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EMIS Introduction and Overview



3

Education Management Information System

Statewide data collection system for Ohio’s 
primary and secondary education

Data import system with standardized data 
definitions

What is EMIS?
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Major Functions of EMIS

State and federal reporting requirements

Funding and distribution of payments

Local report card and accountability system

Reports for various state and district uses
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Role of the EMIS Coordinator

• Primary EMIS contact
• Ensures EMIS data is collected and reported in 

accordance with EMIS Manual
• Works with district staff 
• Verifies and disseminates information, reports, 

and data
• Monitors EMIS communications and updates
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Data Flow
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Where Does It Go From Here?
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Many Different Uses
• EMIS reports
• Federal reporting
• Funding
• Legal proceedings
• Local report cards
• Ohio Administrative and Revised Codes
• Policy
• Research
• Routine audits
• State reporting

Ohio District Data Exchange (ODDEX)
• College Credit Plus (CCP)
• Records: History, Assessments, Grad, 

Special Education
• School Options Enrollment System (SOES)
• Student Claiming Module (SCM)
• Student Cross Reference (SCR)
• Tuition
• …

State Software Development 
Team (SSDT) Ohio Department of Education
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Building Blocks
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Which Data is EMIS Data?

AttendanceScreenings 
& Services

Employment

Enrollment Courses

ExpensesCalendarGraduation & 
Beyond

Assessments

Discipline



11

Transportation

Food 
Services

Discipline Employment

AttendanceScreenings 
& ServicesEnrollment Courses

ExpensesCalendarGraduation 
& Beyond

Assessments

Data Types

Student 
Staff
Course
District and building
Financial
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Element

Each bit of information is reported in its 
most basic parts. For example: A staff 
member’s name is broken into first, 
middle, and last name.

Each of these parts is reported as a 
separate element. For example: First 
Name Element, Middle Name Element, 
and Last Name Element.
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Record

Elements submitted to EMIS are grouped 
by data type. For example: Student data, 
staff data, course data.

Within each data type, elements are 
separated and reported by a more 
specific subject. For example: Student 
assessment data or student disciplinary 
incidents.

These subdivisions of data types are 
collected and reported by record. For 
example: Student Assessment Records, 
Student Discipline Records.
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Collection

Information is broken into data elements, 
which are divided by data types, and then 
further sorted into records.

Records are reported to the Department in 
pre-defined groupings.

This reporting is done by collection. For 
example: Beginning of Year Student 
Collection, Final Staff/Course Collection.

Release notes have the details for each 
collection.
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Element The most basic parts First Name Element
Middle Name Element
Last Name Element

Record Subdivisions of data types Student Assessment Record
Student Discipline Record

Collection Predefined groups of 
records

Beginning of Year Student Collection
Final Staff/Course Collection
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Help!
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Main Means of Communication
• EMIS Newsflashes
• EMIS Documentation Update Alerts

–EMIS Manual updates
–Report explanation updates
–Change page updates

• EMIS website
–Documentation
–Resources



Documentation



Resources
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EMIS Manual and Coordinators

Information Technology Centers (ITCs)

Department’s EMIS Helpdesk

Department’s EMIS Staff via Email/Phone

Hierarchy of Support
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Department business centers
–Policy issues (not EMIS reporting instructions) 

Area finance coordinators
–Inter-district issues

SSID/IBM helpdesk via the ITC
–Duplicate SSIDs

Additional Help
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Data Collector
New EMIS Coordinator Training

Kelli Rinehart

August 10, 2023
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Topics

• Data Sources
• Message Center
• Collection Requests
• Collection Status
• Submissions
• Progress
• Reports
• Archives
• Resources
• Preferences



Message Center
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• Three types
–Messages for specific LEAs
–Messages for specific organization type
–Messages for EMIS reporters

• Indicator for “unread” messages
• Message capabilities

–“Hide” messages
–Show “Expired”
–Collapse entire message center



Data Sources
• Note: Check with your ITC, as student software packages 
handle this differently

• Use this tab to verify upload success or to upload flat files 
manually as needed
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Collection Requests Tab, 1
• Provides steps for data collections
• Choose collection
• Start/Stop collection

–Begins process
–Gathers data
–Excludes what cannot be processed

• Prepare
–Data validations performed for district’s data
–Level 1 validation reports generated
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Collection Requests Tab, 2
• Preview

–Important step to review data
–This is what gets submitted
–If step skipped, extra certification required

• Certify and submit
–Sends data to Report Authority
–Cannot be cancelled, only overwritten with new submission
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Collection Status Tab
Provides means to watch the collection progression

