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SPR Reports and Edit Checks

Heather Butler, Coordinator
School Personnel Records
Oklahoma State Department of Education
Heather.Butler@sde.ok.gov
(405) 521-3360



mailto:Heather.Butler@sde.ok.gov

Resources at Your Fingertips!

** Many useful reports and edit checks can be found on the “Print Reports” tab
inside the Personnel Report application.

** Reports provide a summary of district-level personnel data such as
Certified/Support Personnel Reports, National Board Teachers, Substitutes,

etc.

+» Edit Checks should be used during each reporting period to verify and clean
data before reports are submitted.
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How to Get Started...?!

Once inside the School Personnel Reports Application, go to the “Print
Reports” tab.
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How to Get Started...?!

** You will then see a menu of all the available Reports/Edit Checks.

Reports Page

»

Admin Salary and Fringe
Admin Sal and Fringe W/O SSN
Certified Personnel Report
Substitute - Co/Dist

Support Personnel Report
—/ Support Personnel Report W,

Support Personnel Head Count
Salary Schedule
Full Time Teacher by Subject
FTE by Race, Gender, Job - Co/Dist
FTE by Job w'o Fringe
FTE by Job w Fringe
Certified Employee Worksheets by District
FTE Count of Teacher Exp by Site
Certified Personnel Report ORR
Support Personnel Report ORR
Naticnal Board Certified Teacher Report
---Edit Check Reports---

Cartified FTE Checklist
—ee Part-Time FTE Checklist 52

m
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How to Get Started...?!

¢ Select the report you would like to run, select the desired output format
(PDF, Excel, etc) and click “Request Report.”

Available Reports:

FTE by Race, Gender, Job - Co/Dist 15 s
FTE by Job w/o Fringe 15

FTE by Job w Fringe 15

Certified Employee Worksheets by District 15

FTE Count of Teacher Exp by Site 15

Certified Personnel Report ORR 15

Support Personnel Report ORR 15

Mational Board Certified Teacher Beport 15 7 \

Report Type: PDF -

[ Request Report

—
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How to Get Started...?!

** As the report processes, a box will appear to the right of the Reports Menu.
** Once the report is ready, a “Click to View” link will appear.
¢ Click this link to open/view your report.

Requested Reports Update Processing Status

Available Reports:

FTE by Race, Gender, Job - Co/Dist 15 -~
FTE by Job w/o Fringe 15

FTE by Job w Fringe 13 5/18/2015

Click to View D late
Certified Employee Worksheets by District 15 10:01:06 AM aaa——

FTE Count of Teacher Exp by Site 13
Certified Personnel Report ORR 15

Support Personnel Report ORR 15

Requested | Repory
Omn Typsg

Report Name

Mational Board Certified Teacher Report 15 for 14-1029

Mational Board Certified Teacher Report 15

Report Type: FPDF -

Request Report
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Avalilable Reports

+¢» Admin Salary and Fringe

¢+ 2 reports available — 1 with SS# and 1 without SS#
+**» This report will pull all salary and fringe records for anyone reported with a job
code of Superintendent, Assistant Superintendent, Principal, or Assistant Principal.

L. Fringe Benefits
Administrators’ Name Teacher Total

Numher Salapy | Amount Code Description

I 575000 35935 Total Fringe Benefits

Job Code and Title- 112 PRINCIPAL
Job Code and Title: 113 SUPERINTENDENT $3,935 213 Hith & Acc Ins-CP
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Avalilable Reports

+* Certified Personnel Report

+»* This report will summarize all data reported for each certified employee.

Teacher# Last Name First Name MI Sex Degree Held Year Ceri. Exp. Experience: This Dist. Oth Dist. Out of State Ml Serv.  Total Exper. EFL
Site Fract of DNo.of Contract Job L Subject Base Retirement Total Fringe Total Other Total Extra Salary Faid by  Fringe Paid by
Code DayEmpl Days Days Code J0b Description Code Salary  (Dist Paid) Salary Duty Fed Funds Fed Funds
705 0.710 174 174 210 TEACHER 3000 213 335 0 5035 ] ]
105 0.200 174 174 1100 TEACHER 1250 9,480 0 0 ] ]
030 0.000 ] 1] 346 RECREATION WOREER 0 0 43 ] ]
TOTAL OTHER. SALARY 0 0 0 0
11,725 o 5935 ] 45 1] 1]
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Avalilable Reports

+* Support Personnel Report

¢+ 2 reports available — 1 with SS# and 1 without SS#

+* This report will summarize all data reported for each support employee.

Last Name First Name MI Sex Reason For Leaving

— F

Site Job  Job Description Base Salary Federally Total  Total Other Fringe Other Days Per Hours Empl Days

Code Paid Salary Fringe Salary Salary Year Per Day Contracted

703 410 LIBRAERY AIDE $6,147 $0 $0 174 37 174

105 410 LIBRAEY AIDE $6.147 50 85,933 174 37 174

TOTAL OTHEE SALARY $9.008 $0
$12,294 80 §5,935
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Avalilable Reports

+» Substitute Report

+*»* This report will provide a compensation summary for all certified subs.

