-Manual/3-4-Staff-Employment-CK-Record-v11-1.pdf.aspx?lang=en-US


POSITION CODES
Position Code: The code associated with the position assignment of the employee. 
 Office/Administrative Position (1XX)
 Professional – Educational Positions (2XX)
 Professional – Other (3XX)
 Technical Positions (4XX)
 Office/Clerical Positions (5XX)
 Crafts and Trades Positions (6XX)
 Operative Positions (7XX)
 Extracurricular/Intracurricular Activities Positions (8XX)
 Service Work/Labor Positions (9XX)

   Position Code Documentation  

https://education.ohio.gov/getattachment/Topics/Data/EMIS/EMIS-Documentation/Current-EMIS-Manual/3-9-Position-Codes-v10-2.pdf.aspx?lang=en-US


POSITION STATUS



COMPENSATION SCREEN (CK RECORD)



STAFF SCENARIO

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

Scenario 1: Employee working 2 different positions at 2 separate buildings
Position Records for each building

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



STAFF SCENARIO
Each position needs a compensation record



CJ RECORDS

• Links a contracted employee to the student in the resident or educating district, 
without the district need to report the staff member separately. 

• It also allows the contractor to report an accurate FTE that reflect the time the 
employee spends serving students from each district. 

The CJ Record contains the following:
• District IRN
• Contracting District IRN
• Employee ID
• Local Contract Code
• Position Code
• Position FTE



STAFF VACANCY (CR RECORD)
What is a Staff Vacancy Record?
 A “staff vacancy” is an open position that the district intends to fill during the 

reporting year. Whether or not a position is ultimately filled that reporting year, 
a Staff Vacancy Record needs to be reported.

When is it Report?
 The district should report this record in the year in which the district plans to fill 

the vacancy. CR Records are reported in both initial and final Period L 
Collections.

Who does this apply to?
 Applies to public districts, JVSD’s, Community Schools, STEM Schools, and 
ESC’s



STAFF VACANCY POSITIONS  





STAFF VACANCY ENTRY
EMIS Reporting Year: Enter the fiscal reporting year to report the EMIS Staff Vacancy. This must match the 
EMIS Reporting Configuration Fiscal Year.

Building IRN: Enter the state assigned IRN of the building in which the vacancy is.

Date Vacancy Filled: Enter the state date of the employee hired to fill the vacant position.

Highest Grade Level Served: Select the highest student grade level served by this position (only required 
for position codes 104, 108, 212, and 230).

Lowest Grade Level Served: Select the lowest student grade level served by this position (only required 
for position codes 104, 108, 212, and 230).

Position Code: is the position code for the job. A list of possible codes can be accessed through the drop 
down.



STAFF VACANCY ENTRY

Reason for Vacancy: The reason for which the district has an open position they are looking to 
fill. 

Subject Area: The subject area for which the position is needed

Unfilled Position FTE: the FTE of the position expressed as a percentage

Vacancy Filled Method: The method by which the vacant positions was filled



STAFF VACANCY FAQS



STAFF VACANCY FAQS



STAFF VACANCY FAQS



Redesign Field Names and Locations



Redesign Field Names and Locations



ERRORS
Examples of CI and CK Level 1 Errors.

CI Errors- Employee Record

CK Errors- Position/Compensation



ERRORS- MISSING REPORT
Possible Reasons:
• Missing a piece 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).



TIPS FOR REPORTING
Do not wait until the end of the reporting period to review errors. Ask 
you EMIS Coordinator for them periodically to stay ahead.

Ask for Level 1 errors and Level 2 errors

Ask for help, NOACSC is available to help you through EMIS issues 



PLEASE REACH OUT 
WITH ANY QUESTIONS

419-228-7417

fiscal.support@noacsc.org
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