–Click on ► to open the detail
–Flat file or SIF agent
–Green ‘    ’ represents success on each record type
–Red ‘X’ represents process on that record did not complete 

normally
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Submissions

Provides two options to view submission detail
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Submission Status View
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Lists submission status of each collection request



Recent Submissions and Previews View
Lists prior submission data for current collections
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Progress, 1
Filter options and ability to check progress of all active 
collections

–Red ‘X’, Green ‘    ’, Yellow ‘!’
–Submission number
–Collection request version
–Stage
–Action
–Level 1 validation reports & Level 2 counts
–Warnings
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Progress, 2
Action links offer quick processing over all open 
collections

–Start
–Collect
–Prepare
–Collect & Prepare combined
–Preview
–Does not allow a submission

15



16

Qa District (123456)
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Reports
• Offers multiple selection options
• Pre-submission to ODE

–Level 1 Details
• Post-submission and post-processing by the Department

–Highlights and Recent
–Level 2 Details
–Received Files Details
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Example of FTE Detail Reports on Dates 
Funding Pulled



Archives
• Provides list of data archives submitted during collection 
requests no longer active
–Nor can be seen with “Show closed collections”

• The Department can initiate specific archival saves
–Example: FTE detail reports on dates funding is pulled 
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Resources
Means for the Department to provide links for documentation 
and other EMIS resources from within the data collector
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Preferences
Provides customization

–Common settings for all or by page
• Start collections
• Collection status page
• Submissions – recent and previews
• Progress page
• Reports

26
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ODDEX: Ohio District Data Exchange
New EMIS Coordinator Training

August 10, 2023

Stacy Hurtt



Access
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Based on OEDS roles
–OEDS administrator assigns roles
–ODDEX tile will be available on OH|ID portal page
–Wiki page roles document

• https://wiki.ssdt-ohio.org/x/cofDBg

–EMIS, Superintendent, and Treasurer roles have default access

https://wiki.ssdt-ohio.org/x/cofDBg


Documentation
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• ODDEX Help icon for information on all applications

• Help link within each application for specific information

https://wiki.ssdt-ohio.org/x/j4BCAQ


Landing Page
• Provides quick access to data via hyperlinked counts
• Grid differs depending on the roles and district type
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Student Options Enrollment System (SOES)
• Community schools and STEM 
schools submit student data via SOES 
student collections
–Contact data via Student Contact 

Collection
• Resident districts verify their students 
attending a community school

• Ability to upload supporting 
documents
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SOES Calendar
• Dropdown option only available to 
community schools

• Sponsors approve calendars
• Schools can see                        
approval status
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Student Cross Reference (SCR)
• Displays current and past student 
enrollments with data from Student 
Cross Reference (S) Collection

• Meets 30-day enrollment reporting                  
requirement in law

• Once data is reported, it never is 
deleted
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Student Claiming Module (SCM)
• Earlier access to student records
• Fewer incorrect SSIDs
• Improved grade placement in                                      
new district

• Better graduation planning
• Earlier notification student is 
leaving
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Records
• Current and historical enrollment data for any SSID your 
IRN claims or reports

• Default access for users with an SCR role
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College Credit Plus (CCP) 
• Colleges report course enrollments
• Department calculates payment 
responsibility

• Districts review and approve for 
funding

• Agreements between college and 
district regarding credit hour rate

10



Tuition
• Means to verify tuition payment 
information based on type of 
placement

• Populated by data reported by           
educating districts 

• Resident districts review and            
approve for funding
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Child Nutrition Direct Certification (CNDC)
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• National School Lunch program certification process
–Utilized by district food service staff

• Populated with EMIS data submissions 
–Student Cross Reference (SCR) Collection
–Student Contact(s) Collection

• Automatic matching weekly using                       latest 
submitted data

 



Setup
• List of users with access to your 
district data

• Users can update their own 
information

• General agency contact 
information
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Secure Data Center (SDC)
New EMIS Coordinator Training

August 10, 2023

Stacy Hurtt



What is the Secure Data Center (SDC)?
• One of several tools offered by the Department to assist 
districts with reviewing/understanding data

• Subject-specific reports to complement other reporting 
related resources
–Data Collector Level 2 Gen Issues Reports
–Other Data Collector Level 2 Reports
–Data Collector Received Files
–ODDEX History
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Why is the SDC Important?
• Assists with data quality efforts
• Preview subject-specific data prior to collections closing
• Preview Local Report Card data
• Understanding data trends
• Identifying educational needs
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Who Uses the SDC?
• EMIS Coordinators 
• District/School Administrators
• Testing Coordinators
• Data Teams
• Other Support Staff
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How Do I Access the SDC?
• Create an OH|ID Account
• Request access through your OEDS 
Administrator
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Secure Data Center Report Options
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Local Report Card vs. Reports for Analysis
• Local Report Card tile