Days
Tch Mo. Name Employed FOD  Job Description Pay Type Amount

_ 62 1.00 SUBSTITUTE TEACHER 131 Cert. Sub Salaries for Cert. Staff $3,500

Total Compensation $3,500
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Avalilable Reports

+* Support Head Count

** This report will total support staff by job class.

Job FTE Head Count Average Salary
ACCOUNTANT (301) 1.000 1 $18,900
LIBRARY AIDE (410) 1.234 2 $9,963
TEACHING/CLASS AIDE (413) 1.000 1 $14,400
TEACHING ASSISTANT (414) 1.333 2 $1,974
SECRETARY (615) 1.667 2 $17,373
SUPERINTENDENTS SEC (890) 0.667 1 $21,831
BUS DRIVER (801) 0.333 1 $25 526
OTHER VEHICLE DRVR (802) 0.666 2 $9,580
COOK/FOOD PREPARER (953) 4.000 4 $12,691
CUSTODIAN (954) 2.000 2 $18,200
Totals 13.900 18.00 $13,942
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Avalilable Reports

+» Salary Schedule

/

+* Printable version of local salary schedules submitted under the “Salary Schedule”
tab.

Years of Bachelor's  *Bachelor's + *Bachelor's + *NBCT *NBCT *NBCT Master's *Masters's + *Master's + *NECT *NECT *NBCT Doctor's *NBCT
Experience Degree 18 Hours 0 Hours Bachelor's  Bachelor's +  Bachelor's + Degree 16 Hours 30 Hours Master's Masters's + Master's + Degree Doctor's
Dearee 416 Hours 0 Hours Deares 16 Hours 30 Hours Dearee

1] 34,418 34,716 35.416 35,716 35,453 35,753 36,085 268,452 36,753 37,025 36,802 37.202

1 34,818 35,116 35,816 36,118 35,883 36,153 38,485 36,853 37,153 37,485 37.202 38,202

2 35,803 36,203 26.002 37.202 36,921 372 37.553 37921 3821 33,553 38,270 38,270

3 36,432 36,743 27432 37.742 37.428 37,767 38,120 28482 38,707 39,128 38,870 38.270

4 36,708 37,022 37.709 38,022 37.784 38,073 38,405 38,764 38,073 39,405 38,148 40,148
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Avalilable Reports

+* FTE by Race, Gender, Job

% Thi ill id breakd by job d gend
*%* This report will provide FTE breakdown by job, race and gender.
American Indian or Asi Elack or Hawaiian Native or Two or More
Hispanic/Latino Alaskan Native ten African American Other Pacific Islander White Races
Position Male Fernale Mals Femals Male Fermals Male Femasls Mala Fermale Mals Femals Male Fermnszl
Superintendent 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 1.000 0.000 0.000 0.00
Frincipal 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 Z.000 1.200 0.000 0.00
Asstivice Principal 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 1.000 0.000 0.000 0.00
Moninst Prog Director 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.282 0.000 0.00
Elementary Teacher (210) 0.000 0.000 0.000 1.000 0.000 0.000 0.000 1.000 0.000 0.000 0.000 27.507 0.000 0.00
Middle School Teacher (210) 0.000 0.000 0.000 0.000 1.000 0.000 0.285 0.000 0.000 0.000 £.429 10.714 0.000 0.00
SR. High Teacher (210) 0.000 0.000 0.000 0.000 0.000 0.000 0715 0.000 0.000 0.000 0143 14.000 0.000 0.00
Counselor 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 2343 0.000 0.00
Execufive Assistant 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0571 0.0do 0.000 0.00
Manager 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0286 0.000 0.00
Totals 0.000 0.000 0.000 1.000 1.000 0.000 1.000 1.000 0.000 0000 19,143 H6.422 0.000 0.0o0
Total FTE T79.565
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Avalilable Reports

** FTE by Job

+*» 2 reports available — 1 with Fringe and 1 without Fringe
** This report will provide FTE, total salary and average salary by job class.

Job Full Time Equivalency Total Salaries Average Salary
SUPERINTEMDENT (115) 670 $50,000 $50.000
PRINCIPAL (112) 1.330 $77.000 $57.895
ELEMENTARY TEACHER (210) 9.488 $367 045 $38.685
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Avalilable Reports

+¢* FTE Count of Teacher Experience by Site

¢ This report will provide FTE for certified staff with less than and greater than 3
years experience by site.

Total FTE with Total FTE with
Zero to 3 Years of 3+ Years of
School Site Expenence Experience
1.985 8.287
1.929 4079
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Avalilable Reports

+¢* National Board Certified Teachers

¢ This report includes all classroom National Board Certified Teachers.

/

+* It will not include Speech Paths and Psychs.

