
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. 



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

Reports” tab. 



How to Get Started…?! 
 You will then see a menu of all the available Reports/Edit Checks. 



How to Get Started…?! 
 Select the report you would like to run, select the desired output format   

(PDF, Excel, etc) and click “Request Report.” 



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. 



Available 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. 



Available Reports 
 Certified Personnel Report 

 

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



Available 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. 



Available Reports 
 Substitute Report 

 

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



Available Reports 
 Support Head Count 

 

 This report will total support staff by job class. 



Available Reports 
 Salary Schedule 

 

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



Available Reports 
 FTE by Race, Gender, Job 

 

 This report will provide FTE breakdown by job, race and gender. 



Available 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. 



Available 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. 



Available Reports 
 National Board Certified Teachers 

 

 This report includes all classroom National Board Certified Teachers. 
 It will not include Speech Paths and Psychs. 



Edit Checks 
 Certified FTE Checklist 

 

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



Edit Checks 
 Part-time FTE Checklist 

 

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



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. 



Edit Checks 



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.  



Edit Checks 
 Certified/Support with No FBA 

 

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



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! 



Edit Checks 
 Certified/Support Federally Funded 

 

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



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. 



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 



School Personnel Records Staff 
 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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