–High level reports focused on report card-specific measures
–Useful for seeing what will appear on the upcoming Report Card
–Useful for comparing Report Card results across multiple years 

• Reports for Analysis tiles
–Various report card and non report card-related data
–Individual student- or staff-level information
–Some updated with data from different/multiple collections
–Useful for comparing data across multiple years
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When Should I Check the SDC?
• Most reports populated with updated EMIS data Monday, 
Wednesday, and Friday
–Data submitted Monday will appear Wednesday
–Data submitted Thursday by 5:00 p.m. will appear Friday

• CTE/Staff/Teacher/Course/Financial Reports populated 
Tuesday and Thursday
–Data submitted Tuesday will appear Thursday
–Data submitted Wednesday by 5:00 p.m. will appear Thursday
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Documentation and Resources
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Navigation, 
features

Details



Printing and Exporting
The SDC allows the user to print the report and export data 

SDC Print Report

SDC Export Data
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Other Export Options

• Reports with more 
than 30,000 rows

• Maximum row 
count of 150,000 
with Excel
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Data Timing
• Be aware of collection request open and close dates

–https://education.ohio.gov/Topics/Data/EMIS/Reporting-
Responsibilities/EMIS-Data-Collection-Calendars 

• Some collections may have opportunities for data appeals 
–https://education.ohio.gov/Topics/Data/EMIS/Reporting-

Responsibilities/Data-Appeals 
• EMIS Google calendar includes all dates

–https://calendar.google.com/calendar/embed?src=emiscalendar%4
0gmail.com&ctz=America%2FNew_York 
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https://education.ohio.gov/Topics/Data/EMIS/Reporting-Responsibilities/EMIS-Data-Collection-Calendars
https://education.ohio.gov/Topics/Data/EMIS/Reporting-Responsibilities/EMIS-Data-Collection-Calendars
https://education.ohio.gov/Topics/Data/EMIS/Reporting-Responsibilities/Data-Appeals
https://education.ohio.gov/Topics/Data/EMIS/Reporting-Responsibilities/Data-Appeals
https://calendar.google.com/calendar/embed?src=emiscalendar%40gmail.com&ctz=America%2FNew_York
https://calendar.google.com/calendar/embed?src=emiscalendar%40gmail.com&ctz=America%2FNew_York


http://education.ohio.gov/Topics/Data/EMIS/EMIS-Documentation/Secure-Data-
Center-Status-of-Reports
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http://education.ohio.gov/Topics/Data/EMIS/EMIS-Documentation/Secure-Data-Center-Status-of-Reports
http://education.ohio.gov/Topics/Data/EMIS/EMIS-Documentation/Secure-Data-Center-Status-of-Reports
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@OHEducation
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For SDC questions, please contact 
Letitia.Linville@education.ohio.gov



Pulling It All Together
New EMIS Coordinator Training

Kelli Rinehart

August 10, 2023
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Who? 

What?

When?

Where?

How?

Why?

Help?

• EMIS Data Collection 
Calendar

• EMIS Release Notes
• EMIS Manual
• Data Collector
• Reports
• ODDEX
• Report Portal
• Training
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All Things
EMIS Homepage

https://education.ohio.gov/Topics/Data/EMIS 

https://education.ohio.gov/Topics/Data/EMIS
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What? When?
EMIS Data Collection Calendar
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EMIS Release Notes



How? Who? When? 
Where?

EMIS Manual
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EMIS Changes
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How?
Data Cycle

8
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How? Where? 
Who? When?
Data Collector
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What? How?
Data Collector Reports



What? How? 
Report Explanations & File Descriptions
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Ohio District Data Exchange (ODDEX)
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How? What?
Report Portal: Secure Data Center (SDC)
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Why?
Data Cycle

14



Help?
Hierarchy of Support

• EMIS Manual
• Information Technology Centers (ITCs)
• Department’s EMIS Helpdesk
• Department’s EMIS staff via email & phone
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Help?
EMIS Trainings 

• ODE ITC EMIS Trainings
• EMIS Focused Trainings
• New EMIS Coordinator 

Trainings
• EMIS Training Videos

16
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@EMISOhio
education.ohio.gov/Topics/Data/EMIS
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