County District Name Application Date Issue Date Expiration Date
12/01/2004 12/01/2014
12/01/2008 12/01/2018
11/15/2001 11/15/2021
12/01/2008 12/01/2018
12/01/2002 12/01/2012
172012 111772022
12/01/2008 12/01/2018
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Edit Checks

+» Certified FTE Checklist

¢ This report will show anyone reported with an FTE higher than 1.0.

Teacher Number  Teacher Name FTE

e 1.002

engageok

SUMMER EDUCATION EVENT ORbE




Edit Checks

+* Part-time FTE Checklist

¢ This report will show anyone reported with an FTE less than 1.0.

Teacher Number  Teacher Name FTE
] 0.750
N 0.999
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Edit Checks

+¢» Underpaid Personnel Report

¢ This report will show anyone who has a salary record that does not meet state
minimum salary requirements.

/

** Reminder: Each salary line is calculated individually by FOD.

Teacher Teacher Name Actual Minimum Salary Total Yrs
Number Last First MI Salary Salary  Difference FTE Degree of EXP NBCT
(N 500000 3136875  -16368.00 0.750 5 20 Mo
777777 HARRIS ERICA J  15,501.00 16,351.34 -850.00 0.429 5 9 No
20,000.00 25,095.45 -5,095.00 0.571 5 25 No
35,950.00 36,375.00 -425.00 1.000 4 11 No
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Crpen/Close CERTIFIED SALARY

FOD f Days

Edit Checks

Site/Job/Subject Pay Type [ Salary Days Contract
HARRIS, ERICA 1 - [SRN) 1636433

Delste | Site: 105 105 - My School -

Job: 210 210 - TEACHER
Subject: 1023 1023 - KINDERGARTEN (HALF DAY) -

Program Ceode: 100 100 - Regular Programs -

110

110 - Base

salaivl $20,799
Project Code

Project Code: B 2mount:

Fed Salary

FOD f Days

Employed /
Site / Job [ Subject Pay Type [ Salary Days Contract
HARRIS, ERICA 1 - (SRN) 1628428 <

Delete | Site: 105 105 - My Schoal

Job: 213 213 - RESOURCE TEACHER -

! 2359 2359 - All Special Education Prog

=t
Pay Type: L10 110 - Base Salary

Subject: 1050 1050 - ELEM ED (SELF CONT) - Sal

» Amount: $15.000

B :moun:

621 - IDEA Part B - Flow Through

Delete Project Code:
Project Cod
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Edit Checks

+» Certified/Support with No Salary

** These reports will show any certified or support staff that have either no salary
attached or a salary or fringe record with zero amount reported.

Certified Personnel with at least one salary or fringe amount that is zero AND no RFNR code
County District Teacher# SSN Last Name First Name MI
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Edit Checks

¢ Certified/Support with No FBA

** These reports will show any certified or support staff without a 331/332/334/335
fringe record.

Certified Personnel with no FBA

County District Teacher# SSN Last Name First Name MI

Support Personnel with no FBA

County District SSN Last Name First Name MI
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Edit Checks

+* Certified Expired Report

¢ This report will list any certified employee who does not have a current certificate.
+»+ If a teacher appears on this list, they are out of compliance and will need to
contact the Certification Department immediately to begin the renewal process.

** There should never be anyone listed on this report!

Year Cert
County District Tch # Last Name First Name Mii Expires
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Edit Checks

+* Certified/Support Federally Funded

+» All staff with federal project codes attached to salary or fringe records will be
shown on these reports.

Last Name First Name Tch# Federal Code Salary Fringe

511 Title I, Part A, Basic Program 41,500 £0

511 Title I, Part A, Basic Program $15,000 £0

621 Flow Through, P.L. 105-17, IDEA - Part B $15,000 £0
Last Name First Name SSN Federal Code Salary Fringe
N 511 Ticc ), Pt A, Basic rogram 340,000 $0
(., 3 O FROGRM $10000 0
O - /T X Pt C Honsies 5,00 *
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New Reports for FY16

+»» Teacher Certificates Expiring
+* This report will include all certified staff who will have a certificate expiring on
June 30 of current fiscal year.

+» Certified Degree/Experience
+* This report will provide degree level and teaching experience for all certified staff.
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SPR Tutorials and Other Info!

+ Training tutorial on Edit Checks available online!

/

+*» Please visit our webpage (http://ok.gov/sde/school-personnel-records) for tutorials and
other up-to-date information on School Personnel.

SPR Calendar

Reporting Guide

State Minimum Salary Schedule
Personnel Law References

Proof of Teaching Form

Single Sign-on Link

Shared Superintendent Application

) )
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School Personnel Records Staff

X/

** Lynn Jones, Executive Director Accreditation Standards and School Personnel Records

/

+* Heather Butler, Coordinator
** Phone: (405) 521-3360

*+ Brad Barker, Informational Representative
** Phone: (405) 521-3369
% E-mail: First.Last@sde.ok.gov
*» Fax number: (405) 522-1519
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