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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. Select one role, then enter your district and intermediate school district (ISD) information.
[image: image18.emf] REP Authorized User: Submit REP data and create new Personnel Identification Codes (PICs).
[image: image2.wmf] PIC Search Authorized User: View existing PICs and create new PICs.
[image: image3.wmf] PIC Search View-Only User: View existing PICs only.
ISD Code: [image: image4.wmf]

ISD Name: [image: image5.wmf]
District Code: [image: image6.wmf]
District Name: [image: image7.wmf]
Step 2. Enter the name of the person being authorized by the lead administrator to access the REP.

Name: [image: image8.wmf]
Title: [image: image9.wmf]
Email: [image: image10.wmf]
Phone: [image: image11.wmf]
Step 3. For the authorized individual: If you already have a Michigan Education Information System (MEIS) account, go to Step 4. Otherwise, go to the MEIS web page (http://www.michigan.gov/meis). Click on the MEIS logo. On the next screen, click "Create an MEIS Account" and follow the instructions.
Step 4. For the authorized individual: Enter your MEIS account information.

MEIS Account Number (e.g., A1234567): [image: image12.wmf]
MEIS Account Login Name (e.g., smithjan): [image: image13.wmf]
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 5. For the authorized individual: Please sign below.
I agree to abide by the Privacy Act of 1974, governing records maintained about individuals. By signing this agreement, 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: image14.wmf]
Step 6. For the lead administrator: Please sign below.
I attest that the above-named individual is authorized by me to access REP data for my district and that the data are current and accurate. Further, the above-named individual is authorized to view and download data and reports at the district level.

Name: [image: image15.wmf]
Title: [image: image16.wmf]
Signature: __________________________________________
Date: [image: image17.wmf]
Step 7.
Fax this form to CEPI: 517-335-0488
Send questions to: cepi@michigan.gov
For CEPI Use Only
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