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Please do not return the instruction pages with your security agreement form.
If you are not already an MSDS authorized user, you must first subscribe to the application through MILogin. If you do not have a MILogin account, you may create one at MILogin (https://milogintp.michigan.gov). Please do not create multiple MILogin accounts.

1. To request access, log in to the MILogin application and click “Create New Account.” 

2. Enter your demographic information and agree to the terms and conditions. Click “Next.”

3. Create a User ID and password, then choose your security questions and answers. Click “Next.”

4. The next screen is where you subscribe. Click “Request Access.”
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Your password will expire in 365 days.

Manage your account

Access your applications.

You do not have access to any application. You can request access by clicking on 'Request Access' button above.




5. On the next page, search for an application by keyword, or select an agency (CEPI) to view its applications. Choose the application by clicking the hyperlink. Finally, confirm your application and click “Request Access.”

6. Enter your email address and phone number in the final screen. Click “Submit.”
#
Access Type:

Intermediate School District (ISD): This level of access is only granted to ISD users requesting the Auditor and/or Constituent District View roles, and allows you to view data for all districts within your ISD. If you do not need to review data for your constituent districts, and are only responsible for submitting MSDS data for your ISD, you will need to select “District” access type.

District: This is the level of access most district users need, and allows you to submit MSDS data for your district. It includes access for all buildings within your district.

Building: This level of access restricts your rights to a single building. As a building-level user, you will not be able to view MSDS data for other buildings in your district, nor will you be able to submit district-level collections. If you need to submit General Collection data, for example, you should select “District” access type.
User Roles:

The specific functions you will have access to within the application are defined by your role(s). Individuals may have more than one role; however, they cannot have more than one function type within each role. For example, an individual can have the UIC Resolver role, but must choose between view or edit access. The following roles are available in the MSDS.
Auditor - Edit: Users with audit privileges are authorized to audit and update full-time equivalency (FTE) count data for a specified district or set of districts within an intermediate school district (ISD). This role is restricted to users from an ISD.

Auditor - View: Users with audit - view privileges are authorized to view FTE count data for a specified district or set of districts within an ISD. This role is restricted to users from an ISD.

Certifier - Edit: Certification is the process wherein a responsible user reviews and ratifies data within a collection, indicating that to the best of his/her knowledge, the data are accurate and complete. This process includes the opportunity to review summary reports. Certifying a collection officially submits the data to CEPI.

Certifier - View: This role grants review and download privileges to an individual other than the person(s) with the authority to certify a collection. This may be someone who is not a direct employee of the entity (e.g., a representative of the ISD of an LEA or PSA, or a PSA authorizing agency).

Constituent District View: This role allows specific ISD staff members to view all constituent districts’ data and reports in MSDS. This will allow ISD staff to assist districts with data quality and to monitor for compliance. This role does not allow an ISD staff member to enter, edit or certify data. This role is restricted to users from an ISD.
Graduation/Dropout Reviewer - Edit: This role allows the user to submit UIC linking, primary education providing entity (PEPE) and cohort year change requests and to view the cohort and PEPE reports.

Graduation/Dropout Reviewer - View: This role allows the user to review cohort and PEPE reports and linking requests.

Quality Reviewer - Edit: Users with this role will review the submitted data for accuracy and ensure that the data meet the business rules for each field.
Quality Reviewer - View: Users with this role will review the submitted data for accuracy, but cannot make any changes to the submitted data.

Student Search - View: Users with this role will able to use the student search function of the application to look up students by UIC or by name to view student demographic data.

Supplemental Nutrition - Edit: Section 9 of the Richard B. Russell National School Lunch Act establishes requirements and limitations regarding the release of information about children certified for free and reduced-price meals provided under the National School Lunch Program. A child's eligibility status may only be disclosed to persons directly connected with, and who have a need to know, a child's free and reduced-price meal eligibility status in order to administer and enforce Title I requirements. This role allows users to view and edit these data.

Supplemental Nutrition - View: Section 9 of the Richard B. Russell National School Lunch Act establishes requirements and limitations regarding the release of information about children certified for free and reduced-price meals provided under the National School Lunch Program. A child's eligibility status may only be disclosed to persons directly connected with, and who have a need to know, a child's free and reduced-price meal eligibility status in order to administer and enforce Title I requirements. This role allows users to view these data.

UIC Resolver - Edit: The UIC Resolver role combines the updating of core field information and the performing of UIC Resolution in MSDS. Valid UICs are required prior to certification for all collections except for the Request for UIC and Early Roster collections. CEPI recommends that at least two staff members from your school district have this role.

UIC Resolver - View: The UIC Resolver role combines the updating of core field information and the performing of UIC Resolution in MSDS. Valid UICs are required prior to certification for all collections except for the Request for UIC and Early Roster collections. 

Uploader - Edit: Users with this role will be able to upload student data, view Staging Area data and view the data collection status screen.
Uploader - View: Users with this role are able to download data, view Staging Area data, conduct student searches and view the status of uploaded data.
Center for Educational Performance and Information Michigan Student Data System (MSDS) Security Agreement

Please type or print clearly; otherwise, the processing of your form may be delayed. CEPI will email you when your form has been processed (generally within three business days).

Step 1. Enter your district information. Nonschool Recipients (ONSRs) should enter their ONSR name and code.
Entity Code: [image: image2.wmf]



Entity Name: [image: image3.wmf]
Step 2. Enter the name of the person being authorized by the lead administrator to access the EEM.

Name: [image: image4.wmf]
Title: [image: image5.wmf]
Email: [image: image6.wmf]
Phone: [image: image7.wmf]
Step 3. For the authorized individual: Enter your MILogin account information, and check the box to confirm that you have subscribed to the MSDS. (Please see the instructions on the previous page.)
MILogin Account ID: [image: image8.wmf]
[image: image9.wmf]I have subscribed to MSDS.


NOTE: To remove a former user’s access, submit a User Removal Request Form from the CEPI Security Forms web page (http://www.michigan.gov/cepi/0,4546,7-113-53048_72613---,00.html).

Step 4. Select the access type and role(s) this individual will perform in the MSDS. See the instructions for a complete description of each role. Permissions may vary slightly depending upon your entity type.


Access Type (Select One): [image: image10.wmf]ISD
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[image: image12.wmf]Building (For Building Code: ____________)


Role(s): An individual may have more than one role but only one type (view or edit) per role.

Auditor (ISD Only)
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 CONTROL Forms.CheckBox.1 \s [image: image14.wmf]Edit


Constituent District View (ISD Only) 
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Certifier
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 CONTROL Forms.CheckBox.1 \s [image: image17.wmf]Edit


Graduation/Dropout Reviewer
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Quality Reviewer
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Student Search
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Supplemental Nutrition*
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UIC Resolver
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Uploader
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 CONTROL Forms.CheckBox.1 \s [image: image28.wmf]Edit


*The Supplemental Nutrition role is required in order to view the Direct Certification Report.

Step 5. For the authorized individual: Please sign below.
I agree to abide by the regulations that govern the use of student data within the Family Educational Rights and Privacy Act (FERPA), as well as the Privacy Act of 1974, governing records maintained about individuals. I agree to protect my user identification and password from unauthorized use. I understand all access under my user ID is my responsibility, and that allowing anyone else to use my ID will result in my account being deleted.

Signature: ______________________________________
Date: [image: image29.wmf]


Step 6. For the lead administrator: Please sign below.
I attest that the above-named individual is authorized by me to access and edit MSDS data and reports at the level indicated above, and the data are current and accurate.

Name: [image: image30.wmf]
Title: [image: image31.wmf]
Signature: ______________________________________
Date: [image: image32.wmf]
Step 7.
Fax this form to CEPI: 517-335-0488
Send questions to: cepi@michigan.gov

For CEPI Use Only


Date Received:


Date Processed:


CST Initials:
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